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YIK PART ONE
BBK UNIT 1

MAKE-UP OF A BUSINESS LETTER

Penensent Simple commercial letters
noneHt M. A. Yuxanosa

A neatly arranged letter will certainly make a better impression on the reader.

YTBepKaeHO The layout of business and private letters are more or less common in all countries.
PEIaKIIMOHHO-U3/1aTeJIbCKUM COBETOM YHHUBEPCUTETA There are 8 parts in a letter:

B Ka4eCTBE yueOHO-METOIMUECKOr0 NOCOOus . the letter head;

. the return address;

. the date;

. the inside address (i.e., the recipient’s name and address);
. the opening salutation;

. the body of the letter;

. the closing salutation;

. the signature.

I'pomosas, U. U.
Ir OCHOBBI KOMMEPYECKOro mnepeBoza: ydebHo-meron. nocobme / U. U. I'pomosast. —
CII6.: I'VAIL 2014. - 60 c.

Hacrosiee yueOHO-MeTOMYECKOE TOCOOHE TPEACTaBIseT co00i TeMaTnuecku o0y-
CJIOBJICHHBII COOPHHK TEKCTOB M YNPAXHEHHUH 110 ITEPEBOYy KOMMEPUYECKOH KOPPECHOH-
JIHIIMU U O(HLUATBEHO-IETIOBOH JOKYMEHTAllMK € aHIJIMHCKOTO s3bIKa HA PYCCKUI U C
pycckoro si3bika Ha aHruiickuil. [locoOue 3HaKOMUT ¢ OCOOEHHOCTSIMHU TIpolLiecca TPpy-
JIOyCTPOMCTBA, IIOMOTAET OBJIAAETh CHEHU(HKOI MepeBoa KOMMEPUECKHX MHCEM U He- Layout of a letter
KOTOPBIX APYTUX JOKYMEHTOB, ()OPMHUPYET HABBIKM COCTABJICHUS U IepeBoja O(QHIH-

O~NOUTA WN PR

aHbHO-HeJ’[OBOﬁ JOKYMCHTAIMH. N Letterhead
Hpeﬂnamaqel-lo JUISL CTYICHTOB CTapIIUX KYpPCOB JIMHIBUCTUYCCKUX HAITPABJICHUH.
IMoarorosieHo kadeapoit HHOCTPAHHBIX SI36IKOB Ne 63 1 PEeKOMEHIOBAHO K H3JIaHHUIO
Penakunonno-usnarenbckuM HeHTpoM CankT-IleTepOypreckoro rocy1apcTBEHHOTO YHHU- Sender’s address:
BEPCHTETA A9POKOCMHYECKOTO MPHOOPOCTPOCHHUSI. (Company Name)
(Street Address)
VIK (City, State/Province ZIP/Postal Code)
BBK
Date
Inside address:
(Recipient Name)
(Address)
(City, State/Province ZIP/Postal Code)
Opening salutation
Body of the letter
Closing salutation:
Sincerely,
Signature
(your name)
(your position)
© I'pomonas U. U., 2014 (Typist’s ir.1itials)
© Cankr-TletepOyprekuii rocy1apCcTBEHHBIN Enclosure: (number)
pOyp yaap
YHHUBEPCUTET a9POKOCMHUYICCKOTO .
npubopoctpoenwusi, 2014 cc: (name)




1. Letterhead

Letterhead refers both to the high-grade paper used for business letters and to the com-
pany insignia, trade name or product name printed at the top of each sheet. The printed infor-
mation also includes: the company name, address and the telephone number. More detailed let-
terheads may list the name and the title of an executive officer, the name of a department, or
the company’s cable address.

2. Sender’s (return) address

When business letters are written on plain paper, the writer’s address must be typed in
place of the printed letterhead. The information about return address is typed above the date of
the letter in block style, single space:

371 Woodbine Boulevard

Spokane, Washington 992123

October 10, 2013

3. Date

The date is placed under the sender’s address, usually one or two spaces.
In Great Britain and many other countries the date is written as follows:
12" March, 2013

March 12", 2013

12 March, 2013

In the USA the date is written as:

March 12, 2013

4. Inside address

The complete name and address of the intended recipient is called the INSIDE
ADDRESS.
A complete inside address includes either of the following:

Name of individual Mr. James C. Carven
Title or department Vice President

Name of company British Asbestos , Ltd
Street address 25, Leadenhall Street
City, state, ZIP code London, E.C.

An appropriate title, such as Dr., Miss, Mr., Mrs., Ms., Messrs. ['mesars], Mes-
dames/Mmes ['meideem] and Esq. (used in England instead of Mr.) should precede the names
of individuals. Ms. is used when the marital status of a woman is unknown or when she indi-
cates that she prefers it, as by signing a letter Ms. Jane Brown. Esqg. is an abbreviation from
esquire (acksaiip) but it is never used in the full form. When using this form of address mind
that it is necessary to indicate the name of the person or his initials, e.g. Harold Brown,
Esqg. / H. Brown, Esq./ H.D. Brown, Esq. It is also worth mentioning that a name or initials
should never be written after the family name (surname, last name), only in front of it.

Other abbreviations that one can come across are M.P.=Member of Parliament,
L.L.D.= Doctor of Laws (moxrop ropuamdeckux Hayk), K.C.V.0.=Knight Commander of the
Victorian Order (kaBanep opjeHa Koposesbl Bukropun).

Sometimes letters are addressed to officials. In this case it is possible to address a recip-
ient as follows:

The Chairman, npencenarento komnanuu A. Cmur 311 Ko.
A. Smith &Co., Ltd. Jlumuren

If you happen to know both the name of the recipient and his (her) position, they are
written in the following way:

R.S. Jones, Esq., Chairman, A. Smith | P.C. [lxoyH3y 3cKBaiipy — IpeIceaaTeltto
&Co., Ltd. xommannu A. Cvur 381 Ko. JIumuren

But mind that a full recipient’s address on the letter and envelope should consist of not
more than six lines.

5. Opening salutation

The salutation, or greeting, is typed a double space below the inside address or attention
line. If written in the USA, a colon follows the salutation

Mrs. Janet R. LaCroix

1472 North Broadway

Lincoln, NE 68529

Dear Mrs. LaCroix:

The following salutations meet the majority of letterwriting needs:

Gentlemen To a company or group of people

Sirs

Dear Madam To an individual: impersonal business form
Dear Sir

Dear Miss... To an individual: preferred business form
Dear Mr. ...

Dear Mrs. ...

Dear Ms. ...

Dear Mr. and Mrs. ... To a husband and wife

Dear Chadwick To an individual: informal business and social
Dear Virginia form

Dear Mr. Jackson and Mr. Ruitz To two men with different names

Or

Dear Messrs. Jackson and Ruitz

Dear Messrs. Freeman To two or more men with the same surname
Dear Professor Clark and Professor To two persons with different names

Casey

The salutation gentlemen is used when a letter is addressed to a company with an atten-
tion line to an individual or department. If gentlemen seems awkward or inappropriate because
the letter is addressed to the attention of a woman, it is best to eliminate the attention line and
address the letter to the woman, rather than the company.



6. Closing salutation

The complimentary, or formal, closing of a letter is typed double space below the last
line of the body. It is usually typed at the left margin.
The following closing salutations may be used in business correspondence:

Cordially Yours sincerely
Cordially yours Faithfully
Respectfully Faithfully yours
Respectfully yours Truly yours
Sincerely Yours truly
Sincerely yours Very truly yours
Very sincerely yours

7. Signature

Sufficient space should be left after the complimentary closing or typed company name
to allow for the writer’s signature. Three or four blank lines is usually ample space, but more
space can be left if the writer has a large handwriting.

SUPPLEMENTS IN OFFICIAL AND BUSINESS LETTERS
1. Attention line

An attention line is used when a letter is addressed to a company but directed to a spe-
cific individual or department for processing. The attention line, part of the inside address, is
typed at the left margin a double space below the inside address and a double space before the
salutation. If typed in capital or lowcase letters, the word Attention is followed by a colon; if
typed all in capitals, no colon is used:

Consolidated Chemical Corporation

24605 Bundy Drive West

Suite 1209

Los Angeles, CA 90076

Attention: Ms. Shara Brown

But:

Pacific Southwest Radio Corp.
5701 Avenue of the Stars
Barton Rouge, LA 90067

ATTENTION Accounting Department
2. Subject line

The subject line refers to the topic of the letter and is considered part of the body. It is
typed a double space below the salutation and a double space before the body. It is usually cen-
tered on the page. The subject line helps the reader to focus on the main subject. SUBJECT or
Re (Regarding/Referring) is generally added before the subject itself and followed by a colon:

Dear Ms. LaCriox:

SUBJECT: Account No 14685-C

We have received your telegram...
or
Dear Ms. LaCriox:

Re: Account No 14685-C
We have received your telegram...
3. Reference initials

Sometimes the typist’s reference or the initials of the writer and of the typist are typed
on the same line with the signature or double space below the signature. This is to enable trac-
ing earlier correspondence on a certain subject. First the initials of the writer are typed, then
those of the typist:

EAN/AB or EAN:AB

EAN/ab or EAN:ab

ean/ab or ean:ab



4. Enclosure notification

When documents or other papers are to be enclosed with or attached to correspondence,
an enclosure notification should be typed a single or double space below the reference initials
at the left margin.

Single enclosure: Double enclosure:
Enc. Encs.

Encl. Encls.

Enclosure Enclosures

Enclosures may be itemized for the reader’s convenience. Also, when there is more
than one enclosure, the number may be indicated:

Enclosure: Release Form Contract

Enclosure: 3 or Enclosures: 3

5. Copy notation

When an extra copy of correspondence is prepared — either a carbon copy or by photo-
copying — and distributed to another person, this fact should be noted on all copies for the ad-
dressee’s information, when appropriate. The copy notification is typed at the left margin
a double space below the last reference line:

cc: William Davids

CC: William Davids

Copy to William Davids

The complete name and address of the copy recipient may also be indicated on the let-
ter, if appropriate.

When several copies of one letter are to be made and distributed, all names should be
indicated in the notion:

cc: John Fitzhugh

William Hartford
Joanna C. Cinters

6. Envelope

The address on the envelope is intended to ensure that the written message will be re-
ceived by the addressee.

Most companies have their return addresses printed on all company envelopes.

If plain envelopes are used, the complete return address should be typed in the upper
left corner of the envelope, approximately two lines from the top edge and two or three spaces
from the left edge.

Postal notations such as AIRMAIL, SPECIAL DELIVERY, CERTIFIED MAIL, REG-
ISTERED MAIL, RETURN RECEIPT REQUESTED are typed in solid capital letters in the
upper right corner below the postage stamp.

BODY OF ALETTER

The body of the letter is typed single spaced, with double spacing between paragraphs.
One-paragraphed letters may be typed double spaced.

As arule, the body of the letter includes the following elements:

1. Acknowledgement of the receipt of a letter

We have received your letter of May 15...

We thank you for your letter dated...

In reply to your letter of...

We are obliged for your letter of...

We acknowledge (the) receipt of your letter of...

We acknowledge your letter of...

We are in receipt of your letter of...

This is to acknowledge with thanks receipt of your letter of...

| wish to acknowledge with many thanks the receipt of your letter of...
Receipt is acknowledged of your letter of...

2. Reference to dates

We refer to your letter of May 15...
MplI ceplnaemcs Ha Bare nucbMo ot 15 Mas...

Your letter of 20 ult...
Bamre nucemo ot 20 gmcna nponuioro Mecsina

Your telegram dated 25" inst...
Bama tenerpamMma, 1aTupoBaHHas 25 YUCIOM TEKYIETO MECSIA. ..

The vessel will arrive on the 2™ prox.
CynHo npuOyZeT 2 yucia ClIeyIonero Mecsa. ..

of today’s date — ot ceroausiunero ducna
of yesterday’s date — ot Bueparsero 4ncia
of the same date — ot Toro e urcna

3. Requesting the answer

We should appreciate a prompt reply.

We should appreciate to receive your prompt reply at your early convenience.
A prompt reply would be appreciated.

Will you kindly let us have an early reply.

Will you kindly reply to this letter.

In anticipation of your early reply, | remain...
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4. Expressing gratitude for a letter

| very much appreciate having a reply from you.
| appreciate your prompt reply.

Thank you for your prompt reply of...

It was a great pleasure to receive your reply.

5. Expressing gratitude for materials

Thank you for sending me...

It is so kind of you for sending me...

I am grateful to you for sending me...

I am very much obliged to you for sending me...

6. Expressions used on sending materials

| am sending you herewith (herein)...

I am sending you under a separate cover...
I enclose herewith (herein)...

You will find enclosed....

Please find enclosed...

Attached to this letter you will find...

7. Apologies for a late reply

I am very sorry to have taken so long in replying to you.

Please excuse me for my late reply.

Please forgive me for not replying sooner to your kind letter of...
| apologize for my delay in replying to your letter.

8. Endings

With best wishes (regards).
With kind/ kindest regards.
With best wishes and regards.

I extend my best wishes to you.
With compliments.

Meanwhile | wish to remain...
Thank you once again for...

I hope to hear from you soon and remain with kindest personal regards.

| trust to hear from you soon.

We look forward to hearing from you.

We look forward to welcoming you in this country.
1 look forward to the pleasure of seeing you.

Exercises
1. Lay out the letter in accordance with the rules:
Sender’s address Inside address Supplement Date
The Royal Society, Russian Academy of Attention: May 3, 201...
Berlington House, Sciences, Mr. V. Belov
London, W 1, 1, Universitetskaya
England Naberezhnaya,
St. Petersburg, Russia

Prof. S.P. Spirin Mr. M.A.Joyce, Subject: May 10,
3. ap. 36 Lomonosov Ave., | Professor, Diffraction 19.......
Moscow, 117119 Cornell University, Wave
Russia Ithaca, N.Y., USA
Miss Doris Smith, Dr. S.P.Pavlova, Re: Symposium | March 12, 19....
1105 Lame Ave., Pulkovo on
New York 25, Observatory, «The Moon»
N.Y., USA Saint-Petersburg, Russia

2. Give the English equivalents:

IToaTBepkaeHne momydeHus MHCbMa; B OTBET Ha Baiie muceMo OT...; MOATBEpKAaeM
nojy4eHue Baiero nuceMa OT...; ¢ HETepIeHHEeM oxkuaaeM Baiero oTBera; Gnaromapum 3a
61:10pr1]71 OTBCT HA HALIC IMMHCbMO OT...; 6J‘[al‘0)1apI/IM Bac 3a TNIpUCJIaHHBIE MaTEpUalibl; K IMUCh-
MYy HnpuiaraeM; nocbuiaTh OTACJIbHBIM IIAKETOM; C HAUTYYIIUMH [10KEJIaHUSMU.

3. Translate into Russian:

Letter 1
August 7, 2010
Dear Professor Smith,
I am grateful to you for your letter of August 3" and kind invitation to participate in the
X th Congress of Physiologists in Pennsylvania, but | very much regret to inform you that | am
unable to be present as | have a number of urgent maters to attend to in this country.
As far as my report is concerned | have asked Dr. Buck to read my paper and to present
a copy to you for publication in the proceedings of Physiology.
Best wishes,
A.P. Mukhman

Letter 2
July 24, 2010

Dear Alfred Manson,

First of all 1 am apologizing for the delay in answering your letter of June 21. Unfortu-
nately, | could not give proper consideration to your letter as | had to leave on business for the
whole month.

| still regret not being in the position to comply with your request at present as | am to
make the second business trip for a fortnight.

However, | wish to assure you that | shall attend to your request as soon as | get back.

My best regards to your wife and to Dr. Jacobs.

Yours sincerely,

Andrean Nelson

11



Letter 3
March 10, 2011
Dear Sirs,
We are in receipt of your letter of March 3, 2010 and are very thankful for sending us
your catalogue and price-list for laboratory refrigerators.
We are very sorry to inform you that we have to decline your offer as we are keenly in-
terested in purchasing other laboratory equipment and devices at present.
Yours truly,
R. S. Sanders
Chief Engineer
Letter 4
Dear Dr. Pertova,
I am sending you herewith the May issue of the Proceedings of the Royal Society to
call your attention to the article «Natural Evaporation from Open Water and Grass».
With best wishes,
Thomas P. Moshone

4. Arrange a business letter:

1) The opening salutation
2) The inside address

3) The heading

4) The body of the letter
5) The date

6) The signature

7) The closing salutation

5. Lay out an envelope
6. Make up a letter acknowledging receipt of the bulletin «Physical Problems»
7. Translate the following:

|. Dear Sir,

We are very grateful to you for your letter of March 23 and for the circular letter en-
closed. We enjoyed reading about the photographic observational and computational tech-
niques of keeping track of the minor planets, which were elaborated at your computing center.

We greatly appreciate your kind invitation to participate in the International Co-
operating Observational and Computational program. Our Computing Center lends its support
to this program and will contribute to the methods of keeping track of the minor planets.

Trusting to hear from you soon,

Henry R. Hill

11. 1. Me1 nonyuunu Barre nucsmo, gatuposannoe 28 dheBpas.
2. TlonTBepkaaem nomyudeHue Bamiero mmcema ot 15 mast, 3a xotopoe mMbl Bac 6ma-
roJlapyM.
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3. B orBer Ha Bame nuceMo ot 26 ceHTIOps, MOCIaHHOE aBUAIIOUTOM, MBI Pajibl CO00-
muth Bam, uto 1/x «Hesa» Boiien B Mmope u3 Cankr-IlerepOypra 27 ceHtsiOpst u mpubyaet
B JIOHIOH 5 OKTAOpSI.

4. Brnarogapsi mobe3HOCTH rocnoanHa bpaiieHa HaM yIanoch YCTaHOBHTH XOpOIIHE
KOHTAKThI ¢ BaliuM HHCTUTYTOM U HayaTh 0OMEH HOBEHUILICH JINTepaTypoil.

5. Ouensb npoury Bac He oTka3aTh B 100€3HOCTH ITOMOYB JI-py XMMHUYECKUX Hayk lBa-
HOBY BCTpeTHThCs ¢ npodeccopoM KoyHzom n3 KeMOPHIDKCKOro YHHBEpCUTETa, 3a UTO 3apa-
Hee Onaronapro.

6. ITonTBepxaaeM ¢ GIarofapHOCTBIO MONYYEHHE BALEro MUcbMa OT 15 HOsOps C.r.,
C TIPUJIOKEHHOM K HEMY KONHMEH NpOeKTa.

7. B cootBerctBuM ¢ Barueil nmpock0oii s mpocMoTpen yka3aHHble Bamu marepuaisi
M HallleN, YTO BalllM BBIBOJbI COBEPLICHHO MPABHILHBL Sl BeCbMa COXKajero, YTO HE MOTY yJIO-
BJIETBOPHUTH Bairy npocs0y B Hacrosimee BpeMsi, — s ele He 00padoTa HoJIydeHHbIE MHOIO
JTaHHBIE.

8. Baie mpesioxxeHne Upe3BblUAHO HHTEPECHO, HO S JOJDKEH cooOummTh Bam, urto
MBI, K COXAJICHUIO, HE MOXEM ceifdac naTth Bam cBoe cormacue.

9. K coxanenuto, s 10JKHA COOOIIUTH BaM, 4TO HE CMOTY MPHHATH y4acTue B 00CYX-
JICHUM 9THX BOIIPOCOB, TAK KAK OHH COBCEM HE CBS3aHbI ¢ MpodHIIeM Moei paboThI.

10. A naneroch, uto Bbl M3BHHUTE MEHS, UTO 1 HE cooOumI Bam BoBpeMs 1aTy 3acea-
HHS KOMHUTETA.

11. Tlo mpeanoxenuto rocrnoauHa A. Bpayna moceutaem Bam kartamor aBromoOwmieid,
3KCHOPTUPYEMOH KoMmanuen « ABTo-BA3y.

12. MBI paapl nocTaBuTh Baiieit KOMIaHUM CTaHKU COTJIACHO MPUJIATaeMOMY CITUCKY
B OOMEH Ha MAIIMHbI, KOTOPBIC POU3BOIUT Ballia koMIanus.

8. Add the missing phrases:

1. inviting me to visit your country.

2...... publishing my paper in your journal.

3. contributing to your journal.

4. We shall appreciate it very much if.......

5. I have much pleasure in.....

6. Through the courtesy of.....

7. 1t was very kind of you to pay me so much attention during....
8. I should be thankful if you would give your consideration to....
9. | approach you...

9. Write a letter in Russia using the information given below. Translate this letter into
English.

MHara: 20.11.2013

Anpec: Anrnus, Manuectep, [lomap Poyn, a. 16, bk sug I'pun JIT/.

Copnepxanue: — coobuure o nmonydenun nucbma ot 24.10.2013 u Beipasute cBoro Ouia-
rOJIapHOCTb 3a HETO;

— co00IIHTE, YTO MO NPOCOe KOMIAHUHU BbI BBICHUIAETE OTAEIbHBIM IIAKETOM KaTaJor
CTaHKOB, IPOM3BOIMMBIX BAlIUM IPENPUATHEM, A TAKKE IIPUIAraeTe K HeMy MPeiCKypaHT;

— BIpa3uTe 6JaroJapHOCTh 3a MOTy4eHUe CKOPOro OTBETA.

IMoxnuck: U.U. Crenanos, reHepaibHblii qupextop « ABC-Mmmopty.

13



NOTE:

It is recommended to use the following English equivalents for Russian terms indicating the
legal status of a company:

(npouseoocmeennoe) ooveounenue — industrial (production) association;
Oouecmeo:

akyuonepnoe ~ — stock corporation (company), joint stock company (JSC);
akyuonepnoe omkpovimoe ~ (A00) — limited liability company;
3akpeimoe axyuonepnoe ~ (340) — close corporation;

Koonepamuenoe ~ corporative society;

nybnuunoe akyuonepnoe ~public company;

cmewannoe ~ mixed joint stock company;

cmpaxoeoe ~ insurance company;

mopzosoe ~ trading (trade) company (enterprise);

Ilpeonpusamue:

snewnemopzosoe ~ foreign trade company;

2onosnoe ~ leading enterprise;

2ocyoapcmeennoe ~ state (-owned) enterprise;

Kommepueckoe ~ commercial enterprise;

manoe ~ small company (business, enterprise);

coemecmnoe ~ joint venture;

Tosapuwgecmeo — partnership

~ Ha gepe (Kommanoumnoe) — limited partnership;

Kpedummnoe Koonepamugnoe ~ (0b6ugecmeo é3aumnozo Kkpeouma) ~ mutual loan partner-

ship;

noanoe ~ general (ordinary, unlimited) partnership;
Ilapmmuep (coenadeney mosapuuiecmea):

2naenwii ~ general partner

kommanoumneui ~ limited partner
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JOINIOJIHUTEJIbHASI THOOPMALIUS

1. 3aroJioBok

Haneuaraussiii THIOrpad)CKMM CIIOCOOOM 3ar0jIOBOK COAEPKUT HAUMCHOBAHUE W al-
pec opraHU3aluy WK NPEIIPHUITHS, FOPUIMYECKU aapec, Homepa TenedoHoB. [lox Ha3BaHU-
€M OpraHHM3allfi YacTO YKa3bIBACTCS POJ €€ ACITENbHOCTU. B 3aronoBkax miuceM aHTIHHCKUX
AKIMOHEPHBIX KOMITAHHH HHOT/Ia POCTABIIAIOTCS (haMHIMU TUPEKTOPOB KOMIIAHHH.

Ha3Banus BHEIIHETOPTOBBIX OOBEAMHEHHWH HE IMEPEeBOMATCS HA AHIIIMICKHUN S3BIK,
a MUNIYTCS JATUHCKUM MPU(PTOM B TPAHCKPUIIIINH, IPUHATON JUIS BCEX HHOCTPAHHBIX S3bIKOB!

ROSSIISKOYE EXPORTNO-IMPORTNOYE OBJEDINENIE «<EXPORTLES»

2. IIucsma, He MOMeLIAIOLMeCs] HA OHON CTPaHUIIe

ITnceMa OOBIYHO MUIIYTCS TOJIBKO HA JIMLEBOU CTOpoHe Onanka. Ecny muceMo He mo-
MEIIAeTCs Ha JIMIEBOI CTOPOHE GIIaHKa, OHO MHIIETCS HA JBYX HIJIM TPEX JIHCTaX, IPHYEM HC-
HOJIb3yeTCs TAKXKE JIMIIb OJJHA CTOPOHA JIUCTA.

B kauecTBe JOMOMHUTEIBHBIX PEKOMEHIYETCS YIOTPEOISITh JIMCTHI C Ha3BaHUEM Opra-
HM3aL{H1, HATICYaTaHHBEIMH TUIIOTPAQCKUM CIIOCOOOM B JICBOM BEPXHEM YIIIY; PSAIOM B IIPAaBOM
BEpXHEM YTy JOJDKHBI ObITh Hamedatansl cioBa Continuation Sheet No. ... JTucm oaa npo-
oomcenusn nucoma MNe...

MtHorue 3apyOexHble (UPMBI HCIOJB3YIOT JOMOJHHUTEIbHBIC JHCTHI 0€3 JaHHOM
HaJIKUCH. B 3TUX ciydasx Ha JONOJHUTEIBHBIX JINCTAX MPOCTABISIOTCS HOMEpa CTPaHUI[: Ha
NIepBOH TOMOJIHUTEIHLHON CTPAHUIIE CTABUTCSA HOMEp 2, Ha BTOPOH — HOMEp 3 U T. [I.

B HIDKHEM IPaBOM YUy K)XIOH CTpaHHUIBI TEKCTa, BKIIIOYAs MEPBYI0, HO KPOME II0-
crnennedt, mamercst coo Continued unu cokpamenso (wiu Contd./Contd) npodonarceno.

3. Hoanucek
HOL[HI/ICL Ha MUCbME CTABUTCS TOJIBKO YEPHUIIAMU.
OTI[eJ'ILHLIC CTPOYKH B IMMOANHNCH HE PA3ACIIIIOTCA 3aIIIThIMU.
[pyrue cioyxaiiyue KOMIIaHUU, KOTOPbIM IOPYYEeHO HNOJNMCHIBATh MUCHbMA, AEIal0T 3TO
CIIEAYIOIIIM 00pa3oM:
1. For A. Smith & Co., Ltd.
D. White
Export Department
2. A. Smith & Co., Ltd.
Per D. White
Export Department

Per D. White ynorpe6usiercst 8 npumepe 2 B 3aagenuu by the hand of D. White.

JToroBopbl, 4eKH, (PMHAHCOBBIE 003aTENbCTBA, FAPAHTHH M T.II. TOIMKMCHIBAIOTCS 3a-
KOHHO YMOJHOMOUYECHHBIMA HA TO JIUNAMU. [IpH TOJTHCAHUH TaKUX JOKYMEHTOB Tepesl Ha3Ba-
HHUSMH OpraHu3anuu B noanucy mumercst For and on behalf 3a u om umenu wu of Per pro
(OT MaTHHCKOTO BBIpKEHHS PEr procurationem) no dosepennocmu.

4. MMocTckpunTym

Tloctckpuntym (Postscript), T. e. mpunucka B KOHIE MUChMa TOCIIE MOAIKMCH, A0MyCKa-
€TCs JIMIIb B TOM ClIy4ae, KOr/ia Iocje MOAMMCaHUs MUChbMa [TPOU30ILIO0 COOBITHE, O KOTOPOM
HYXKHO HEMEICHHO COOOIIHTh ajpecaty. [Ipumicka HaunHaeTes ¢ cokpamieHus P.S.; B KOHIe
HPUITUCKH CHOBA CTABUTCS TTOIIUCh.
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5. IlpaBuia ynorpedsieHHs] MPONMMCHBIX (3arJaBHBIX) OYKB B KOMMEPYEeCKHX
nucbMax

1. MeHa cymiecTBUTENIbHbIE COOCTBEHHbBIE U TIPHIaraTesibHble, 0003HAYaIOINe HALKO-
HAJIBHYIO PHHAJUIEKHOCTb.

2. Bce cioBa (BKJIIOYAsi COKpALICHHs) B Ha3BaHUAX (DMPM U OpraHU3aluii, 3a HCKITIOUe-
HHEM CIIy)KeOHbIX YacTeil peun.

3. Bce ciioBa B 0003HAaYEHHUH JIOJDKHOCTEN HIIM 3aHUMAEMOTO TOJIOKEHHMS], 3a UCKITIOUe-
HHMEM CIIy)KeOHbIX YacTeil peuu.

4. Bce ciioBa B Ha3BaHMAX OT/EJIOB B OpPraHW3alMH, 33 UCKIFOYCHHUEM CITy)KeOHBIX Ya-
cTeit peun.

5. Bce crnoBa (BkITHOUAsi COKpAIICHUS) B HA3BAHUSIX TOCTUHHMII, B 0003HAYCHHH TAXKCH,
KBapTHUP, KOMHAT H T.JI.

6. Bce citoBa B yKka3aHHH Ha MPEJMET, TEMY WIIH COJIepKaHKEe TIHChMa, 32 UCKITIOYEHHEM
CITy>keOHBIX YacTel pedn; HAMMEHOBAaHMS Npe/IaraeMblX, IPOAAHHBIX WM KYIUICHHBIX TOBa-
POB, Ha3BaHUSI HEKOTOPBIX JOKYMECHTOB:

Your Order for Two Steam Engines

Your General Catalogue of Machine-Tools

7. CrnoBa B HaAnucsix, 0603HavyaroNnmx crocod ormpasku mucem: Air-Mail, Registered, etc.

6. HexoTopble nmpaBujia ynorped/eHusi 3HAKOB NpPEeNMHAHUS B KOMMeEPYeCKHX
NMUCbMax
1. B KoHIIe Bcex COKpalIeHHBIX CJIOB cTaButcst Touka (Co., Ltd., Inc.).
2. B Ha3zBaHuax (bl/IpM nepea CJIOBOM MIIM a TAaKXKE Iepea COKpalllCHUsIMU 3THUX CIOB
CTaBUTCH 3aIrsATas:
The Modern Machine Tool Company, Ltd.
Smith, White and Co., Inc.
3. Mexay Ha3BaHHEM TOpPOJIOB M Ha3BaHHMEM LITATa WIM CTPaHbl. A Takke mepen 000-
3HA4YCHHUEM ITOYTOBOI'O paﬁOHa CTaBUTCA 3aIrATas:
Chicago, lllinois
Glasgow, England.
4. BockiuuaTenbHbI 3HAK MOCHE BCTYMHUTEIBHOTO MPUBETCTBHS, B OTJIMYHE OT pyc-
ckoro si3eika, HE CTABUTCSI.
5.B BBIPpAXKCHUAX TUIlA Brumanuro 2ocnoouna...CTaBUTCS JABOCTOYHNEC, €CIIU ITOCJIC HETO
HeT npejiora of:
Attention: M. Henry Watson
Re: Order No 225
6. Ilocne 3aKIOUUTENBHBIX (OPMYJ BCErZla CTaBUTCS 3aIlsiTasi, OTACISAIONIAs [IPUBET-
CTBHEC OT ITIOAITNCH. CTpO'-IKI/I IIOAIINCH 3aITATBIMU HE OTACIISIFOTCS .
Yours faithfully,
Smith &Co., Ltd.
A. Brown
Chairman
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UNIT 2
ENQUIRIES

When a buyer wants to know at what price and on what terms he could buy the goods
required by him, he usually sends out enquiries to firms, companies or organisations manufac-
turing such goods or dealing in them. Most letters of enquiry are short and simple, so much so
that many firms have adopted the practice of sending printed enquiry forms. As a prospective
buyer the writer of an enquiry states briefly and clearly what he is interested in, and this is all
the receiver needs to know. Often the buyer asks to send him illustrated catalogues, price lists
or other publications and, if possible, samples or patterns of the goods he is interested in. When
asking the seller/supplier to send him a quotation, the buyer gives as far as possible a detailed
description of the goods required.

A first enquiry — a letter sent to a person with whom the buyer has not done business
yet — should include:

— A brief mention of how he obtained the potential seller’s/supplier’s name (an embas-
sy, consulate, chamber of commerce; you may have seen the goods at an exhibition or trade
fair; recommendation; an advertisement, etc.)

— Some indications of the demand in your area for the goods which the seller/supplier
deals in.

— Details of what the buyer would like to obtain (a catalogue, a price list, discounts,
methods of payment, delivery times, and, where appropriate, samples).

— A closing sentence to round off the enquiry.

NOTE:

1. Russian words indicating the position (title) of an officer may be rendered into English in
the following way:

gugexmog

zenepansusuit ~ General Director, Director General, General Manager, Managing Director
ucnonnumensuutii ~ Executive Director

kommepueckuii ~ Sales (Commercial) Manager (Director)

¢gunancoswuii ~ Finance (Financial) Director

3aeedylowuii omoenom pexnamot — Advertising (Promotion) Manager

Hauanvnux

~ omdena kadpos — Labour/ Personnel/ Staff Manager

~ omoena covrma —Distribution Manager

~ omoena cnabacenus — Purchasing Director; Director of Material; Director of Supplies

~ mpancnopmnozo omoena — Traffic Manager

Inagnwtit

~ gyxzanmep — Chief Accountant; Accountant General; Accountant in Charge

~ unarcenep — Engineering (Technical) Manager

~ mexnonoz — Production Manager

2. The word «term» in the singular means «cpok, mepuon, T.e. KaKOH-THGO POMEIKYTOK
Bpemenn», While the same word used in the plural has the meaning of «ycmosust (mocraskn,
IaTexka)»
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Exercises
1. Translate the following:
Letter 1
W. JONES AND SONS LTD.
456 Oxford Street
London, E.C. 4
10 January 20
ABC Textiles

Moscow, Russia

Dear Sirs:

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

There is a steady demand here for high class goods of this type.

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

We look forward to hearing from you.

Yours faithfully,

W. Jones

Letter 2
May 29, 20...

Claston Menswear Ltd.
96 Riverside
Cardiff CF 1 IV

Attention: Sales Manager
Dear Sirs:

We are interested in the sweaters that we have seen here on your stand at the Menswear
Exhibition.

We are big importers of menswear and we are looking for a manufacturer who can sup-
ply us with a wide range of sweaters for men.

As we usually place large orders, we expect a quantity discount, and our terms of pay-
ment are for collection.

If you agree to these conditions and you can meet orders of over 1,000 sweaters at one
time, please send us your current catalogue and price-list.

We hope to hear from you soon.

Yours sincerely,

L. Popov,
General Director
Textiles, Ltd.

Vocabulary

a wide range — mMpOKKUii aCCOPTUMEHT
to place an order — pa3mectuTs 3aKa3
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quantity discount — ckuaka 3a/Ha KOJIMYECTBO
discount off/ from/ on the price — ckumka ¢ neHs

a 5% discount — 5-mporieHTHas CKUIKA

payment for collection — matex B hpopme nHKacco
to meet an order — BBIMOJIHUTD 3aKa3

2. Translate the following:

1. MsI Oyzem npu3HaTenbHBI BaM, eciu BbI IpHUIILIETe HAM CHHCOK (MPM, TOPTYIOIINX
STHMH TOBapaMu.

2. MBI y3Hau u3..., 4TO BbI IPOU3BOAUTE (MMIIOPTUPYETE)...

3. MsI npu3HaTenbHEI 3a coodiienue Bamero anpeca ¢pupmoit Cmut u K°, JIta, xoro-
past mporH(pOPMHUPOBAa Hac, YTO BbI BhITycKaeTe (IKCIOPTHPYETE)...

4. IIpocum npucnaTh HaM MOJIPOOHOE ONKCAHUE TOBAPOB, KOTOPHIMH Bl 3anHTEpeco-
BaJINCH.

5. Tun MammHbL, Ha KOTOPHII BB cchutaeTech, HAXOAUTCS B CTaUU Pa3pabOTKH U, OT-
CI0J1a, B HAJIMYMH KaTAJIOTOB MOKA HET.

6. Mbl nosmyuuiu 00pasipl TKaHeH, MOoCIaHHbIX BaMK OTAENbHBIM ITAKETOM, U HPOCHM
MIPUCIIATh HaM Ball IPEHCKYPaHT Ha 3TU TOBApPHI.

7. M1 XxoTenu Obl 3HaTh, O KaKOH IIEHE W Ha KaKUX YCJIIOBHSAX BBl MOTJIH OBI TOCTaBUTh
gaM 1000 TOH IMIIEHUIIEL.

3. Translate into English:

Letter 1
CroxkrousM, 8 urons 2012

YBaxkaemsle rocmoja!l

C 61aro1apHOCTBIO MBI M3BEIAeM O MOJIydeHHH Baiiero micbMma OT 4 HIOHS U JBYX
OOIIMX KAaTAIIOTOB CTAHKOB, OTITPABJICHHBIX OTACIBHOM MOCHUTKOM.

Katanoru mnpencraBisioT A HAC 3HAUMTENbHBIH MHTepec. B wactHOCTH, 1Sl Hac
NPENCTaBISIIOT OONBIIONH MHTEpeC HUIM(OBAJIbHBIE CTAHKH, MIOKA3aHHBIE B KaTalore Ha CTpa-
Hunax 9-15, u Ml 6buTH OBI OJ1aTOAAPHBL, eciii Obl Bbl npucianu HaM NOAPOOHYO OMKCATENb-
HYIO JIITEPATYPY 110 ITUM CTAHKaM.

C yBaxxeHHEM,

Letter 2
Jlonmon, 12 uronst 2010 1.

VYBaxaemsle rocroaa!l
MMapadun

Mp1 npu3HatensHbI 3a coobiienne Bamiero anpeca Toproeo-IIpombinuiennoii [Tanaroit
Poccuiickoit @eneparyu, KOTOpoe HHPOPMUPOBATIO HAC O TOM, UYTO BBl siBisleTECh €IMHCTBEH-
HBIMU JKCIIopTepaMu napagpusa B Poccun.

MBb! siBiISI€MCS TOCTOSIHHBIMU TTOKYTIATENISIMU 3TOTO TOBapa U IpocuM Bac BbicaaTh Ham
00pa3ibl pa3InuHbIX COPTOB MapaduHa, HA3HAUYUB HAM Ballly KPailHIOO LIEHY W JIy4llIHe YCIIO-
BUSI IUTATEKA.

Mp1 xoTenu Obl 100aBUTh, YTO B HACTOSIIEE BPEMs Mbl 3aMHTEPECOBAHbI B HEMEUICH-
HoI1 orrpy3ke npumepHo 1000 TonH napaduna.

C yBaxkeHHeEM,



Letter 3
Jlonnow, 23 suBaps 2011 r.
VBaxkaemsle rocrozaal

3anpoc Ha UKpy

Ccputasich Ha TIpeAbIAyIIMEe KOHTPAKTHI, 3aKiIOueHHble ¢ Barell opranmzanueil, Mbl
ObuTH OBI paJibl HOMYYUTh Barlie npeanoxeHue o npojaxe HaM UKpsbI yiaosa 2010 r.
Ham HeoOxoanMo cienyroliee KOJINYEeCTBO UKPHI B O0UKaX:

BeryXbs HKpa .............. 5000 ¢ynTOB
OcerpoBasi UKpa............ 4000 ¢pyHTOB
TlarocHas ukpa ............. 3000 ¢pynTOB

Bcero 12000 ¢ynToB
Ms1 xoTenu Obl, 4TOOBI OTTpy3Ka HKpBI Hayajlach B Mae M NpOJOJDKanach Obl depe3
paBHBIE IPOMEXYTKH BpeMeHH 110 koHma 2011 r.
Mpb1 HajeeMcs Ha cKopeiiiee nonyuenue Bamero npeninoxenus.
C yBaxxeHHEM,

Letter 4
Cankr-IlerepOypr, 20 oktsops 2011 r.

VYBakaemble rocrosa!

MaimsHoe 060|QYQOBaHI/Ie TS KOAryJIAIUU, SKCTPArupOBaAHUA U CYIIKHA
CUHTCTHYCCKOI'O Kay4yyKa

Ms! ccbutaemest Ha nociennue neperosopsl B Cankr-IlerepOypre ¢ Bamum aupexro-
poMm-pactiopsimureneM r-HoM A.B. YaiitoM, 1, B COOTBETCTBHH C JOCTUTHYTHIM COTJIALIICHUEM,
MBI IIpocuM Bac npucnate Ham Bame npeioskenne B Tpex 3K3eMIIIsIpax Ha 2 KOMIUIEKTa Ma-
HIMHHOTO OOOPYOBaHUS [UISl KOAryJISLMH, YKCTPAarupoBaHUs U CYIIKH CHHTETHYECKOTO Kay-
YyKa B COOTBETCTBHH C MPEIJIOKEHHOI CrielU(pHUKAIeH.

Llena, oOwmuii Bec ¥ rabapuTHBIC pa3Mepbl KaXKI0W MaIIWHBI U KaXIOW MO3ULUK B OT-
JICIBHOCTH JIOJDKHBI OBITh OTPaKEHBI B IPE/UIOKEHHU. Bamia KOTHpoBKa JODKHA BKIIOYATH
B ce0s1 1Ba KOMILIEKTa OBICTPOM3HALINBACMBIX JETaJICH.

Ms1 npocum Bac npunoxuts k Bamemy npeanioskeHuIo 9K3eMIUIIpbl Bamunx meqaTHeix
MaTepUasioB M YepTEeKeH, COAepiKalluX IMOJHOE TEXHHYECKOe ONHCAHUE KaKAOH MallMHBbI,
BKJIIOUEHHOH B IIpEUI0KEHUE.

MBI ¢ uHTEpecoM oxuaaeM Banry KoTupoBKy.

C yBaxeHHEM,

Ipunoxenne

Vocabulary
quotation — npeiickypanT
to quote a price — yka3siBaTh (Ha3bIBATh) [IEHY

the best price — camas Hu3Kas neHa
a competitive price — Hu3Kas, premsieMas eHa
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attractive price — npuemiiemasi iena

delivery — mocraBka, jgocraBka, OTrpy3Kka

within — 30.: B TeueHue

a concession — ycrymka

to meet requirements — yoBi1eTBOPATE TPeOOBaHUSIM
the price includes packing — nesa Bxiro4aeT ynakoBky
to accept — npuHUMAaThH

4. Act as an interpreter

Huxkonaes: FOCHO,HI/IH H)KOHC, K COXaJICHHUIO, Mbl H€ MOXCEM IMOAIHNCATb KOHTPAKT
¢ Bamiedl (PUPMOH, TaK KaK [EHa Ha Mpe/iaracMbie BAMH KOMIIBIOTEPBI CIIUIIKOM BbicOKa. Ham
HU3BCCTHO, YTO Bamm KOHKYPCHTHI ITpEJIaraloT KOMIIbIOTEPEI 110 boJiee HU3KUM OCHaM.

Jones: You are partly right. It’s true, the price is high, but you should take into consid-
eration the fact that this model is the latest word in electronic industry. It is designed on the
most modern lines and we can guarantee its reliability.

Huxonaes: Jla, HaMm 3T0 n3BecTHO. Ho TeM He MeHee, IleHa KaXKeTcsi HaM HelpueMiie-
MOM. FOCHOL[I/IH Z[)KOHC, 3aBHCHUT JIM OKOHYATCJIbHAA I€Ha OT KOJIMYECCTBaA npn06peTaeMLIx
HaM# KOMITBIOTEPOB?

Jones: Right. If you increase your order to five computers we’ll be able to give you a
2% discount on the price.

Huxkonaes: BOIOCL, YTO CKHJKa CIUIIKOM Maja. MeE1 OB1 XOTEIH TOJIYYUTh CKHOKY IO
Kpaitueit mepe B 4%.

Jones: Let me make some calculations. Well, Mr. Nickolayev, 3% and not more as this
concession leaves only a very small profit to ourselves.

Huxonaes: B Takom ciydae st Obl XOTell 0OCYJUTh 3TOT BOIIPOC CO CBOUM PYKOBOI-
CTBOM U TOJIBKO ITIOCJIE 3TOI'0 CMOI'y 1aTh Bam okoHuaTenbHBIA OTBET.

5. Your company is a manufacturer and is in urgent need of certain metal fittings
which cannot be obtained quickly from the normal suppliers.

(a) Write an enquiry to a British maker of these fittings.

(b) Translate your letter into Russian.
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REPLIES TO ENQUIRIES

A reply to an enquiry from a regular customer is normally fairly brief, and does not
need to be more than polite and direct. Provided the supplier is in position to meet his corre-
spondent’s requirements, his reply will generally:

a) thank the writer of the letter of enquiry for the letter in question;

b) supply all the information requested, and refer both to enclosures and to samples,
catalogues and other items being sent by separate post;

c) provide additional information, not specifically requested by the customer, so long as
it is relevant;

d) conclude with one or two lines encouraging the customer to place orders and assur-
ing him of good service.

Translate the following:

1. 34IIPOC, IIEPEJAHHBIHA JJPYTOH OPIAHUBALIHH
Mocksa, 24 oktsi6ps 2011 r.

YBakaemsle rocmoja!l

C OnaromapHOCTBIO MBI U3BelaeM Bac o nmomydennu Batero 3ampoca ot 12 HosOpst Ha
PETBCHI U JKETE3HOAOPOKHBIE CTPEITKH.

Tak Kak Halla OpraHu3alys HE 3aHUMAeTCsl SKCIIOPTOM TaKUX TOBApPOB, TO MBI I1O3BO-
nunu cebe mepenars Bamr 3ampoc B OO0 «IIpomceipeeskcmopt» mo aapecy: CMmoneHckas-
Cennasi, 32/34, Mocksa, r-200, KOoTOpoe SIBISETCS €AMHCTBEHHBIM SKCIIOPTEPOM 000pyI0Ba-
HUA 110J00HOr0 poja B LIeHTpanbHOM pernoHe, 1 KOTOpoe BCTYIIUT ¢ Bamu B IpsIMOi KOHTaKT.
C yBaxxeHHUEM,

I1.T. HoBuxoB
I'enepanpHbIil AUPEKTOD
3A0 «IIpomakcriopT»

2. [IPEJIVIATAETCA TOBAP JIPYI'OI'O KAYECTBA

Mocksa, 19 despans 2012 .
VBaxaemsble rocroaal

Pyna nepoxcuna mapranna

Ms1 Gnaronapum 3a Ba 3anpoc ot 15 depains, kacatouuiicss pyabl nepokcuia Map-
raHIa.

C coxanenuem Mbl HHGopMUpyeM Bac, 4Tto B HacTosilee BpeMsi Mbl HE MOXKEM ITIPe-
JIOXKWUTh BaM a71s1 HeMeIsIeHHON OTIrpy3Ku py.y, COAep Kallyr0 MUHUMaIbHO 89% mepokcunaa
MapraHiia.

Msl Mornu Obl NpeAIoXUTh BaM KOTHPOBKY Uit pyAbl € COAEpXKaHMEM IepoKcuiaa
Maprasna B 85%, eciii Obl Takoe Ka4ecTBO IpecTaBiIsIo st Bac unrepec.

C uHTEepecoM MBI OuzaeM Baiero oTsera.

C yBakeHHueM,

M.C. IlpuBanos
Kommepueckuii tupekrop
OAO «HopunbckHUKENIb»
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3. ®PABPUKA IIOJIHOCTbBIO 3AI'PYJKEHA 3AKA3AMU
Mockaa, 25 mapra 2012 r.

YBakaeMsble rocroza!
Mp1 Gnarogapum Bac 3a Bain 3anpoc ot 21 MapTa OTHOCHTENBHO TKaHEH Ui OTrpy3Ku
B utoHe. C OONbIINM coKalleHHeM Mbl nHpopMupyeMm Bac o Tom, uto Hama ¢abpuka, KoTopast
BBIITYCKaeT THUIl TKaHeW, Hy>KHBIH JUI1sl Bac, HOJHOCTBIO 3arpyskeHa 3aKa3aMM, U Mbl HE MOKEM
CclieIaTh MpeUIokKeHHe 110 II0CTaBKe TOBAPOB paHee OKTSIOpsI.
Mps1 HazeeMmes, uTo Bbl Oyzete mockuiaTh HaM 3ampocsl, eciid Bam motpe0yroTes Takue
TKaHU B OyyIIeM.
C yBakeHueM,
T.II. JIykuna
Ortnen cObiTa
OAO «TexcTuiby

4. [IPOCbbA CHU3UTH [JEHY

ABUAIIOYTON
Jlonpon, 20 urons 2011 r.

VYBaxaemsble rocroaa!l
Mapadpun

Mp! nonyuunu Barie nucbMo ot 16 HioHS, Takke Kak U 00paslbl napaduHa, OTHpaB-
JICHHbIe BamMu OT/IeTbHOM MOYTOM.
MBI yIOBIETBOPEHBI Ka4eCTBOM MaTepHaia, OIHAKO, AOJDKHBI 3aMETHUTh, 4TO Bamm
LICHBI 3HAUUTENILHO BBIIIE IIeH Bammx KOHKYpeHTOB. Mbl ObUIM OBl TOTOBBI KynuTh 50 TOHH
napaduHa THNA A Ha TMPEUIOKEHHBIX BaMu yCIOBHSX B TOM citydae, eciid Obl Bbl CHU3MIH
nensl Ha 10%.
C uHTepecom oxunaeM Bamero oTsera.
C yBaxXeHHEM,
B.C. IlyxoB
I'enepanbHbIil AUPEKTOD
00O «bantnpom»

5. 3AIIPOC O [IEPECMOTPE KOTHPOBKHU

Mocksa, 8 urons 2011 T.

YBaxkaemsle rocroja!l

Bo Bpems npebwiBanus Bamrero npencrasurens r-na Cmura B CII6 B anpene 3toro ro-
Jla MBI BpYYHJIM €My Halll 3aIIpOC Ha MapoTypOMHHYIO yCTaHOBKY MomiHOcThI0 5000 kBrT.

I'-u Cmut 3aBepui Hac, 4To Bamia komMmaHusS MMeeT JOCTaTOYHO OOJIBIION OMBIT pas-
pabOTKK U MPOU3BOJACTBA TypOUH TpeOyeMoro HaM THIIA, M 4TO BBI, Clie0BaTeNbHO, MOXKETE
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NPEIUIOKUTh HAM YCTAHOBKY JIYYIIHX PabO4YMX XapaKTePUCTHK IO CPAaBHEHHIO C TypOHMHAMHU
JIPYTHX TPOM3BOJUTENCH ITOH MPOLYKLHHU, U, KOHEYHO, [0 BIIOJIHE IPUEMIIEMBIM LIEHAM.

Msl nonyunna Barie npemioxkenne ot 28 Mas U ¢ COXaJCHHEM BBIHYXKICHBI CO00-
IIUTh, YTO IIOCJE TIIATEIFHOTO M3Y4YECHHUs MBI NPUILIM K BBIBOAY, YTO IpeiaracMasi Bamu
TypOWHHAsl yCTAaHOBKA HE OTPAXAET IOCIIEIHUX JAOCTIKCHUH TypOnHOCcTpoeHus. Ee k.m.a. HU-
30K, 1 HEKOTOPBIE IpyrHe Ba)KHbIC XapaKTEPUCTUKHU Xy)Ke TToKa3aTeNnei Ipyrux TypOuH, npea-
naraeMblx Bamu. K aToMy nucbMy MBI priiaraeM mepeBoj Ha aHTJIMHCKUH S3bIK 3aKITIOYSHUS
HAlIMX YKCIEPTOB I10 TOMY BOIIPOCY.

Uro kacaercs yka3aHHOI Bamu 1ieHBI, MBI aymaeMm, 4Tto B Bamm pacueTsl BKkpanach
oum0Ka, Tak Kak Bamia 1ieHa o4eHb BBICOKA. B CI0KHBIINXCST 0OCTOATENBCTBAX, AyMaeM, 4TO
Bl monuMaerte, uTo Bamu maHch! Ha HOJIy4eHHe 9TOTO 3aKa3a BECbMa Mabl.

OpHako, NpUHUMAas BO BHUMaHHWe Halll Tene()OHHbII pa3roBop ¢ r-Hom CMHTOM, KOTO-
P cooOmmm HaM, 4To Bamia kommaHus O4YeHBb 3aMHTEPECOBaHa B ITOCTaBKE 3TOr0 000pyI0-
BaHMA, MBI npeularaeM Bam mepecmoTpers Bamne npemyioxkeHHe W Kak MOXKHO CKOpee, I10
KpaiiHe# Mepe, 10 5 UIoJIs, IPHUCIaTh HaM HOBOE IPEUIOKEHNE, KOTOPOE BO BCEX OTHOIICHHUSAX
COOTBETCTBOBAJIO OBl MOCIEAHUM JOCTHKEHHUSM TypOHHOCTPOCHHS M, €CTECTBEHHO, IIeHa Ha
TypOMHY IOJKHA OBITh 3HAYMTENBHO HIDKE yKasaHHOH Bamu B Bamem npemioxeHun or
28 masi.

Mp! ObiIH OBl TIPU3HATEINBHBI, €CJIM ObI BBl He3aMeUIMTENbHO COOOIIMIN HaM O TOM,
corsacHsl Jii Bel mepecmoTperh Baiiie npe/yioxkeHne B COOTBETCTBUH C BBIILICU3IIOKCHHBIM.

C yBakeHHUEM,

N.N. "BaHoB

Kommepueckuii TUpeKkTop
000 «ABC»
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UNIT 3
OFFERS

In many types of business it is the practice of the seller to offer goods to regular cus-
tomers and to others who may be interested, without waiting for an enquiry. Similarly, suppli-
ers regularly make special offers of goods when prices are particularly favourable. In these
cases the customer’s interest has to be aroused.

Offers made in writing usually state the nature and descriptions of the goods offered,
the quantity, the price, the terms of payment and the time and place of delivery. Offers may be
firm (or binding) or without engagement.

A firm offer is made by a seller to one potential buyer only and usually indicates the
time during which it will remain open for acceptance. If the buyer accepts the offer in full with-
in the stipulated time, the goods are considered to have been sold to him at the price and on the
terms stated in the offer.

According to English and American Law, a person making a firm offer has the right to
revoke it at any time before it has been accepted. According to Russian law, a person making
an offer is bound by it until the expiration of the time stated in the offer. When no time for ac-
ceptance is stipulated in the offer, the acceptance must be made within a reasonable time.

An offer without engagement does not bind the seller and therefore may be made to
several potential buyers. If the buyer accepts such an offer, the goods are considered to have
been sold to him only when the seller, after receipt of the buyer’s acceptance, confirms having
sold him the goods at the price and on the terms indicated in the offer.

Expressions used in offers

General opening lines

We have pleasure in offering you....

You will be interested to hear that...

You will find enclosed with this letter a sample of...

As a result of a favourable supply situation we are able to offer you...

Expressions used in firm offers

We have pleasure in offering you, subject to your acceptance by cable...

This offer is made subject to an immediate reply...

We offer you the goods subject to receiving your confirmation within...days of the date
of this letter.

We are holding this offer open for your acceptance until the 15 May.

Expressions used in offers without engagement

We have pleasure in offering you, without obligation...

This offer is made without any engagement on your part.

This offer is subject to the goods being unsold on receipt of your reply.

This offer is made subject to prior sale.

Prices and terms

Our prices are quoted c.i.f. London.

Our prices include packing and carriage.

Price includes delivery to nearest railhead.

Prices are subject to variation without notice, in accordance with market fluctuations.

Prices for the quality you mention range from 75c to $5.

Supply and demand
In view of the heavy demand for this line, we advise you to order at once.
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The exceptional demand this season has nearly cleared our stock of...

Owing to the increased demand for this type of car, our stocks have run very low.

As we have a good supply of these machines we can effect shipment within 5 days.

We cannot promise delivery before 1 January unless your order reaches us within
5 days.

Asking for instructions

Will you kindly let us have an early decision.

Please send us your instructions by fax.

Kindly confirm your order at the price quoted.

We await for instructions by return.

Kindly use the enclosed order form when you make out your order as this will facilitate
prompt and accurate execution.

If our proposal is acceptable to you, please confirm by return.

Concluding sentences

Our whole experience is at your service. We hope you will make use of it.

We should appreciate the opportunity of showing you how efficiently we can serve you.

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

If you think our offer meets your requirements, please let us have your order at an early
date, as supplies are limited.

As we execute all orders in strict rotation, we strongly advise you to order early.

Vocabulary

a firm (binding) offer — TBepaas (cBs3biBaroInas) opepra
engagement — 30. npuHsTHE Ha ceOs 0013aTENBCTB

to stipulate — oroBapuBarts, mpeaycMaTpuBaTh

to revoke — or3piBath

acceptance — akuenT, akLleNTHPOBaHUE

carriage — TpaHCIOPTHPOBKA, IIEPEBO3KA

line — 30. mpoxyxT, BU HPOIYKIMH, HANMEHOBAHUE
stock(s) — 3amac, pe3eps (ToBapa)

shipment — orrpyska, 10cTaBKa, IOCTaBKa

to effect shipment — ocyiiecTBIATE OTIPY3KY, MOCTABKY
to quote — yka3pIBaTh, Ha3bIBATH LICHY

trial — 30. mpoGHeIit 3aKa3

Exercises
1. Translate the phrases used in offers
2. Translate the offer

December 25, 2013
Mashpribor

Moscow

Attention: Mr. Novikov

Dear Sirs,

We thank you for your inquiry of September 23, 2013 concerning the supply of pumps
and now are pleased to submit our offer.
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With this offer we enclose drawings and specifications together with our leaflet.

PRICE: The total price for a pump is $...which includes packing and delivery Russian
port.

DELIVERY: Delivery of the pumps will begin three months after the contract is

Signed and will be completed within a period of four months.

VALIDITY: This offer is valid 90 days from the date of this letter.

PAYMENT: Payment is to be made in cash within 30 days of receipt of the following
shipping documents: an Invoice, a Bill of Lading, an Insurance Policy and a Packing List.

We have quoted for the majority of spare parts in accordance with the details of your
enquiry. But we cannot guarantee the supply of all items as in some cases our stocks of spares
are limited.

We recommend you therefore to place an order as soon as possible to obtain the items
you require.

I would personally very much like to visit you at your office in St. Petersburg and
discuss our possible future business relations.

Perhaps you will be kind enough to advise me of a suitable date and time for such
a meeting.

Yours faithfully,

On behalf of Smith &Co
G.H. Gilbert
Overseas Sales Manager

Vocabulary

to submit — npeacTaBisATh, HANPABJISATH, MIOCHLIATH

a leaflet — 6ykier, Gporropa

to be valid — GbITB eiicTBUTENBLHBEIM, OBITH B CHIIE
validity — 30.: cpok nmelictBust

shipping documents — oTrpy309HBIE JOKYMEHTHI

an invoice — cuer-gpakrypa

a bill of lading — xoHOCaMeHT, TpaHCHIOPTHASI HAKJIAIHAST
a packing list — ynakoBouHsIit jtcT

spare parts/spares — 3amacHble YaCTH

to advise sb of smth — coobtmars komy-1160 0 YeM-1H60

NOTE:

The following types of waybills (rpaincnoprasie Haknaausie) are used in trading:
Airway bill (AWB) — aBnatpancriopTHast HakJIaJHas;

Railway bill - sxene3Hon0pokHas TpaHCIIOPTHAS HAKIIAHAST;

Road bill — aBrogopoxHnast HakaaHas.

3.Translate into English

1. Mbl panpl HampaBuTh Bam Hale IMpeiioXKeHHe Ha HOBYIO MOJIENb JU3EIbHOTO
JIBATATEIIS.

2. Harmre npeiioskeHue IeCTBUTENLHO B TeueHne 60 AHEH OT 1aThl JAHHOTO MUCHMA.

3. [narexx npousBoautcs B TeueHue 60 THeH Mocie MOay4eHHS CIIeTyFOLNX
OTIpY304YHBIX JJOKYMEHTOB: CUETa, KOHOCAMEHTA, CTPaXOBOTO TOJINCA U YIIAKOBOYHOT'O JIKCTA.
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4. MbI npeqiaraeM Bam ToBap mpu ycnoBuH nonydyeHus Baiiero moareepixaeHust He

mo3xe 15 mapra.

5. Bce LieHbl, yKa3aHHBIC B 3TOM KaTajore, MOTyT IOJUISKAaTh U3MEHEHHIO 0e3 mpey-

HPEKICHNU.

6. DTO mpeUIoKEHHE NSHCTBUTENBHO JHIIb B TOM CIIydae, €CId KOMIpeccop He Oyzer
NpOJaH JI0 MOoNy4YeHHs Barero noarBepxaeHus.

7. M1 cornacHsl, 4To0bI Halra odepra oT 15 ceHTAOps ocTanach OTKPBITOM /TSl aKIler-
Ta 710 31 ssHBaps KaKk caMoro IO3/HEro Cpoka.

8. Ilockutaem Bam ¢ 5TuM nucbMoM 2 3k3eMIunipa Hammx OOmMX YCIOBUH Hponax,
B KOTOPBIX M3JI0’KCHBI HAIIIM YCIIOBUS TLIATEXKA.

9. MBI MOXeM OTTpYy3uTh 3TOT ToBap M3 KajiuHMHrpaza B TEUSHHE IISCTH HEJelb IO
nonyuyeHnu Barero 3akasa.

10. Otrpy3ka MoxeT ObITh poU3BeeHa B Mae 1M uioHe 2013 no Hamemy BbIOOpY.

11. To HacTOSAIIEr0 BPEMEHH MBI HE IOJTYYMIN OT BAaC HOJTBEPXKICHHS HAIIETO Hpea-
noxkeHHs oT 13 1exaldps U JOIDKHBI IO3TOMY 0TO3BaTh Halry odepry.

12. TloatBepxaaem monydenue Barero muceMa ot 13 stHBaps, B koTopoM Ber akier-
tupyere Hairy odepty ot 20 nexabps Ha 10 000 dyHTOB caxapa. C coxaneHueM coodiaeMm
BaM, 4TO TOT TOBAap MPOJAH APYroMy MOKYIATeNo, MOCKOIbKY Hama odepra Obuia aefcTBU-
TeJIbHA 10 5 STHBaps.

4. Translate the following into English:

HIPEJJIO’KEHHUE HA ObOPYJIOBAHUE JI/I1 ObPABOTKU KAYYYKA

Jlongon
20 nexabps 2012 r.

VBaxaemsble rocronaal

Ccoutasich Ha Baur 3anpoc ot 10 HOsOpst 1 HeaBHKE meperoBopsl ¢ Bammmu skcmep-
Tamu B MOCKBe, MBI TOTOBBI [TOCTaBUTh BaM mojiHOe 000pyaoBaHue UIsd 3aBojia 10 00paboTke
CHHTETHYECKOr0 KaydyKa COTJIaCHO HpejaraeMoi MmoJapoOHOM cnenu@uKanuy, JeMOHCTPH-
pyomieii 3 Tpynmbel MamyH U 3arnacHbIx dacreil (A, B u C), HeoOX0MUMBIX I HOpMaIbHON
paboThI 3aBOJIa, M IOKA3bIBAIOLIEH LIEHBI OTJEIBHO 10 KaX 10 CTaThe.

IEHBI: YnakoBano cud OpuTaHCKHi TTOPT:

MamuHsl 3amyacti Bcero
I'pynma A | 150000 pyuro | 20 000 ¢ynroB crepaunros | 170 000 ¢pyHTOB cTepInuHIOB
CTEpPJIMHIOB
I'pynna B | 120000 ¢ynTtoB | 10 000 ¢pynToB crepsunros | 130 000 ¢pyHTOB CTEpIMHIOB
CTEpPJIMHIOB
I'pynmna C | 8000 ¢pyHTOB 5000 ¢hyHTOB CTEpIMHIOB 85 000 ¢pyHTOB CTEpIUHTOB
CTEpPJIMHIOB

O6mas 1ena 3a Bce obopyaoBanue — 85 000 (BoceMbeCsT MSITh THICSY) aHTIHHCKUX
(hyHTOB CTEpPJIMHIOB.

TMounHsETCs HALLIMM YCIIOBUSIM TIPOJIAXKH, IPUJIAraeMbIM K JAHHOMY IHChMY.

IprMeuanue: NpeaIoKeHue MOUISKUT HEMEeUICHHOMY IpueMy Bamu.
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CPOKMU: HanuuHBIMU JeHbraMu 0€3 CKUIKH, B aHIIMHCKHX (YHTaX CTEpIHHIOB,
B BenukoOputanuu ciemyronmm oopa3om:

10% Bceli cyMMBI 3aKa3a clieyeT 3aiIaTuTh aBancoM B Jlonnone uepe3 BTD 24, JItx.,
B JlonnoHe B Teuenue 45 nHeit mocne nosydeHuss Bamu B MockBe Hallero moaTBEep:KASHUS
3aKasa.

90% oT Bcell cyMMBl 3aKa3a cleqyeT 3alUIaTHTh aBaHcoM B Jlonmone uepe3 BTH 24,
JItn., JlonnoH, B Teuenue 45 qHel mocie qHS OTIpaBKu Bam cienyromux JOKYMEHTOB:

TlonHbIi KOMIUIEKT YHCTBIX OOPTOBBIX KOHOCAMEHTOB, BBIMMCAHHBIX mNpukazy B/O
«Pocumnopr».

Cuer-¢haxrypa B 3-X 9K3EMIUIIPAX.

‘YnakoBOYHBIE JIUCTHI B 3-X 9K3EMIULAPax.

Hamre rapanTuiiHoe MMCEMO KacaTeIbHO MOCTABIEHHOTO 000pY/I0BAHHS.

CBUIIETENBCTBO 00 UCTIBITAHUHU NTOCTABICHHOTO 000PYA0BaHHUSI.

DoToKONUs COOTBETCTBYIOLIEH YKCIIOPTHOM JINLIEH3MH, €CIIU TaKoBast TpedyeTcs.

ITocraBka HaunHaeTCS Uepe3 6-8 MecsIeB U 3aBepiIaeTcs 4depes3 12—16 mecses ¢ naTel
Bammx okoHYaTeIbHbIX YKa3aHHH, HO3BOJISIONIMX HAM MIPUCTYIHUTH K UCIIOIHEHHUIO 3aKa3a.

IIpumeudanue: OTO HpeyIOKEHHE HE BKIOYAeT B ceOs MOHTaX OOOPYNOBaHUS MM
IJIEKTPOMOHTAXHBIC PAOOTHI.

T'APAHTUA: TapanTus pacrpocTpaHsieTcs Ha NepHoJ] B 12 MecsIeB 1nocie OTHpaBKu
Ha Je()eKTHBIC IETANIK ¥ Ha KaYeCTBO U3TOTOBIICHUSL.

C unTepecoM xaem Bamero otera.

C yBaxkeHHEM,

k. V. CMut

Tpunoxenne: Crerudukarys (24 cTpaHuLb)
YcnoBus npoaxu

YcaoBust npoaaku

[IpuHATHE NAHHOTO MpPEUIOKEHHs BKIIOYAECT B Ce0s NPHHATHE CIEAYIOINX CPOKOB
U YCJIOBUH:

1. 310 mpeIokKeH e MOIKHUT TUCHMEHHOMY HIIH TelierpagHoMy
HOJTBEPIKICHHIO 3aKa3a.

2. Mb1 Gepem Ha ce0st 0053aTeNbCTBO, YTO MAIIUHBI, IPOU3BEICHHbIC HAMHU,
c/ienanbl U3 100pPOKAaueCTBEHHOTO MaTepHrana U 00J1a1aloT XOpOIIUM Ka4eCTBOM, M MBI YCTpa-
HUM BCE HEHCIPABHOCTH WJIM 3aMEHHUM Jt00bIe JeeKTHbIe AeTanu B 000pyI0BaHHH, O KOTO-
pbix Bel Hac mpounH(opMHUpyeTe B IUCHMEHHOM BHJIC B TCUCHHE 6 MECSIIEB C AaThl IOCTaBKH, U
B OTHOIICHHUH KOTOPBIX OYAET JOKa3aHO, YTO OHU IMPOU3BEICHBI U3 HEJOOPOKAYECTBEHHOTO
Marepuana Wik ObUIM HEKAueCTBEHHO M3TOTOBICHBI, IPHYEM BCE 3aMEHEHHbIC YaCTU JOJDKHBI
ocTaThCs B Halleit codoctBeHHoCcTH. JI'000e 000py10BaHNE, TPOU3BEICHHOE HE HAMH, U BKITFO-
YEHHOE B JAHHOE IpPEIOXKEeHHE, MPOJAETCS ¢ TAKOW rapaHTHeH, KaKylo JaeT HaM 3aBOJ-
M3rOTOBUTEIb, HO MBI CO CBOEIT CTOPOHBI TapaHTHIO KaueCTBa 3TOr0 000PYA0BaHUS HE AAEM.

3. B ciyuae, eciu 060py/joBaHue IpeHA3HAYEHO HA YKCIIOPT, MBI HE OepeM Ha ceds
HHUKaKOH OTBETCTBEHHOCTH 32 IOBPEXKIICHHE TOBapa BO BPEMSI IEPEBO3KH.

4. 310 TpenoKeHne OCHOBBIBACTCSI HA CTOMMOCTH paboueil CHITbl, MaTePHAIOB U 00-
CIJIy)KMBaHHUHM, CyLIECTBYIOIIEH HA MOMEHT JaThl OANUCAHUS NPEATOKEHHs, B TOM CIIydae, ec-
JIM K MOMEHTY TOCTaBKU (hakTHYEeCKass ceOECTOMMOCTD YBEIUYUTCSI MM YMEHBILIHUTCS, COOT-
BETCTBEHHO M3MEHSIETCS U [ICHA.
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5. Bce ommcaTtensHBIC W TPAHCIOPTHBIC CHCIMGUKANNN, YEPTEKH W MOIPOOHOCTH
0 Bece W rabapuTHBIX pa3Mepax, COACPIKAIIMECs B JAHHOM IPCHTIOKCHHH, YKa3aHBI JIHIIb
NPUOINU3UTENBHO, U ONMCAHUS M WUTIOCTPALUH, COACPIKAIIMECS B HAIIMX KAaTanorax, a Takke
NPEHCKYpaHThI M APYTHE PEKIAMHBIC MaTepHabI IPeIHA3HAYEHBI JIUIIb VIS TOTO, YTOOBI JaTh
obmiee mpencraBieHHe 00 OMUCHIBAEMBIX B HHX TOBapaX, U HE JOJDKHBI BKIIOYATHCS
B KOHTPAKT.

6. B ciyuae, eciii 060pyI0BaHKE IPEAHA3HAYCHO TSl IOCTABKU HA IKCIIOPT, TO YIIAKO-
BOYHBIC SIIMKH HE IOIEKAT BO3BPATy, M B OTHOLICHHM HHUX CKHJAKA MPEJOCTABIATHCS
He Oyzer.

7. CpOKH MOCTAaBKH, yKa3aHHbIC B JAHHOM INPEAJIOKCHUH, SIBISIFOTCS JIUIIb OPUSHTHPO-
BOYHBIMHL.

8. HecMOTpst Ha COrIacOBaHHBIC YCIIOBHS IUIATEXkKa, 000PYIOBaHHE HE MPOMACTCS U HE
MOCTABIISIETCS B KPEIUT, TIPABO COOCTBEHHOCTH MEPEXOIUT K MOKYMATEIIO JIUIIb MTOCIIE MOTHON
OIUIaThI CTOMMOCTH TOBapa.

9. HecmoTpst Ha TO, 4TO MpaBO COOCTBEHHOCTH Ha MOCTaBJICHHOE 00OpPYyJIOBaHHE, I10-
MMEHOBAHHOE B TAHHOM MPEIJIOKEHNH, COXPAHACTCS 3a MPOAABLIOM, TOKYIIATENb HECET PUCKH,
CBSI3aHHBIC C TOBAPOM, H 00s513aH 3aCTPaxOBaTh €ro 3a CBOM CUeT.

Ilpumeuanue:

1. 4KCTBII KOHOCAMEHT — HE COZCPKUT OT'OBOPOK O IOBPEIKACHUU I'Py3a, YIIAKOBKU U T.II.
2. electrical wiring

3. to guarantee against smth

4. sound workmanship — xopoliiee Ka4ecTBO H3rOTOBJICHUSI

5. cost to us — cebecTonMoCTh

6. returnable — momesxuT BO3BpaTY

7. notwithstanding — HecmoTps Ha

8. ownership — coGCTBEHHOCTD, IPaBO COOCTBEHHOCTH (Ha — in)
9. rubber processing equipment

10. Synthetic Rubber Processing Plant
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UNIT 4
ORDERS

If the seller’s offer is right, an order may be expected to follow. The really difficult part
of the business is now over and the remaining correspondence is largely routine.

In placing of an order, first of all, accuracy is essential. An error in quoting a catalogue
number, or a mistyped figure in the quantity column can cause trouble which it may be impos-
sible to put right later. All this is very elementary, but such errors are known to occur; a double
check at all stages is the only prudent course.

Clarity is also essential. The buyer must make clear to the seller exactly what he wants.
Most firms will agree that there is room for improvement here. In the export business there are
also other things needed besides an accurate description of the goods; for example, method of
transport, packing, delivery and insurance, or possibly method of payment, if this has not been
settled already. Then the buyer may require some special documents for his own use or to satis-
fy important regulations. These must be asked for — the exporter cannot always know what the
buyer requires in this respect. Large firms will most probably use an export order form for or-
dering; the special requirements are printed on such a form as well as the details of terms and
conditions of purchase.

When ordering goods, a customer will generally include the following into his letter:

1) A reference to a visit by a supplier’s representative, or to an advertisement or cata-
logue, or to a sample, or to previous correspondence. This applies primarily to the first order.
In subsequent orders the buyer may begin his letter with:

2) Details of the goods required: quantity, quality, catalogue number, packing, etc.

3) Conditions and qualifications.

4) Alternatives which are acceptable in case the goods ordered are not available.

5) A closing sentence, perhaps encouraging the supplier to execute the order promptly
and with care.

Expressions used in orders

Opening lines

Thank you for your offer of 1 July, which we accept on the terms quoted.

We enclose our order No. 37741 for...

We have pleasure in ordering the following articles from your winter catalogue

Thank you for letting us have samples of.... We would be glad if you would supply
us with...

Will you please arrange dispatch of ...

Referring to quality

The quality must be up to sample...

Weight and colour must be as sample supplied...

A medium quality would be suitable...

Only fruit packed so as to be in fresh condition on arrival can be accepted.

There is no market here for the higher-priced cameras. Please send only mode4ls in the
medium price-range.

We enclose a trial order. If the quality is up to our expectations, we shall send further
orders in the near future.

The material supplied must be absolutely waterproof and we place our order subject to
this guarantee.

Alternative goods
If pattern No 93A is not available please send us 94, 95 or 96A instead.
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Please supply the nearest you have to the enclosed sample.

We have it to your discretion to supply a suitable substitute, should you not have what
we want, but the price must not exceed ...per kg.

If you have a similar article but of better quality, please supply it instead, provided the
price is not more than 5% higher.

Rejecting an offer

Many thanks for your offer of 6 May. We are sorry to have to tell you that we cannot
make use of it at present.

We thank you for your offer and will bear it in mind, should we have need of such
equipment at any time.

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

Many thanks for your reply to our enquiry for steel furniture. We will keep your cata-
logue for further reference, but think your products too highly priced for this market.

We appreciate your offer of a reduced price, but are of the opinion that the market
would not stand an article of this quality at all.

Cancellation, Warning of Cancellation

Please delete from the order any goods which you (cannot supply ex-stock/ cannot ship
within 10 days/ cannot supply exactly to sample).

We must insist on the observance of our terms and conditions. If you cannot do this, we
regret that we shall have to cancel the order.

As you have failed to deliver within the specified time, we have no alternative but to
cancel the order.

The recent slump in the market here makes it unavoidable for us to cancel the remain-
der of our order.

We regret having to cancel our order for the two further machines, but the worsening of
the trading position here gives us no alternative.

Vocabulary

a catalogue number — HoMep 10 KaTajaory

import regulations — osoxeHnust 06 UMIOPTE TOBAPOB; TAMOXKEHHBIE MTPABUIIA
an order form — 6iank 3akasa

qualifications — 30.: monoxeHus, ycioBus

atrial order — mpoOHsIii 3aka3

ex-stock — co cknana

to cancel — annysnMpoBarth, OTMEHSTH

slump — peskuii SKOHOMHYECKHIA CIIajl, KPU3KC

Exercises

1. Read and translate the expressions used in orders.

2. Translate the following letters.

Letter 1

Dear Sirs:

We are in receipt of you letter of March 23, and shall be glad if you will buy for our ac-
count the quality B.T.E. Basilur Tea mentioned by you at $3 per kg payable at 30 days, and
send us about one third of it by rail and the rest you keep in godown on our behalf.

Please effect insurance against fire at purchase rates plus 25% and retain the same at
our disposal.

Yours sincerely,
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Letter 2

(Reply to the above)

Dear Sirs:

We are glad to receive your acceptance of our offer, and note that you have decided to
buy this parcel of B.T.E. Basilur Tea. We hope you will be satisfied with the quality in consid-
eration of the price, and assure you that in any future business it will be our endeavour to give
the best possible service and the quality goods.

This day we have dispatched 30 cartons of tea at your account and risk through goods
train. The remaining cartons have been kept in the godown as per your instructions. We have
also taken out the insurance of the goods and the policy is with us to be forwarded to you if
you wish so.

Enclosed here is our account for this bargain.

Yours sincerely,

G.D. Brown
Sales Manager
Black & Co, Ltd.
Encl.

Letter 3

Dear Sirs:

We have pleasure in informing you that your order No. 654789 has been completed and
is awaiting collection. The consignment consists of 10 crates, each weighting 300 kg.

Transport, insurance and freight are being arranged by our forwarding agents, AG of
Antwerp. We can vouch for their expertise and efficiency.

As soon as we receive details of forwarding charges from our agents, we will send you
our invoice and the shipping documents. The amount of the invoice will be charged to your
account, and in future we will draw on you quarterly, as previously agreed.

We assure you that your orders will be given prompt attention, and look forward to
hearing from you again.

Yours faithfully,

A. Smith & Co., Ltd.

Letter 4

Dear Sirs,

It was pleasure to receive your order for 300 Model C ‘Reflex’ cameras and to hear of
your success in disposing of the last consignment. As we advised you at the time of your last
purchase, this type of camera, with its large viewfinder, has become a best selling model, and
you cannot go wrong in stocking it.

While sales throughout the world have been good, there has been a persistent demand
for a lens of larger aperture than the .3, which was fitted as standard on the Model C last year.
On careful examination of this demand we came to the conclusion that the average camera-user
of today wants an instrument with which he can do serious picture-making. We have therefore
produced a new version of our famous camera — the model D, which is fitted with a f.4.5 lens.

Model ‘D’ has replaced ‘C’, and at a price of AD 100 net to the trade, represents the
finest value on the market of cameras of this type. We think you will agree that the difference
in price, AD 20, between this and the old model is very small for the amazing difference in per-
formance which is now possible. It has received an enthusiastic welcome here already.

We should be glad if you would confirm the order for 300 of Model ‘Din place of the
discontinued Model ‘C’.

33



We shall be happy to grant you an extra 5% discount for 3000, and can promise you
immediate dispatch. Once again we say you cannot go wrong with a ‘Reflex’. We are always at
your service.

Yours faithfully,

L. Harris & Co PLC
L.H. Kennan
Director

5. Order for bicycles

GANDASURIA & CO.
Export and Import Merchants
157 Raja Matraman
Jakarta, Indonesia

Sanderson & Smith Ltd.
216 Bedaford Street
London

WC2E 9HR

England

Dear Sirs,
Please purchase and ship on our account the undermentioned goodas, or as many of
them as possible: —

Delivery: C.lLF.
Payment: Draw at 60 d/s D/A through Bank of Indonesia
Ship: By first available steamer
Mark: GARO Jakarta a 100-upwards
Yours faithfully,
GANDASURIA & CO.
J. K. Chan
No. or " Price or
Quantity Description Manufacture Quality Remarks
Ajax 26-in, Light-Weight Ajax Co.
Bicycles, 3-speed gear, Ltd.,
chrome-plated headlights Manchaster
and warning bell, rear
light/reflector
50 Men’s models, red, with £...... Transfer
white and gold-colour trim Ex works On frame:
GANDASURIA
& CO.
50 Women’s models, blue with £l Transfer as
white and good-colour trim Ex works above
Bicycle accessories
100 Bicycle pumps Good quality
30 Saddle bags Medium quality
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Letter 6

VYBaxkaemsle rocmoaa!l

Ms1 noareepxaaeM noiyueHue Bamrero nucema ot 20 mapra 2014 r. u npocum Bac
MIPUHATH K UCHIOJHEHHIO 3aKa3 Ha 3 HaCOCHBIE MAIIMHBL. MBI COTJIaCHBI C Ha3HaYCHHBIMU Bamu
LIEHaMHU.

JloctaBka OMKHA OBITH OCYILECTBIICHA I10 BBILIEYKa3aHHOMY aapecy k 30 ampens C.T.
TTockonbky Bel He yOMSIHY M O TAPAHTHHHOM CPOKE, KOTOPBIH OOBIYHO MPEJOCTABISICTCS IPU
[OCTaBKE MAIlWH, Mbl XOTUM YKa3aTb, 4TO NPOCHUM JAaThb JBYXI'OJHYHBIH CPOK TapaHTHH,
B TEYCHUE KOTOPOTO BBl 00513aHBI BBIMOIHATE JIFOOBIE PEMOHTHBIE pabOTHI OECIIaTHO.

Ms1 Oyznem pajpl, eciu Bbl H3BeCTUTE HAC O MOJMyYEHUH HAIIero 3aka3a v Bamiem mHe-
HHH O HALIUX YCIOBHSAX.

C yBakeHueM,

0O.C. lBanoB
HauaneHuk oTnena cHaOXeHUS
«JIeHMHrpaICKHil METAJUTHYECKUH 3aBOI»

Vocabulary

account — cuer; for sh’s account — 3a cuer xoro-m6o
at $3 per kg — mo uene 3 gomnapa 3a Kr

payable at — ¢ orutaroii B Teuenue (30 xHeit)

a godown — ckJajx TOBapoB

to effect (payment) — ocymecrsisits (ruares)
purchase rate — 30.. cTouMoCTb TOBapa

to retain — coxpaHsITh, XpaHUTb, JEPIKATH, YAECPKUBATH
at disposal — B pacrniopspkeHHH

it will be our endevour — MbI IPHIIOKKM BCe YCHITHS/ MBI CIICTIaeM BCE BO3MOXKHOE
to dispatch — mocbutaTh, BEICEUIATE

to forward — HampapsTh, OTIIPABIATH

as per — B COOTBETCTBHU

to take out the insurance — crpaxoBathb

a bargain - cnenka, mokymnka

a parcel — maptus (ToBapa)

NOTE:

The most common means of transportation used for delivery of goods:
road transport

van — ¢gyprou

lorry — rpy3oBuk

truck (Am) — rpy3soBuk

container — konTeiitep

rail transport

goods train (cargo transport) — ToBapHbIi 1oe3

freight-liner (freight-train) (Am) — ToBapHbIit oe3

sea transport

carrier (ship, vessel, craft) — cyano

cargo carrier (cargo ship, freight ship, freight board) — rpysosoe cyzazo

tanker (oil ship) — Taukep
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dry-cargo ship — cyxorpy3

ferry — mapom

hovercraft — cynso Ha Bo3aymIHO# OgyIIKE
hydrofoilcraft — cyaHo Ha MOABOAHBIX KPAIBAX
container cargo ship — koHTeiiHepoBO3

barge — 6apxa

lighter — muxrep (@ low open boat used for moving goods to and from ships)
packing

bag — maker

bale — xuna, Trokx

barrel — nepeBsiunas Gouka, 6040HOK

box — stiuk (U3 mepeBa WK MeTasia)

bundle - cBs3ka, mayka

can (Am), tin — koHcepBHasi OaHKa

carboy — 6anioH, Oy ThLIE

carton — kapToHHast KopoOka

Case — NpOYHBIH SAMMK (CKPEIIEHHBIN pefiKaMu)
cask — 6ouka

crate — peuieryaras Tapa

drum — uuIMHAPHYECKUH KOHTEiHeD

hogshed — Gonpmras 6ouxa

keg — 6040HOK (eMKOCTBIO 10 10 rajioHOB)
sack — kysb, Mok

3. Write a letter based on the following notes:

Thanks for order (No., date) — goods dispatched (ship, date due) — invoice enclosed —
goods carefully selected — packed crates — safe arrival — excellent value — hope good sales —
rely on us — at your service.
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UNIT 5
CLAIMS. ARBITRATION

In ideal business conditions everything should be done carefully — details of offers and
orders checked, manufacture of the goods carried out properly, packing and marking verified.

However in spite of all possible care and attention letters of complaint happen to arrive
because of various infringements.

There are various reasons for complaints. The following kinds of claims are often made
by Buyers:

1. Claims arising from the delivery of wrong, damaged or substandard goods.

2. Claims connected with delays.

3. Claims owing to goods missing from delivery, i.e. short-shipment or short-delivery.

4. Claims that concern errors in carrying out the order. These may be caused by mistyp-

ing figures, mis-reading of numbers, mis-direction of goods, wrong goods, wrong
packing, etc.

Sellers often make claims on Buyers because of default of payments.

As a rule a customer will complain if he has a good reason. If the customer’s complain
is well-grounded, the settlement is rather easy: the error will be admitted and the responsible
party will meet the claim fully or partly. In other words, the dissatisfied party will get full or
partial compensation for the losses suffered. Such matters are settled amicably.

Much more difficult is the case where the customer’s complaint is not satisfied. Never-
theless it would be wrong policy to reject the claim off-hand.

The responsible party must carefully explain why the claim is declined and try to per-
suade the dissatisfied party to withdraw the claim.

Settling commercial disputes by arbitration is practiced if the parties in dispute cannot
meet mutual understanding. In this case the parties may refer the matter to Foreign Trade Arbi-
tration Commission at the Chamber of Commerce and Industry in Moscow. The award of the
Avrbitration Commission is final and binding upon both parties.

To have a complaint is annoying, but to complain without good reason will also annoy
your correspondent. If you complain, make sure you get your facts right. And if you have to
answer an unjustified complaint, be sure and restrained, and remember that we can all make
mistakes.

Vocabulary

a claim; to make claim on smb; to withdraw a claim — nperensusi, pexnamarus; npeasb-
SIBJISITH HpeTeHSI/I}O; OT3bIBaTh IMPETECH3UIO

packing — ynakoska

marking — MmapkupoBKka

to verify — nmposepsits

a complaint — mperensus, sxanoba

an infringement — napymenne; to infringe (a contract) — napywars (He BBIIOIHSTH)
YCIIOBHSI KOHTPAKTa

Seller/Buyer — Ilponasen/ ITokynarens

damaged/substandard goods — oBpesxieHHbIe/HETOOPOKAYECTBEHHBIE TOBAPHI

short-shipment/short-delivery — nemonocraska

mis-direction of goods — oTripaBka rpy30B [0 HENMPABUILHOMY apeCcy

to reject/to decline a claim — oTKJIOHSITH IPETEH3HIO

to accept/ to acknowledge/ to admit/ to meet a claim — npuHEMaTh/IpHU3HABATH
MIPETEH3UI0
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a well-grounded/ justified claim; an unjustified claim — o6ocHoBaHHast ipeTeH3Us; He-
000CHOBaHHAs IPETEH3HS

default of payment — 3ameprkka riarexa

to suffer losses — nectu yOBITKH

to cancel/ cancellation— oTmeHsiT, aHHYIMPOBATh; OTMEHA, AHHYJIUPOBAHHE

to take all possible steps/ to make every effort/ to do one’s utmost — nenars Bce BO3-
MOKHOE

responsible/ dissatisfied party — orBercTBeHHast cTopoHa (OTBETUYHK); HEYAOBIETBOPEH-
Hasl CTOpOHaA

a (fare)compensation — (ocrarounast) KOMIIEHCAIHS, BO3MENICHHE yIIepOa

to refer the matter to — nepenasarth €10 Ha paccMOTpEHHE

Foreign Trade Arbitration Commission — Buenineroproast apOUTpakHasi KOMHCCHS

the award of the Arbitration is final and binding upon both parties — perrenue apour-
paka OKOHYATEeJIbHO 1 00513aTENBHO sl 00X CTOPOH

to hold-up/ a hold-up - 3anepxusats, 3anepxka

to keep to delivery dates — coGromarTh CpokH OCTaBKU

forwarding agents — skcrieIuTopsbI

to be in touch — cBsi3bIBaTHCS (C)

transshipment — eperpyska, nepeBaika

e.ta. (estimated time of arrival, expected time of arrival) — oxumaemoe Bpems
pUOBITHS

at random — Hayraj, ciy4aiiHbIM 06pa3zom

ex vessel — ¢ 6opra cyHa/ [OCTaBICHHbIN CyTHOM

1. Translate the text from English into Russian.

2. Translate from Russian into English.

1. [Mokynarenu 4acTo MpeAbsBISIOT NPETEH3MH MPOJaBLaM 110 MTOBOY IOCTABKU TOBA-
POB, HE NIPEIyCMOTPEHHBIX KOHTPAKTOM, OBPEIKICHHBIX MIIN HETOOPOKaYECTBEHHBIX TOBAPOB.
IIperen3uu MOryT OBITH BBI3BaHbI HEJJOMIOCTABKOH TOBApPOB.

2. Bo n3bexaHue NMPETeH3MH CO CTOPOHEI MOKYIATEJs CIEAYeT HMPOBEPATH YHAaKOBKY
U MapKHPOBKY TOBapOB.

3. IIponaBibl MPebSBISIOT IPETEH3UH TTOKYTIATENSIM MO TOBOJY 33a€PKKU MPOJaBLa.

4. Ecni npeteH3ust 000CHOBaHHAs, OTBETUYMK JOJDKEH IOJHOCTBIO MM YaCTHYHO KOM-
MEHCUPOBATH YOBITKH.

5. CropoHa MOXET OTKJIOHHTb PETEH3UIO, €CIIN CUUTAET, YTO OHA HEOOOCHOBAHHA.

6. Ecitit cTopoHaM He yIanoch IPHATH K COTJIALICHUIO, IETI0 MOKET OBITH NEpefaHo Ha
paccMoTpeHre BHemrHeToproBoit apOHTpaXKHOW KOMHCCHH Tpu TOProBO-IMPOMBIILICHHON
nanare. PenieHne ApOUTPaKHOH KOMUCCHM SIBIISIETCS OKOHYATEIbHBIM M 00s3aTEeIbHBIM JUIS
00enx CTOPOH.

7. Ecnu BBl HE MOXKETe rapaHTHpPOBaTh IOCTaBKy TOBapa B KOHIE HOSIOps, MBI OyJem
BBIHY)KICHbI aHHYJIUPOBATh 3aKa3.

8. MbI CHOBa BBIHYK/ICHBI JKAJOBAThCS HA 33J€PKKY B BBINOJHEHUH HAIIMX 3aKa30B,
KOTOpasi MPUYHMHSAET HaM 3HAYUTENIbHbIE HEY100CTBa.

9. MbI nonyuyunu Baiie mucbMo OT ..M OYeHb coXkalieeM, uyTo BaM mpuxoauTes xano-
BaThCs Ha 3aICPXKKY B IIOCTAaBKE CTAHKOB 110 KOHTpakTy Ne 54367.

10. ToareeprxaeM nonydeHue Bamrero nucbMma ot 6 HiOHs, B KOTOpoM BB xanyerech
Ha 3a/IeP)KKy MOCTaBKHM CTPOUTENBHBIX MaTepuaioB. IIpocum Bac mpuHATH HalIM W3BHHEHUS
3a 3a7epXKKY U 3aBEpEeHHs, YTO MBI JIeJIaéM BCE BO3MOXKHOE, YTOOBI YCKOPHUTH BBINOJIHEHUE
Bamero 3akasa.
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3. Translate the letters.
Letter 1
July 15, 2010
Black & Co.,
London

Dear Sirs,

Re: Order No 386

Further to our letter dated June 30, 2010 we are writing to you to express our deep con-
cern about the delay in delivery of consignment under the above Order.

You will remember that when we sent you our Order we pointed out that timely deliv-
ery was most essential. The delivery time was clearly stated on our order and your acceptance.

We are taking this opportunity to remind you that lately we have had numerous com-
plaints from our clients who find fault with the packing of your goods.

We are sure that you are well aware of our previous claims. Therefore we expect you to
take urgent steps to speed up the delivery of the above consignment and to give instructions to
your packing department to take more care of inside packing of the goods.

Yours sincerely,

Letter 2
Dear Sirs:

Our Order No VF339865 of July 5, 2011

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

However, we have to point out that these articles were ordered subject to their arrival
here by the end of August. Since they did not reach us until September 14, we have been hard
pressed to meet our commitments to our own customers.

As you will no doubt understand, a recurrence of this situation could well result in our
customers placing orders elsewhere, and this is a risk we are unwilling to take. We must, there-
fore, insist that you observe delivery deadlines for future orders.

Yours sincerely,

3. Claim Report

Claim Report No 67890051
27 December 2013

Ref.: Cubicles for Communication Equipment ex M/S Dartmoor
B/L No 37896532
Contract No E123-9987
Delivery of four packages, containing cubicles for communication equipment/ Out of
these for packages, two were found damaged on unpacking:
1. VDT? Cubicle, factory No 99345-9987/ One swing frame is bent. All modules will
have to be tested when cubicle is commissioned. We reserve the right to claim for the cost of
the tests after commissioning.

! Video Display Terminal
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2. VDT Cubicle, Factory No 9345-A5656. One swing frame slightly bent; one holding
rack damaged.

Repair: Straightening of swing frame and holding rack. Repairs will be made locally.
We reserve the right to claim damages of all modules installed in the cubicles, as these can be
tested only during commissioning.

Yours faithfully,

Letter 4
Mocksa, 15.10.2013
Hamma ccputka 12/56/78
Anrnus, JIongoH
Buxropus-crpur. 78
®upme I'pun 311 Ko

YBakaeMble rocrojal

HecMoTpst Ha Hamy HEOJHOKpATHBIC TEJIErpaMMBbl, MBI BCE €llIe He MMeeM oT Bac co-
o0mieHns o 1ate BeIXoza Bamero cyiHa B Mope.

Orta mocamHas 3aiepkKa B nojade Bamu cynqHa numraer Hac BO3SMOXKHOCTH BBIITOJHHUTH
KOHTPAKT ¥ BJeYeT 3a co00H OOJblire HeMPOU3BOAUTEIbHBIC PACXOIbI M0 XPAHEHHIO TAKOTO
OTPOMHOTO KOJMYECTBA 3€PHA.

Mpl, K COXaJICHUIO, BBIHYXXICHBI Bac mpeaynpeauts, 4To B Cly4ae HEMOJIyYeHHUS OT
Bac x 20-My c.M. TeserpaMMbl O HalpaBJIeHUH HAIJISKAIETO CyJHA B ITOPT MOTPY3KH, MBI Oy~
JIeM CYMTaTh ceOs CBOOOAHBIMU OT BCSKHX OOSI3aTEIBbCTB 110 KOHTPAKTY, U BCE PACXOJBI
Y yOBITKH, CBS3aHHBIC C HAPYIICHHEM KOHTPAKTa (PacXofbl MO XPAHEHHIO W CTPAXOBAHUIO,
pa3HHMIIa B IICHE U T.1.) OyIyT LIEJIMKOM OTHECeHbI Ha Ba cuer.

Hapneemcsi, 4To BBI HOIMIMETE BCIO BYKHOCTH BOIIPOCA M MIPUMETE BCe 3aBHCsIIUE oT Bac
MEpBI, YTOOBI aTh HAM BO3MO>KHOCTh YCKOPHTH BBITIOJIHEHUE KOHTPAKTA.

B oxxunarnum Bamero ckopeiimero otsera

«Pocummnop»

Letter 5

VBaxxaemsle rocrona!
Kacarenpro Baiueit pexkiaamariuu ot 5 dheBpais

MBI THIaTensHO M3ydmiM Bamry nmpeTeH3nio M BBIHYXKICHBI OTKJIOHHUTH €€ 110 CIIEAyIo-
LIUM IPHYHHAM.

Tlepen otrpyskoii n3 Kanpanakim ToBap Obl1 OCMOTpeH BaiuMm mpeacraButenem, Ko-
TOPBII YCTAHOBMII, YTO KAYECTBO TOBAPA MOJHOCTHIO COOTBETCTBYET OIMMCAHHIO U CHeIU(pHKa-
UM, TPWIOKEHHBIM K KOHTPAKTy, O Ye€M CBHAETEILCTBYET IPHIaraeMblii K HACTOSLIEMY
IIICBMY aKT OCMOTA, OJNMCaHHbIN Bammm npencrasurenem.

Bsuny storo mbl He MOkeM Ipu3HaTh Barry npetensuto o npenoctasiaeHun Bam 50%
CKHJIKH CO CTOMMOCTH TOBapa Ha TOM OCHOBaHHH, YTO KAueCTBO €ro sSKOObI HIKE KauecTBa
o0pa3ia, Ha OCHOBAaHUH KOTOPOT'0 ObUT 3aKJII0YEH KOHTPAKT.

ITo Bceit BeposATHOCTH TOBap OBUI MOBPEXICH B IIyTH WM BO BpeMs BBHITpY3Kku. [1osto-
My pekomeHayeM Bam obGpatutbes k CTpaxoBOMy OOLIECTBY.

C yBakeHueM,

«Mureptpeiin JItm»
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Letter 6

CrokronbM, 15 mas 2012 .
VBaxkaemple rocrozal

IIpn pacnakoBke Bammx smukoB ¢ aBToMOOMISIMH «Y A3» MBI UCIIBITANIN TPYXHOCTH,
BBI3BAHHBIC CIIMIIKOM Majoil BBICOTOH SIIMKOB. PaccTostHMe MeXIy BEpXHEH 4acThIO SIIUKa
Y KpBILIEH aBTOMOOWIISL CIIMIIKOM MaJIeHbKOe, U, KaK pe3yJbTaT, HeKOTOPbIe aBTOMOOMIIN IO~
JIYYHIIH TIOBPEXKICHUE KPBIIIH.

TlosTOMY MBI peKOMEH/IyeM JeNaTh SLIMKU C OJHOW OCKOM BbIie Ha 20 cM, YTO Mo3-
BOJIMJIO ObI HAM PACITaKOBBIBATS SIIMKH, HE HAHOCS yIIepOa aBTOMOOMIISM.

MeI oxxuaeM Barero oreera.

C yBaxeHHEM,

4. Make up a text of a claim in English and in Russian for the following situation.

Bawmu 6bl1a nostydyeHa naptust KHur 1o 3akasy Ne 912 c 3anepikkoit B 15 nueit. OcMotp
YIIaKOBOK, BBIOPaHHBIX HayTal, IOKa3all, YTo OOJbIIasl YacTh MAapTHH MOBPEXKICHA MOPCKOU
Bomoii. Mcxoas u3 storo, Bl TpebyeTe mpemocraBieHns Bam CKUIKH OT CTOMMOCTH MapTHH B
30%, 4TO COCTaBUIIO Obl JOCTATOUHYIO KOMIICHCALMIO. Bl peaynpesxaaere, 4To B ciaydae He-
npejocraBieHust Bam ckunku neno Oyzer nepenaHo B apOuTpaxk.

The following vocabulary may be helpful to you:

coobuenue o dame 6vixooa cyona ¢ mope —sailing notice

nopm nozpysku — port of loading

napywenue konmpaxma — breach/ infringement/ violation of a contract

ommecmu umo-mo na uet-mubo cuem — 1o place sth to sb’s charge/ to place sth to the
debit of sb’s account/ to charge sth to sb’s account

Henpouzsooumenvhvle pacxoowl — Unproductive expenses/ dead costs

no credyrowum npuuunam — for the following reason

axm ocmompa — Inspection Certificate/ Survey report/ Report of Survey

sviepyska— unloading/ discharge

obpamumucs ¢ npemensueii — to submit a claim to sb/ to lodge a claim with sb/ to make
a claimon sh

cmpaxogoe obuwecmeso — Insurance Company

axobwr — allegedly

NOTE:

Extract from International Rules for Interpretation of Trade terms (INCOTERMS ICC
1990):

EXW - EX WORKS (...named place) —¢ppanko-3aBox

FCA — FREE CARRIER (...named place) — ¢pauko nepeBo3unk

FAS — FREE ALONGSIDE SHIP (...named port of shipment) — ¢panko Bmons Gopra
cynHa, dac

FOB — FREE ON BOARD (...named port of shipment) — ceo6oaxo Ha 6opTy, Pppanko-60pT
CFR - COST AND FREIGHT (...named port of destination) — croumocts u ¢paxt, kad

CIF — COST, INSURANCE, FREIGHT (...named port of destination) — ctoumocTs, crpa-
xoBaHwue, ppaxr, cud

CPT - CARRIAGE PAID TO (...named port of destination) — npoBo3 oraveH,
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3a IIEPEBO3KY YIIJIAYE€HO
CIP — CARRIAGE AND INSURANCE PAID TO (...named port of destination) — nposo3
1 CTpaxOBKa OIJIa4Y€HbI

DAF - DELIVERED AT FRONTIER (...named place) — mocraBka 10 TpaHHIbI

DES — DELIVERED EX SHIP (...named port of destination) — mocraBka Ha (panko-cTpor
Cy[IlHa, C CyaHa

DEQ - DELIVERED EX QUAY (DUTI PAID) (...named port of destination) — ¢parko-
HaOepe)kHasi, JOCTaBKa K MpUiairy

DDU - DELIVERED DUTY UNPAID (...named place of destination) — nocraska
C HEOIIAYEHHBIN MOIITUHON

DDP - DELIVERED DUTY PAID (...named place of destination) — mocraBka
C OIUTaYeHHBIH MOIITHHON
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UNIT 6
TELEGRAMS

l.

1. PyCCKI/IM CJIOBaM «TeJIerpaMMa» U ((Teﬂera(i)HpOBaTB)) COOTBETCTBYIOT AHTIIMICKHE
ciosa telegram u to telegraph. Hapsimy ¢ aTiMu clioBamu BO BHEIIHEH TOPTOBIIE OYEHb 4aCTO
BCTPEUAIOTCS CJIOBA Cable uto cable, a 110 OTHOLICHUIO K TEJICTpaMMaM, I1OChbIJIaCMbIM B IIpE-
Jiefiax CTPaHbl OTIPABUTENS, & TAKXKE B Pa3rOBOPHOM peuw yacto mosib30yrTes cioBamu Wire
u to wire.

2.Tlpu cocraBleHMM TelerpamMmbl, IocsulaeMoi kimepom (in clear), Tt.e.
B HEKOAUPOBAHHOM BU/EC, HCO6XOHI/IMO CTPEMUTHC K MaKCUMAJIbBHOMY COKPAIICHHIO TEKCTa.
an/I 9TOM, OJHAKO, CJICAYCT IOMHHUTD, YTO UPE3MEPHOC COKPAILICHUE MOXKET UCKA3UThb CMBbICIT
TEJETPaMMBI.

3. IlpuBercTBeHHbIE (OPMYJBI BEXIUBOCTH, KaK BCTYNHTEIbHBIC, TaK H 3aKIIO-
YUTEJIbHBIC, B TCIErpaMMax HE yl'lOTpe6J'[ﬂ}0TCH.

4. Jnst BBIpaskeHus Mpock0bl HCoNB3yIoT ciosa please u kindly.

5. ApTHKJIM M HEKOTOpBIE MPEUIOTH OIyCKAIOTCS, PaBHO KaK U Jpyrue clioBa, 0e3 Ko-
TOPBIX MOXKHO OOONTHCH.

6. amsiTeie B TeJerpaMMax HE CTaBsITCS; TOYKa, 0003HayaeMas CIOBOM StOp, ymoTtpeo-
JISIETCS B TEX Clly4asX, Korja €€ OTCyTCTBUC CACIaI0 OBl TEKCT HESICHBIM.

7. Kpome cokpamenuii fob, cif, fas u 1. 1., xoropsie nurryrcst 6e3 Todyek mocne OTaeNb-
HBIX 6yKB, B TCICrpaMmMax 4acTto yHOTp€6H$[}OTC$[ CJIICAYIOIIHNC COKpaIlICHUA:

blading(s) = dill(s) of lading

LC L/C = Letter(s) of Credit

Ourlet = our letter; yourlet = your letter; ourtel = our telegram; yourtel = your tele-
gram; relet = referring to letter; recable = referring to cabl; recable — referring to cable; re-
phone = referring to telephone conversation; reurtel = referring to your telegram.

8. Baxkunle JaTbl, ICHBI, CYMMBI U KOJIMYECTBA PEKOMCHAYETCA IMHUCATh CJIOBAMH, a HEC
undpamu. Ilpu nepenade ducen clioBaMH Takue coderaHus, kak twenty-first, twenty-second,
etc; twenty-one, twenty-two, etc; one hundred, two hundred, etc; one thousand, two thousand,
etc, 4acTo MUIIYTCS CIUTHO! 21% - twentyfirst; 21 — twentyone; 100 — onehundred; 101 — one-
hundred and one; 121 — onehundred and twentyone; 315 — threehundred and fifteen; 1,000 —
onethousand; 8,025 — eightthousand and twentyfive; 208,025 — twohundred and eightthousand
and twentyfive; 238,372 — twohundred and thirtyeight thousand threehundred and seventytwo.
HCKOTOpLIC OpraHusanyy, B 4HaCTHOCTH GaHKI/I, HJacTo IMUIIYT BCE YUCJIO B BUJAC OJHOT'O CJIOBa,
COCTAaBICHHOTO U3  Ha3BaHMH  Bcex  cxomamux B  Hero mupp: 107,568 —
onezerosevenfivesixeight.

1.

l_[plfl COCTaBJICHUU TECJIErpaMMbl PEKOMEHAYCTCA CHa4ala HallMCaTh €€ COACPIKaHUE 110~
PYCCKH, a 3aTEM IEPEBECTU pyCCKI/Iﬁ TEKCT Ha aHTJIUUCKHUI S3BIK, OITyCKasi HCHY>KHBIC CJIOBa
(B TIPUBCJACHHBIX HUKE IIPpUMEpax CJI0Ba, KOTOPbIC MOTYT OBITH OITYIICHbBI, JaHbl B CKOGKaX)Z

Bae mrcemo ot 30 mast. [Ipocum norpy3utsb Yourlet (of the) 30" May please ;oad

300 TOHH MaHHJILCKOM MEHbKH Ha T/X «My- threehundred tons (of) Manilla hemp (on)
pom», oTxomsuii u3 Jlonmona 10 aBrycra. steamer Murom leaving London (on the)
tenth aug cable confirmation

TloarBepskaeM OTTPY3Ky B HIOJIE We confirm (1 Confirming) shipment
400 mBeiinbIx ManmH kinacca 35. IIpocum te- | (in) jul (of) fourhundred sewing machines
nerpadpupoBaTh HaMpPsLKCHUE TOKA class 35 stop please cable voltage (and)

M MHCTPYKIMH 110 0Trpy3ke. [Inckmo ciaemyer. | shipping instructions stop letter follows
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Note: Bo BTopoii TenerpaMme MeCTOMMEHHE WE HE MOXKET OBITh OMYLIEHO Hepex CIo-
BoMm confirm, unauye confirm mosxer GbITh NPHHATO 32 (HOPMY HOBEIHUTEILHOTO HAKIOHEHHS,
BbIpaXkaromiero npocs0y. Bmecro We confirm gacro ynorpebnsercs confirming = we confirm.

1.

KOJII/IpOBaHI/IC TeJerpaMM OCYHIECTBIIACTCS IIPU IMOMOIIU KOMMEPUYECKUX KOJOB, B KO-
TOPBIX OTACJIBHBIC 6yKBeHHI>Ie COYETAaHUA 3aMCHAIOT LENbIC NPEATIOKCHUA. I[HS[ npuMepa 1mpu-
BOJIMM 4acTh KOMMepueckoro koxa Unicode:

JHKON - letter of guarantee arrived

JHLPO - letter of guarantee not yet arrived

JHMQP - please telegraph whether and when letter of guarantee arrived

JHNRQ - acknowledging receipt of letter of guarantee

JHOSR - please acknowledge immediately receipt of letter of guarantee

JHPTS - letter of guarantee sent (on....)

JHQUT - letter of guarantee not yet sent (because...)

JHRVU - please send letter of guarantee — urging again

JHSWV - please telegraph when letter of guarantee sent

JHTXW — waiting for letter of guarantee

JHUY X — without letter of guarantee impossible (to...)

1V. OcHoBHBIE COKpalll€Hus, UCIIOJIb3YEMBbIC IIPU COCTABJICHUU TEJICTPAMM:

feb
flt
flwg
forex
foc
fri
fwd
gvmt
hv
hwvr
imm
inf
incldg
inv
iom

jan
jun
jul

abt about mfg manufacturing
abv above misc miscellaneous
alc account mngmt management
accptbl acceptable msg message
adv advise n and
advnce advance nec necessary
apr April no number
arrgmts arrangements nxt next
arrvl arrival olc order confirmation
artcl(s) article(s) ord(s) order(s)
asap as soon as possible | o/no order number
attn attention paymt payment
aug August pli pro-forma invoice
ble bill of exchange pls please
b/l bill of lading ppd prepared
bnk bank prc(s) price(s)
catalg catalogue prev previous
cfmtn confirmation prelim preliminary
chg charge priv private
dd dated qty quantity
dec December r are
del delivery rep representative
dep departure rgds regards
disct discount rml/ryl regarding my
dte date letter/your letter
eta estimated time of | rpt repeat
arrival sched(ld) schedule(d)
etd estimated time of | shl shall
departure shpd shipped
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February

flight

following
foreign exchange
free of charge
Friday

forward
government
have

however
immediately
inform

including
invoice
interoffice  memo-
randum

January

June

July

shpg
shpmt
specs
sun
suppl
sry
std
svc
temp
thru
thu
tks
tod
tom
tog
u(r)

wed

XXXXX

yr

shipping
shipment
specifications
Sunday
supplier
sorry
standard
service
temporary
through
Thursday
thanks

today
tomorrow
together
you(r)
Wednesday
will

error (after typing error)
your

Exercises

1. Reconstruct the complete text of the telegram in Russian.

Yourtel apr twelfth shipped London eighthundred and ninetyeight thousand and for-
tytwo kilos ferromanganese m/s Angarsk blading 7 dted apr sevebteenth

2. Make up telegrams first in Russian and then translate them into English.

a) Ccpltasich Ha HAlll BUSPALIHUIA TeseOHHBIM pasroBOp, COOOMIaeM, YTO CETOHS MBI
Beicanu Bam ABUA nouToii nBa sx3emiuisipa koHTpakta Ne659 na 10 000 ToHH MapraHIeBoit
pyAbl. HpOCI/IM BO3MOXKHO CKOpPEC BEPHYTh HaM HOIIHI/ICB.HHHﬁ Bamu OK3EMILISP.

6) 3aka3 Ne 9065. Bamie rimcbMo oT 27 CEHTSIOPs pa3oIuIoch C HAIICH TEIeTPaAMMOM OT
TOrO Xe uncna. 25 apromobuineit «Dopa» Haxoastes B Cankr-IlerepOypre u OyayT oTrpyxe-

HBI HEMEJUICHHO I10CJIE TOT0, KaK OyJIeT OTKPBIT aKKPEAUTHB.

B) [ToxTBepxnaem nonydenue Bamiero nucbMa ¥ IPOCHM NPUHATH K BBITOJHEHHUIO 3a-
Ka3 Ha 3 HacocHble MaliHbl. C Ha3HaueHHbIMM Bamu nenamu cornacHsl. IIpocum aath 1ByX-
TOIWYHBIA CPOK rapanTuu. M3Becture Hac moxanyiicta o MOJydeHHNH HAIIETO 3aKa3a u Bamem
MHEHHUH O HaIllUX YCIOBHUSX.

r) Hanpasnsiem Bamr 3ampoc Ha Haw 3aBoj. MH(popMaiuo 0 TOM, MOXET JIM JaHHas
MOZIeJb TOJBEPrHYThCS M3MEHEHUSIM, YTOOBI YIOBIETBOPSTh Barueil crnenudukanmu, Mbl co-
obmuM Bam cpasy e 10 HoJIy4eHHH UX OTBETA.
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PART TWO
GETTING AJOB

Unit 1. The Kind of Job You Want

The first step in a successful search for a job is to decide on the kind of job you want
and the kind you are qualified for. This means that first you should answer the questions «What
can | do well?» and «What do | really want to do?»

Begin by thinking about the work you can do. Include work you have been trained to
do, work you have actually done, and work you enjoy doing.

Next, talk to as many people as possible about your job interests and concerns. These
contacts may help you to get more information about different jobs, to form a «network» of
people interested in helping you, to find people who work in the area of your interest.

Now when you know the kind of job you want, the next question to answer is «Where
can | find that job?»

People use many methods of finding a job: they answer job advertisements (want ads),
apply directly to employers, send resumes, etc.

Exercises

1. Translate the following letters.

Announcing a Vacancy

A) Dear (name),

Doe Corporation has a work environment that promotes diversity, embraces change,
and provides leadership opportunities to every team member. We are on a fast track within the
applications industry and are seeking highly qualified professionals to take us even further.

So if you are looking to make a move and are a highly motivated professional who wel-
comes new challenges, take a look at Doe Corporation...We have your next great opportunity!

Contact us at (phone, fax, and e-mail).

Sincerely,

B) The Technological Support Division has positions open for two technical support
representatives in the Springfield office. Both positions require a B.S. in computer science and
three years experience in the software industry. The closing date of applications is May 5. In-
terested persons should submit an application with a resume and a cover letter.

Technical support representatives provide telephone and on-line assistance to users of
Doe’s Vision and mainline software products.

Duties include:

— handling telephone enquiries

— answering on-line questions

— faxing hardcopy answers from our database

Questions concerning these positions can be answered by Eric Doe in Human Re-

sources, extension 5555.

C) The position of Sports Page Editor will become vacant on November 29. Eric Doe,

the current editor, has accepted a similar position with the Springfield Post.

We want to fill this position internally, if possible. Previous writing and editing experi-
ence is a must. The deadline for applications is November 15.
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Please submit a standard application with your resume and a cover letter explaining
your interest in this position.
If you have further questions, call Jane Doe at extension 55555.

2.Read and discuss sample want ads. Which of them do you think you should
ignore? Why?

A.
Ordinary want ads Abbreviated want ads
Type of job AUTOMOTIVE PARTS AUTO PARTS CTR
COUNTER SALESPERSON SALES
Work experience required | 2 Year Experience
Education required High School Graduate 2 yrs exp.& H.S. req.
Working hours 5 days, Mon. — Fri. M-F
Pay $9.00 per hour $9/hr
How to apply Apply in person, before 10:00 a.m. | Apply before 10 a.m.
CARSONS SUPPLY CARSONS
4389 Melrose Ave. 4389 Melrose
B.

Do you want to earn big $$$$$$?
$ 1,000 EVERY WEEK!

For life! Work at home,
Simple, safe, guaranteed!
Write P.O. Box 1234, Dept. 543
Palm Lakes, 33245

3. Translate the text.

A headhunter is a job recruiter who specializes in matching highly skilled professionals
with corporate clients. (S)he might be an independent contractor or work through an agency.
Using a headhunter eliminates the need to place an advertisement for the open position and
then address the inevitable list of applicants, most of which will be unfit for various reasons.
A headhunter does the tedious work of finding good candidates, providing an initial screening
mechanism, which saves corporation valuable time. In turn the headhunter is paid a fee if (s)he
is able to find the right candidate, typically a small percentage of the annual starting salary of
the filled position.

Unit 2 How to Find a Job
1. Study the scheme which may be used for writing someone’s reference (testimonial).
XAPAKTEPUCTHUKA
(TICMXOIMarHOCTUYECKAS)
Mbubuunenue

IIpobaemuoe (criocobeH 3apanee 0OHAPYKUBATh TPYIHOCTU U HAXOAUTH ITyTH UX IPEOIOICHHS)
CucteMHOe (YMEIO yIUTBIBATh BCE, UTO BIMSAET HA pe3ysIbTaT)
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Ornepesxaroriee (IPeABIKY MOCISICTBIS IPUHIMAEMBIX PEIICHHUT)

TIpodeccuonanbHoe (aAKTUBHO MPUMEHSIIO CIICIHATBHBIC 3HAHHS)

I'n6xoe (crocoOeH MCIOIB30BaTh MPEAI0KEHHSI, IPOTHBOIIOJIOKHBIE COOCTBEHHBIM )
AHanmuTn4HOE (YMEI0 OTJINYaTh MHEHHE OT (pakToB)

Be3biHeproHHOE (OIIBIT U 3HAHUS HE MEIIAIOT MHE IPUHUMATh OPUTMHAIbHBIC PEILICHHS)
OnepatuBHOE (OBICTPO pearupyro Ha U3MEHEHHE 00CTAaHOBKH )

MeroanuHoe (YMEIo MOCIe10BaTeNbHO, HE OTKJIOHSSICH OT LIEJIH, OCMBICIIUBATD CUTYALHIO)

Tcuxuueckue wepmol

Hacrotiuns. CriocobeH K pa3yMHOMY PHCKY.

Tepnenus (roToB K 0AHOOOPA3HOM U TPYIHOI paboTe)

WNuunumatuseH (CiocoO0eH caMOCTOSATENBHO BBIIBUTAT HIES M OCYIECTBIIATh UX)
LleneHamnpasieH (He yBJICKalOCh HEPEATbHBIMHU TPEATIOKCHUSIMH)

YMero BUIETh ce0sl Iia3aMu Ipyrux

AnanTtuBeH (OBICTPO MPUCTOCAOINBAIOCH K MEHSIFOIIMCS YCIOBHUSIM)

Brnagero coboii (yMero cliepXHBaThCs B CJIOKHOW SMOIMOHAIBHONW OOCTaHOBKE W HACTpau-
BaThCs Ha JIIOOYIO paboty)

HanexeH (BHyTpeHHE HACTPOCH Ha BBIIIOJHEHHE 00CIIIAHHOTO)

Omuueckue xapakmepucmuxu

ITpuHIMIHANCH B KOHQIUKTHBIX CHTYAIAIX

TpeboBareneH npesxie Bcero k cede

CaMOKpHUTHYCH

He none3yroch CIuIeTHAMH [ OLIEHKH APYTHX JIOAEH

OLEeHNBAO Yy>KHE MPETIOKECHNS HE3aBUCUMO OT JIMYHBIX CHMITaTHI
BoBpeMst 0TKa3bIBaIOCh OT CBOMX HEBEPHBIX PEIICHUN

CocTaBisisi MHCHHE O JIIOJSIX, OTACIIO CIIy9aiHOe OT IIIaBHOTO

He BcmomuHaro cTapoe, eciu 4elI0BeK HCIIPaBUII OLIUOKY
bautenen, xorza cibliry JeCTh

OmHoweHnue k pabome

Ecnu Hazmo, roToB paboTath CBEPXypOYHO

Heynauu B Pa 60Te BOCIpHUMAIO KaK JTHYHBIC
[MoanepxuBato n00bIe HAYMHAHNUS, CIIOCOOCTBYIOIINE YCIIEXY
He Opocato paboty, roka He 3aKOHUY

He rousrock 3a KOIUUECTBOM B yLIepO KauecTBY

Ha nepBoe MecTo cTaBiio HHTEPECHI Aena

YMmero paboTath, 1axe eClii CKy4HO

He moGutto 6e3aenbHIYaTh, 1enato Oonblie, ueM Tpedyercs

Vmenue npunumame pewenus

BaskHbIe peleHus 00CyK a0 ¢ KOTIEKTHBOM
OTBETCTBEHHOCTS 3a BHINOJIHEHUE Oepy Ha ceds
Pemienus npuHUMalo OBICTPO U CMEIO

Model

A.A. VBaHOB cIl0COOCH MBICIHTH MPOOJIEMHO, 3apaHee OOHAPY)KUBATh BO3MOXKHBIC TPYAHO-
CTH; yMEET YUYHUTBHIBATh BCE (DaKTOPBI, MPEABHICTH MOCIEIACTBHS MPUHUMACMBIX PEIICHHA.
[podeccuonaneH, HAKOIUICHHBIC OIBIT U 3HAHUS HE MEUIAIOT My [IPUHUMATh OPUTHHAIbHBIC

48

pemenus. Hactoifuus, croco6eH K pasyMHOMY PUCKY, HHHIIMATHBCH, HO HE MOXET OBICTPO
pearupoBaTh Ha M3MEHEHHE OOCTAaHOBKH, CKIOHEH YBICKAThCS HEPEabHBIMHU IIPEUIOKCHHSA-
MM; B KDUTHYECKHX CUTyallUusX ObIBAaET HECAEPIKaH.

2. Match the definitions in A with the correct adjectives or phrases in B.

A B
1. wants to get to the top a. sensitive
2. open and friendly b. creative
3. doesn’t get tired easily c. attentive to details
4. can change people’s opinion d. ambitious
5. doesn’t get angry or irritated quickly e. adaptive
6. can produce new ideas f. independent
7. thinks of other people’s feelings g. outgoing
8. doesn’t mind changing his/ her habits h. energetic
9. can work alone i. persuasive
10. regularly checks the quality of his/ her work j. patient

3. Write a short testimonial of someone you like (or dislike) in your personal or pro-
fessional life.

4. Read and discuss the text.

The Resume

A Resume or Curriculum Vitae (CV) is an objective written summary of your personal,
educational, and experience qualifications. It packages your assets in the form of a convincing
advertisement, which sells you for a specific job. A Resume is a kind of written sales presenta-
tion. An effective Resume creates a favourable impression of you while presenting your abili-
ties and experience.

Remember: every Resume is an individual presentation of your qualifications for a par-
ticular job. It means that you may prepare a few different Resumes depending on the types of
jobs you are applying for. You can choose from among four types of Resumes:

« Chronological resume lists work experience or education in reverse chronological
order. It describes responsibilities and accomplishments associated with each job or education-
al experience.

« Functional resume lists functional skills and experience separately from employment
history.

« Combination (functional/ chronological) resume draws on the best features of the
chronological and functional resumes. It highlights an applicant’s capabilities and includes
a complete job history.

« Targeted resume emphasizes capabilities and accomplishments relating to the specif-
ic job applied for. Work experience is briefly listed in a separate section.

Note: The trend in resumes today is to omit personal data, such as birth date, marital
status, religion, nationality.

The most popular with the recruiters nowadays is the Combination Resume, which in-

cludes:
1. Main heading (applicant’s first name, last name);
2. Personal data (address, phone, home phone, Fax, e-mail);
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3. Objective (detailed information, in response to the company’s requirements —
a specific job title or a brief description of the type of work);

4. Education (degrees and certificates listed in the reverse chronological order);

5. Experience/ Employment (work history in the reverse chronological order starting
with the most recent position, name of the Company, position, responsibilities, duties, accom-
plishments, promotions, specific results, contributions);

6. Special skills (languages, software applications, operating systems and pertinent
hardware information, years of experience, level of knowledge);

7. Licenses and certificates pertinent to the job including the year of obtaining each li-
cense or certificate);

8. Interests (particular sports, arts, reading);

9. Activities (community activities one regularly participates in).

To strengthen your Resume you may use action verbs: analyzed, administered, man-
aged, completed, created, evaluated, implemented, improved, investigated, organized, partici-
pated, performed, planned, proposed, provided, researched, solved, streamlined, supervised,
supported.

Here is a list details to exclude from your Resume:

— height, weight, hair and eye colour;

— comments about your family, spouse, or children;

— your photograph (unless you’re applying for modeling or acting job);

— travel restrictions; preference of work schedule, days off, or overtime;

— salary demands or expectations;

— avoid the pronoun «I»;

—don’t sign or date the Resume;

— don’t send a photocopy.

Example:
John H. Mill

38 Park Avenue, Ap. 50

New York, N.Y. 11298

Tel. (312) 493-8332

E-mail: pigtwins@gtmail.com

OBJECTIVE A position of a bookkeeper

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

QUALIFICATIONS | Make up all kinds of financial reports, balances and production planning.

EXPERIENCE
2005-present FRISCO DOCKS, Inc.

San Francisco, California.

Deputy Chief of Planning, Commerce Dept.

In charge of account books, statements, new ideas in planning.

2000-2005 SAKHA Co., Ltd.

New York

Accountant. Prepared accounts and balance sheets of every kind.
EDUCATION LONDON SCHOOL OF ECONOMICS

London, Great Britain, Bachelor (Ec.)
PERSONAL Arrived in the United States January, 1995. British subject.
REFERENCES Available upon request.
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Questions for discussion

1. What is a resume? Give all possible definitions of it.

2. What are the basic requirements for a good resume?

3. How many types of resume do you know? What do they differ in?

4. What type of resume is the most popular among recruiters?

5. What information is recommended to exclude from the resume?

6. Which of special suggestions that can help you write a perfect resume do you think
are the most important?

5. Translate the following letters in writing.

A) We have received your resume, portfolio and application for employment. In order
for us to move ahead in our selection process, could you please complete the enclosed ques-
tionnaire and return it to us by the end of the month? Thank you for your cooperation.

B) We acknowledge receipt of your resume and application for a position at Doe Soft-
ware and sincerely appreciate your interest in our company.

We will screen all applicants and select candidates whose qualifications seem to meet
our needs. We will carefully consider your application during the initial screening and will
contact you if you are selected to continue in the recruitment process. We wish you every
success.

C) Thank you for sending your resume in response to the Media Relations job posting.
The deadline for applications is April 29. At that time, we will review all applications and in-
vite the five most qualified to interview. We will notify all applicants of our decision no later
than May 5. We appreciate your interest in Doe International. Best wishes in your job search.

6. Write a resume of your own.
7. Translate the sample of covering (cover) letter and the clichés given below.

Sample of Covering Letter

Mark Diamond

4701 Pine Street, K-13
Philadelphia, PA 19143
Tel. 1-(215-748-3037
April 2, 2012

Dear Mr. Marinichenko:

I am a first-year student in the MBA program at the Wharton Business School in Phila-
delphia.

| understand that you are heading the independent Ukrainian airline. | have head from
my friend Mr. Bill Eastmann, a student at Duke University’s Fugque School of Business, that
you might wish to have an American MBA student work with your airline this summer as an
intern. 1 am very interested in the possibility of such an internship during the summer 2013.

My professional experience has given me an in-depth knowledge of the air transporta-
tion industry. | have, in particular, worked for American Airlines, the Federal Aviation Admin-
istration, and Kurth & Company, Inc., an aviation consulting firm where | was Manager of Air-
line Analysis. My responsibilities included the study of schedules, fares, equipment selection,
and financial results. Notably, | prepared numerous feasibility studies for both jet and turbo-
prop routes, including passenger and cargo flights, for proposed transatlantic and transpacific
services.
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| wish to place this experience at the disposal of your airline. | believe strongly that my
knowledge of the deregulated air transportation industry in the USA could be quite beneficial
to your carrier.

| have enclosed a copy of my resume. If my background and qualifications are of inter-
est to you, please telephone me on . 1 would be interested in meeting you in
mid-April in New York to discuss further the possibility of such a summer position, and your
requirements.

I look forward to hearing from you soon.

Yours sincerely,

Mark Diamond

Clichés

With reference to your advertisement in of Tuesday, 10, | would like to apply for
the position of in your company.

| recently heard from.....that there is a vacancy in your sales department.

| am used to working on my own.

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

During training for my present job | took courses in.......

Since my present position offers little prospect for advancement, | prefer to be em-
ployed in an expanding organization such as yours.

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

Thank you for your offering me the post/ position of....

| have pleasure in accepting this position.

| am looking forward to commencing work on....

8. Translate into English.
YBaxaeMmslit rocriouH Cyp>KHKOB!
Kacc. Bamero o0bsBienns B razere «Pabora» ot 5 anpens c.T.
A1 nmpounTtan B rasere «PaboTa», 4To BaM TpeOyeTcs CIEHHUAIHCT 110 SKCIOPTY C OIbI-
TOM paboThl HA MPEIIPUATUH MALIMHOCTPOEHUs. Sl moaraoo, 4To MOTy yJIOBJIETBOPUTH 3THM
TpeOOBaHUAM.
3a BpeMst Moel paboThl B KommaHuu «TpaHcMamm» B TedeHHE TpeX JeT si mproopel
CIlenUaNbHbIe IPO(ecCHOHANbHbIC 3HaHNA. VIMEHHO B 3TOI 00IAaCTH 5 PAacIIONara XOpOIIHMHU
CBS35MH 32 TPaHULIEH, KOTOPbIE MOTY MCIOJIb30BaTh 11 Bamero npeanpusaTus.
S umero pyHIaMEeHTalIbHbIE 3HAHHS B CJIEIYIOIINX 00JIaCTsIX:
n3y4yeHHE PhIHKA,
IUIAHUPOBaHUE COBITA,
MAapKeTHHT,
pekiama,
KOHTPOJIUPOBaHUE PabOoT.
Kpowme Toro, 5 Bnajiero aHMIMHCKAM U (PPAHILy3CKUM SA3bIKAMU U MOTY BECTH IIEPEroBO-
PBbI Ha 3TUX A3bIKAX.
Ipomry wW3BECTUTH MEHS IO AOMAIIHEMY Tene(OHy WM IMHCBMEHHO, KOrJa s MOTY
npejcTaBuThes Bam nuHo.
51 yBepen, Bol Oynere yjoBieTBopeHbl Moei paboOTOi.
S xoten Obl ONTyYaTh 3apabOTHYIO ILIATY....
51 Mor ObI IPUCTYIUTH K paboTe HEMEIJIEHHO.
C yBakeHueM,
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9. Write your own Cover Letter making use of the following expressions and word
combinations.

With reference to your advertisement in...of Tuesday, 10, | would like to apply for the
position of...in your company.

I recently heard from...that there is a vacancy in your sales department.

| am used to working on my own.

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

During training for my present job I took courses in...

Since my present position offers little prospect for advancement, | prefer to be em-
ployed in an expanding organisation such as yours.

| am at present earning ...per month.

Thank you for offering me the position of...

I have pleasure in accepting this position.

| am looking forward to commencing work on...

10. Translate the letter in writing.
IIpunsiTne npeaJioxkeHust o padore

| am pleased to accept your offer to join Doe Corporation as a marketing representative.
The meeting with your marketing staff convinced me that | will be working with a successful
team in a dynamic company, and | look forward to contributing to the team’s efforts. As you
requested, | have signed and enclosed the contract which details my salary as well as commis-
sion bonuses.

| appreciate the literature you sent on the company’s retirement and insurance pro-
grams. Thanks also for offering to answer questions | may have concerning these benefits.

I understand that my salary will begin with $30,000 per year and that my immediate su-
pervisor will consider a salary increase when | demonstrate expertise in an advanced program-
ming language.

The start date of June 1 is acceptable and | look forward to thanking you in person
when we meet at 9:00 a.m. in your office at that date.

11. Fill in the application form.

Sample of Application Form

Personal
NAME

ADDRESS PHONE NO

DO YOU HAVE VALID DRIVER’S LICENCE Yes No

MARITAL STATUS DEPENDENTS
EDUCATION
Name of School Year graduated Course Taken or Degree
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LANGUAGES
Russian Excellent Good Fair
English Excellent Good Fair

EXPERIENCE (Give present or last position first)
TYPE OF BUSINESS/ INDUSTRY

EMPLOYED (Month &Year)
From to

POSITION(S) HELD

SUPERVISER’S NAME

DESCRIBE YOUR DUTIES

WHY DID YOU LEAVE

PERSONAL REFERENCES

12. Translate the following Thank-you-Letter.

Tlocne cobecenoBanusi, MpOAHATU3UPOBAB CBOE MOBECHNUE, TOAyMaiiTe, Kak Bbl Moxe-
Te YJy4lIUTh BriedarieHue o cede. Ecnu Bel monuiere 6marogapcTBeHHOE MUCBMO WHTEPBb-
10epy, 3To OyzaeT Ooublile, YeM BEeXIIMBBIHN xkecT. [1o mpaBuizaM OM3HEC-3THKETa MUCHMEHHYIO
OJyrarofapHOCTh HEOOXOIMMO ITOCHIIATh BCEr/a, KOTAa KTO-TO MOTpaTHi Oonee 15 MUHYT Ha TO,
yT00BI caenars uTo-To it Bac. Y BAC JJOJDKHO BbITh BPEMSI nucats momoOHbIE THCH-
Ma! [TuceMa ¢ BbIpakeHHEM OJIaroIapHOCTH CIEAyeT MOChUIaTh He mo3aHee 24—48 4yacoB co
BpeMeHH Baiueii BcTpeun ¢ keM-Jn0o.

Ms. Lori Roberts

Director of Personnel
Johnson Corporation
Austin, Texas 78777

Dear Ms. Roberts:
Thank you for your time and attention during my interview with you last week. | appre-
ciated the opportunity to discuss my qualifications and aspirations with you.
I hope that all the questions were answered to your satisfaction, but, of course, | would
be happy to supply any further information you may need.
| am very interested in the growth potential of the position we discussed, and | hope you
will consider me as a serious candidate.
I am looking forward to hearing from you soon.
Sincerely yours,
Jeanne Smith
1730 Green Street
Austin, Texas 78776
(512) 554-1730
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13. Write a refusal from the job offered using clichés given below.

| regret to inform you that am unable to accept the position, since | have received an-
other, more attractive one.

| feel that my experience in this field would not be used to its full capacity in above po-
sition. Therefore | have to decline....

Unit 3. The Job Interview

1. Read the text paying attention to the tasks for an interviewer:

WHAT YOU NEED TO KNOW ABOUT INTERVIEWS

An employment interview is an attempt by the hiring organization to assess three im-
portant hiring criteria:

1. CAN DO - the applicant has the education, skills, and training to perform.

2. WILL DO - the applicant has the experience (has performed the same or similar

functions in another venue) and possesses the intangible motivation factor.

3. FIT - the applicant has experience in the place or environment similar to ours or ap-
pears to be able to be easily assimilated into our work team.

At the same time the interviewer also attempts to determine honesty, integrity, enthusi-
asm, determination, personality, ethics, and potential. The interviewer may be aided by a quick
review of the candidate’s résumé, augmented by reference, testing, work samples, and portfoli-
os. Throughout the meeting, the interviewer should also be taking meticulous notes. This is no
mean task for everyone.

Notes:

To augment — to increase the size, amount, or value of smth

Meticulous — very thorough and with careful attention to detail

2. Read the text. Say why interviewing is a skill on both sides of the desk. Translate
the pieces of advice into Russian.

INTERVIEWING IS A SKILL — ON BOTH SIDES OF THE DESK

You may not have any control over the experience or biases of the interviewer, but you
certainly can make yourself into an experienced, competent, confident, and marketable inter-
viewee. You accomplish this by recording that both parties, you and the interviewer, are re-
sponsible for creating a comfortable, effective interaction.

The failure rate for new hires is high; approximately 40 percent of new executives fail
within the first 18 months. Why? Consider these top reasons cited by employers:

1) «Interpersonal problems could not build a working relationship with peers or team».

2) «Had no insight into what was expected».

3) «Lacked political sense with the organization».

4) «Did not meet priorities or main objectives».

5) «Longer than expected learning curves.

6) «Imbalance between work and personal work».

HOW MIGHT YOU PREVENT SUCH PROBLEMS?

1. Deal with the current problem, not just the symptoms in hopes it will go away.
2. Push the envelope and «think outside the box». Go outside of your comfort zone in
order to make an impact.
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3. Be flexible and adapt to different types of people, organizations, and ways of doing

things.

4. Keep you cool. Do not allow circumstances to overwhelm you.

5. When there is a tough decision to be made, do the research and make the decision.

Employers and savvy (knowing a lot) interviewers know these things. They know what
problems are in their organization, and they are extremely interested in making the right hire.

3. Read the text. Make up the same tables in your exercise book and fill it in.
DISCOVERING YOUR SKILLS

First do not limit your consideration to only those activities that are work-related. Ex-
pand your consideration to all areas of your life — leisure, academic, community service,
and private.

Second do not limit yourself to verbs — that is, those action words you used in your
résumé and marketing letter. Expand your thinking to adjectives and nouns.

For example, if you are a student, you may not have credited yourself with your skills
in time management and organizing. Learning how to research organizations online during
your job search is another skill that you should not overlook. Planning, memorizing, negotiat-
ing — these are skills you may have been born with or have acquired along the way. These are
your «verb» skills that describe the what you can do.

Then, there are all the things you know how to use and subjects you have some exper-
tise in. Fashion, computers, bicycles, the Japanese language, and digital cameras are all subject
matters that you may have knowledge of.

Last there are all the qualities that describe you. Calm, incisive, procrastinating, crea-
tive, dependable, and electric can be used to describe someone. Which words would you use to
describe you?

Make a list for each of these categories and cite an example as proof that you have the
skill, knowledge, or quality. An example of proof might be: «I am supportive because | have
worked and contributed to team efforts both at my job at ABC Company and in my leisure time
spent as a member of a rowing team. This is how | prefer to work and how | do my best — as a
part of team.»

What | Can Do

List these skills that are verbs — what you can do. Next to each, list an example of your
use of these skills:

SKILLS PROOF
What | Know
List what you know — subjects and areas of your expertise. Include an example of these
knowledge in the Proof column.
KNOWLEDGE PROOF

This is What | Am Like

List the adjectives that describe your qualities. Provide an example for each in the Proof
column.
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QUALITIES PROOF

Notes:

to credit — to believe that something is true

incisive — expressed in a clear and direct manner

procrastinate — to delay doing sth until later, usually sth you do not want to do

From More Best Answers to the 201
Most Frequently Asked Interview Questions
by Mattehew J. DeLuca, Nanette F. DeLuca

4. Complete the list of ten guidelines on preparing for and attending an interview.
How to Succeed at the Interview

A. Preparing for the Interview
1. Find out as much as possible3 about the company you are going to for an interview.

8. Don’t give only «Yes» or «No» answers. Talk freely, give reasons and opinions, and
explain why you are interested in this job.

5. Look at the list of ten guidelines and answer the following questions.
1. Which guideline4s do you think are the most important? Why?
2. Can you give any other advice to a candidate?

6. Use the following words to complete the description:

job requirements; candidate; job advertisement; experience; job vacancy; interview;
job title; career prospects; personal details; covering letter; resume (CV); salary; short list;
appointments; ;working conditions qualifications.

The company usually advertises the j__ v in the newspaper. The j
a usually gives the j t and describes the j r
It sometimes gives the s and gives the description of the w
c and c p as well.

The applicant then sends in a ¢ | and ar or
c Y , Which gives p d and lists g and
e . The company then males a s | of the most suitable candi-
dates and invites them for an i . The company then closes the best ¢

and makes an a
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