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PREFACE

HacTosiluee yyebHoe nocobue npeaHa3Ha4yeHO [AN1A  CTYAEHTOB
HeA3bIKOBbIX BY30B TYMaHWUTapHbIX WM TEXHUYECKUX CheumanbHOCTEN
OYHOM W 3a04HOM (hOpMbl 00yYeHWs, (haKy/NbTeTOB, T[OTOBALMX
3KOHOMWCTOB, MEHEMKEPOB U CMELUMaIUCTOB BO BHELUHEIKOHOMUYECKOM
NeATeNbHOCTU, a TakkKe ANa LWMPOKOro Kpyra vy, M3ydarolmx [e/oBou
aHFMNACKWMIA ~ A3bIK A0S MPaKTMYeCKOro  WUCMOMb30BaHUA B
nMpoeccroHasIbHON cepe.

[Mocobue paccumtaHo B cpeaHem Ha 180 yacoB (M3 HuX 51-85 uac.
npeanonaraeTca  Ana  ayauTopHoil  pabotbl). Llens nocobus -
hopMmnpoBaHMe U pa3BUTME Y CTYOEHTOB HaBbIKOB MUCbMEHHOIO W
YCTHOrO [AefioBOro 06ueHns, HeobXoAMMbIX A8  OCYLLECTB/EHUS
OyayLmMx NPotheccMoHabHbIX 0653aHHOCTEN.

Bce TeKCTbl, NpefcTaB/eHHble B MOCOOWMN, aKTyallbHbl WU SABNSKOTCA
obpa3uamy COBPEMEHHOrO [e/I0BOro aHrinMinckoro ssbika. B nocobum
HalNN OTPaXKeHWe NeKCMYeckne, rpamMmmaTvyeckme n CTUINCTUYECKME
N3MEeHeHWs, Npon3oLLeLIve B Ae/I0OBOM aHI/IMACKOM 3a NocnefHue rofpi.
B o6pasyax [OenoBbiX MNUCEM OTPaXKeHa COBPEMEHHas TeHAeHUus -
MaKCUMasibHoe MPUONMKEHWE MUCbMEHHbIX LUTaMMoOB K YCTHOW peuymn.
[Mocobue MOCTPOEHO MO TeMaTUYeCKOMY MNpuHLMNY. PaccMatpuBaroTCs
cneaytoume Tembl: Getting the Job (Unit 1), At the Company Office (Unit
2), The Visit of a Foreign Partner (Unit 3), Exhibitions and Fairs (Unit 4),
Business Trip to a Foreign Country (Unit 5), Advertising (Unit 6),
Contracts (Unit 7). Pasnen “Additional Information” paccmaTpmBaeT Takue
TeMmbl, kKak The EAN Code; ISO codes 1 ap.

[Mocobue HanpasieHo Ha peLleHre CnefyroLWmx y4eoHbIX 3atay:

- 3HauYUTeNIbHO pPacLUMpPUTL 3amnac akTMBHOW WM NAacCUBHOW [Ae/0BOW
NEKCUKN;

- chopmupoBaTb YCTOMUMBbLIE HAaBbIKA MUCbMEHHOIO [€e/10BOro
obuleHns;

- cthopmmpoBaTb  HaBblKM  MWUCbMEHHOr0 nepesBoJa  Ae/I0BOW
KOPPECMOHEHLMM C PYCCKOI0 A3blKa Ha aHT TMNCKNN;

- Cnoco6CcTBOBaTL Pa3BUTUIO HABLIKOB YCTHOIO [€/10BOro 06LLEHNS.

PelleHne yKa3aHHbIX 3afay 00YCNOB/IMBAET CTPYKTYPY OCHOBHbIX
pazgenos. Kaxablil 13 yKazaHHbIX OCHOBHbIX pa3fefioB COCTOUT U3
yeTblpex vacten (Parts).

Yactb | (Topics and Situations) cofepXUT TeKCTbl ANasIoros,
COOTBETCTBYIOLLME  HAMpPaBfIEHHOCTW pasgena Ana  [ABYCTOPOHHErO
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nepesofa. B aTnX TekCTax cofepxxaTcs COBPEMEHHbIE peyeBble 06pasLbl,
Heo6XoAMMble NS OBfMlafeHWs OCHOBaMW YCTHOMO [eN0BOro O06LeHNs;
C/IOBaPHbI CMNCOK U YNPaXKHEHNSA Ha 0TPabOTKY IEKCUKMN.

Yactb Il (Text for Reading) cogep»Xnt TeKCT, B KOTOPOM M3NaratoTcs
OCHOBHblE TEOPETMUYECKMNE NOMNOXKEHUS, CMIOBAPHbIA CMINCOK N YIPaXXHEHWS
Ha 0TPabOTKY NIEKCUKMN.

Yactb Il kaxxporo pasgena (Writing Practice) BkitovaeT o06pasubl
HanucaHusi pe3toMe, aHrMMACKUX AeNoBbIX MNUCEM, OMNUCaHWe UX
XapaKTepHbIX OCOGEHHOCTE, MPUMEPbl  3aMofIHEHUS  TaMOXKEHHbIX
AeKnapaunin, nekKCUYeckmne ynpaxHeHUs W 3afaHus KOMMYHUKATUBHOIO
Xapakrepa.

B wnpokom Habope nNUCEM Ha aHIIMACKOM U PYCCKOM fA3blKax
(Inquires, Replies to Inquires, Offers and Quotations, Sales Leters, Orders,
Complaints and Claims, etc.) oTpaxeHbl pa3fnyHble CUTyaunn AenoBoro
00LEeHNst B pamKax OCHOBHOW TeMaTUKX Ae/I0BOI NEPEnnCKu.

Yactb IV (Grammar) BK/IOYaeT YMNpaXKHEHUs No rpammatuike, B
KOTOPbIX paccMaTpuBaeTca Martepuasn, MNpeacTaBsoWmnin Hanbo bLyo
CMIOXKHOCTb MPW YTEHUN TEKCTOB, MpeasiaraemMbiX B Mocooun.

Kpome TOro, nocobue npeanaraet BapvaHTbl MPOEKTHOM paboTbl B
pamMKax paccmartpuBaemblix Tem: “Labour market survey” (Topic 1), “A
Small Business Project” (Topic 2), “Altai Region” (Topic 3), “Exhibitions
and Fairs” (Topic 4), “Advertising in Russia” (Topic 5), “Britain in
Russia” (Topic 6).

Takas nojgaya MaTepyana MMeeT  TakKxke  MpenmyLlecTsa
MCMX0NOrMYECKOro 1 MeTOANYECKOrO MNJaHa, Tak Kak Mo3BOMsSeT coYveTaTb
paboTy Hag HOBbIM  A3bIKOBbIM  MaTepuasioM C  OBMafeHMeM
Npod)eCcCUOHaIbHO 3HAYMMbIMU PEYEBLIMU HaBbIKAMMU.

Kaxkapblii pasfen nocobus CoaepXXMT MHOroobpasuve ynpaxHeHWin
NeKCUYECKOM, rpaMMatuyeckon 1 MPaKTUKO-OPUEHTUPOBAHHOM
HanpaBNeHHOCTU. B 3aBMCMMOCTW OT KO/IMYEeCTBa ayAUTOPHbIX 4YacoB
MOXHO BapbupoBaTb MaTtepuas, MpeAcTaBNeHHbIA AN W3YYeHUs B
KaXX[10M pa3fesnie nocobus.

MeToanyeckne pekoMeHgaumu

OO6yuyeHne AenIoBOMY aHI/IMACKOMY $3blKy BedeTcs C OMNopoil Ha
PYCCKMMA A3blK TakK, 4TOObl 060yuvaroumecsd npaBUIbHO COOTHOCUN
aHIIMACKYIO M PYCCKYO TEPMUHOJIONMIO N YETKO MOHMMAaNM pasinumsa B
3HAYEHUN AHIIMACKNX TEPMUHOB B 3aBMCMMOCTM OT 06nactm ux
npumeHeHus. Hanpumep, B pasgene «At the Company Office» npu pabote
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c TekcToMm “How a Business is Organized” o6y4yeHune BeIeTCA C ONOPOI Ha
PYCCKMI 5I3bIK.

[Mpn BBEAEHUM MH(OPMALMM O HanNMCaHUN Oe/0BbIX MUCEM aBTOPbI
AAl0T NoApPOo6HOE MOACHEHME Ha PYCCKOM A3blKe 415 NydLlero noHMMaHus
CTPYKTYPbI AeNI0BbIX MUCEM. TeKCTbl Ha PYCCKOM fA3blKe, TaKuM 06pa3om,
ABMAOTCA  HEOTbEMJIEMOM  4acTbl0  ay[AMTOPHOrO  3aHATMA UK
CamMOCTOATE/TbHOW PaboTbl CTYEHTOB.

B pasgene “The Visit of a Foreign Partner” oTpa)keHbl pa3nnyHble
CUTyaumMn [eNnoBOro  O6LUeHWAs Mo Teme, [JaHbl MOSACHEHUS MO
YCTaHOB/IEHWNIO  [EfIOBbIX  KOHTAKTOB, a TakXe  KOHCTPYKLUMW,
M03BO/ISAOLLME NMOANEPXKNBATL «CBETCKMIA» Pa3roBop.

3HaHue JocTonpuMeyaTe/IbHOCTEM CTOMNLbI HE0BX0AMMO AN1A NH60ro
[e10BOro 4yenoBeka, 1 MMEHHO ornopa Ha TeKCT “MosScow” MOMOXET B
NanbHENLLIEM «CTPOUTbL» OMnucaHue nK60oro ropoja, NOO0M CTPaHbl.
BaxXHOW u4acTbi0 paboTbl Had TeKCTaMu, TakMm 006pa3oM, SABMAETCH
006CY)XAeHNe UX COAepXKaHUsi C [BOSIKOW LENbio: 60nee 0CO3HAHHOrO
YCBOEHMS NEKCUKM B KOHTEKCTE [AaHHOW TemMbl W Pa3BUTUA HaBbIKOB
YCTHO peun.

[Mpn 3TOM 0C060e BHMMaHWe CneayeT YAeNUTb 00YYEeHWUHO
peeprpoBaHNIO TEKCTOB.

Pasgen “Business Trip to a Foreign Country” cogepXXuT MHOXeCTBO
ANanoros, MOAENMPYIOLWMX CUTyaLUuUn peasibHOrO [e/I0BOro 06LLeHUA U
Pa3BMBalOLLIMX HaBblK NPOJeCCNOHaNIbHO OPUEHTMPOBAHHON YCTHOIN peyn.
YacTn amanoroB npefHasHavyeHbl A7 ABYCTOPOHHEro mMepeBoda Ha
3aHATUN, a TaKXKe A/19 CaMOCTOATE/IbHOrO BbIMOHEHWS.

[Ananorn obecneymBatOT CUMHTE3 A3bIKOBbIX U PeyeBblX HaBbIKOB,
MOMYYEHHbIX MpU paboTe C NpPefblayLIUMN YaCcTAMU KaXKAoro pasgena.
[Mpwn BbINOMHEHUWN OBYCTOPOHHENO MepeBofa akLeHT cnefdyeT caenatb Ha
eAnHCTBe (hOpMbl U COAepXKaHWs, T.e. Ha WCMNOMb30BaHUN W3YYEHHOM
NefI0BON NEKCUKK, COBMIOAEHUN HOPM PEYEeBOro 3TUKETA U Ha TOYHOM
nepegayve CMbIC/a BbICKa3bIBaHNS.

PaboTa Had /NEKCMKOM BK/OYAET BbINO/HEHNE TPEHUPOBOYHbIX
YNPaXKHEHWI, KOTOPble MOTYT UCMO/b30BaThCs AN paboTbl B ayAUTOpPUN,
019 CaMOCTOSTE/IbHO paboTbl AOMa W Kak MPOBEPOYUHbIA MaTepuman.
3akpensnieHne NEKCUKN OCYLLeCTBNSeTCA OZlHOBPEMEHHO C
(hopMMpoBaHMEM HauasIbHOrO HaBblKa MepeBoaa.

[Mpn paboTe Hag 3afaHUAMKW NO NEPeBOAYy WM HAaNUCaHUKO [AeN0BbIX
MMCEM MOC/e NPOBEPKM MNpernofaBaTe/ieM PeKOMeHIyeTcs 06CyaAnTb UX Ha
3aHATMW. [lpegnonaraeTcs, 4YTO NpPUM  0OCY)XXAEHUM CaMOCTOSATE/bHO
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HanucaHHbIX MWCEM NpernofasaTenb 3afaeT BOMPOCLI, CTUMYMPYHOLLME
CTY[EHTOB Ha MUCMO/b30BaHME aKTUBHOMW NIEKCUKN U rpaMmmaTukn. OfHaKo
OCHOBHOW YNnop cfieayeT cAenatb Ha COAepXXaHUW NMUCEM C TOYKWN 3PEHUS
PacKpbITUSA B HUX MOAENNPYEMOI Ae/I0BOW CUTYaLUN.

YyebHoe nocobue B TedeHne 4 neT anpobupoBasiocb Ha Kaeape
MHOCTPAHHOIo A3blka W (UIONOrMN  TYMaHUTAPHO-3KOHOMUYECKOTO
(hakynbTeTa Py6LOBCKOro WHAYCTPUaNbHOrO WHCTUTYTa. HacTtoslee
nocobue oTpaxkaeT [0paboTaHHbIA W aKTyanM3MpoBaHHbIA MaTepuan,
anpobupoBaHHbIA 1N OTKOPPEKTUPOBAHHbLIA B XO0[e MNPaKTUYeCKOoro
MCMO/b30BaHuA.

[Mocobue MOXeT ObITb WCMOMb30BaHO Kak OCHOBHOW MaTepuan B
BbICLUMX  Y4YebHbIX  3aBefieHMAX  YKa3aHHOW  NpoeccroHanbHOW
OpUeHTaUMK, a TakKe Kak AOMOSHUTENbHbLIN MaTepuan B psafe yyYebHbIX
3aBEfleHNA 1 B OpraHu3aumax, WUMeKLMX NpSAMble  KOHTaKTbl C
BHELLUHETOProBbIMM NapTHepamMu.

[Mocobue MOXeT ObITb PEKOMEH0BaHO A/19 CaMOCTOSTE/IbHOro
OBfafieHNss  OCHOBaMW  [€NOBOWM  Mepenucku  nuuam,  UMeKL MM
N0CTaTOYHbIE 3HAHWSA aHT/IMNCKOrO A3bIKa.

Ha3BaHWA  yupex[eHwil,  opraHusauuin, dqupm ©n  CTpaH,
BCTPEYatoLLMXCa B NOco6um, ABNAKOTCS YCNOBHbLIMM,



UNIT 1

GETTING THE JOB

Topics and situations: Help Wanted

Text for reading: Resume or Curriculum Vitae
Writing Practice: Resume or Curriculum Vitae
Grammar: Indefinite Forms of the Verb

I. Read and translate the advertisement and the application letter.
Having read the following advertisement in the newspaper (1) Olga
decided to write an Application Letter (2).

1. Help Wanted

JUNIOR SECRETARY for busy, friendly office, to work for managing
director. She should have good speeds, a sense of humour, a sense of
responsibility, and an ability to cope with panicking. Starting salary
within range 8000-8400 depending on age and experience. Foreign
languages an advantage. Good promotion prospects for a career girl.

Write to Wood Export Company, 20/54 Kirov Street
658000, Barnaul

2. Olga’s Application Letter

Olga Bodrova
15 Oktyabrskaya St
658005 Slavgorod

30" August 2006
Personnel Manager

Wood Export Company
20/54 Kirov Street
658000 Barnaul

Dear Sirs

| have seen your advertisement for a secretary in the Morning
Express and | would like to apply for the post.




| have left secondary school where | obtained my knowledge of
secretarial work. | enclose an outline of my qualifications. | have no
previous office experience but | am willing to try and learn quickly.

Yours faithfully

Olga Bodrova

Il1. Read and translate the dialogues:

1. Olga Bodrova is interviewed by Mr. Vlad Koshelev, the Personnel
Manager of Wood Export Company.

V.K.:  Good morning, Miss Bodrova. Please take your seat. I’'m Vlad
Koshelev, Personnel Manager. What can | do for you?

O.B.: | read an advertisement of your firm in yesterday’s Morning
Express. You need a secretary, so | sent my application and now
I’m here.

V.K.: Have you worked as a secretary before?

O.B.: I’m sorry to say that | haven’t, but in spring | finished secondary

school with the speciality of secretarial work. So it means that
theoretically | should know something.

V.K.:  Oh, yes, | remember now. That’s very good. Do you speak any
foreign languages?

O.B.: Oh, to a certain extent, yes. | know fairly well Spanish and
English, a little German and French.

V.K.: That’s not bad. We really need French very much.

O.B.: Oh, I can continue my studies in French. I’ll go to some evening
classes.

V.K.:  Fine.

O.B.: If you can’t take me on as a secretary, | could be on probation for a
time first.

V.K.:  Well, yes. | think that in the beginning you’ll have to learn quite a
lot.

O.B.: I’'mwilling to do that.

V.K.:  Well, now... where have | put your application... oh, here it is.
You see, we need a curriculum vitae as well and two photographs.

O.B.: I’ll bring them as soon as | can.
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V.K.:
O.B.:
V.K.:
O.B.:
V.K.:

That’s good. Can you start next Monday?

Oh, yes, of course.

Well then. I’ll see you next Monday at 9 sharp.

Thank you. Good-bye.

Good-bye.

Vocabulary Notes:
to apply nogatb 3adBfieHMe O TMpuemMe Ha
paboTy / Ha JOMKHOCTb

to obtain knowledge Nony4nTb / NPUOBPECTM 3HAHUS
to enclose an outline of one’s  nNpUNOXnTb (K NNCbMY) CBEAEHUSA O
qualifications KBa/Mukaumm
office experience OnbIT PaboThbl B KOHTOPE
personnel manager Haya/IbHVK OTAena Kagpos
fairly well BeCbMa HemMI0xo
to be on probation NPONTWN NCNbITATENbHbIA CPOK
application 3anB/eHne
curriculum vitae CBeAeHuss 06 yuyebe W TPYAOBOW

[eATeNIbHOCTHU

2. Olga is discussing her new job with her best friend Anna.

o» O2»

o» Oo2»

>

Well, how was it?

It’s difficult to say. The personnel manager was very nice and
understanding.

What questions did he ask you?

Well, first he wanted to know whether | had worked anywhere
before. | told him that I had studied secretarial work. Now | have
to pay greater attention to French.

Did you see the office where you’re going to work?

No, | didn’t. I didn’t see anybody but the personnel manager. I’ll
start on Monday. But it seems to be a very big firm.

What was the personnel manager’s room like?

Nothing much, just an ordinary room. It was tidy, there were even
some flowers on the table. But | have the feeling that they are short
of space. Just like everywhere else.

It’s not interesting at all. 1’d like to work someplace where there
are many foreigners, big imposing rooms, big tables, cozy

11



o »

upholstered armchairs, swinging glass doors, a lot of light and air.
Oh dear. You must still be under the impression of some recent
commercial film.

You see, that’s my idea of my future workplace.

Well, we’ll live and see.

Vocabulary Notes:

tidy aKKYpaTHbIiA; ONPATHbIN

short of space He XBaTaeT MecTa

Imposing BHYLUNTE/IbHbIN; UMMO3aHTHbIN
cozy YAOOHbII; YIOTHbIA

upholstered markas (o meéenn)

swinging door BpaLLlatoLLascs ABepb

we’ll live and see [TOX1BEM — YBUINM.

1. Which alternative is correct?

o &~

. Wood Export Company advertises for a supplier / bookkeeper /

secretary / accountant.

. Olga Bodrova has previous experience of office work / has studied

Italian / has a lot of initiative / expresses willingness to learn.

In Wood Export Company Olga is interviewed by the Managing
Director / the Personnel Director / a secretary / the Marketing
Director.

. Olga knows fairly well Spanish / Dutch / Finnish / Italian.

Olga has her previous knowledge of secretarial work from her
mother / earlier work / school / special courses.

Vlad Koshelev’s room is imposing / ordinary / very large / with
swinging doors.

. Olga shares her first impressions with her teachers / boy-friend /

parents / friend Anna.

V. What kind of characteristics would you need to be a pilot, a waiter, a

radio reporter, a surgeon, a fisherman, a bank accountant, an actor, a
government official, a computer specialist, a personnel manager?:

Here are some characteristics to help you:

12



be pretty strong and fit

be trustworthy, persistent and hardworking
be punctual and careful at work

be well-mannered and tactful

be eloguent and witty and expressive

be tolerant and attentive

be bright and intelligent

know local matters quite well

know how to deal with difficult people
know human nature and personal abilities
have a dependable and agreeable personality

V. Choose the right word:

a) job — position — occupation

“job’” — anything that one has to do, task, duty;

“position” — a person’s relative place, as in society; rank, status;
““occupation’ — that which chiefly engages one’s time; one’s trade.

He was unemployed doing only odd ... .

Reading is a useful ... for long winter evenings.

This aid is for those who have a very low ... in society.

My sister occupies an important ... in the Department of Health.
The police called the company to find out his ... at the moment.
He had a hard ... designing the new equipment.

ook whE

b) force — make
“force” — do smth by force or as if by force; compel;
“make” — to cause or force (followed by an infinitive without “to™).

1. They ... the confession from him.

2. The robbers ... the cashier lie on the floor and took the money.
3. They ... me repeat the story again.

4. He would have never done it, but he was ... to do it.

c¢) leave — graduate

“leave” — graduate (school);

“graduate (from)” — to get a degree or diploma, to complete a course of
study at a college / university

13



1. He ... from Columbia University last summer.
2. She ... school 2 months ago and couldn’t find a job.
3. What University did you ... from?

VI. You came to an employment agency and have to answer their
questionaire:

“Personnel Corps”
Professional Recruitment & Selection
Tel. 275-35-02 Fax 275-36-96

Questionaire

1. Are you seeking 3. Do you like yes no
a) full-time employment? a) meeting people
b) part-time employment? b) working alone
2. Which of these is most c) working with other
important for you? people
(Please number 1-5 in order d) working with your
of importance) hands
money  people  security e) travelling

job satisfaction

_ S 4. What do you like doing in your
an interesting job

free time?

VIIl. Read and translate the text:
Resume or Curriculum Vitae

When a person is eager to get a job he is often to fill a resume (USA)
or a curriculum vitae (UK) or a standard printed application form. The
forms can be laid out in different ways but the information required will, in
most cases, be the same.

The information given by the candidate in these papers will be
helpful in assessing the candidate’s suitability for the post.

An excellent resume may help you get the job of your dreams and a
poor resume may mean a lost opportunity.
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Since this is the first piece of information a company will receive
about you, it is critically important that your resume be well-written.

It should be presented at the beginning of any interview that you
have with a company. ldeally, resume should not be longer than one page.

The contents of a resume can be categorized as: 1) PERSONAL
INFORMATION (address and telephone number), 2) JOB OBJECTIVE,
3) EDUCATION, 4) EXPERIENCE, 5)  SKILLS, 6)
EXTRACURRICULAR ACTIVITIES, 7) REFERENCES.

The resume begins with PERSONAL INFORMATION, name,
address, telephone number centered at the top page.

After your address, a statement of intent or JOB OBJECTIVE should
be written. This objective should be well thought out from the very
beginning since it will influence how you will write the rest of the resume.
It should not be too general, eg: “To obtain a managerial position in a
Western company”.

Think about your job search and career goals carefully, write them
down in a way that shows you have given this much thought.

For example: “Objective: To obtain a position in telecommunication
that will allow me to use my knowledge of engineering and take advantage
of my desire to work in sales”.

Notice that your desire to have a well-paid job is not included in this
statement. A focus on money in your resume’s first sentence will not make
the best impression anywhere in the world, not just in Russia.

After the statement of intent, describe your EDUCATION.

List the universities, institutes and colleges you have attended in
reverse chronological order.

Any studying you have done abroad should be included and courses
that you have taken that are relevant.

If you graduated with honors, you should definitely include this. A
“red diploma” can be called “graduated with high honors” in English. Do
not include your high school.

Your working EXPERIENCE is the next section. List your
experience starting with your most recent place of employment and work
backwards.

Spell out the exact dates of employment, your position, and the name
of the company you worked for.

Provide information about your responsibilities, emphasizing
important activities by listing the most relevant to your objective. Do not

15



use complete sentences! List your responsibilities in short statements that
do not include the word “my” or “I”.

Following experience, you should list your special SKILLS.

These include your language skills, computer abilities, and any other
talent that relates to your statement of intent.

When describing your language abilities, it is best to be honest about
assessing your level, “Fluent English”, “native Russian”, “intermediate
German”, and “beginning French” are all ways to describe your language
abilities.

EXTRACURRICULAR ACTIVITIES should be included in the next
section. Student or professional organizations you belong to, travel, sports
and hobbies should be listed here.

Do not list “reading” or “writing” as an activity. It is assumed most
people with a higher education do these things regularly.

The last section of your resume is the REFERENCE section. List at
least two people, not related to you, who can describe your qualification or
the job.

Their names, titles, places of work, and telephone numbers should be
included. If you do not have space on your resume for this, write
“Available upon request”. You will then be expected to give this
information to a prospective employer if it is requested.

The style and format of a resume are extremely important. Your
resume must be typed, preferably on a computer in order to format it most
effectively. A neat and well-written resume with no spelling mistakes will
give an employer the impression that you are accurate and take care of
details.

A resume will not get you a job. An interview with a company will
get you a job. In order to have the opportunity of interviewing with a
company you should send your resume with a cover letter.

Vocabulary Notes:

to fill (in) 3ano/IHATb

CV = Curriculum Vitae pestome

standard printed application form  cTaHAapTHbIN 6NaHK 3asB1eHNS
lay out pacnosarartb, pasmeLLaTsb

to assess OLleHMBaTb

assessment OLleHKa

suitability (34.) cooTBeTCTBUE
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job objective Lleflb, CBSI3aHHasdA C MOJyYeHUEM

paboTbl
experience OMbIT, MpPaKTnKa
skills MNPaKTUYECKUIA OnbIT,
KBanMuKaums, MacTepcCTBO,
YMeHue
extracurricular activities BHEY4YeOHbIe 3aHATUA, YB/IEUYEHUS
references pPeKOMeHAaLMK, OT3bIBbI
statement of intent 3asB/ieHNe 0 HaMepPeHMaX

VIII. Find in the text English equivalents to the following:

noTepsHHas BO3MOXKHOCTb; NepBas MHMopMauus; MallMHOMNUCHas
CTpaHuua; uHgopmMaumns o cebe; Lenb, KOTOPYHO Bbl CTaBUTE NPU MOUCKE
paboThl; 3aHATb AO/HKHOCTb; BbICOKOOMIauMBaemMasi pabora; npou3BecTu
GnaronpuAaTHOe BMeyaT/ieHWe; 3asB/ieHMe O HaMepPeHUsX; B 06paTHOM
XPOHONOrMYECKOM MOpsKe; NPONTN Kypc (3aKOHUYMTb KypC); 3aKOHYUTb C
OT/IMYMEM; HAUYMHAsA C; NOcneaHee MeCcTO paboThl; cneaynTe B 06paTHOM
(XpoHOMornyeckom) nopsaake; yBnedeHus (3aHATUA B Hepaboyee Bpems);
MOTyT ObITb MpeAcTaB/ieHbl NP HEOOXOAMMOCTU; OblTb BbI3BaHHLIM Ha
NHTEPBbIO, CObeceoBaHMe; 3asB/eHne (MMCbMO K HAHUMATENHO).

IX. Translate the sentences:

1. UTobbl MOMYYUTb WHTEPBLIO C MpeACcTaBUTENEM KOMMaHWK, Bbl
[O/MKHbI pa3oc/aTh Balle pe3toMe W 3asB/ieHNe B pa3Hble KOMMaHUW
N areHTCTBa.

2. Pestome [O/MKHO ObITb NpPaBW/ILHO COCTaB/IEHO, T.K. 3TO Nepsas
NH(opMaLMA, KOTOPYHO KOMMaHWs Noy4yaeT O Bac.

3. HenpaBunbHO  COCTaB/IEHHOE  pe3loMe —  3TO  MOTepsHHasa

BO3MOXXHOCTb NOJYy4YnTh paboTy.

Bbl 0/KHbI YKa3aTb TOYHbIE AaTbl, 4O/HKHOCTU 1 MecTa paboThl.

Pe3stoMe He [O/MKHO OblTb [A/IMHHbIM, He ©60nee  OAHOW

MaLLWHOMMUCHOWN CTPaHNLLbI.

6. Heobxo4mMmMo mnepeumcnnTb BCE MeCTa Balleil yyebbl B 06paTHOM
XPOHO/IOrMYECKOM Mopsfke. B 3TOT CNMCOK MOXHO BK/HOUNTL BCE
MPOCNyLLaHHbIE KYPCbl, OTHOCALLMECA K AaHHOWN JO/IKHOCTMW.

7. YKaXnte nocfegHee MeCTO paboTbl U cnefyite B 06paTHOM
nopsake.

o B
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8. Llenb  nonyyeHus  gaHHOW  paboTbl  He  AO/MKHA  ObITb
chopmynMpoBaHa B C/IULLIKOM 0600LLIEHHOM BUAE.

9. Ecnn Bbl 3aKOHYWIM YHUBEPCUTET C OT/IMYMEM, YKaXKuUTe 3TO B
pasfesne «obpasoBaHme».

10. Yka3aB MMeHa, aapeca U TeneoHbl MIKOAER, KOTOPble MOryT AaTb
BaM PEKOMEHAauMto, Bbl MOXETe Hanmcatb «MOryT OblTb
npeAcTas/ieHbl NPY HEO6XOAUMOCT.

11. Pe3tomMe nocbinaeTcs ¢ NMCbMOM K paboTtoaaTento.

12. KoHe4yHO, pe3toMe He MpefocTaBuUT Bam paboTy, HO OHO MOMOXXET
BaM ObITb NPUrnalleHHbIMM Ha UHTEPBLIO.

13. «[lNonyyeHne BbICOKOOMIAYMBAEMOM PaboTbl» - He [AO/HKHO ObITb

YKa3aHO KaK [naBHas Lenb MosydeHust padoTbl. ITO npown3segeTt
HebnaronpusTHOE BreyaT/ieHue.

X. Look at the following examples of skills/responsibilities and personality
traits and find the ones that apply to you:

Examining Your Skills And Abilities

There are two essential steps in the job-hunting process: research and

planning. Research means examining your skills and finding out where
you can apply them. Planning means deciding how you will present your
skills to a prospective employer. You should go through these steps
carefully whether you are looking for your first job or you are interested in
changing to a better job.

Skills/Responsibilities Personality Traits
acting making decisions Use: I am very... ...is one of my
strong points
analyzing meeting people accurate accuracy
assembling negotiating adaptable adaptability
building things operating machines | cooperative cooperation
cooking organizing creative creativity
dancing persuading people | dependable dependability
decorating repairing machines | flexible flexibility
designing selling mature maturity
driving sewing organized organization
filing singing persuasive persuasiveness
growing things solving problems punctual punctuality
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helping people  speaking responsible responsibility
interviewing sports tactful tact

listening supervising
making crafts  typing

XI. You are looking for a job. Analyse your interests and abilities. Answer
the following questions:

What are my abilities?

What special talents do | have?

What are my special interests?

What are my physical abilities and limitations?
What are my attitudes and values?

How do | see myself, or what is my self-concept?
What is my previous experience?

What are my educational plans for the future?
Am | the kind of person who works well in a large group, or do |
work better with only one or two people?

. Am | willing to accept change?

©CoNOR~ODE

[T
o

WRITING PRACTICE

I. Looking over your work experience and the skills you have acquired, list
your accomplishments at each job, regardless of how small or
insignificant they may seem to you:

Accomplishments:

| advanced to a higher position in ___ years.

| increased sales by percent.

| designed a computer program.

| developed a new process for improving the quality of the work.
| improved the accounting system for my department.

Work experience: Part Time or Volunteer Work

During High School years
Job title Skill acquired
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During college years

Company name

Job title Skills acquired

Work experience: Full Time

Dates | Company name | Job title | Responsibility | Skill acquired

Name of company | Job title Accomplishments

I1. Now you are ready to write your own resume. Study our example of a
resume and try to write one for yourself:

Anna Smirnova

RESUME

98, Chaikovskogo Street, apt 85
St. Petersburg, 191194, Russia
Phone: +7 812 272 08 95

OBJECTIVE:

EDUCATION:

WORK
EXPERIENCE
April 2006-

till now

January — March
2003

Obtain employment in the field of public relations that
will allow me to use my ability to work with people
and take advantage of my knowledge of English.

St. Petersburg State University.

1999-2006 Diploma in English and French.

Qualified as English interpreter.

Assistant, Interpreter of Director General

Insurance Co.Rodina Ros.

Duties: schedules of meetings, appointments and
recording of the personnel, interpreting and translation
of documents. Personal assistant and secretary to Mr.
Ron Black at the office of Operation Carelift. Mr.
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Black, a former member of the Pennsilvania House of
Representatives supervised the activities of this NGO
in distributing humanitarian assistance in St.
Petersburg. Duties: interviewing and screening
Russian organization which applied for humanitarian
assistance, arranging and supervising of deliveries of
children’s shoes and boots in St. Petersburg,
scheduling of the drivers and Russian personnel.

LANGUAGES: ENGLISH Fluent reading, writing and speaking
ability.
Qualified as interpreter and translator.
FRENCH Good reading and translating ability.
GERMAN Rudimentary conversation German
acquired during several visits to Germany.

OTHER SKILS: COMPUTER Microsoft Word and Excel. Typing,
fax, Xerox.

HOBBIES & Theatre, music, tourism, sports.

ACTIVITIES

REFERENCES

Mrs. Elena Petrova, Assosiate Mr. Peter Bright, Manager

professor St.Petersburg, Anglo-American School

State University 11,

US Consulat General

Universitetskaya Nab. St. Petersburg

St. Petersburg

Phone: +7 812 325 62 47

Phone: +7 812 218 95 65

I11. Don’t forget to write a cover letter. Write a cover letter as Ann

Smirnova did

it.

Anna Smirnova

98, Chaikonskogo Street apt 85
St. Petersburg, 191194, Russia
Phone: +7 812 272 08 95
December 2, 1996

US Consulate General
15, Furshtatskaya Street
St. Petersburg.191028
Attn.: Mr. Josh Overcast
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Dear Sirs,
By this letter | would like to apply for the FSN personnel clerk

position at the US Consulate General.

Thank you for taking time to deal with my application.
Please kindly find my references enclosed.

Faithfully yours,
Anna Smirnova
(signature)

GRAMMAR
Indefinite Forms of the Verb

Open the brackets using the appropriate (Present, Past or Future
Indefinite) verb form:

1. 1 ... your advertisement for a Manager of Siberian Company in
yesterday’s paper and ... to write a resume.

a) see; decide
b) saw; decided
c) saw; decides
2. 1 ... secondary school number 10 in 2010.

a) leaves
b) leave
c) left

3. Studying at school I ... my knowledge of English and economics.

a) obtained
b) obtain
C) obtains
4. Usually the resume ... with personal information (name, address,
telephone number, etc).

a) ends
b) started
c) begins
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5. First of all | ... to obtain a position in economy department but then

my plans ... .

a) wanted; changing
b) wanted; changes
c¢) wanted; changed

6. | think that my knowledge in telecommunication ...

future.

a) help
b) helped
c) will help
7. The style and format of a resume ... very important.

a) are
b) were
C) was

me a lot In

8. A well-written resume ... an employer a chance to be invited for an

interview.
a) gives
b) will give
C) gave

I1. Put each of the following verbs in its place in the passage below.

Job satisfaction (1) important but | have a family
so | have to think about money too. Ifajob (2) _ me, |
need to know what salary it (3) _ and also whether
there (4) ___ regular annual increases, called increments.
I (5) _ toknow ifl (6)  a pension when I retire at
the age of 60 or 65. If the job (7) ___ selling a product, |
ask if I’ll receive a percentage of the value of what | (8)
___, called commission. It is also important (9) _ if
there are extra advantages, like free meals or transport, or
the free use of a car. These are called perks or fringe
benefits. (10) _ the future prospects good? For
example, is there a good chance of promotion to a better
job, with more money and responsibility? Is the job near
my home? If it (11) __ , I’ll have to commute every day
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and this can be expensive. | (12) __ very keen to be
successful. I am very ambitions. | (13) __ to stay in the
same job all my life

[11. Put questions to the following sentences with the following words:

1. When a person is eager to get a job he fills a resume. (What ... ?)
2. An excellent resume may help you to get the job. (May ... ?)
3. A company will receive the first piece of information about you from
the resume. (How ... ?)
The resume begins with personal information. (What ... with?)
A candidate to the post provides information about his (her)
responsibilities. (Does ... ?)
6. Candidate’s skills may include language skills, computer abilities,
etc. (What other skills ... ?)
7. The style and format of a resume are very important. (Are ... or ... ?)
8. A neat and well-written resume with no spelling mistakes will give
an employer the impression that you are accurate and take care of
details. (Will ... ? What impression ... ?)
9. An interview with a company will get you a job. (Will ... ? What ... ?)
10. He graduated from the university and got a very interesting job.
(What ... from? Did ... ?)

o b

IV. Convert these sentences into the Passive Voice:

Certain professions require different qualities and abilities.

A secretary does her work quickly and accurately.

You need different qualities for your future profession.

He is filling a resume now.

They are interviewing a candidate for the post at the moment.
He improved his marks in maths last week.

Her friend got good marks to get into university to do medicine.
At that moment they were discussing their plans for the future.
A company will receive information about this applicant next
Monday.

10. He will think out the job objective and write it in his resume.
11. They took him for the vacant position.

©CoNTkwNE
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UNIT 2

AT THE COMPANY OFFICE

Topics and situations: At the Company Office
Text for reading: How A Business Is Organized
Writing Practice: Business Letter Writing
Grammar: Continuous Forms of the Verb

I. Read and translate the dialogue:

Mr.
Mr.
Mr.
Mr.

Mr.

Mr.

At the Company Office

Mr. Klimenko is at the office of Continental Equipment. He is having
an appointment with the managers of this company, Mr. Brown and Mr.
Cartwright.

OXOAX

o A

Good morning, gentlemen! How are you?

Fine, thanks. And how are you getting on?

Very well, thank you.

Let me tell you about our company. As you know, Mr.
Klimenko, we produce processing equipment. Our firm consists
of 6 departments: Production, Sales, Export, Financial, Personnel
and Research & Development. The last one is the newest at the
company. It was created five years ago... We are managed by
the Meeting of Shareholders and the Board of Directors. Earlier
the Chairman of the Company was one of the senior partners, but
now it is Mr. Rogers, as you know. Currently we employ about
1,600 people. Our turnover is more than £300 million.

You will work with our Export Department. We export our
equipment to 5 countries. We also have two subsidiary
companies in Holland and Germany with headquarters in those
countries.

Are they your subsidiaries or branches?

They are our subsidiaries. Each company trades under its own
name. We are looking for new partners in Eastern Europe as
well, as we would like to expand our activities. That’s why Mr,
Cartwright went to Moscow to establish personal contacts with
your company. Have you read all our correspondence with your
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Mr.

Mr.

Mr.

Mr.

Mr.

Mr.

Mr.

Mr.

Mr.

Director?

Yes, | think so. We investigated your business proposal
thoroughly.

Have you got our price-lists and catalogues with you now or
shall I ask Miss Elliot to bring a copy?

Thank you, but I have them with me as well as copies of your
letters. | expect to make the Draft Contract here, maybe by the
end of this week, and to conclude the Contract with you after
discussing it with my Director by phone.

All right. Let us get down to business. Today and tomorrow we
are going to talk about terms of payment and delivery.

Right. And the day after tomorrow we’ll be talking about
packing and transportation.

Then | plan to go to London for three days. As you know, there
will be an exhibition. Will you join me?

Yes, with pleasure. It would be very helpful for the purpose of
my Visit.

| hope so. And after that you’ll have enough time for a visit to
our factory and to go sight-seeing.

That suits me fine. | expect to submit the Draft Contract to my
Director by fax not later than next Wednesday.

Vocabulary Notes:

department oTaen,  OTAeNeHWe,  yrpa./ieHVe,
aenapTameHT

sales CObIT

sales manager MeHePKep Mo cobITY

turnover 0060pOT, TEKYYECTb

turnover of capital 06opoT KanuTana

research nccnefoBaHme

development pasBuTKeE, POCT, OCBOEHMe,
pa3paboTka

subsidiary company foyvepHAs ¢upma, rae XonauHrosas/

POAMTENbCKAS  KOMMaHus  Bnageet
601ee YemMm NONOBUHOW HOMMUHA/IbHOM
CTOMMOCTM ee aKLMOHEPHOIO
Kanutana W KOHTPOAMPYeT CcocTaB
COBeTa ANPEKTOPOB

26



branch (ovnuan, otaeneHue

Meeting of Shareholders cobpaHue akUMOoHepoB
Board of Directors COBET ANPEKTOPOB

business proposal [1eN10BOE MPENOXKEHNE

to propose (to offer) smth to smb  npegnaratb KOMy-TO YTO-TO
Draft (of) Contract MPOEKT KOHTPaKTa

Draft MPOEKT TEKCTa AOKYMEHTA

Il. Find in the dialogue words and expressions close in meaning to the
following:

organization; offer; to hire; to search; to sell goods to another
country; to run a business; to set up; a fair; aim; links; advertising
materials; to examine.

[11. Answer the questions:

What does the firm “Continental Equipment” produce?

What departments does it consist of?

When was it created?

Who is the chairman of the company?

How many people does the company employ?

Does the company have any subsidiaries?

Why did Mr. Cartwright go to Moscow?

What is Mr. Klimenko going to do during his business trip to the
company “Continental Equipment”?

ONOhwwDE

V. Tell about:

a) the organization of the company “Continental Equipment”
b) the activities of the company
c) Mr. Klimenko’s plans

V. Complete the dialogues and reproduce them in pairs:
a) Starkov: Good morning, Mr. Williams. How are you?
Williams: ...
S.: Very well, thank you. Could you tell us about your
company, Mr. Williams?
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What department will we work with?

Do you have any subsidiaries?

=TENE

b) Williams: Have you got price-lists with you now?

Starkov:

W.: All right. Let’s get down to business. What are you going
to talk about today?

S.

W.: Right. And tomorrow we’ll be talking about packing and
transportation. By the way, Mr. Starkov, do you want to
visit our exhibition which will be held the day after
tomorrow?

S.:

W.: | hope so.

V1. Examine the scheme of a company and tell about it answering some
guestions given below:

Research and
Development Manager
Marketing
President Research Manager
Chief of the Executive Product Research
Credit Vice-President Manager
| |
Sales Production
Manager Manager Controller

— How many departments are there at the company?

— How many managers work at the company?

— What is in your opinion the most important department?
— Are there any overseas branches?
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VII. Read and translate the text:
How A Business Is Organized

In business there are many legal forms of organization. The form of
organization means the type of ownership. The main differences between
the types of ownership are in their ability to raise capital, the size and
continuity of the enterprise, the disposition of profits, and the legal
obligations in the event of bankruptcy. Each form has certain advantages
and disadvantages. The three forms are the sole proprietorship, the
partnership, and the corporation.

The form which requires the least amount of capital and personnel is
the sole proprietorship. Sole means single, and the proprietor is the
owner. Therefore, a sole proprietorship is a business owned and operated
by a single person. This single person can start a business by simply
purchasing the necessary goods and equipment and opening up a shop. The
sole proprietor owns all the business assets, makes all the decisions, takes
all the risks, and keeps all the profits of the business. The business itself
pays no tax, but the owner must pay personal income taxes on his profits.

There are good and bad aspects to the sole proprietorship form of
organization. The sole proprietor has the opportunity to be successful, but
he also runs the risk of financial ruin. The owner enjoys his freedom to
make decisions about his business, but he alone takes the responsibility for
incorrect choices. He has the right to keep all the profits of the business.
However, if he suffers a loss, he still owes all the debts, and his legal
liability to pay them may be more than his investment in his business. He
must use his personal property to settle the debts of the business if he goes
bankrupt.

A partnership presents a completely different set of problems. A
partnership consists of two or more people who share the ownership of a
business. A partnership should begin with a legal agreement covering the
various aspects of the business. Two important items that need to be
covered are exactly which assets each partner is contributing, as well as
how the partnership can be changed or terminated. This agreement is
called the articles of co-partnership. Partners are like sole proprietors
because they own all the assets, owe all the debts, make the decisions, and
share the profits. They pay only personal income taxes on their share of the
profits.
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A partnership has more capital than a sole proprietorship. In
partnership the personal wealth of all the partners can be used to secure
loans and credits. This personal wealth may also be used to settle the debts
of the business. Like the sole proprietorship, the partnership has unlimited
financial liability in the event of bankruptcy. Unlike the sole proprietorship
where one-owner manager makes all the decisions, the smooth operation
of a partnership requires both owners to agree on management policy.

The corporation is very different from both a sole proprietorship
and a partnership. First of all, the corporation is a legal entity which is
chartered by the state in which it is incorporated. As a legal entity, the
corporation can own property that is not the personal wealth of its owners.
Forming a corporation is not easy. There are many legal procedures to
follow. A corporation raises capital in a different way from the
proprietorship or partnership. The ownership of the corporation is divided
into shares of stock. One stockholder can buy, sell and trade his shares
without permission from the other owners. A corporation raises large
amounts of capital by selling shares of stock. The shareholders vote for a
board of directors who hire a president or chief executive officer to run the
company. The board of directors also decides what to do with
corporation’s profits. It usually retains part of the profits for reinvestment
in the company and distributes the other part to the shareholders as
dividends. The personal wealth of the stockholders cannot be used to pay
debts in case of bankruptcy.

The corporation has access to large amounts of capital and has
limited liability, but its activities are closely monitored by government
agencies. A large corporation has a lot of managers who can specialize in
different aspects of the business. However, the corporation must have good
organization for efficient operation. Another important disadvantage of the
corporation is that its profits are taxed twice. The profits are taxed once as
corporate profits, and then the individual stockholders pay personal
income taxes on their dividends.

Vocabulary Notes:

articles of co-partnership ~ gorosop 06 06pa3oBaHVM TOBapULLIECTBA

asset(s) MaTepuasibHble CpeacTBa, BCe CpeAcTBa
nMua N1 KoMnaHmm

capital KanuTan, QoHabl

to secure capital NpnobpecTn Kanuta
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to raise capital [100bIBaTh, MPUYMHOXaTb KanuTan

corporation Kopnopaums

credit KpeauTt

dividend AVBUIEH[, NPUObINb

entity 3KOHOMMYECKasa enHMLA, 0ObEKT
a legal entity ropuanveckKoe nnuo

profit NpUBbINb

disposition of profit MCNONb30BaHME MPUObLINEN

to distribute profits pacnpegenatb npuobib

share [0N14, 40N Y4acTud, akums

stock thoHA(bl), aKUms

VIII. Find the synonyms:

the effective operation; to be in charge of; business organization; to
take the risk; to owe the debts; a share; personal property; proprietor; a
stock; liabilities; stock; capital; obligations; purchasing; a shareholder; to
run a corporation; to own the debts; owner; business structure; personal
wealth; to run the risk; buying; a stockholder; to manage a corporation; to
be responsible for; the efficient running.

IX. Translate the sentences into English using your active vocabulary:

1. CyuwiectByer Tpu popmbl opraHmsaumm busHeca: WHAMBUAYa/IbHOE
npeanpUHNUMAaTENbCTBO, TOBAPULLECTBO M KOpriopaLms.

2. Mog  ¢opmoii  opraHusaumMm  nofpasymeBaeTca  (mean)  Twm
COBCTBEHHOCTM.

3. ®opmbl opraHumzaumm 6usHeca otanyarotca no  (differ in)
CMOCOBHOCTY MPUYMHOXaTb Kanutas, pasMepy U npeeMCTBEHHOCTY
NpeanpuAaTAS,  pacrpegenieHuio  npubblinim U MNPaBOBbIM
0653aTensCTBaM B Criyvae 6aHKpOTCTBA.

4. MpegnpuHumMaTeb 00bIMHO HaynHaeT feno ¢ (start smth with)
MOKYMKM HEeobXoaumoro TtoBapa M 0060pPYAOBaHUS M OTKPbITUSA
MarasuHa.

5. YacTHbIn npefnpuHMMatens MoABepraeTcd PUCKYy (PUHAHCOBOTO
Kpaxa W HeCceT OTBETCTBEHHOCTb MO BCEM [Jofiram, eciv TeprnuT
YObITKM.

6. YacTHbI npeanpuHUmarens fo/mkeH (must) naatutb NOLOXOAHbIN
Ha/10r Ha NPUOBbINb.
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7. MpegnpuHnmartens  go/mkeH  (must)  mMcnonb3oBaTb  JIMYHOE
MMYLLECTBO, YTOObI NMOKPbLITL AONTW B C/lyvae 6aHKPOTCTBA.

8. MNMapTHepbl MoryT (can) ucnonb30BaTb /IMYHOE WUMYLLIECTBO, YTOObI
MprobpecTy 3arMbl U KPeANUTHI.

9. CoBeT [AMPEKTOPOB Ha3Ha4yaeT Mnpe3vfeHTa WM WUCMONHUTENIbHOro
ANPEKTOpa A/19 PYKOBO/ICTBA Kopnopaumen.

10. CoBeT [OMPEKTOPOB O0ObIYHO pPe3epBMPYET 4acTb NpubbINM  ans
PEMHBECTUPOBAHUA W pacnpefenseTr APYryl0 4acTb Ccpeau
aKLMOHEPOB B KaYecTBe AVBU/IEH/I0B.

X. Look through the brief characteristics of some English and American
businesses given below. Name the types of these businesses:

a) Iitis easy to start; it is the cheapest type of business to organize; it has
the most flexible structure because all the powers are in the hands of
its owner.

b) it is not easy to form; shareholders liability is limited by the amount
of their shares; it is a legal entity; directors are elected by share
holders; its profits are taxed twice.

c) itis quite easy to organize; the owners share working hours, ideas and
experience; additional sources of financing are available; its owners
don’t pay corporation taxes.

XI. Give free translation of the texts:

a) NHanemnayanbHoe npeanpuHUMaTeNbCTBO
(Individual Entrepreneurship (amep.), Sole Entrepreneurship (aHr.))

NHanBMAYanbHbIA NpeAnpuUHAMaTeNb OMpeaenseT MecTo CBOEeW
NesTeNbHOCTM U BKNafbIBAeT B AIE/10 CBOW NMUHbIN KanuTan. Bce, uTo emy
HY>KHO, - 3TO UMeTb [OCTaTOYHble A8 Hayana fAena CPeAcTBa U 3HaTb
MECTHble 3aKOHbl. JTO camas npocTas W  felleBas  opma
npeAnpUHUMaTeNbCTBA.

[MpenmyulecTBa:

— MpoLLe BCero Hayvatb;

— [JleLleBne BCEro opraHnN30BaTh;

— camasi rmbkasi CTpyKTypa, n6o B Balumx pykax Bce NoIHOMOYMS.
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HepocTaTKu:

— HEOrpaHW4YeHHast fIMYHass OTBETCTBEHHOCTb 3a A0NTU WU
OTBETCTBEHHOCTb Mepe/ 3aKOHOM;

— HecTabunbHOCTb. Bawa 60Me3Hb WM CMepTb — Yyrposa Ans
Bawuero 6un3Heca;

— 6pems OTBETCTBEHHOCTU 1 OrPaHNYEHHOCTb PECYPCOB;

— JNINYHble Aena nerko cnyTtartb ¢ 6U3HecoM.

0) ToBapuLLIEeCTBO
(Partnership)

Bbl 1 ele HECKO/IbKO YeNloBEK COrnacuanucb 06beAMHUTL CBOHO
COOCTBEHHOCTb M CO3f4aTb TOBapuLeCcTBO. Bam HeobxoguMmo TOJSIbKO
COCTaBUTb MMCbMEHHOE COrnalleHne O pasfene Kanuitana v AMBUAEH0B
mexay yyacTHukamu (Agreement of Capital and Dividends Share) u yctaB
(Statute), rge OroBopeHbl  BCe  MOMOXEHMA 00  ynpasneHUn
TOBapULLECTBOM. [15 TOBapuLLEeCTBa NPeayCMOTPEH OrpaHNUYeHHbIA CPOK
[eATeNIlbHOCTM N HeorpaHW4YeHHas OTBETCTBEHHOCTb MO KpaulHelh mepe
OZHOTO M3 MapTHepOB.

[MpenmyulecTBa:

— TMPOCTO OPraHn30BarTh;

— paboyast Harpyska, Wiew, OMbIT W OTBETCTBEHHOCTb AENATCH
MeXy napTHepamu;

— NOTEHUWNa/bHbIEe N0MONHUTENbHbIE UCTOYHUKM KanuTana,

— YYaCTHWKM He nNnataT KOpropaTMBHOIO Hasora. Y4yacTHUKWK
BK/IHOHAKOT CBOM A0X0Abl OT AeATENIbHOCTM TOBAPULLECTBA B CBOM /INUHbIN
N0X0[, KOTOPbIn 06naraetcs 06bIYHbIM MOAOXOAHLIM HAIOrOM;

— KaX[bl1 U3 OCHOBHbIX MapTHEPOB MOXET AelCTBOBaTb OT MMEHW
TOBapULLECTBA.

HepocTaTKu:

— OCHOBHble  MNapTHEPbl MMEKT  HEOrpaHWYEHHYI  INYHYIO
OTBETCTBEHHOCTb;

— B C/lydyae 6GaHKpPOTCTBa NapTHEPbl C HaMBONbLUMMMK INYHBLIMU
B3HOCaMW TePAIOT O0/IbLLE;
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— TOBapuLLECTBO B MNepBO3JaHHOM BWAe MOXET pacnacTbCAa B
C/lydae CMepTW [NaBHOrO Yy4yacTHMKa (HO He Bcerfa, Tak KakK MOXHO
BBECTW HOBbIX Y/IEHOB);

— CTparterns rnoBeAeHnNs 1 pacnpegesieHvie NMoHOMOYMIA He Bcerga
YETKO OornpeseneHsbl;

— ObIBaeT CMNOXHO MpPaBW/IbHO OMPeAeUTL A0 YYaCTUS KaXKaoro
napTHepa B Aenax pupmsl;

— TPYAHO 1M36aBUTLCA OT NJIOXOro napTHepa.

B) Kopnopauus
(Corporation (amep.), Company (aHrn.))

Co3faHune Kopnopaumm — 3To Hanbosee CNOXKHbIN 1 A0POrOCTOALLNIA
NyTb oOpraHusaumMm Om3Heca. Kopnopauumm BbiNycKatoT akuum (stocks,
shares), KOTOpble ONpeaenstOT (opMy pas3dena cobCTBeHHOCTU. B
3aKPbITbIX KOPMopauusx Mvlb HEMHOrvMe NoAv BMafetoT akuusamu w
TOPrytOT UMW HEMOCPEACTBEHHO, @ B OTKPbITbIX akUuK npogaroT nbomy
UeNOBEKY, >KenawLweMy WuxX KynuTb, 4depe3 OpokepoB. COOCTBEHHOCTb
Kopropauuy HpuanYecKn YeTKO OnpefeneHa B OTHOLUEHUW KaXaoro
COOCTBEHHMKA, 4TO 0O6YCNOBMMBAET OMNpefeneHHY 3alinTy B3HOCOB
KaXXI0ro akumoHepa, unu gepxatens akumin (stockholder, shareholder).
C0o6CTBEHHMKAaMM KOPropauumn 4acTo SBMISAKOTCA He Te NII0AN, KOTOpble et
PyKoBOAAT (COBGCTBEHHMKaMW Kopriopauuu SBAAOTCA  aKUWOHEpPbI, a
MeHeKepbl — He 0653aTe/lbHO).

LleHbl Ha akuuu pacTyT WAM NagalT B 3aBMCUMMOCTUM OT TOrO,
HaCKOMbKO XOpOoWOo paboTaeT (MpmMa W HACKOMbKO OHa HpaBUTCS
obLLecTBy.

CoBeT AMPEKTOPOB COBMpaeTCs HECKONbKO pa3 B rog Ansd Toro,
yTobbl Y6eaAunTbLCA B TOM, YTO BCe WAET rnagko. [MoBCeAHEBHblE XKe
PELeHNss MPUHUMAKOT MEHEMKEPbl BHYTPU KOpPMopauuun, XOTs COBeT
OMPEKTOPOB BMnpaBe HaHWMaTb W YBO/MbHATb PYKOBOAWUTENEN BbICLLENO
3BeHa. [QMpeKTOpPOB N36M1PatOT aKLMOHEpDI.

[NpenmyLlecTBa:

— Mepa OTBETCTBEHHOCTW Aep)kaTeniel akumid orpaHnU4eHa CymmoWn
NX NINYHbIX B3HOCOB;

— TMpoLe NPuB/eYb KanuTan B Cyyae n3bbiTka MHBECTOPOB;

— MPeeMCTBEHHOCTb, TaK KaK MpaBo Ha COOCTBEHHOCTb MOXET ObITb
nepefaHo Apyrum yyaCTHUKaM;
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— MpOoCTOTa NpoLUeaypbI NepeycTynKn CO6CTBEHHOCTH;

— KOpropaumsa He ncyesaeT, ecnm 0CHoBaTe/Ib/NapTHepP YMUPAET;

— CYLUEeCTBYeT BO3MOXXHOCTb pacrpefeneHms paboumx yHKUUN
MeX[y pa3MyHbIMK (MOAYMHEHHBIMW APYT APYTY) KOpnopauusmu;

— [lenernpoBaHme npas 1 NoJHOMOUNIA;

— BO3MOXHOCTb UCMOMNb30BaHUSA OMbITa M 3HAHWIA MHOTUX NIOLEN.

HepocTaTKu:

— MO CPaBHEHUID C TOBapPULLECTBOM [N15 OObIYHbLIX KOpnopauui
CYLLECTBYIOT OrpaHuWYeHuUs Ha MEHCUOHHbIA (POHA W OTYMC/IEHUA Ha
3apnnarty;

— TPYAHO OCYLUECTB/ATb KOHTPO/b 3a UX AeATe/IbHOCTbH, 4acTo
CT&/IKABAIOTCA C MaxuHauMaAMW Tuna yTaMBaHWA 4YacTu MpPUObIN OT
aKLMOHepOoB;

— MpaBa  aKUWOHEPOB  OrpaHMyeHbl  YCTaBOM,  WHTEpPECHI
MeHbLUMHCTBA YacCTO YLLEM/IEHDI;

— TMOANeXaT Ype3mMepHOMY PeryimpoBaHuIo;

— 0YeHb TPYAHO COo3[aTb UK IMKBUANPOBATD;

— PYKOBOZCTBO 00bIYHO «paboTaeT» Ha rNMaBHbIX AepXXaTeneit akLmii
N COOMOAAET UX UHTEPECHI;

— 00blYHble  KOpnopauun ABNAKOTCA  CyObeKTamy  4BOWHOIO
Ha/I0ro06/10XKeHNs, TaK Kak CyLLLeCTBYET KOPNOPATUBHbIA HaOT;

— 60siee CTPOroe HPUAMYECKOE PerynvpoBaHnve Mo CPaBHEHUIO C
NHANBUAYIbHBIM NPeANnPUHUMATENLCTBOM WU/ TOBAPULLEECTBOM;

— [iaeT COOCTBEHHMKY /KMBOE YyBCTBO 6€30MNacHOCTY;

— MeHbLUas cB060Aa AeATeNbHOCTH;

— [0pPOro v TPYAHO 3anyCTUTb U «PacKpPyTUTb».

WRITING PRACTICE
Kak nuwyTca aenosble nucbma / Business Letter Writing

MnucbMeHHas (hopMa KOMMYHMKaLMM B KOMMEPYECKON MpaKTuKe
BK/IIOYaeT B Cebs 0O6MeH nucbMamu, TefnerpaMmamu, COOBLLEHMAMM,
Tenekcamu, AOKYMeHTaMu M T.4. HecMOTps Ha MCNoONb3oBaHWE TaKUX
COBPEMEHHBIX CPeACTB  KOMMYHMKauUMKW, Kak TeneoH, Tenerpad,
Tenedgakc, Tenekc, 06MeH nMucbMamy MeXAay [AenoBbIMW MapTHepaMu He
NPeKpaLLaeTcs 1 B Halle BPeMsi, BNSACh BaXKHON YacTbio 6u3Heca. bonee
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TOro, YCTHble WAM TefeOHHbIE BOMEVU3bABMEHNA W COrfalleHus B
OONbLUMHCTBE C/yvyaeB TPeOYKT MUCbMEHHOro MOATBEPXKAEHUSA, 4TO
CNYXXUT omuManbHbIM AOKYMEHTOM, HOPUANYECKAM [0Ka3aTe/lbCTBOM
ONA YY4aCTHMKOB 3aK/lo4YeHUs caeniku. o3aToMy nucbma AO0/MKHbI ObiTh
HanucaHbl C 0CO00M TWATeNbHOCTbIO. BOT HECKO/IbKO peKoMeHdaumi,
KOTOPble HE0BX0AMMO YUMTbIBaTb NPW HaNMCaHUN OeN0BbIX NMNCEM:

1. [enosble NUCbMa NULLYTCA HA (OMPMEHHbIX 61aHKax.

2. Ha 6naHkKe nucbMa yKasblBalOTCA Ha3BaHue (UPMbl, ee ajapec,
HOMep TeneoHa, Tefekca, Teneakca, MoOUYTOBbIN aapec, Ha3BaHWe (MPMbI
N HOMep Hanora Ha go6asneHHyt ctoumocTb (V.A.T. number), a BO
MHOIMX Cnyyasx MMa n amunna aupekTopa / ANMPekTopos (gupmbl. B
rnocriefHee BPeMs MPUHATO reyaratb Ha 6/1aHKe aMO6/IEMY W/ TOBAPHbIiA
3HaK / (pabpuUyHy0 MapKy OUpMbI.

3. MoMHMTE, 4TO peakuMto MapTHepa Mpu HemnocpeacTBEHHOM
YCTHOM OOLLEHUN UK BO BPeMS TesleDOHHbIX pa3roBOPOB MOXKHO YBUAETb
WM yCNblWaTb TOTYaC >Ke, B TO BpPeMA KakK peakuuss Ha MUCbMO
Hen3BeCcTHa A0 Tex rnop, noka He 6yeT rnoslyyeH OTBET.

4. Ecnn Bbl Hanucanu NMcbMo, NPoYUTanTe ero BHUMaTebHo. MNpw
3TOM 06partuTe 0cob0e BHMMaHWE Ha TO, Hanmcanu nn Bbl B NUCbMe BCe
TO, YTO XOTe/IM CO0OLWMTb, U AOCTATOYHO NN FPaMOTHO Bbl N3M10XUNN BCE
3To.

5. MpounTaiTe CBOE MWUCbMO Ellle pa3, HO YXXe C TOYKM 3PEeHUs
nonyyatensa / appecara, 4TOObl npefdyragatb, Kakoe BreyaT/ieHue
npou3seseT Balle nnucbmo Ha Ballero genosoro napTHepa.

6. Mpn HanucaHUM NMcbMa obpallaiiTe BHUMaHWE Ha NIEKCUYeCKme U
rpamMmartmyeckme OCOOGEHHOCTU aHIIMACKOIO $A3blKa, Ha aHr10A3bIYHYIO
cneumgunKy oenosoro nnucbMa.

7. lMOMHU1TE, YTO LeNbHo Ae/I0BOro NMcbMa ABMSeTCA 3auHTepecoBaTtb
ynTaTens B COTPyAHNYeCTBe ¢ Ballein hpMoi, NO3TOMYy HauMHalTe CBOe
MACbMO C NPeLNOXEHWNA, COodepXKaliuX BBefeHWe B MpeameT peun 6es
OTCTYN/IEHUIA N U3NULIHNX (HOPM BEXX/IMBOCTM.

8. locnepyowme CTPOUYKM TMUCbMa [AO/DKHbI  coAepXatb BCHO
Heo6XoAnMYH0 MH(OPMaLMIo 0 NpeaMeTe peun (To, YTO NULYLLMIA XKenaeT
COOOWNTL YMTalOWEMY), a TakXe aprymeHtauumio aBTopa MuUcCbMa B
HeHaBs34MBOW, HEKATErOPUYHOW, MN/TAHOMEPHOM (hopMme, YTOObI OKasaTb Ha
afjpecata  >kenaemoe BO3[eNCTBME. [MoaToMy  KOMMepyecKas
KOPPEeCnoHAeHUMsA  [0/MKHA ObITb  TOYHOW, MNPOCTOM, [A0CTATOYHO
BEXX/IMBOM, KPaTKOM, OTHET/INBOW U SCHOMA.
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9. 3aKnounTeNbHAA 4YacTb MNMUCbMa AO/MKHbI OblTb KpaTKoOW U
coflepXXaTb yKa3aHWe Ha TO, UTO TOYKa 3PEHUsT YMTaTeNs YUYMTbIBAETCH
aBTOPOM MMcbMa. JTO KacaeTcs B MEPBYIO O4epefb TeX AeNOBbIX MUCEM,
Korga Ttoprytowas gupma (npodasel, TOProeew) MULLIET NUCbMO (hrpMe,
3aKynaroLlein ee NPoAYyKUMO (MOKynaTesto).

10. N36erainTe NOBTOPEHWNIA.

11. MoAroToBbTe 3apaHee He0BXOAMMbI CMIMCOK CMIOB U BbIPaXXEHWHN,
XapaKTepHbIX AN [eN0BOro MuUcbMa, CTEPeOTUMHbIE BbIPXKEHUS A1
Hayasia U KOHLa NMcbMa.

12. Ncnonb3yiiTe B Mepenncke C AeNoBbIM MapTHEPOM TUMOBbIE
MicbMa.

13. Mpn  HanucaHuUM nucbMa COGNIOAANTE  BHELLHIOK — (hopmy
[e/10BOr0 NMCbMa 1 NOPAA0K PacronoXeHNs ero COCTaBHbIX YacTeil.

14. Tpexae Yem NPUCTYNUTb K COCTaB/IEHNIO NMUCbMa, 03HAKOMbTECH
CHayana C OCHOBHbIMW TUMaMW OPUTMHA/BbHBIX AE/TI0BbIX MUCEM AHIIMMK U
CLUA 1 no nx obpasuy Hanuwmte CBOE NMUCbMO, TaK Kak KOMMepyecKas
KOpPPEeCcnoHAeHUMsA, B CYLLHOCTW, CTaHAapTHa WU WHTepHauuOHanbHa, 3a
NCK/TIOYEHNEM A3bIKOBbIX Y HEKOTOPbIX (DOPMasibHbIX Pa3nyuil.

BHelHAa opma genosoro nucbma /
The Letter Heading and the Layout

[lenoBoe NMcbMO, Kak NpaBuio, COCTOUT U3 CreAyoLWmnX YacTel:
— wanku (The heading),

— ccblnkn (The reference),

— patbl (The date),

— appeca nonyyarend (The inside address),

— o06pauweHus / opmbl npuseTcTBuA (The salutation),

— 3aK/YMTENbHOIN (HOpMY bl BEXIMBOCTU / (hopMy/ibl MPOLLAHKNS
(The complimentary close),

— noanucu (The signature).

1. Wanka nucbma (The Heading) coaepuT: Ha3BaHue UPMbl —
otnpasutens (the company’s name), ee agpec (the company’s address),
HoMepa TeneoHOB, Tenekca, (hakca, TenedoHHbId Ko (its telephone
numbers, telex code, telegraphic address), HaMmeHoBaHWe OTpacnn, B
KOTOpOW paboTaeT aaHHas ¢mpma (the type of business it is engaged in),
HOMepa Hanora Ha fo6asoyHyto ctoumocTb (V.A.T. — Value Added Tax),

37



nveHa n amunum ampektopos (the name of the directors), a Takxe
(hMPMEHHbIN UK ToBapHbI 3HaK (an emblem or trademark).

O6pasubl Warnky NMcemM aHrIMMCKNX KOMMNaHuin 1 ToBapuulecTs / An
Example of a Heading that Might Be Used by a British Company and
by Partnerships:

T.M. Brown & Co. 843 Queen Street
Ltd. Important and Export London, EO4 8YH
Directors: R.S. Hornby, Telephone: 5393420
1.C. Wells
Quirk, Smith & Webb Telephone: 2773888
SOLICITORS
F.W.King 373 HIGH HOLBORN
D.N.Cree LONDON WHICH & BA

[MpumeyaHne: KomnaHua € OorpaHUMYeHHON OTBeTCTBEHHOCTLIO (limited company)
006bIYHO 0603HavaeTcsa coBoM “Limited” mnm yawe abbpeBmaTypou
“Ltd.”, koTOpble MeyaTatTCA MNOCAe HaseaHWA (upMbl. Ecnu
HavMeHOBaHMe ()MPMbl He YKasblBaeT Ha OTpac/lb 613Heca, B KOTOPOM
paboTaeT hmpma, To 06 3TOM CO0BLLAETCH CneLmabHO.

2. Ccbinikun (The references) nomeLlatoTcs Ha TOM XXe YPOBHE, YTO
N fata, HO CfieBa U cofepxxat UHMLUMasbl NnL, NoOANUCHIBAKOLWMNX MNCbMO Y
neyaTaromx ero (MHULMa bl MalMHUCTOK).

3. lata (The Date) nevataetca  cnpaBa. Haubonee
pacnpocTpaHeHHOW M MPOCTON (POPMOW HanmcaHusa Aatbl ABnseTcs: 17
April 20__.

BapuaHTbl: 1) April 17 20 (BapuvaHT HanucaHua AaTbl B [€/10BbIX
nucbmax CLLUA)

2) 17" April 20
3) April 1720

4. Agpec nony4yatena (The Inside Address) nuwetca cneea Yy
nonsa nucema. lpu 3TOM nMeyaTtaHWe WMeH, aMWIniA KU adpeca Mo
AMaroHaan B COBPEMEHHbIX [eM0BbIX MUCbMax BCTPeYaeTCs KpaiHe peako.
Messrs. (COkpallleHHas dopma paHuy3ckoro cnosa Messieurs) /
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«rocrnofa» ynotpeo6nseTcs, ecnm nUCbMO aapecyeTcs ToBapuLlecTBy (a
partnership):

Messrs. Thorns and Strong
260 Oxford Street
London W 17TM

OpnHako opmyna obpaieHnss Messrs He yrnoTpebnseTcs:

1) nepen HasBaHWeM KomnaHuu /[ o6LlecTBa C OrpaHMYeHHOM
OTBETCTBEHHOCTbIO;

2) nepeq HasBaHWeM (MPMbl C yKasaHMEM Ha OTpac/lb Gu3Heca, B
KOTOPOW 3aHATa AaHHas upma, HO 6e3 yKaszaHusa pamunuun Bnafenbua
(mpmbl. B agpece Bcerga cHavana ykasblBaeTCA HOMEP YNWUbl, & 3aTem
Ha3BaHuWe Yynuubl, a B OTHOLUEHWM 60MbLIMX ropogoB CoeanMHEHHOrO
KoponescTBa ykasaHue rpagctea He 06s3atenbHO. OgHaKo ec/iv NUCbMO
aflpecoBaHo (MpMe, KOTopas HaxoguTca B HebOo/bLLUOM ropojge, TO
yKasaHuve rpajctea B [MOYTOBOM afpece 06sa3aTeqibHO. 3T0 [JaeT
BO3MOXHOCTb M30eXaTb HefopasyMeHWi, TaK Kak B BenukobputaHuw,
Harnpumep, MeeTcs Aga ropoga PnumoHaa (oanH — B rpagictee Cyppen, a
npyroi — B rpadctae MopKLLMp) 1 HeCKoMbKO HblonopTos.

5. O6pauleHre (The Salutation) neuyataeTcs cneea Nof anpecom
00bIY4HO C WHTepPBa/IOM B fBe CTPOKW. CTaHAApTHbIM OOpalleHVeM B
AeN0BbIX NMMCcbMax BenmkobputaHum K kKomnaHuam sensetca Dear Sirs.

Jl0BOMIbHO 4acTo Moc/e obpalleHns cTaBuTca 3andtasd. ObpaileHue
Gentlemen Hanb6osee ynotpebutensHO B AenoBbiX nucbMax CLLUA.

Mpn obpalleHnn K oTAeNibHOMY nuuy 6e3 ykasaHua amMuimm
ncronb3yetca opmyna Dear Sir / YBadkaemblii rocnoguH! Ecnm
M3BECTHO, YTO MONyyaTesieM MNUCbMa ABMSAETCA )KeHLWWHa, Toraa
npuberatoT K hopmyrne obpauleHns Dear Madam / Yea>kaemasi rocno>ka!

Ecnn B [enoBoM MUCbMe K OTAe/IbHOMY /nuuy ob6palarotcd no
MMeHW, TOorga PeKoMeHAyeTcs YMnoTpe6nATb creaytolme obpalleHuns c
yKaszaHvem amunnm n agpeca:

Dear Mr Green / ¥YBaxkaeMblin rocnoguH MpuH!

Dear Mrs Smith / YBaxaemasa rocnoxa Cmut! (no OTHOLLEHWIO K

3aMY>KHEWN XXEHLLMHE)

Dear Miss Brown / YBaxkaemasa mucc bpayH! (N0 OTHOLUEHWUIO K

[EBYLLKE UMM He 3aMY>XHEWN XEHLLMHE)

Dear Ms Jones / ¥YBaxaemas rocrnoxa [)koyHc! (Mo OTHOLUEHMIO K

3aMY>KHEN UMM He3aMY>KHEW XKeHLLMHE)
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CneflyeT OTMeTUTb, YTO B NocnefHee BpeMs popma obpalleHns Ms,
KoTopas cHayana ynotpebnsnacb Tonbko B CLUA, nonyymna [0BOJSIbHO
LUMPOKOE  pacrnpocTpaHeHWe W B [e/I0OBOA  KOPPECMoHAeHLMN
BennkobputaHum.

6. 3aknunTenbHasna opmyna BEX/IMBOCTU (The
Complimentary Close) nomellaetcs cnesa Hal HaMMeHOBaHUEM (OMPMbI,
nocblnatollern nmucbMo. llof 3akNoUUTENbHOW (DOPMYON BEXIMBOCTU
OCTaBNSIETCA MeCcTo Ana noanucu. Mpu 3ToM 3akniouuTenibHas opmMysa
BEX/IMBOCTM BapbUPYeTCH B 3aBMCMMOCTM OT (JopMbl 06palleHus. Tak,
ec/in B [1e10BOM NMUCbMe coepXnTcs obpatleHne Dear Sirs unn Dear Sir,
TO COOTBETCTBYIOLLEN 3aKNOUUTENbHOW (POPMYNOM BEXIMBOCTU OyaeT
Yours faithfully nnm pexxe Yours truly.

Ecnn B nncbMax MCNonb3yeTca obpalleHne ¢ ykasaHuem ammnamm,
Hanpumep: Dear Mr White, Dear Miss Blue n 1.4., TO UM [O/MKHa
COOTBETCTBOBATb 3aK/H04YMTENIbHAA POPMYyIa BEXIMBOCTK Yours sincerely.

7. Mognnce (The Signature), Kak W 3aknunTeNbHas Qopmyna
BEX/MBOCTW, TPagULMOHHO MeyaTasacb Nocpean CTpaHuubl, HO B
nocnefgHne rofbl 3TM COCTaBHblE YaCTW BCE Yalle MOoMeLLaroTcsa cresa Y
nona nucbMa. Pamunus nuua, NoANUCaBLUEro MUCbMO, MeyaTaeTcs HuxXe
nognucu. MNoanucbiBaTb NMMCbMO MMEKOT MpPaBoO Bfagesiel, KOMnaHuu, ero
IOpUANYECKE MpPeACTaBUTENN W YMNOMHOMOYEHHbIE Cciyaume. Ecnu
MACbMO MOAMMCAHO MALLMHUCTKON MAN APYTUM CAYXXALMM KoMnaHumn /
(MpMbI, TO HENOCPeACTBEHHO nMepes WX aMunnamMm Heob6Xxoanumo
HanucaTb ¢/10B0 for nnm natmHcKoe cokpatleHue p.p. (per procurationem /
M0 [I0BEPEHHOCTN).

8. MpunoxeHne (The Enclosure). Hannuve NpuUnoXeHUs
YKa3blBAETCA Kak B CaMOM TEKCTe MuCbMa, TaK WM MOCPeACTBOM CoBa
Enclosure v ero cokpatleHHbIMW BapuaHTamu Enc. unm Encl., koTopble
reyaratoTCa CfieBa y Mons nucbma C MHTEPBA/IOM MOJ MOAMUCHLIO. Takas
MOMETKA O HaMuMKM TMPUNOXKEHMA B  Hawe Bpems  Haumbonee
yrnoTpebuTesnbHa, XOTH MMEKTCA W Apyrne crnocobbl YyKasaHWA Ha
MNPUNOXeHMA (HanpuMep, CKPenjeHne NUCTOB NMUCbMa TEM WN WUHbIM
Cnocobom, HareyaTaHuWe IOMaHOW NMHUW CneBa Y Kpas nucbma, NMomMmumo
yKa3aHWi1 B TEKCTe MUCbMa Ha npunaraeMble JOKYMEHTbI).

9. Tema (The Subject Line) nucbma 3a4acTyro nedvataercH
OTAE/IbHON CTPOKOW nog hopMysioin 0bpatleHus.
Dear Sirs
Your order n0.3527 of 23 August 20
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TepmnH Re- / KacaTenbHO B COBPEMEHHbLIX AefI0BbIX NMUCbMax Ans
yKasaHus Ha TeMy nucbMa (noBof) ynoTpebnserca KpailHe peako. Temy
MMcbMa He 0653aTeNlbHO YKasblBaTb CMeLMaibHO eLle 1 noToMy, YTo Jarta
MMCbMa OTCbINIAET YMTaTeNs K NepBOi CTPOUKE OTBETA, YTO 4YacTo ObiBaeT
BMOJIHE AOCTATOYHO A4/11 TOro, YTOObI Y3HATb O TEMe MUCbMa.

10. Konusa (The Copy). Korga Bbl nocblsiaete KOMy-T0 KOMWiO, Bbl
OO0/MKHbI YKa3aTb Ha 9TO B KOHLE NUCbMa, Hapady C MMeHeM YefioBeKa 1iu
Ha3BaHMeM MecTa, Kyga oHo otnpasnsetca (cc. Collections Office
(YnpaBneHune no geHexxHbiM cbopam) or cc. Dr B/ Brown).

11. MNMpopo/mkeHne nmcbMa Ha Apyrux crtpaHuyax (The
Continuation). Ecnn nMcbMo 3aHNUMAaeT HECKOMbKO CTPaHWUL, TO ANs TOro,
4TOOb! AaTb 06 3TOM 3HaTb, B HVM)KHEW YaCTM KaXKA0W CTpaHWuLbl CTaBUTCA
nobaa u3 cnepyowmx nometok - PTO (Please turn over), MORE,
Continues — uny NOPSAKOBbIA HOMeP CTpaHULbI.

12. INeKTPOHHbIE NUCbMA 00bIYHO (POPMYNNPYHOTCA COBEPLUEHHO
cBoboAHO. Afpec oTnpaBuTeNns B TOW (JOpMe, B KakOW ero MnpuHATO
yKasblBaTb B OYMaXKHbIX MWCbMax, MWHOrAa TMPUBOANTCA B KOHLE
3/IEKTPOHHOIO Nm1cbMa (CUrHaTypbl).

MprMeyvaHune: CepbesHbIX Pasnyunii Mexay COBPEMEHHO aMepuKaHCKON [1en0BOoW
KOPPECNOHAEHLMEN N aHTNIMACKOA He CyllecTByeT. 14 TOro, Y4To6bl
ymTate/lb [JaHHOro Mocoous Mosy4vns HarnsagHoe MpefcTaBieHne o
BHeLUHel popme [en10BOro nmMcbMa, ero COCTaBHbIX YacTsaX U Mopsgke
MX PacrofioKeHnsi, B KayeCcTBe MpuvmMepa MOMELLAeM HUKe OfHO
[1eN10BO€e NUCLMO.

The Usual Layout of a Business Letter

Specimen Letter Neol:

ICF Ltd

Heading International Conferences and Fairs
Am Hofgarten 953113 Berlin Germany
Tel.: +49 228 3011725 Fax: +49 228 3011755
e-mail: icf@berlin.com

Reference DE/KM
(initials of
writer/typist, some-
times a filing refe-
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rence)

Date (day, month,
year)

Inside address (name,
title, company, full
address, postal code)

Salutation
Subject Line
Body of Letter (one

line space between
paragraphs)

Complimentary close

Name

12 November 20

Mr. Paul Norman

Director

BSE

Daisy House, 26 Harley Road
Bournemouth

BH 2 IW

United Kingdom

Dear Mr. Norman
The Berlin Conference

If you are sending students abroad and are looking
for new partners or wish to keep in contact with
existing ones, we invite you to attend the Berlin
Conference taking place in Intercontinental Hotel in
Berlin March 29-30, 20

THE BERLIN WORKSHOP will put you in face-to-
face contact with education providers from around
the world, including boarding schools, hotel
management and hospitality schools, MBA
programmes, language programmes and summer
schools, as well as colleges and universities offering
graduate and post-graduate studies, who are
interested in appointing new student recruitment
partners.

Please find enclosed the programme of the event and
visit our site for details.

Yours sincerely,

Dorothee Elger
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Sender’s designation
or department

Enc (if anything is
enclosed)

Show if any copies are
circulated (if more
than one, use
alphabetical order)

Assistant Manager
Appointment section ICF

enclosure

BSE Branch Manchester

Specimen Letter No2

Heading

Include the main
heading “FAX MES-
SAGE”

These heading are
important so that all
the essential details
can be inserted
alongside

It is important to state
the number of pages
being sent

A salutation may be
included if preferred

The heading should

Tel.: +44 207 2871123
Fax: + 44 207 2811243

Homebase PLC

31 Bond Street E-mail: homebase@intel.uk

London WC1
UK
FAX MESSAGE
To Petro Cifani, Manager
Company Bruno Ltd
Fax Number 39 55 383557
From Jane Gartfield, Sales Manager
Ref JG/AD
Date 12 January 20

Number of Pages
(including this page) 1

Dear Mr. Cifani

Reply to enquiry
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state the main topic of
the fax message

The body of the fax | am sending under separate cover a catalogue and
message should be a price list for our calculators as requested in your
composed similarly to | letter of 10 January 20 .

a business letter At the moment we have in stock both models you

are interested in. but as these models are
extremely popular we cannot make you a firm

offer.
Please, contact me if | can provide any further
help.

A complimentary Look forward to hearing from you.

close is not necessary

Jane Gartfield

Specimen Letter Ne3

e-mail letter

From julliancolbourn@aol.com

To Dupont@netscape.net

Sent 1 December 2004 10.27 a.m.
Subject Christmas post card quotation

Attached December price list

Hi Leo

Nice to hear from you. Yes, we did enjoy the holiday which regretfully
was too short.

As to request I’ve attached the December price list and a leaflet for the
latest range of Christmas post cards.

Plenty to choose. Promise to do my best about the delivery dates but | have
to hear from you asap.

Best wishes

Jullian

Note: asap — as soon as possible
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I. Write out the following dates in all the possible ways in which they may
appear at the top of a business letter:

the second of December nineteen-seventy-nine
the third of June nineteen-ninety

the eighteenth of September nineteen-fifty-seven
the twenty-first of October nineteen-eighty-five

I1. Below are the names and addresses which may appear in the top left-
hand corner of a business letter. Give the correct salutation and
complimentary close in each case.

Inside address Salutation Complimentary
Close

BBC Publications

35, Marylebone High Street
London

W1M5 YZ

J.D. Barnley, Esq.
9, High Stree
London

WI1M 4AA

Managing Director
Watkins and Peters Ltd.
166, London Road
OXFORD OBM6 BY

Ms A..Arafel

Product Information Manager
McCraw-Hill Book Co

1221 Avene of the Americans
New York, N.Y., 10020

USA

I11. Compose a letter heading for a company producing software. Include
all the information about your own company.

IV. Compose a letter heading from A. Kuznetsov to his English colleague
working as a production manager in Smallcrown-Liverpool Ltd.
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V. Write down your own business letter.

GRAMMAR

Continuous Forms of the Verb

I. Change the following sentences according to the pattern:

late.

late.

1.

B w

7.

8.

He usually has breakfast very early, but today he (to have) breakfast

He usually has breakfast very early, but today he is having breakfast

They usually have lunch in the canteen, but today they (to have)

lunch in the café.

— Usually you type your reports.

— Yes, but today | (to write) it. Something’s wrong with my
computer.

Mr. Rogers usually drives to the office, but today he (to walk).

Mrs. Cartwright usually drinks tea with sugar, but today she (to

drink) tea without sugar. She’s on a diet.

He usually speaks to our sales manager, but today he (to discuss)

something with the managing director.

At this time of the day Mrs. Brown usually receives visitors, but

today she (to hold) a meeting.

Mr. Rogers usually speaks on the phone himself, but today his

secretary (to answer) the calls.

We usually play tennis on Sundays, but today we (to play) football.

. Use the Present Simple or the Present Progressive Tense instead of the

infinitives in brackets:

1.

2.
3.

4,
S.

— Can | speak to the managing director, please?

— I’m sorry. He (to have) lunch at the moment.

We (to look) for someone who (to want) to make money.

The world (to change) rapidly in such fields as business, art and
medicine.

Who ... this suit-case (to belong) to?

We (to organize) a holiday walking tour in the Altay Mountains. We
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(to go) to cover 100 km of mountainous country in ten days. It (to
go) to be a hard work. But it (to go) to be fun!

The coffee (to taste) delicious.

We (to look) for new partners in Eastern Europe as we (to want) to
expand our activities.

They (to investigate) the Draft of Contract now.

Our company (to produce) processing equipment.

. | (to see) that you (to have) some problems with this computer. Can |

be of any help?

. —What ... we (to wait) for?

—We (to wait) for Mr. Brown. He (to talk) to the sales manager
about packing and transportation of the product.

I11. Complete the following sentences using the Past Progressive Tense

N

~N o

instead of the infinitive in brackets:

At three o’clock yesterday Miss Elliot (to type) a report.

When the phone rang | (to read) my correspondence.

We saw an accident while we (to drive) to the Meeting of
Shareholders.

When the director came in, the managers (to discuss) terms of
payment.

He had a lot of doubts while he (to investigate) our business
proposal.

We (to get down) to business when Mr. Starkov interrupted the talks.
They had a lot of problems while they (to organize) the exhibition.
The chairman interrupted me when | (to speak) about packing and
transportation.

V. Make the following sentences interrogative:

ONO kDR

Now he will be looking for a new job.

He’ll be talking to the director again.

I’ll be waiting for you in the entrance hall.

The day after tomorrow we’ll be talking about terms of delivery.
They’ll be having a wonderful time.

Tim will be coming back in two days.

We’ll be having talks tomorrow at six.

They will be investigating our business proposal all day long.
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V. Translate into English:

1.

N

O N O

3aBTpa Mbl ByaeM M3yyaTb Balle NpeasioxeHue. MocnesaBTpa Mbl
byaeM 06CyXaaTh CPOKM ONaThbl U NOCTaBKM.
Y HUX BO3HUKJI0O MHOTO NMPO6/1eM BO BPEMS OPraHu3aLin BbICTaBKU.

. Celiyac Mbl ULLiEM NapTHEPOB B BocTouHOM EBpone, Tak Kak Mbl 6bl

XOTeNn paclnpunTb CBOK AEATENIbHOCTb.

A M3yyan KOHTPaKT, B TO BpeMs Kak r-H CMUpHOB 06CyXaan ero ¢
MOVM ANPEKTOPOM MO TenedoHy.

Uto Bbl 6yaeTe AenaTb 3aBTpa B BOCEMb?

UTO OHK cenyac 06CyKaatoT?

O yeM Bbl pa3roesapuBaan, Korja a 3atlen B KOMHaTy?

[Noyemy Bbl nuLLIETE OTYET OT PYKN?

V1. Convert these sentences into the Passive Voice:

ok whE

They were investigating a new plan when we arrived.

Miss Brown is typing a letter now.

We’ll be discussing the terms of payment all day tomorrow.
He was writing a report when we came into the room.

I’m investigating your proposal now.

They are waiting for us. Hurry up!

UNIT 3

THE VISIT OF A FOREIGN PARTNER

Topics and situations: The Visit of a Foreign Partner
Text for reading: Moscow

Writing Practice: Types of Business Letters
Grammar: Perfect Forms

I. Read and translate the dialogues:

1. At the Airport

John: Excuse me! Are you Norman Baker?
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Norman:
John:
Norman:
John:
Norman:
John:

Norman:

Diana:
Norman:

John and Diana:

Yes, that’s right. | am Norman Baker from GLC
Electronics.

How do you do, Mr. Baker? | am John Wiley from
Lincoln Freight Services.

Nice to meet you. And please, call me Norman.

And you call me John.

Thanks!

| want you to meet Diana Eustace from our Sales
department. Diana, this is Norman, Norman Baker.
How do you do, Miss Eustace. Pleased to meet you,
and may | call you by your first name?

Do, please.

Thanks a lot! And may | introduce Miriam Miller?
She is my secretary.

Hello, Miriam. Welcome to Lincoln!

Vocabulary Notes:

pleased (ot | am pleased) MHe [10CTaBNseT y/10BO/bCTBUE
O.K.! OT/INYHO!

to introduce NpeAcTaBnATb, 3HAKOMUTb
department oThen, oTaeneHue

freight (opaxt

services yCnyru

freight services

(hpaxToBble YCNYru

sales department TOProBbI OTAEN

2. At the Airport

Lorna Wright is leaving for Liberia.

Lorna:

Good morning!

Ground stewardess: Good morning. Could 1 have your ticket and

Lorna:

passport, please?
Here you are.

Ground stewardess: And where is your luggage?

Lorna:

Here it is. I’ve got one suitcase.

Ground stewardess: Any hand luggage on you?

Lorna:

Just a small bag.

Ground stewardess: Thank you. Now, would you like a smoking or
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Lorna:
Ground stewardess:

Lorna:
Ground stewardess:

hand
smoking seat
board
boarding card
flight

gate

non-smoking seat?

Non-smoking, please.

Fine. Here’s your ticket, passport and boarding
card. The flight is boarding through gate six at nine
thirty.

Thank you.

You’re welcome.

Vocabulary Notes:

PYyKa, Py4HOiA

MeCTO /18 KypPALLNX

6opT (camorsieTa); cagmTbcsa (Ha camoneT, CyAHO)
MocafoYHbIn TasoH

rnonet

BOPOTa, BbIX0[, BX0A

3. At the Airport

Lorna Wright is arriving to Liberia.

Immigration officer:

Lorna:
Immigration officer:
Lorna:
Immigration officer:
Lorna:
Immigration officer:
Lorna:
Immigration officer:

arrive
to have a look
purpose

Driver:

Good afternoon. Can | have a look at your passport
and landing card?

Yes, here you are.

Thank you. So, you’re from Great Britain?

That’s right.

And what’s the purpose of your visit?

I’m here on business.

And how long are you staying in Liberia?

About a week, I suppose.

O.K.! Welcome to Liberia!

Vocabulary Notes:
npuobbIBaTh
B3rNIAHY Tb

Lesb

4. In the Car

We are going to our office in the centre of the city. It’ll take us
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about half an hour to get there. Mr. Pospelov is waiting for
youl.

Paulson:  Please remind me who Mr. Pospelov is.
Driver: He’s our Director General. He is going to discuss the details of
our future agreement with you.
Paulson:  Which hotel am | staying at?
Driver: We’ve reserved a single room with private bathroom at a hotel
near the centre.
Paulson: That’s O.K. Thank you very much.
Vocabulary Notes:
to take smb. 3aHUMaTb (Mo BPEMEHN)
to remind HanoMuHaTb

to reserve a room

lvanov:

Cartrignt:
Pospelov:

Cartrignt:
Pospelov:
Cartrignt:

Pospelov:
Cartrignt:
Pospelov:

Cartrignt:

Pavlova:

Pospelov:

Cartrignt:
Pospelov:

Cartrignt:

Pavlova:

3a6pOHMpPOBaTb KOMHATY

5. At the Office

I’d like you to meet Mr. Pospelov, our Director General.
Glad to meet you, Mr. Pospelov.

Glad to meet you too. Have you ever been to Moscow before,
Mr. Cartwright?

No, it’s my first visit to Moscow.

What are your first impressions of Moscow?

| like Moscow, it’s a very beautiful city and quite different
from London.

| hope you’ll enjoy your visit. Mr. Cartwright.

Let me introduce my staff to you. This is my secretary, Miss
Pavlova.

Nice to meet you, Miss Pavlova.

Nice to meet you too. Call me Ann.

| also want you to meet Victor Volgin, our Sales Manager.
You’ve already met Mr. Ivanov.

What does Mr. Ivanov do?

He is our Export-Import Manager... Do take a seat. Would
you like a cigarette?

Yes. Thank you.

Would you like something to drink?
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Cartrignt:
Pospelov:

Pavlova:

Cartrignt:

Pavlova:

Cartrignt:

lvanov:

Cartrignt:

Pospelov:

Cartrignt:

lvanov:

Cartrignt:
Pospelov:
Cartrignt:
Pospelov:
Cartrignt:

Pospelov:

Cartrignt:

lvanov:

Cartrignt:

Er... Yes. I’d like a cup of coffee.

Ann, could you make coffee for us, please?

Certainly, sir. How would you like your coffee, Mr.
Cartwright, black or white?

Black, please.

With sugar?

No, thanks.

By the way, Mr. Cartwright, what is your profession?

I’m an engineer, but at Continental Equipment | work as a
Sales Manager. Here’s my card.

Let’s get down to business, Mr. Cartwright. We’re extending
our business and want to buy equipment for producing some
goods in Russia, rather than importing them from western
countries as we do now. We know that some companies,
including yours, produce the sort of equipment we need.
Your company provides advanced technology and efficient
service, which small companies can’t provide. That’s why
we’re interested in your company.

Yes. | see. You’ll be pleased to hear that the service life of
our equipment has been increased, and also prices have been
reduced.

Would you mind speaking a bit slower, Mr. Cartwright? I’m
not very good at English.

Sure. | said we had increased the useful life of our
equipment.

It’s very interesting, but first | would like to know if it’s
possible to adapt your equipment to our needs.

To answer your question, Mr. Pospelov, | have to visit your
factory and study your requirements.

I’ll show you our factory tomorrow.

What time?

Let me see... | have an appointment with my lawyer at 9 a.m.
How about 10?

That’s fine.

At the moment we are looking for a Commercial Director for
this project so in the future you’ll have to deal with him. If
we decide to buy your equipment, he’ll visit your company
and you’ll discuss the contract with him in detail.

Fine. I’ve got some advertising leaflets so you’ll be able to
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study the main characteristics of our equipment yourself,

Pospelov:  Thank you, Mr. Cartwright. Our driver is at your disposal
during your visit. His name is Oleg.

Cartrignt:  Thank you very much, Mr. Pospelov.

Pospelov:  Well. That’s all ... our driver’s waiting for you. He’ll take
you to your hotel.

Cartrignt:  Goodbye, Mr. Pospelov.

Pospelov:  Goodbye, Mr. Cartwright. See you tomorrow.

Vocabulary Notes:

to get down to business nepenTu K aeny
to extend business pacLIMpATL cepy AeATeNbHOCTY
advanced technology nepefoBble TEXHOMOMK
efficient service 3)(peKTUBHAA CUCTemMa  CEPBMCHOW
noAaepXKu
be interested in 3aMHTepecoBaTbCA YeM-TMO0
service life (useful life) CPOK C/y>XObl
requirements TpeboBaHUS
to look for NCKaTb YTO-1M60 (KOro-nnoo)
advertising leaflets peKknaMHble maTepuasibl
to be at the disposal ObITb B PacropsXeHum
Notes:

AHIMYaHe LWYTAT: MepBoOil Temoil 06Oro pasroBopa SABMSAETCH
noropa, BTOpPOM — Hanorn. B aTOW LWYyTKe ecTb 40/ UCTUHbI — Hesb3s
MPUCTYNUTL K [eny, He YCTaHOBMB C MapTHEpPOM 06o0siee LUMPOKUX, YeM
[eNoBble, OTHOLUEHWA. W 3[4eCb TaK HasblBaeMble «O0OLLME» TeMbl W
YMeHMe MOAAepPXMBaTb «CBETCKW» Pa3roBop MOFYT  COCMY>XWUTb
XOPOLUYHO CyX6Y.

Heo6x04MMO TOMbKO 3HaTb, YTO B pa3HbIX CTpaHax A0/ «CBETCKOW»
beceabl B 06wem o06bemMe MeperoBOpOB MOXET ObITb pasnnyHon. B
cTpaHax bavkHero BocToka, K npymMepy, npsmas f4opora K YyCTaHOB/EHMIO
[e/I0BbIX KOHTAKTOB TMOSABMAETCA TOMbKO TOrfda, Korga napTHepbl B
peXxXrMe «0bLMX» TeM MOKas3aIn NoSIHOe PacrofoXeHWe 1 foBepue Apyr K
Opyry.  ®UHHbI  >Xe  NPeAnoyMTardT  «CBETCKUM»  3/IeMEHT,
MpeALlecTBYOLMIA NeperoBopam, CBECTU K MUHUMYMY, 4YTOObI «[aTb cebe
BOJ1HO» MOTOM — B PECTOPaHe Un cayHe.
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BaXHYl0 po/b B Auanorax UrpatoT Takue KOHCTPYKuuu (BBOAsLLME

OCHOBHYIO KOHCTPYKLIMIO), KaK:

| think — g gymato

| suppose — g nonarato

| believe — s cumnTato, Bepto

| hope — A Hagetocb 1 T.4.

| believe we may get down to business...

AN KOHCTPYKLUN M0O3BONAIOT n36eXaTb HEHY>XHOM

MPSAMOJIMHENHOCTI B BaLLeli MOCbINKe.

Il. Translate the words of one of the talkers into English. Act the
dialogues:

a) - [pocTtuTe... Bbl r-H bpayH?

Yes.

A CseTnaHa NMeTpoBa 13 KoMmnaHun «MHcainaep». 3apaBcTBYMRTeE.
How do you do?

[MoneT npoLuen HopMasibHO?

Yes, thank you. Thank you for coming to meet me.

Mosi mallMHa oXuaaet Bac. Moit BoauTenb NOMoXeT Bam 0HecTu
Bawu yemopnaH.

Thank you.

Mbl HanpaBnsiemcs B Hawl Ogmc, KOTOPbIA HaxoauTca B LEHTpe
ropoga. Ham notpebyetcsa 20 MUHYT, 4YTOObLI Jo6paTbcA Tygda. Bac
XKOET Hall ANPEKTOP NPOU3BOACTBA.

Please remind me his name.

-H ViBaHOB. OH cobupaeTca o6cyauTb ¢ Bamm HekoTopble AeTanu
Hallero KOHTpakTa.

Which hotel am | staying at?

Mbl 3aKkasann ana Bac 0AHOMECTHbI HOMEP C BaHHOW B rOCTUHWULIE
«LleHTpasibHas».

That’s OK. Thank you very much.

I’d like you to meet Mr. Ivanov, our Production Manager.
Paa no3HakoMnTbLCA ¢ Bamu, r-H I/1BaHOB.

Glad to meet you too. Did you have a nice trip?

[a, cnacn6o.

What are your first impressions of our city?
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Ball ropof MHe NOHPaBWU/ICH, XOTA OH OYEHb OT/IMYAETCA OT MOero
ropoga.

Would you like anything to drink?

[a, ecnim MOXHO, YallKy YepHOro Koe 6e3 caxapa, noxanymcra.

Let’s get down to business, Mr. Brown. We’re extending our business
now and want to buy some equipment for making dairy products in
Rubtsovsk. We know that your company produces the sort of
equipment we need.

Hawa komnaHusa npov3soanT 06opyaoBaHMe pasHoro poga. Kakoe
MMeHHO Bac nHtepecyet?

First of all we are interested in churns.

10T BUA 060pYyAOBaHMA  MPOWM3BOAUTCA C MNPUMeHeHVem
NepeioBblX TEXHOMNOIMA W  BKOYAET 3(MEKTUBHYIO CUCTEMY
noanep>XXku. Kpome 1oro, Mbl HeflaBHO YBENYW/IA CPOK €ro C/y>obl.
It’s very interesting. But | wonder if it is possible to adapt your
equipment to our requirements.

[na Toro, 4To6bl OTBETUTL Ha Balu Bonpoc, r-H ViBaHOB, A 10/MKEH
n3y4nTb Balum TpeboBaHus.

Would you like to visit our plant?

C yZ10BOJIbCTBUEM.

MpeacTaBbTe, UTO Bbl BCTpeuyaeTe NPeACTABUTENS  aHIIMIACKONA
KoMMaHun. B asponopTy Bbl yBUAENW MY>XUWHY, BHELIHWA BU[
KOTOPOro COOTBETCTBYET OMMUCAHWUIO TOFO YenoBeka, KOTOpPOoro Bbl
[0/KHbI BCTPETUTb. BbINONHWTE criefytoLme AeACTBUS:

a) 06paTUTECh K HEMY Ha aHI/IMIACKOM Si3blke W Y3HaiTe, TOT NM 3TO

6)

UenoBekK, KOTOPbIA BaM HYXXeH;

npeAcTaBbTe cebs (HA30BMTE CBOE WUMS W (haMUIMIO, a Takxke

KOMMaHuIo, KOTopyto Bbl NpefcTaBnsere);
B) M3BMHUTECH 3a CBOE OMNO3AaHue;
) CpocuTe, KaK OH [oNeTen;
) NPeasioKnTe eMy NPOMTU K Baluein malunHe;
e) CnpocuTe ero, He NOMOoYb 1N eMy AOHECTU ero YeMO/aH;
X) MpefcTaBbTe cebe, UTO 3TOT YESIOBEK OKAa3a/iCA He Tem Ye/l0BEKOM,

KOTOpbI Bam Hy)keH. [lonpocute y 3TOr0 4YenoBeka MpPOLUeHMe 3a
6ecnoKOoMNCTBO.
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IV. TpeactaBbTe, YTO K Bam B KOMMaHMIO npuexan npeactaBUTENb
MHOCTPaHHOW (YpMbl. BbINONHUTE cnefytroLine AenCcTBUS:

a) NpeAcTaBbTeCh CaMyW W NpeAcTaBbTE €My COTPYAHUKOB Balueit
KOMMaHWW C UCMO/b30BaHMEM CNeAYHOLLNX BbIPaXKeHWIA:

Let me introduce myself. I am ... .

Let me introduce my staff to you. Thisis ... . He (she) is ... .
I’d like you to meet ... . He (she) is ... .

May | introduce ... to you. He (she) is ... .

6) cnpocuTe Y HEro, Kakylo KOMMaHWI0 OH NPeACTaB/seT, Kakasi Y HEero
[I0/)KHOCTb, 13 KaKOro ropojia OH Npuexan;

B) CMPOCUTE Y HEro, He XOTeN Bbl OH Yero-HWUbY/ab BbIMUTL; NPeAIOXKNTE
eMy CUrapeTy, yallKy Kode, Yas, coka W T.M.; CMPOCUTE Y HEro, He
6Y/ET N OH BO3paXKaTb, €C/IN Bbl 3aKypuTe;

) Ha3HauYbTE MYy BCTPEYY Ha 3aBTPa U NMOMPOLLANTECH C HUM.

V. Read and translate the text:
Moscow

Moscow is the capital of Russia, its political, economic, commercial
and cultural centre. It was founded 8 centuries ago by Prince Yuri
Dolgoruky. Historians have accepted the year of 1147 as the start of
Moscow’s history. Gradually the city became more and more powerful. In
the 13" century Moscow was the centre of the struggle of Russian lands
for the liberation from the Tartar yoke. In the 16" century under Ivan the
Terrible Moscow became the capital of the new united state. Though in
1712 Peter the Great moved the capital to St. Petersburg, Moscow
remained the heart of Russia. That is why it became the main target of
Napoleon’s attack. Three-quarters of the city were destroyed by the fire
during Napoleon’s occupation, but by the mid-19" century Moscow had
been completely restored. After the October revolution Moscow became
the capital again.

Now Moscow is one of the largest cities in Europe. Its total area is
about nine hundred square kilometers. The population of the city is over 8
million.
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Moscow is one of the most beautiful cities in the world. The heart of
Moscow is the Red Square. It has more historical associations than any
other place in Moscow. The Kremlin and St. Basil’s Cathedral are
masterpieces of ancient Russian architecture. The main Kremlin tower, the
Spasskaya Tower, has become the symbol of the country. On the territory
of the Kremlin you can see old cathedrals, the Bell Tower of Ivan the
Great, the Palace of Congresses, the Tzar-Cannon and the Tzar-Bell, the
biggest cannon and the bell in the world. St. Basil’s Cathedral was built in
the mid-16" century in memory of the victory over Kazan. There is a
legend that Ivan the terrible blinded the architects Barma and Postnik,
because he didn’t want them to create another masterpiece.

There are a lot of beautiful palaces, old mansions, cathedrals,
churches and monuments in Moscow. Now Moscow is being reconstructed
and we all hope that in a few years the city will become even more
beautiful.

There are more than 80 museums in Moscow. The largest museums
are the Pushkin Museum of Fine Arts and the State Tretyakov Gallery.
Other unique museums include the All-Russia Museum of Folk Arts, the
Andrei Rublev Museum of Early Russian Art, Alexei Bakhrushin Theatre
Museum, Mikhail Glinka Museum of Musical Culture and many others.

Moscow is famous for its theatres. The best-known of them is the
Bolshoi Opera House. Drama theatres and studious are also very popular.

Moscow is a city of students. There are over 80 higher educational
institutions in it, including several universities.

Moscow is the seat of the Russian Parliament (the Duma) and the
centre of political life of the country.

Vocabulary Notes:

ancient LPEBHUN

blind OCNENnTb

to destroy paspyLuaTb

legend nereHga

mansion OCOOHSK

masterpiece Leaesp

to reconstruct nepecTpanBaTb, BOCCTaHAB/INBATb
to restore BOCCTaHaB/MBaTb

studio CTyAuS

target MULLIEHb, LUENb, 00bEKT

o7



tartar yoke TaTapcKoe 1ro
unique YHUKa/1bHbIi

V1. Answer the questions:

2
3.
4

© N O

9.
10.
11.
12.
13.

. When was Moscow founded?

When did Moscow become the capital?

. In 1712 the capital was moved to St. Petersburg, wasn’t it? When did

Moscow become the capital again?

What is the total area of modern Moscow?

What’s the population of Moscow?

What places of interest in the centre of Moscow do you know?
What do you know about St. Basil’s Cathedral?

What is there on the territory of the Kremlin?

What are the most famous Moscow museums?

What theatres in Moscow do you know?

Have you been to Moscow?

What is your favourite place in Moscow?

VII. Tell about:

1.
2.
3.

VIII.

The history of Moscow.

The places of interest in Moscow.
Any city (town) you like.
Make a tour:
. of Moscow; 2. of your native city.

WRITING PRACTICE
Types of Business Letters

The are numerous types of business letters.

The more often used are:
Inquires; Replies to Inquires; Offers and Quotations; Sales
Letters; Orders; Packing Instructions; Order Confirmations;
Order Acknowledgements; Invoices and accounts; Collection
Letters; Complaints and Claims; Adjustments; Status Inquires,
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etc.

In addition there are letters of a semi-private nature:

Letters of Application; Testimonials; Congratulations; Condolences;
Invitations; Hotel and Travel Bookings; ‘Thank you’ Letters; Letters
Announcing an Arrival, etc.

Some types of business letters need more explanation. Here it is.

INQUIRIES - You send an inquiry when you wish to have some
information on a product or its sale (after you have seen the product
advertised, or displayed at a fair or exhibition, or you have only heard
about it).

REPLIES TO INQUIRIES - are short letters enclosing the required
catalogues and price-lists, a brochure, etc. Some ‘sales talk’, such as ‘We
are sure our high-quality products will meet your requirements, and we are
looking forward to your early order’ is generally included.

OFFERS AND QUOTATIONS. The word ‘offer’ refers to orally
presented offers, introductory offers, or special offers in shops. A
guotation (in Britain sometimes called a ‘tender’) is a reply to a request for
a quotation, and always includes information on the terms of sale: the
price, terms of payment, terms of delivery, time of delivery, packing,
insurance, etc.

SALES LETTERS - are nothing but advertising, often used when the
seller wants to introduce a new article, to offer a special reduction, or to
promote sales. It is an offer not based on an inquiry.

ORDERS - are usually based on a received quotation, or on a catalogue.
In Britain it is sometimes called an indent. It is short, accurate, detailed,
and usually written on a printed order form.

PACKING INSTRUCTIONS - might be given in the order, or some
correspondence on the subject might be necessary.

ORDER CONFIRMATION (or a Confirmation of Order) — is made by
the buyer of the goods. For example:
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Dear Sirs

We refer to our telephone conversation yesterday
between Mr. ... and Mr. ..., and we confirm our
order as follow: ...

ORDER ACKNOWLEDGEMENT (or an Acknowledgement of Order)
or an Acceptance of Order — is made by the supplier of the goods, i.e. the
seller. He informs the buyer that he has received the order and that he
agrees to deliver the goods. He might also inform the customer about the
shipping date, or other particulars of the delivery.

INVOICES AND ACCOUNTS. One stage in the execution of an order is
to make out an invoice and send it to the customer, either at the same time
with the goods, or later. There are several kinds of invoices (the Consular
Invoice, the Customs Invoice, the Pro Forma Invoice) which are not meant
for payment. The Commercial Invoice is sent to the customer to be paid. It
IS written on a printed invoice sheet, and on it should be shown the
description, quantity and price of the merchandise, discounts, if any,
packing weight, number of parcels or containers, names of forwarders, etc.
— that is every piece of information on the merchandise and its transport. It
IS made in several copies (in export trade 1 original and 15 copies are
considered necessary).

If the customer has got open account terms or monthly account terms with
the seller, he settles his debt monthly or quarterly, or according to the
agreement.

COLLECTION LETTERS remind the costumer of his debt. Nowadays
in big enterprises it is taken care of by the computers, which automatically
send out new invoices if the old ones have not been paid by a set date.
Smaller firms still use collection letters.

STATUS INQUIRIES are sent by the sellers to acquire more information
on their prospective customers, especially on their property status.
Information is collected from banks and firms that have had business
connections with that customer.

LETTERS OF COMPLAINT are sent by the customer when after
having received the goods he finds that they are not up to order. They may
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be of the wrong size or colour, their quality might be inferior, there might
be a shortage of quantity or weight, etc.

LETTERS OF CLAIM are sent by the customer when he claims
compensation for the inconvenience caused. However angry the customer
might be, the letter should stay polite in tone.

LETTERS OF ADJUSTMENT are sent by the sellers in answer to

complaints or claims.

Vocabulary Notes:

quotation

order confirmation
order acknowledgement
invoice

collection letter

status inquiry

npeasioXxeHne, othepTa, LeHa
NoATBepPXKAeHME 3aKa3a

NOATBEPXKAEHWE MOMYyYeHNs 3aKa3a
cyeT-(hakTypa

MHKacCOBOe MopyyeHue

3anpoc O (pMHAHCOBOM  MOJMIOXKEHUN

pMbl

testimonial XapaKTepucTumka (MncbmeHHas),
PEKOMeHAaTeNIbHOEe MUCbMO
condolence c000/1e3HOBaHNE
|. Read and translate the letters:
Letter A:
J. WHITE & CO. LTD.
Photographic Supplies
CAPE TOWN
20 April 20...

James Scott
Photographic Dealer
Durban

Dear Mr. Scott:

Many thanks for your letter of 15 April. We are interested to hear that
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you saw our advertisement in the Camera Review, and appreciate
your interest in the DERVIEW products we stock.

We are enclosing our Terms of Business, where you will find details
of our quarterly discounts, and our price list for the complete range of
DERVIEW products. As you will see, we can grant special terms for
orders of the value you mention.

| will be in Durban myself on 28 April and will be happy to call on
you at any time in the afternoon. Perhaps you would like to let me
know whether this is convenient. | will, of course, bring the complete
range of DERVIEW colour transparencies, which are described in the
catalogue we have sent you today.

| am looking forward to meeting you.

Yours faithfully
(signature)

Letter B:
BARKERS plc
4-6 Kensington Road London SW3 7PM
tel: 020 73375474; fax: 020 73372101
WM/OP
30 January 20

RUSSIAN FABRICS OAO
78 Leningradsky prospect
Moscow 120437 Russia
Dear Sirs

We learn from the Russian Trade Delegation in London that you
produce for export cotton and other natural fabrics. There is a steady
demand here for good and medium quality goods of this type, especially in
pale colours.

Will you please send us your catalogues and full details of your
export prices and terms of payment together with any samples you can let
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us have.
We look forward to hearing from you.

Yours faithfully
William Mackenzie

Purchase Department Manager

Letter C:

Dear Mr. Stanton

| was shocked to hear about death of your partner, Mr. John Brendon
and offer my condolences. He was a fine person and a well-liked man who
will be sadly missed by all who knew him.

Please pass my sincerest sympathies on to his family, and assure
them that all his associates will have only the fondest memories of him.

Yours sincerely
Letter D:

Dear Mr. Camington

| would like to offer my congratulations on your-being elected
chairman of our Trade Association.

No one has done more to deserve the honour, or has worked harder
to promote our interests. You can count on me and my company to give
you any assistance you require in your term of office, and I wish you every
success for the future.

Yours sincerely

I1. Define the type of the letters (A, B, C, D).

I11. Complete the sentences:
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O PE

oo

10.

. We

Many thanks

We are interested to hear

| am looking forward

| will, of course, bring the
complete range of Derview
colour transparencies,
Perhaps you would like to
let me know

. | will be in Durban myself

on 28 April
are enclosing our
Terms of Business

. As you will see,
. There is a steady demand

here
Will you please send us
your catalogues

a) for medium quality goods of this
type.

b) which are described in the catalogue
we have sent you today.

Cc) to meeting you.

d) for your letter of 17 April 20... .

e) that you saw our advertisement in
the Camera Review, and appreciate
your interest in the Derview
products we stock.

f) and will be happy to call on you at
any time in the afternoon.

g) whether this is convenient.

h) we can grant special terms for orders
of the value you mention.

1) where you will find details of our
quarterly discounts, and our price
list for the complete range of
Derview products.

J) with any samples you can let us
have.

IV. Form the sentences from the following words and word combinations:

ok ow

We, special, terms, orders, for, of, value, mention, you, can, grant.

. We, enclosing, are, our Terms of Business, where, find, you, will,
details of our quarterly discounts, price list, our, for, the complete

range of Derview products.

Thanks, many, your letter, for, of 15 April 20... .
I, looking, you, forward to, meeting, am.

You, hope, us, we, a trial order, will send.

GRAMMAR

Perfect Forms

I. Explain the use of the tense forms:

1. By next August I shall have paid $ 1,000 as income tax.
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Noghkowh

o

He has been Managing Director since 2005.

He had left his previous job by the end of December last year.

The phone has stopped ringing.

He will have finished this job by 2 o’clock.

We had passed our English exam by the 3™ of January.

By the end of his university course he will have attended 1,300
lectures.

We have been to Berlin trade fair this year.

| have never worked in the public sector.

I1. Make up sentences from the following notes using Present Perfect:

Patterns:

Ok wh

o

8.

9.

(a) We/sell/components/to the private sector/before/(never).
We have never sold components to the private sector before.
(b) You/have/any experience/in electronics industry/(ever)?
Have you ever had any experience in the electronics industry?

Sykes Consultants/complete/the survey/on the use of/phones in cities
(just).

Many companies/show/interest in/this market (already).

Since 2007/Smallcrown/renew/the patents (annually).

She/think of/changing/her job (ever)?

He/write/series of articles on/the communications means industry
(just).

Murphy/not decide/to accept the offer of/a new job (yet).

The Directors/finish/discussing David’s report/on the BSM-3 project
(almost).

There/be/any consumer demand in/electrically driven vehicles
(never),

David/not tell/them/about Smallcrown’s development plans (yet)?

I11. Put each verb in brackets into either the Past Simple, the Present
Perfect or the Present Perfect Continuous:

It was announced in London this morning that the British Oil

Corporation (discover) oil under the sea near the Welsh coast. The
company, which (drill) for oil in the area since 1990, (find)
small amounts of oil near Swansea last month, and since then
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(discover) larger amounts under the seabed nearby. Last year the
government (lend) over £50,000,000 to BOC, and (give)
permission for the company to build an oil refinery and other facilities in
South Wales.

The reaction of local people to today’s news (be) mixed so far.
Local MPs (already welcome) the news, pointing out that the oil
industry will bring badly needed jobs to the area. But local residents are
worried about the danger of pollution. “Nobody (ask) us yet what
we want”, said Ann Griffiths, leader of the Oil Campaign. “Look what

(happen) when they (find) oil in Scotland in the 1960s. The
oil companies (get) rich, not the local people. BOC __ (not tell)
us the truth about what this is going to mean for our people. A BOC
spokesman later (refuse) to comment. Meanwhile local campaigners

(ask) the government to hold an inquiry.

IV. Translate into English using the required tense forms:

K cepeaunHe 19-ro Beka MockBa 6bla MoHOCTbI0 BOCCTaHOB/IEHA.

Cnacckast 6allHs cTasia CUMBOJIOM Hallei CTpaHbl.

Bbl 661111 KOrga-H1byap B Mockse? — [la, HECKO/bKO pas.

Bam 13BECTHO, UTO CPOK CNY>XObl HaLLero 060pya0BaHNSA YBENNYEH,

a LEHbI CH/KEHbI?

5. Kak gonro Tbl 3HaKOM CO CBOMM HOBbLIM MOMOLLHUKOM? — H 3HaK0
ero OK0J10 ABYyX NeT.

6. 4 M3MeHWN CcBOe MHeHMe 00 3TOW KOMMaHuMK nocne TOro, Kak
MOCeTW/ UX HOBbIW 3aBOA,

7. PaboTa 6yfeT 3akOH4YeHa K NATHWUUE? — He yBepeH. OHM elle He
03HaKOMMW/INCb C HaLLIMMK TPeboBaHMAMN.

8. A n3yumn TexHMYeCKue XapakTepnucTnkKn 06opyaoBaHms, nocse Toro

Kak Nnoslyyns peknamHble Matepuaibi.

W

V. Convert these sentences into the Passive Voice:

1. They haven’t settled the question yet.

They had discussed all the matters by the time we came.

3. They have made several voluntary offers, but have received no
replies yet.

We shall have signed the contract by September.

We have concluded a lot of profitable deals this month.

N

o B
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6. How many orders have they placed with our factory this year?
7. | am sure that they will have delivered the telegram by seven.
8. We had drawn up the plan by that time.

UNIT 4
EXHIBITIONS AND FAIRS

Topics and Situations: At the Exhibition
Text for reading: Trade Exhibitions and Fairs
Writing Practice: The Letter of Enquiry
Grammar: The Infinitive

I. Read and translate the dialogue:
At the Exhibition

Victor Klimenko is at the exhibition which is being held in London.
The stand of one of the American companies has attracted his attention. At
the moment he is talking to Mrs. Foster, the Sales Manager of the
company.

Klimenko:  Good afternoon, Mrs. Foster. I’m the Commercial Director of
a Russian company. Here’s my card.

Foster: Good afternoon, Mr. Klimenko. Have you seen our
advertising material?

Klimenko:  Yes. Your Stand-Attendant gave them to me.

Foster: Does our new processing equipment interest you?

Klimenko: Yes. We are looking for new machinery for our factory in
Novosibirsk. We need to decide what equipment to buy.

Foster: Our new equipment is not a bad choice, Mr. Klimenko. It
corresponds to the highest technical level and the highest
standards existing in the world today.

Klimenko:  But your company has not been well-known until recently.

Foster: You’re right. We have been often considered as a second-tier
player behind some well-known companies like Continental
Equipment and MGM Instruments. Our company was viewed
as one that was only good for some things. That’s changed,
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Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

Foster:

Klimenko:

processing equipment
to correspond to smth.
performance

we’re now respected as a company as capable as Continental
Equipment in our field.

| was impressed by the performance of your equipment. I’ve
seen a lot of similar systems at the exhibition ... but your
equipment outperforms them.

We’ve worked hard and we’ve achieved some success, Mr.
Klimenko.

How long is the guarantee for your equipment, Mrs. Foster?
Twelve months from the start-up of the equipment, this is
standard.

How long will it take you to deliver two sets of this
equipment to Novosibirsk?

Of standard design?

Yes.

Two-three weeks from the date of payment.

And to put it into operation?

Two-five days depending on the model.

Is it possible to arrange training for our operators in your
training centers?

What kind of training, Mr. Klimenko?

To teach them to operate the equipment properly.

There is no need to send your specialists to our training
centres, Mr. Klimenko. The equipment is fully computerized.
It’s easy for even inexperienced personnel to operate it.

Fine. We are also very interested in maintenance.

We provide technical support for all our equipment.

And could you tell me if it’s possible to adapt your
equipment to our conditions?

| think you’d better discuss it with our Consultant, Mr.
Berger. At the moment he’s over there, by the next stand.
He’ll reply to all your questions concerning the design of our
equipment.

Thank you, Mrs. Foster.

Vocabulary Notes:
TEXHO/I0rMYeckoe 060py0BaHme
COOTBETCTBOBATb YEMY-/IMO0

TEXHNYECKUNE XaPaKTEPUCTUKMN,
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JKCryartaynoHHbIE Ka4eCTBa

start-up MyCK, npuBeaeHne B paboyee COCTOAHMNE

training NoAroToBKa, 00y4yeHue

maintenance TEXHNYECKOe 06CNy>KMBaHMe

until recent times 010 NOC/eAHEro BPeEMeHH!

to outperform NpeBocxoamTb (N0 3hPEKTUBHOCTH,
TEXHUYECKNM XapaKTEPUCTUKAM)

second-tier player BTOPOPa3PSAAHbIA UTPOK

II. Find in the dialogue word expressions close in meaning to the
following:

to be consistent with smth.; famous; machinery; technical
characteristics; setting in motion; fair; to set smth. to work; service;
relating to smth.; common.

I1l. Give English equivalents to the following Russian words and
expressions:

PEKNaMHble  MaTepuanbl;  TEXHONMOTMYECKOe  060pY/0BaHVE;
COOTBETCTBOBATb HaMBbICLLIEMY TEXHWYECKOMY YPOBHIO; A0 MOCNEAHEro
BPEMEHW; BTOPOPa3psiAHas KOMMaHMS; CUMTATbCs PaBHbIM, TEXHUYECKUE
XapaKTePUCTUKKN, MPEBOCXOANUTL, [0OUTLCS ONPeeNeHHbIX YCMEXO0B;
rapaHTUiHbIA CPOK, C MOMEHTa MyCKa, CTaHAapTHasi KOHCTPYKUWS; C
MOMEHTA OMNaThl; BBECTU B 3KCM/yaTaUuio; OpPraHuW3oBaTb MOArOTOBKY;
HEOMbITHbIA  MEPCOHa/I;  TEXHUYECKOe  OOCMY)KWUBaHWE,  BOMPOCHI,
KacatoLLmecst KOHCTPYKLMN.

IVV. Complete the dialogues and reproduce them in pairs.
a) Starkov:

Williams: Good afternoon, Mr. Starkov. Have you seen our advertising
materials?

S.

W.: Does our new electronic equipment interest you?

S..

W.: Our new machinery corresponds to the highest standard existing in
the world today.

S.:

69



W.: We’ve worked much and achieved some success, Mr. Starkov.
S.
W.: Twenty four months from the start-up of the equipment.
S.
b) Starkov: How long will it take you to put this equipment into operation?
Williams:
S.: Is it necessary to teach our specialists to operate the equipment
properly?
W.:
S.: Fine. And what about technical support?
W.:
S.: Thank you, Mr. Williams.

V. Translate into English:

A.:

B.:
A.:

A Hagerocb, BaM MOHPaBUTCA Halle HOBOe MPOU3BOACTBEHHOE
0bopynoBaHue.

JTO Balla nocneaHsas pa3padborka?

[da. Hawe  ob6opynoBaHve  COOTBETCTBYET  HauBbICLLUEMY
TEXHUYECKOMY YPOBHIO M CTOMT [elleBne, 4eM 060pyaoBaHMe
apyrux pupm.

OpHako Balwa komnaHua o nocrefHero BpeMeHu Obina He O4YeHb
N3BECTHOWA.

Bbl npaBbl. HO Hac Henb3d cumTaTb BTOPOPa3psAHOM KOMMaHMWeN,
TaK KaK Mbl MHOIO paboTtann 1 JOO6UInUCh onpeaeneHHbIX YCrexos.
[a, 5 6bIN1 NPUATHO YAMBEH, KOr4a NMO3HaKOMWU/ICA C TEXHUYECKUMMU
XapakTepucTMkamn Ballero obopyaoBaHus.

VI. Read and translate the text:

Trade Exhibitions and Fairs

Trade fairs and exhibitions usually attract thousands of visitors and

many potential buyers among them. So trade associations of our country
never lose a chance to exhibit their products at international fairs and
exhibitions both abroad and at home. They help to promote goods to new
markets and launch new products in the markets already developed.

A great deal of profitable business is done at commercial centres at
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the exhibitions: new contacts are made, new transactions are concluded,
new orders are placed and new markets are established.

This work goes on after the exhibitions as well: enquires are sent out
for the goods our national economy requires and offers are made for new
products.

There are traditional fairs and exhibitions that are held annually or
twice a year. Some fairs and exhibitions are organized on and off and they
are devoted to scientific achievements in this or that field of national
economy. They are called accordingly: “Chemistry-2001”, “Automation-
2003”, *“Electronics-2008”, etc. There are also a lot of specialized
exhibitions such as “Mining-2005”, “Technologies of Security” and the

like.
Vocabulary Notes:
to attract NpuBneKaTb
chance YOO06HbIV CcnyYai (BO3MOXHOCTb)
to lose (lost, lost) a chance YNYCTUTb BO3MOXKHOCTb
to promote Cnoco6CcTBOBaTh, BHEAPSATh
to launch MyCcKaTb B X0A, HAYMHaTb, 3arycKaTb

VII.

1.

B w

to launch new products

3HAKOMUTLCA C HOBbIMW TOBapamu
(BbIMyCKaTb Ha PbIHOK)

to conclude 3aKNYaThb

to conclude a contract (a deal, 3aknto4yaTb KOHTPAKT (CAENKY,
an agreement) cornatleHue)

order 3aKas

to place an order with smb.
annual

on and off

like

Answer the questions:

fairs and exhibitions?

pa3meLLaTb 3aKa3 y Koro-nméo
eXXerofHbii

BPEMS OT BPEMEHMU

HeyTo NoaobHOoe, NOX0oXKee

Why do trade associations never lose a chance to take part in trade

. Do fairs and exhibitions only help to promote the products that are
being already produced? What else do they help to do?

What is done at commercial centres at the exhibitions?
What work is done after the exhibitions?
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5. What kinds of fairs and exhibitions do you know? Give examples.
6. What is a specialized exhibition? Give examples.

VIII. Agree or disagree with the following statements. Give your reasons.
Use the formulas:

For agreement For disagreement
That’s right ... That’s wrong ...
Undoubtly ... | don’t think so ...
Exactly ... Quite the opposite ...

1. Trade fairs usually attract a lot of domestic and foreign companies.

2. Among visitors of exhibitions and fairs there are a lot of potential
buyers.

3. Trade associations of our country take part only at the exhibitions

and fairs held at home.

Trade fairs help to promote goods only to new markets.

A great deal of profitable business is done at commercial centres of

the exhibitions.

6. Commercial work is completed after the exhibitions as a rule.

Traditional fairs are organized on and off.

8. Specialized exhibitions concern with a definite field of industry or
science.

o B

=~

IX. Tell about an exhibition or a fair. The following questions will help
you.

1. Have you ever visited a fair or an exhibition?
2. When was it?

3. What kind of exhibition was it?

4. Where was it held?

5. What were the commercial results?

6. What were your impressions of it?

X. MpeactaBbTe, YTO Balla KOMMaHMs NPUHUMAET y4YacTue B BbICTABKE U
NpeAcTaBnseET Ha CTeHAe CBOM u3aenms. K Bam ¢ BONPOCOM NO/OLLIEN
NpeAcTaBUTENb aMEPUKAHCKOM KOMMNaHWW. BbINOAHUTE cnefytowue
NencTBu:
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— MnpefcTaBbTeECL CaMW W CMPOCUTE, KakKyld KOMMaHWK  OH
npeACTaB/AET;

— Y3HalTe, YTO MMEHHO 3aMHTEPECOBAsIO ero B Balleid 3KCMO3ULNN;

— ONULWINTE OCHOBHblE TEXHUYECKME XapaKTEPUCTUKUA  U3OENNMN,
KOTOpble MPOU3BOANT NNO0 AUCTPUOLIOTOPOM KOTOPbIX ABNSETCH
Ballla KomnaHus;

— OTMETbTE T€ 0COBEHHOCTU U3ENNIA, KOTOPbIE, N0 Balluemy MHEHUIO,
BbITOAHO OT/IMYalOT MX OT aHa/lorMYHbIX TOBapoB Balinx
KOHKYPEHTOB;

— YKaXKMUTE, Ha KaKOW CPOK CNyXObl paccuuTaHbl Bawim wu3nenus,
KakoBa  MPOAO/MKUTENbHOCTb  FapaHTUAHOIO  CPOKa,  KaKyto
noafep>xkKy Balla KomnaHMsa OKasbiBaeT Mob30BaTensaMm 3TuX
n3aenni, CKoNbKO U3AENNIA N B KaKne CPOKK Ballla KomnaHus rotosa
NOCTaBUTb MOKYMaTen:o.

WRITING PRACTICE
Nncbmo-3anpoc / Enquiries

MCbMO-3aMpoc  J0/MKHO ObITb KPaTKUM W MPOCTbIM, MO3TOMY
MHOrve (OMpMbl UCNOMb3YHOT A1 3TUX Liefield nevaTHble 6/1aHKN-3amnpochl
(printed enquiry forms). B nucbMe Takoro poga aBTOP KPaTKO W YeTKO
COOOLLAeT TO/MILKO O TOM, YTO ero MHTepecyeT. Horga aBTop MMcbMa
X0YeT y3HaTb OT (hMpPMbI-NoCTaBLUMKa / afpecaTa LieHY Ha 3aKasblBaemble
TOBapbl M NnaTy 3a NpoJaxy npaB B CBOEM 06nacTu. B Taknx cny4vasx B
MMCbMe-3arnpoce OH 0CBEAOM/IAETCA TakKe 00 YCTyrnKax (CKMAKax B LieHe)
N [enaet CBOW MpeasiokeHus. WMHbIMM cnoBamu, B MUCbMe-3anpoce
OO/MKHO ObITb ACHO WM [OCTAaTOMHO MOSIHO WM3/10)KEHO BCe TO, 4TO Bac
nHtepecyet. OfHAaKO MUCbMa-3amnpocbl He HasiaratT  KaKux-mbo
0643aTeNbCTB M0 NPUOOPETEHNIO TOBApA.

Ecnn Bbl nnwimvTe NMCbMO-3amnpoc (PUpMe-nocTaBLLnKY, C KOTOPbIM
Bbl paHblUe He MMenn [eNoBbIX CBA3eW, TO Bbl B CBOEM MUCbME AOJIXKHBbI
yKasatb, Kakum o06pa3om Bbl y3HasvM HasBaHvMe W afpec (MpMbl —
MOTEHUMaNbHOro [enoBoro napTHepa. Kcraty, Takyk MH{OpMauunto
MOXHO MOMy4nTb B MOCOSIbCTBE, B KOHCY/bCTBE, B Toproson nanate. O
TOBapax MoTeHLUMaIbHOro fe/I0BOro napTHepa Bbl MOXKETE y3HaTb Takxxe
Ha BbICTaBKe W/ TOPro.ow apmapke. NMnucbMo-3anpoc Bbl MOXeTe nucaThb
TaKXKe Mo pekoMeHjauun CBOEero [efioBoro napTtHepa Wi Ha OCHOBaHUW
peKnambl 13 raseT v XypHanos. Kpome Toro, B cBoemM nmncbMe Bbl AO/KHbI
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COO6LLUNTL O npeanonaraeMoM 06beMe 3aKa3a Ha TOBapbl, cnpoce Baulei
(MpMbl Ha TOBapbl, KOTOPbIMKA TOPryeT (PUMpma-nocTaBLMK, a TakXe 0
TOM, 4TO Bbl X0Tenu, 4toObl NOCTaBLUMK Bbicnan Bam. Hepeako NMcbMO-
3anpoc (upma-nokynaTenb MocbiaeT ¢uUpPMe-rnocTaBWMKy C  Le/bio
MONYYeHUsT OT Hee KaTa/loroB, MNPENCcKypaHTOB, AUCKOHTOB (CyMMma
YUYETHbIX Onepauuii), a Takxke MHpopMaLmmn o cucteme / hopmax onnarhl,
BPEMEHM MOCTaBKM TOBapoB. B 0TAeNbHbIX CAyyadaX B MUCbMe-3arnpoce
MNPOCAT BbIC/ATb COOTBETCTBYIOLUME 00pa3Lbl TOBapoB. lNucbMo-3anpoc
3aKaHUMBAETCA 3aK/HUNTE/IbHLIM NPea10XKeHNEM.

CXemaTnyecKmn CTPYKTYpY NMcbMa-3anpoca MOXKHO NpeAcTaBUTb
cnefyrowmm obpasom:

1. Ccbinka
OTKyaa A y3Han o upme? NCTOUYHUKN MOUX CBEAEHNIN O hupMe.
2. IMoBoA / NpuyKnHa; KpaTKoe onncaHne COCTOAHUS pbiHKa
Mo Kakoi npuynHe / No0 KaKoMy nosoay A nuLly?
3. MNpeamet
UTo A xoTen 6bl y3HaTbh? O Yem A npowy? (onucaHwe ToOBapa,
npegnonaraemblii 06beM 3akasa, BO3MO>KHbIA CPOK MOCTaBKKW, YCNOBUSA
nocTasKu, (popMbl OMfaThl, LieHa Ha ToBapbl)
4. 3aKN4nTENbHOE NMpeasioXeHne
Hage>kaa Ha HesameaMTeNbHbI / CKOpbIA 0TBET.

USEFUL PHRASES AND SENTENCES
FOR MAKING ENQUIRIES

Opening lines

=

We read your advertisement in ...

We have heard of your products from ...

3. Your advertisement in this month’s issue of ... states that you can
offer ...

We have seen your current catalogues showing ...

Your name has been given us by ...

We saw your products demonstrated at the Leipzig Fair this year and
would like to know whether you could send us ...

N
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Indicating the state of the market

We are interested in buying (importing, etc.)

We are distributors / retailers (po3Hu4yHble Toprosupl) / wholesalers
(onToBuKwK) / importers in the ... trade, and would like to get in touch
with suppliers / manufactures of ...

There is a large market here for your products.

Our company was founded in ...

For over ... years our company has imported from western countries.
As distributors we have a large network of ...

There is a promising market here for high quality pocket calculators,
and we may be able to place large orders with you.

There is a steady demand here for good and medium quality sports
shirts of the type you manufacture.

. You can count on a brisk turnover if prices are competitive/popular

(KOHKYPEHTOCMNOCOOHbIW/06LLeoCTYNHbIA)  and  deliveries  are
prompt.
We would like to represent your products in the Siberian market.

Asking for information

. Will you please send us your catalogues / leaflets (6powutopsl) and
price list for ...
. We would be glad to receive specification of your new model,

together with your current export price list and details of trade
discounts.

We would appreciate a sample of each of the items listed above.
Would you kindly quote your best prices and terms of payment for

We would like to have further details about ...
We are also interested in your terms of payment and discounts
offered for regular purchases and large orders.

. Please let us know what quantity (konu4yectBo) you are able to

deliver till ...
Closing sentences

Thank you in advance for any information you can give us.

. We hope to hear from you shortly.
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3. We would appreciate a prompt answer.

4. We are looking forward to hearing from you / receiving your detailed
quotation (npegnoxkeHne) / prices / reply as soon as possible / full
range of priced patterns (NO/HbIN aCCOPTUMEHT 06Pa3LOB C LieHamW).

|. Read, translate and discuss the letters:

Letter A:

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

25" February, 2007
Dear Sirs,

We read your advertisement in the ‘Pet Magazine’ of 25"
December. We are interested in buying your equipment for producing
pet food. Would you kindly send us more information about this
equipment:

— price;

— dates of delivery;

— terms of payment;

— guarantees;

— if the price includes the cost of equipment installation and staff
training.

Our company specializes in distributing pet products in Russia. We
have more than 50 dealers and representatives in different regions and
would like to start producing pet food in Russia. If your equipment
meets our requirements, and we receive a favourable offer, we will be
able to place a large order for your equipment.

Yours faithfully,

(signature)

V. Smurov
Export-Import Manager
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Questions:

1. What kind of equipment do the Buyers want to purchase?
2. What does the Buyers’ company specialize in?

3. Do they want to extend their business?

4. In what case are they going to place a large order?

Letter B:

A. Zimmerli A.G.
Import-Export Merchants ZURICH

Messrs. W.H. Strong and Co.
73 Crimea Road
London SE 25 3NF
England
13 May 2008
Dear Sirs

Your name has been given us by our business associate Mr. J.
Mieller, who informed us that they have been doing business with you for
some years.

We are retailers in the leather goods trade, and would like to get in
touch with suppliers of good quality leather articles. As retailers we have a
network of boutiques all over the country.

Will you please send us your current catalogues and price list. We
are also interested in discounts offered for regular purchases.

Thank you in advance for any information you can give us.

Yours faithfully
Zimmerli A.G.

Bruno Shmidt
Export Manager

Questions:

1. Where did the prospective customer learn the address of the
manufacture?
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2. What goods are the Buyers interested in?
3. What kind of information do they need?

Letter C:
EFHU Ltd.
7 Victoria Street
Oxford OX1 2BJ UK
MM/OP
15 May 20

Mr. Peter O’Dennel

Head of Sales Department
UPF Electronics

15 Kildare Street

Dublin 2

Ireland

Dear Mr. O’Dennel

Some time ago we purchased from you JF 72 battery powered pocket
calculators.

As this model was so popular with our customers, we would like to
know if it is still available. If so, would you kindly advise us of your terms

of payment and any quantity discounts available. Could you also include
details of any new models in the same price range.

Sincerely yours
Maria Mann

Sales Assistant

Questions:
1. Is it the first enquiry?

2. Why does the Buyer want to know if the model is still available?
3. What information would the Buyer like to have?
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Letter D:

e-mail

From: Peter Atkins <leatherworld@aol.com
To: Beatrice Brezini <acad.brezini@it.com
Sent 23 March 20 13.54

Subject: enquiry

Dear Ms. Brezini

We learn from Farmex that you are producing for export hand-made
gloves in a variety of natural leathers. There is a steady demand here for
gloves of high quality and although sales are not particularly high, good
prices are obtained.

Would you please send me a copy of your glove catalogue, with
details of your prices and terms of payment. | would find it most helpful if
you could also supply samples of the various skins in which the gloves are
supplied.

With the best wishes
Peter Atkins

Sales Manager
Questions:

1. Where did the foreign importer learn the address of the firm?

2. Do you think the Manufacturer would be interested in doing business
with the firm? Why?

3. What information does the writer of the enquiry want?

4. Why does the prospective customer ask for samples?

I1. Give the English equivalents:

UnTaTb PEKMaMHOe OObSBNEHME, YCNOBMS NaTeXa, CTOMMOCTb
YCTaHOBKW 060pYy/10BaHUS; 0TBeYaTb TPeOOBaHUAM; MOMy4aTb BbIrOAHOE
NPeanoXKeHne; pasmMecTUTb  KPYMHbIA  3aKa3; [Ae/loBOM  MapTHEP;
PO3HWYHbI TOProBeL,;, TOProBNst KOXKaHbIMU U3AeNNAMM; NOCTABLUMK; CETb
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MO/JHbIX MarasvHOB, CKWKW MNOCTOSHHbLIM MOKYMNaTensMm; MOKynaTb;
Ka/IbKyNSATOp, paboTalolimii Ha 6GaTtapelikax; No/b30BaThCs CMPOCOM Y
MOKYNaTeseit; CooOLWMTL YCIOBUS MaTeXa; AManas3oH LeH; CKUAKM Ha
KO/IMYECTBO, UMETb B HaMUMM;, 0OLEM MPOAAXK HEBLICOKWIA, NOMYUUTH
XOPOLLIME LiEHbI; YCTOYMBBIIA CNPOC; NOCNaTh 06pasLbl.

I11. Fill the blanks with one of the following words, use the correct verb-

form:

1. to send 9. to be very popular with

2. suppliers 10. to read an advertisement

3. price range 11. of not less than 100 items

4. retailers 12. to advise/inform

5. to receive a favourable offer 13. export prices

6. a large order 14. to produce for export

7. to purchase 15. terms of payment

8. for payment 7 days from the
date of invoice

1. We can allow a special discount ... .

2. Two years ago we ... from you a range of steam irons which proved
... our clients.

3. A quantity discount is given on purchases ... .

4. Would you ... us more information about this model.

5. We ... in the Manchester Express.

6. We would be grateful if you ... us of the terms of payment and
delivery dates.

7. The present models have several additional features and are in the
same ... .

8. If we ..., we will be able to place ... .

9. We are ... in the pet products trade, and would like to get in touch
with ... of pet food in Russia.

10. We learn from the Russian Trade Delegation in London that you ...
cotton and other natural fabrics.
11. Will you please send us your catalogues and full details of your ...

and ... .

V. Complete the following sentences in English:
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10.

11.

12.

13.
14,

. We (npouvtanu Balle peknamHoe 06bsBneHue) in the Business

Magazine.

Your name has been given us by (Hawmm AenoBbIM NapTHEPOM).

We are (po3Hun4yHble TOprosubl) in the leather goods trade and
(xoTenn 6bl cBsA3aTbcA ¢) manufactures of medium quality leather
articles.

You new range of Steam Irons (nonb3yerca cOpocom Yy
nokynatenein) and we are interested in your (ycnosusi nnarexa) and
discounts offered for (KpynHble 3aKasbl U perynsapHble 3akynkn).

As retailers we have (ceTb MOAHbIX MarasuHoB).

There is a large market here for (BbICOKOKA4YeCTBEHHbIE
Ka/IbKynATopbl Ha 6aTaperikax) and we may be able to (pa3mectuTb
KpynHble 3aKa3sbl) if prices are (npnemnemsle).

We are also interested in new models in the same (gmMana3oH LUeH).

If your equipment (6yeT oTBeYaTb HalimMm TpebosaHnam) we will be
able to (pasamecTuTb KpynHbIiA 3aKa3) with you.

. There is (ycTonumsbIdi cnpoc) here (Ha TOBapbl CPeAHEro W

XOpOLLero Kayecrtsa).

We are looking forward to receiving (nogpobHoe npeanoxxeHve u
MOJIHbIA aCCOPTUMEHT 06Pa3LOB C LeHamn).

Our company intends to place a substantial order provided you
guarantee (CBOEBPEMEHHbIE NMOCTaBKM).

A buyer is ready to place (3HauuTenbHbIn 3anac) provided the
supplier allows (Toproeble CKUAKN N CKUAKW 338 KONNYECTBO)

We usually allow a 30% trade discount to (BceM ONTOBMKaM).

We (c HeTepneHueM Xaem oTeeTa) from you.

V. Translate into English:

1.
2.

Baluu aenosble NapTHePbI peKoMeHJoBa M Bally dhupmy.

Mbl OyaeM npu3HaTeNbHbl, €CnM Bbl BbIWIETE HAM  MOJHbI
acCOPTUMEHT 06pasLoB C YKa3aHMEM LIEH, a TaKxe Balun ycnosus
nnaTexa.

B Haweli cTpaHe CyLECTBYET YCTONUMBLI/A CMPOC Ha TOBapbl
XOPOLLIEr0 U CPeIHEro KayecTBa.

Halla KOMNaHUs roToBa PasMecTUTb 3HAYMTENbHBIA 3aKa3, HO Mbl
XOTENN Obl, YTOObI Bbl NpuUcnan Ham 06pasLibl U TEKYLLWIA KaTasor.

Mbl 03HaKOMUNNCL C Balivm peknamHbIM 06bSBEHUEM U XOTENW
bl MOMYYNTb KaTa/IOrU C YKa3aHWEM LEH, YCNOBUIA, a TakxKe CKUIO0K
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ANS PO3HUYHBIX TOProBLUEB N ONTOBUKOB.

6. Mbl rotoBbl Kynutb y Bac 500 M TKaHM Npu yCcnoBun, 4YTo Bbl
naante 15% cknaky.

7. Mbl TOPryem B po3HuLY U3OENNAMU U3 HATYPASIbHON KOXN U XOTeNN
Obl CBA3ATLCA C MPOU3BOAUTENAMU, T.K. Y HAC eCTb CETb MarasvHoB
M0 BCeil CTpaHe.

8. Mbl 6yfieM npu3HaTenbHbl 3a 6bICTPbIA OTBET.

VI. Fill in prepositions in the letter:

Gentlemen:

We have heard your products your Sales
Representative Mr. J.Marsh.

We are wholesalers the footwear trade, and would like to get

touch manufactures sports shoes. There is a promising

market here high quality sneakers and we’ll be able to place
substantial orders with you.

We would appreciate a sample each the items listed
your current catalogue. We are also interested your terms of
payment and discounts offered regular purchases.

We are looking forward hearing you.

VII. Translate the letter into English:
A) YBaxkaeMble rocrnogal

B bputaHCKOM noconbCTBe B [lapuke Mbl y3Haau, 4to Bbl
MPOM3BOAMTE Ha 3KCMOPT CYMKM W TMepyaTku pPy4vyHO paboTbl U3
HaTypasIbHOW KOXW.

B HacTosllee Bpema BO PpaHLMU CYLLECTBYET CMPOC Ha TOBapbl
BbICOKOI0 KayecTBa Mogo6Horo tuna. O6beM MpofJaXk HEBLICOK, HO Ha
TOBapbl Hanbonee MOLHOIO [Au3ailHa Morna Obl ObiITb  Ha3HaveHa
NOCTAaTOYHO XOpoLUas LieHa.

[MoxanyicTa, BbILWIMTE HAM Ball Katasior ¢ noApoOHbIM nepeyHem
BalLIMX 3KCMOPTHbIX LieH, YCMOBMIN onsaTbl, a Takxke obpasupbl (samples)
KOXW, UCMO/MIb3yeMble B BalUMX W3LeNnNAX, U, eCn BO3MOXXHO, 06pasubl
(specimens) camoro ToBapa.
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C HeTepneHunem »aem Ballero oTseTa...
B) YBaxkaeMble rocrnogal

Mb! yBuaenn Bally KOMnekumio CBUTEPOB Ha BbiCTaBke B ["ambypre
B MPOLL/IOM MecsiLe, U OHa NMPou3BeNa Ha Hac 60/bLLIoe BrneyaT/ieHme.

Mbl npeacTaBnsieM CeTb  PO3HWMYHbLIX MarasMHOB W ULLEM
N3roTOBUTENS, KOTOPbIA MOr Obl MOCTaBUTb LUMPOKUIA acCOPTUMEHT (a
wide range of) cBMTepoB A4/19 NOAPOCTKOB.

Tak Kak 06bl4HO Mbl pasmMeliaem O0MblUMe  3aKasbl, Mbl
paccuynTbIBaeM MONYUYMUTb CKUAKY 3a KOJIMYECTBO.

Ecnu Haw 3anpoc npeacTaBnseT ana Bac nHTepec, coobLnTe, Kakoe
KO/iMyecTBO Bbl  MoOXeTe pgoctaButb Ao 1-ro  anpensd. BblwnuTe,
NoXanyincTa, TEKYLLMIA KaTanor U NPencKypaHT.

Hapeemcs Ha CKopblii (BbICTPbINA) OTBET.
C yBaxkeHuewm, C. [eTpoB
VIII. Compose letters in English:

A. You have seen an advertisement in the trade press for office furniture
made in ltaly. Write to the manufacturer, asking for full details.

B. You have seen an advertisement in the “Overseas Electrical Review”
for an English small motor. Your firm is an importer of electrical
equipment. Write a letter enquiring for full details.

C. Write a letter of enquiry on behalf of your firm to Yorkshire Woolen
Company, England, asking for patterns of woolen cloth for men’s
suits.

D. Write to Jackson & Sons for their current catalogue and price list of
electric clocks. You are particularly interested in wall clocks for which
you would probably have good sale if the prices are right. Ask for the
terms and delivery dates.

GRAMMAR
Infinitive
|. Choose the correct variant:
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| want them (to arrange/arrange) training for our operators.

You’d better (to discuss/discuss) it with our Consultant.

We need (to decide/decide) what equipment to buy.

Your company is known (to be/be) a second-tier player.

Please let me (to think/think) it over.

Would you rather (to go/go) home or stay here?

Why not (to organize/organize) an international exhibition next year?
Can | (to help/help) you?

. Our Marketing Director made us (to visit/visit) this specialized

exhibition.
Let us (to go/go) to the commercial centre.

I1. Define the form of the Infinitive:

-

COONDUTAWNE

| am glad to have been working with you all these years.
| want to learn French.

| am sorry to have troubled you.

He does not like to be asked questions.

We are glad to have been invited to the fair.

He seems to be reading a report.

It is impossible to put the equipment into operation now.
When to leave will be announced later.

The letters to be posted are on the table.

They are declared to have signed a very big contract.

I11. Define the function of the Infinitive:

OO E

©ooNS

What to answer them must be thought over.

Tell me how to do it.

I’ve got a call to make.

When to begin will be announced.

| don’t know whether to put this equipment into operation or to wait
for their specialists.

The first thing to do is to promote our goods to new markets.

He is hard to deal with.

They are certain to exhibit their products at our annual exhibition.

He was the first to come.
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IV. Translate the sentences:

He is said to be working on his report.

The exhibition was supposed to be making good progress (a success).
Do you really want them to attend the fair?

| would like you to hurry them up.

| saw him watch our new machinery.

She told me to find out about the guarantee for the equipment.

He asked me to check the facts.

We expect them to take part in our annual exhibition,

We consider this company to be a second-tier player.

They were declared to have taken the first place.

Coo~Noanr~wNE

[

V. a) Make up some sentences:

The first thing to discuss — is to work out a plan.
The main problem to solve — was to approve the plan.
The next step to take — is how to finance it.

— is to get in touch with them.
— is how to organize it.
— was to provide technical support.

b) Translate the sentences:

1. Camoe rnaBHOe, YTO HY)XXHO 06CYAWUTb, 3TO — KakK OpPraHn3oBaTb
HaLly BbICTaBKY.

2. lNMepBoe, 4YTO HYXHO cpAenatb, 3TO HayyuTb WX paboTaTb C
obopyaoBaHMeM,

3. Cnenytoulee, 4YTO HY)XXHO cAenatb, 3TO 00CyAMTb BOMPOCHI,
KacaroLmecs KOHCTPYKLUUN Hallero 06opyaoBaHus.

VI. a) Make up some sentences:

I’ve got nobody - todo

We’ve got a question — to make

He’s got a call — to consult

Have you got | nothing — to be proud of
a lot of things — toask
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— to be afraid of
— to say
— to speak of

anything

b) Translate the sentences:

W

5.

MHe HY>XHO NO3BOHUTb.

Ham Hy>XHO 06CyAMTb MHOIO BOMPOCOB.
HaMm Hy>KHO HalTK HOBOE 060pYA0BaHME.
Bam Hedem ropamtbca. Bbl Bbirnagure,
KOMMaHus.

Y Hac ecCTb, UTO nokasatb. Mbl O06UNCH ONpPeeNeHHbIX YCNeXoB.

KaK BTOpOpa3psaHas

VII. a) Make up some sentences:

I

We
You
They

heard him — speak to the consultant
saw her — take part in the fair

watch us — go to the commercial centre
made them — discuss the prices

let — operate the equipment
want — to organize an exhibition
wish — to see their new machinery
expect — to show the new equipment
would like — to answer their questions

b) Translate the sentences:

W

2

VIII.

A cnbiwars, YTo OHKU 06CYXKAAOT Npobnemy.

OHW XOTAT, YTOObI Mbl NPUHANN YYacTIE B BbICTaBKE.

OHW 0XNAaroT, YTO Mbl OpraHu3yemM NoAroToBKY 1UX OrnepaTopoB.
OHM XOTAT, 4YTOObI rapaHTUMHBLIA CPOK Hallero 060pyaoBaHUA
COCTaBNAN ABaAUaTh YeTblpe Mecsla ¢ MOMEHTA MycKa.

A BUAEN, YTO OHW MOLLIM B KOMMEPYECKMIA LEHTP.

OHM NO3BONW/IM HAM NOCMOTPETHL UX HOBOE 060PYAOBaHMe.

a) Make up some sentences:
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Jack
They

is considered (to be) | — a good specialist
are known (to be) — to have taken part in the fair

Fifteen companies | were reported (to| — asecond-tier player

be) — competent and efficient

b) Translate the sentences:

e

Hac cumTanu BTopopaspsgHO KOMMNaHnei.

Coo06LLaroT, YTO BbICTaBKa OTKPOETCH B NMOHEAENbHUK.

M-p beprep cumMTaeTca OYEHb XOPOLLUNM CMELNAINCTOM.

3BECTHO, 4YTO UX 060pYyAOBaHWe YAOBMETBOPSET CaMbIM CTPOrUM
TpeboBaHNAM MeXAyHapOAHbIX CTaHAAPTOB.

UNIT 5

BUSINESS TRIP TO A FOREIGN COUNTRY

Topics and Situations: Business Trip to a Foreign Country
Text for reading: At the Customs House

Writing Practice: Customs declaration

Grammar: Indirect Speech / Reported Speech

I. Read and translate the dialogues:

AV.:

AV.:

AV.:

AV.:

1. Alex Volkov and Polina discuss the preparations.

Hallo, Polina. How’s life?

Fine.

Good. Now please report to me on what you managed to do
yesterday.

Well, | handed in our forms and photos for visas. They promised to
get them ready by the 15" of April, they couldn’t prepare them
earlier.

All right, what about the tickets?

We’ll just have to collect them at the Travel Agency.

That’s fine then.
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AV.:

AV.:

**k*k

Well, | learned quite a lot about our taking our goods with us. First
of all, if we want to send our freight by sea we have to obtain a bill
of lading. But we must get a customs entry bill in any case. And if
our cargo is dangerous, we must declare that it has been safely
packed.

. Oh dear! By the way, have all the papers been prepared for the

products we are taking to Canada?
Oh no, not yet. The list of goods — 35 in all — has been confirmed by
our Foreign Trade Department, that is it has been signed and sealed.

. What about the weight? Can we transport by air?

Yes, we can. The paper showing the weight is also ready: gross
weight 121 kilos, net weight 100 kilos. But we have to pay extra for
overweight, we’ve got 20 kilos overweight. Oh, and we’ve got to
get an air waybill.

| see. What about the containers?

There is only one container.

Ah, that’s good. How about insurance? And the certificate of value
and origin?

The certificate of value and origin is ready. The insurance certificate
will have been prepared by tomorrow.

: That seems to be all.

Yes, for the time being.

2. Polina contacts the booking office at Domodedovo Airlines.

Clerk:

Clerk:

Clérk:

Good morning. The secretary of the managing director of Wood
Export Company speaking.

Oh, yes, | remember. | regret to say that there are no tickets
available before May the 1%

Oh, don’t say that. The Trade Fair in Canada begins on April 25™.
We must be there, we’re participating in the Fair. Our stand can’t
remain empty.

I’m very sorry. | think the only chance for you is to go to Moscow
and try something there. There may be cancellations, you know.
Oh, we can’t leave it to chance, we have to quite sure.

You know, you could also try through either Stockholm or
Helsinki. Sometimes there are possibilities this way. You’ll have
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to change planes anyway.

P.. Dear me. Can’t you arrange that for us?
Clerk: Well, I’ll try. Ring me back tomorrow, please.
P.. I’m very grateful to you. Good-bye.

Clerk: Good-bye.

3. Alex Volkov and Polina are talking about the flight.

P..  Well, today I got our tickets. We fly to Stockholm and from there
by another plane non-stop to Montreal.

A.V.. Oh, what a bother. It’s not a very comfortable flight, especially with
our luggage. On what date do we fly?

P..  Onthe 21"

A.V.. Thank God, we’ll have at least a couple of days to look around and

think things over.

bill of lading

hand in a form

foreign passport

booking office

one never knows

as for

visa

tedious job

prepare papers

Foreign Trade Department

gross weight
net weight
pay extra

overweight
air waybill
container
insurance

certificate of value and origin

Vocabulary Notes:

KOHOCaMeHT, TpaHCMNopTHas HakKnagHas
claTb 3aro/IHEHHbI 6naHK
3arpaHnyHbIiN nacropT

buneTHas Kacca

KaK 3HaTb

YTO KacaeTcH

BM3a

HyaHasa / HeMHTepecHas paboTa
MOAroTOBUTL BymMaru

OTAeN BHELUHe Toprosnu /
MWHUCTEPCTBO BHELLIHE TOProOB/N

Bec 6pyTTO

BEC HETTO

aonnatuTb (CBepX HOpPMbl / 0BbIYHOM
nnatbl)

N3MMLLEK BECA; N3ObITOYHbIN BEC
aBMAKOHOCAMEHT

KOHTeNHep

CTpaxoBKa

CepTM(MKaT 0  MPOUCXOXKAEHUN U
cTommocTn (rpysa)
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for the time being
regret

available
cancellation
leave it to chance
inconvenience
change planes
foreign currency
non-stop flight
especially
luggage

at least

NOKa; [10 Nopbl 10 BPEMEHN
COXaNETb

NMEOLLMIACA B HANTMYNK, HANTNYHbIN
OTMeHa, aHHYMpoBaHWe
HaeATbCA Ha CnyYai
Heyan06CTBO

caenatb nepecanky
MHOCTPaHHas BankoTa
6ecrnocafoyHbIin peic / nonet
OCOOGEHHO

oarax

Mo KpanHe Mepe

I1. Match the following synonyms:

1) obtain
2) refuse
3) declare
4) report

5) participate

6) tedious

7) inconvenience

8) chance
9) extra
10) grateful

a) additional

b) take part in

c) discomfort

d) possibility

e) get

f) thankful

g) say ‘no’

h) state firmly

1) uninteresting

J) give an account of

[11. Fill in the missing part of the conversation and reproduce it in pairs:

Clerk: Good morning, sir. Can | help you?

Mr. B.:

Clerk: We have one flight per day from Moscow to Stockholm.
Mr. B.:

Clerk: It departs ... yes ... it departs at 10.20 a.m.

Mr. B.:

Clerk: ... And arrives at 10.10 a.m. local time.

Mr. B.:

Clerk: A single ticket?

Mr. B.:

Clerk: ... To Stockholm, economy class, that’s ... kroons.
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Mr. B.:

Clerk: Yes.

Mr. B.:

Clerk: Er ... you don’t want to make a reservation now?
Mr. B.:

Clerk: All right.

Mr. B.:

Clerk: Bye bye.

IV. Imagine that you are going to travel this year. Your friend asks you

N

10.

11.

12.
13.

14,

some questions about it. Work in pairs.

. Are you going to go / travel / make a journey to Krasnoyarsk this

year?

I’m going to travel all over India / to China as well.

How are you going? Are you going by plane / by boat / by train / by
car / by coach?

It’s quicker to go by ... / it’s faster to go by ... / it’s more
comfortable to go by / it’s more expensive / cheaper to go by ...
What’s the quickest / safest / cheapest / best / easiest way to get
there?

My business trip / the journey will take four days altogether.

| hope you’ll have a good / enjoyable / restful time (on the boat).

I’ve got to apply for a visa / get some traveling cheques / cash a
cheque / close my account in the bank.

. It wouldn’t have occurred to me / | would have forgotten it / it would

have slipped my mind / it would have escaped me — if you hadn’t
mentioned it.

You’ve barely / hardly / just / plenty of / scarcely time to do / make
it.

I’ll see you off / say good-bye to you / kiss you good-bye at the
airport.

You’d better run or you’re going to miss your flight / train.

Don’t forget to telephone / send us a telegram / write to say you’ve
arrived safely.

It was a six-hour drive / flight / journey / boat trip / bicycle ride /
walk.

V. Read and translate the text:
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At the Customs House

Every country has its own customs regulations, which stipulate what
articles are liable (subject) to duty and what are duty-free. Sometimes an
article which falls under customs restrictions and is liable to duty is
allowed as duty-free if a traveler does not exceed a certain fixed quota.
These are listed in a duty-free quota list.

Customs restrictions also include a prohibited articles list. This is a
list of items which may not be brought into a country or taken out of it.

An official paper (from the proper authorities) giving permission to
take items, which fall under special customs restrictions, in or out of a
country is known as an import or export licence.

If a traveler has any item which comes under customs restrictions, he
Is asked to declare it. That is, he is asked to name the item, stating its value
and other particulars. The declaration is made orally or in writing on a
special form. In this case a traveler fills in the form. The practice seems to
vary in different countries. Upon payment of duty a traveler is given a
receipt. As a rule personal effects are duty-free.

It sometimes happens that a passenger’s luggage is carefully gone
through in order to prevent smuggling.

The formalities at the customs house usually take some time. Only
after going through the customs (where a passenger’s luggage has been
cleared by the customs officers) a traveler is free to go to a hotel or any
other place.

Vocabulary Notes:

customs house TaMOXXHH

customs regulations TaMOXXeHHbIe npasua

stipulate 0bycnoBnnBaTb

article npeameT

liable to duty obnaratoLmics TaMOXXEHHOM
MOLL/IMHOW

duty-free He obnaratoLmics MOLLUINHON
(6ecnoLIVHHbIN)

fall under noanagatb nog

customs restrictions TaMOXXeHHble OrpaHnYeHns

exceed npeBbILaTh
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quota
duty-free quota

prohibit
prohibited articles list

item

proper
authority
licence
declare

state

value
particulars
orally

form

fill in

vary

upon payment
receipt
personal effects
go through
prevent
smuggle

go (pass) through the customs

be cleared
customs officer

HOpMa, KBOTa
CMNCOK MpeaMeTOB, pa3peLleHHbIX K
becnoLwIMHHOMY BBO3Y

3arnpeLLarsb

CMMCOK 3arnpeLleHHbIX ToBapoB (K
BBO3Y W/N BbIBO3Y)

npeamet

3/l. COOTBETCTBYHOLLNIA

B/1aCTb

NALIEH3USA

3a9BUTb

34. yKasartb

LIEHHOCTb, CTOMMOCTb

noapobHOCTY

YCTHO

6naHK

3aro/HATb

MeHATb(CA)

rocrne ynnartbl

KBUTaHLNS

NNYHbIE BELLM

ocMaTtpmBeaTthb

npeaoTBpaTuTbL

MPOBO3UTb TallkoM (KOHTpabaHAoM)
MNPONTN TaMOXXEHHbIA JOCMOTP

ObITb NPONYLLEHHbLIM (TaMOXKHEIR)
TaMOXXEHHUK

V1. Translate these words and word combinations:

customs house; customs regulations; customs officer; articles liable

(subject) to duty; duty-free articles; fall under customs restrictions; duty-
free quota list; exceed a fixed quota; prohibited articles list; item;
permission; import (export) licence; declare an item (thing); value; state a
value; declaration; form; duty; payment of duty; receipt; personal effects;
luggage; go through the luggage; smuggling; passing (going) through the
customs; clear the luggage.

VII. Find the English equivalents for the following:
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TaMOXXEHHWUK; TaMOXXEHHble MNpaBwuia; TaMOXHS; (TamOXXeHHas)
nownvHa; Gecrnow/IMHHBINA; 06MaralWmincsd MOLW/NHOW;, TaMOXEHHble
orpaHuyeHns; Keota (HOPMA); MpPeBbIlaTb KBOTY; CMWCOK MNpPeaMeToB,
paspelleHHbIX K GecnowwMHHOMY  BBO3Yy; CMWCOK  3arpeLlleHHbIX
npeaMeToB (TOBapOB); cAenatb 3adaB/ieHMe; [deknapaums (3asaBneHue);
ynnaTa NoLW/IMHbI; MPOATM TaMOXXEHHbIW AOCMOTP.

VIII. Fill in the blanks:

1. Every country has its own customs ... .

2. These regulations stipulate what articles are ... .

3. Some articles are allowed as duty-free if a traveler does not exceed a
certain ... .

These articles are listed in ... .

The prohibited articles list is a list of items which ... .

If a traveler has any item which comes under customs restrictions, he
Is asked to ... .

In this case a traveler must ... the form.

Upon payment of duty a traveler is given ... .

As a rule personal effects (things) are ... .

Only after ... a traveler is free to go to a hotel or any other place.

o ok

© © N

1
IX. Read these short conversations and translate them. Work in pairs.
1

Customs Official:  Are these two bags all you have, madam?

Pauline: Yes, they’re all I have.

.. Well, would you please read this notice carefully.

Thank you.

Do you understand the notice?

No, not very well,

You must declare anything you have with you which is new, or which

you got only recently. Also you must declare anything, whether it’s

new or not, which is in your luggage and isn’t for your own use — any

present, for example.

P.. 1see. Yes, | have got some presents. I’ve got a bottle of brandy and
some cigarettes.

OCUOTO
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01O

Would you show them to me, please?

Yes, here they are.

Oh yes, only half a bottle of brandy. You’re allowed that. Now these
boxes of cigarettes. That’s more than | can allow you free. I’m afraid
we’ll have to charge you some duty on those. I’ll tell you how much
in a moment. But first let me see inside your bag.

2

Customs Official:  Good morning. Can | see your passport?
Man Certainly. Here it is.

o

0OZ0Z0ZO0ZO0=ZOX

Yes, that’s all right. Have you got anything to declare?

- Yes, | have.

What have you got?
I’ve got some whisky and some cigarettes.
How much whisky have you got?

- A litre.

That’s all right. And how many cigarettes have you got?

: Two hundred.

Fine. What about perfume? Have you got any perfume?
Er... No, | haven’t.
Good. Open your case, please.

: Pardon?

Open your case, please. Open it now! Oh, dear! Look at this! You’ve
got three bottles of whisky, four hundred cigarettes and a lot of
perfume.

X. Translate into English:

1.

N

CorfnacHO HawMm TaMOXXEHHbIM TMpaBuiamMm 3TO He MNOANEXUT
TaMOXXeHHOMY 06/10)KEHMIO.

Moanagaet nn ata Belp (article) nod TamoXKeHHbIE OrpaHNYeHns?
JInyHble Bewwm 06bIMHO He 06n1aratoTCA MOLL/IMHOW, €CNN OHM He
MPeBbILLAOT OnpeseneHHOM KBOTbI.

B TamoxkHe 6Garaxk naccaxupa twatensHo (carefully) nposepsietcs
(is gone through) TamoXXeHHKamW.

MHOrga TamoOXXeHHWKWM TwaTenbHO 06bicKMBatoT (Search) Beww
naccamposB, 4YToObI NpeaoTBpaTUTL (prevent) KoHTpabaHLy TOBapoB
(goods), nognexxawmx TaMoXKeHHOMY 00/I0XKEHNIO.
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10.

Kak To/bko (as soon as) Garaxk naccaxupa npoxoaut gocmoTp (is
cleared), Ha Hero cTaBuTCA cneynanbHas oTMmeTka (mark).

. Mbl npesbICU/IN KBOTY U OO/DKHbI ObINX 3annaTuThb SHAYNTEJIbHYIO

cymmy (considerable sum) TaMOXXeHHOW MOLL/IHBI.

MHe noTpeboBasiocb OKOMO [BYX 4acoB, 4TOObl MNPOATU BCe
(hopMasibHOCTN Ha TaMOXXHe.

Ecnm y naccaxkupa ecTb Kakad-HMOyAab Beuwp (item), KoTopas
noanafaeT nof TaMOXeHHble OrpaHuMyeHus, ero NPocAT 3asBUTb O
Hel B AeKnapauuu.

ToNbKO Mponas TaMOXXHI0, MYTELIECTBEHHUK MOXeT noexaTb B
roCTUHMLY UK Nto60oe MHOe MECTO.

XI. Make up a dialogue “At the Customs House” using the expressions

from the Topical Phrase List.

Topical Phrases List

Customs declaration

Have you (got) anything to

declare?
| have (got) nothing to declare.

Here is my luggage.
| need a customs declaration form.

Fill in the customs declaration
form.

Are these things subject (liable) to
duty?
No, they are duty-free.

How much duty must | pay?

Would you please read this notice.
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Tamo)KeHHas feknapauns

Y Bac eCTb 0 4YeM 3asiBUTb (B
neknapaumm)?

MHe Heyero
[leknapaunu.

3aABUTb B

BoT Mo 6arax.

MHe HyXeH 611aHK TaMOXXEHHOW
AeKnapaymn.

3anonHUTe 6naHK  TaMOXXEHHOW

[eKnapaymm.
3TK Belm obnaraoTca NOLWINHON?

Hetr, oOHM He  obGnaratoTcs
MOLUSIHOW,
Kakyto MOwWwavMHy A JO/KeH
3annaTuTb?
[MpounTanTe, NOXanynucra, 3To
yKasaHue.



Would you mind unlocking this
suit-case?

What am | allowed?
| must go through your luggage.

These are my personal effects
(things).

| must check these things against
the invoice (contents list).

You must be cleared by the

He Mornm Obl Bbl OTKPbITb 3TOT
YyemopaaH?

UTO MHE N03BOIEHO NPOBE3TU?
A 0O/KEH JOCMOTPETHL Balll barax.
3TO MOW INYHbIE BELLM.

A no/MmKeH NPOBEPUTL 3TU BELLM MO
HaKNaHOWN (ONUCK BNOXEHWUSA).

Bbl fO/KHbI MPONTY TaMOXEHHbI

customs. AOCMOTP.

We’ll have to charge you some  Ham 06/10XKNTb

duty (on) ...

npuaeTcs
HEKOTOPOW MOLU/IMHOM ...

WRITING PRACTICE
CUSTOMS DECLARATION

Ha moto npocbOy pacckasatb 0 fenax TaMOXKHW Noc/efAHNX MEeCALEB
HaYa/IbHUK TaMOXHW CTOMIMYHOIO asponopTa LLlepemeTbeBO Npeanoxun
MHE BCTaTb Ha [eXYPCTBO K [OCMOTPOBOMY OKHY. [lorpaHu4HMKN
NPOBEPSIOT [AOKYMEHTbI MacCaXXMpOoB W, eC/in BCe B MOPSAKe, paspeLatoT
MM «BOWMTW» B Hallly CTPaHy.

MpaBaa, cpasy B MOCKBY He OTMPaBULLILCA — HY)XXHO BbIMOSIHUTb
TaMOXEHHble (hopManbHOCTU, 06s3aTeflbHble BO BCEX CTpaHax Mupa.
Mpr6bIBLLEMY K HaM NacCcaxXupy HY>XXHO 3amno/iHWUTL AeKnapaumto, OTBETUB
Ha HECKO/IbKO BOMPOCOB: He BBO3ATCA /M 30/10TO, [AparoueHHOCTH,
Ba/1l0Ta, OPY>KMe 1 T.4. A3pOnopT CBA3aH CO BCEMU KOHTMHEHTaMU MUpa.
COTHM CaMO/IETOB, TbICAYM MACCAXMPOB M OECUMCNEHHOE MHOXECTBO
YeMOJAHOB,  CaKBOSXKeW,  nopTdene,  Cymok.  Uepes  3asbl
LLlepeMeTbLEBCKOW  TaMOXHW  NPOXOAAT  [efioBble  /tOA4M, apTUCThI,

CMOPTCMEHbI, TypucTbl... Cpean 3TOr0 OrpoMHOrO0 MOTOKa J/tOAeN,
MPOBO3ALLMX KOHTpabaHAy, - eANHULIbI.
CTaplUMii  MHCNEKTOP BCTPeYaeT MaccakupoB, MPUNETEBLUNX

KabyNbCKUM peiicoM. MHe, He MOCBALLEHHOMY B TOHKOCTU TaMOXEHHOIO
KOHTPO/S1, K&XKETCA, YTO OH HEAOCTAaTOUYHO BHUMATENEH.
Ho BApYr 5 CMbilLy B €r0 FOM0CE NHbIE HOTKM:
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- OTKpoWTe Baw YeMoaH!

CTapLnini  MHCMEKTOP LEMNHYN MHe: «YO6eX[eH, 4TO MNPOBO3UTCH
KOHTpabaHAa» - W NPeaioxXun npuobiBLIEMY TMPOATU B COCEAHIOH
KOMHarTy.

Uepes MWHYTY MeHa npurnacvnn u Tyga. W3  nognopotoi
MOAKMNaAKMA MUpKaka Ha CTON C MENOAMYHbIM 3BOHOM MOCLINa/INCh
30/10Tble MOHETbI C M306paXkeHNem Kopons Neopra V.

- MeHs... npocunu... nepegatb... OAHOMY Ye€NOBEKY, - HEBHSATHO
npobopmoTasn naccaxmp.

$1 cnpocun y MHCNEKTopa, NOYeMy M3 COTEH MacCaXmnpoB OH 06paTusI
BH/MaHVe MMEHHO Ha 3TOrO.

OnbIT Noackasan, onpegeneHHasa BblpaboTanacs UHTYULUUSA.

(from ““Modern Reading’ by S.V. Shevtsova)

I. Render the text in English using the key words below:

Your luggage, please; the Customs; an inspection table; a frontier-
guard; to check the documents; to fulfil certain formalities; to clear the
customs, to fill in a customs declaration form; gold; jewelry; currency;
fire-arms; a smuggler; a Customs officer; uninitiated in the subtleties of
the trade; from under the lining; to spill on the table; coins with the image
of King George V; a matter of experience; to develop intuition.

I1. Translate these words and phrases into Russian, use them in the story of
your own, describing how you cleared the Customs.

Customs restrictions; inspect one’s luggage; duty-free items (goods);
personal effects (belongings); smuggler; customs tariffs; go through the
Customs; the Customs; a Customs officer; Customs inspection; to observe
Customs regulations; a Customs declaration form; to go through the
Customs; to clear the Customs; Have you anything to declare?; to declare
in writing; duty-free articles; articles exempt from duty; to qualify for an
exemption; articles to be declared; dutiable articles; to pay duty on articles;
to have one’s luggage ready for immediate inspection; to smuggle; a
smuggler; to be on guard against; fast and friendly service.

I11. Imagine that you’re going abroad. Fill out the declaration.
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Keep for the duration of your Persons giving false information in the Customs
stay in Russia or abroad. Not Declaration or to Customs officers shall render
renewable in case of loss. themselves liable under the laws of Russia

CUSTOMS DECLARATION

Full name

Citizenship
Arriving from
Country of destination
Purpose of visit (business, tourism, private etc.)

My luggage (including hand luggage) submitted for Customs inspection
consists of pieces

With me in my luggage | have:
I. Weapons of all descriptions and ammunition

I1. Narcotics and appliances for the use thereof

[11. Antiques and objects of art (painting, drawing, icons, sculptures, etc.)

V. Russian roubles, Russian State Loan bonds, Russian lottery tickets

V. Currency other than Russian roubles (bank notes, exchequers bills,
coins), payment vouchers (cheques, bills, letters of credit, etc.), securities
(shares, bonds, etc.) in foreign currencies, precious metals (gold, silver,
platinum, metals of platinum group) in any form or condition, crude and
processed natural precious stones (diamonds, brilliants, rubies, emeralds,
sapphires and pearls), jewelry and other articles made of precious metals
and precious stones, and scarp thereof, as well as property papers:

Amount/quantity
in figures in words

Description For official use
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V1. Russian roubles, other currency, payment vouchers, valuables and
any objects belonging to other persons

| am aware that, in addition to the objects listed in the Customs

Declaration, | must submit for inspection: printed matter, manuscripts,
films, sound recordings, postage stamps, graphics, etc. plants, fruits,
seeds, live animal and birds, as well as raw foodstuffs of animal origin
and slaughtered fowl.

| also declare that my luggage sent separately consists of

pieces.

Date Owner of luggage (signed)

GRAMMAR

Indirect Speech. Sequence of Tenses

I. Choose the proper tense form of the verb:

N =

Polina said that she (handed, had handed) the photos for visas.

. He says the weather forecast for tomorrow (is, was) good, no wind.
. They hoped that their participation in the Trade Fair in Canada (will

be, would be, won’t be) successful.

. The clerk said that he (had already checked out, have already checked

out, has already checked out) their tickets.

. Polina said that she (is going, was going) to prepare all the documents
for the trip.
. He says he (doesn’t know, didn’t know) what the weather (will be,

would be) like in Stockholm and Montreal.

. He told them he (is going, was going) to change planes for them.
. The clerk said they (are staying, were staying) with their friends in

Canada.

. She said that they (have got, had got) 20 kilos overweight.
. He told me he (had already registered, has already registered) the
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tickets.

11. They said they (won’t be able, wouldn’t be able) to join us for a trip.

Il. Transform direct speech into reported (indirect) speech making the
necessary changes. Translate the sentences. The following table will

help you:

Direct Speech

Reported Speech

this — these

now

today

yesterday

the day before yesterday
tomorrow

the day after tomorrow
next week (year)

next Monday

last week (year)

a year ago

this June

here

that — those

then

that day

the day before

two days before

the next day

in two day’s time

the following (the next) week (year)
the following Monday

the previous week (year)

the year before, the previous year
the following June

there

1. She said to me, “They are planning to hold the Trade Fair in Boston

next year.”

ko

He said, “l hope the weather will be better next week.”

Mr. Brown said, “I’ve had three visitors today.”

The secretary said, “Mr. Volkov left a message for you yesterday.”
Polina said, “We fly to Stockholm on the 21% of April and the Trade

Fair in Canada begins on the 25" of April.”

o

He said, “This Trade Fair began its history a year ago.”

7. John said, “My boss asked me to prepare all the documents for the trip

last week.”

8. The secretary said, “There isn’t much traffic on this street today.”
9. Mary said, “We’ll come and pick you up tomorrow morning.”
10. He said, “They have gone for a trip this June.”

I11. Convert into indirect speech using the following table:

a) Polina said: “Our tickets are ready. But they are at the Travel
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b)

Agency.”

“The paper showing the weight is also ready. But we have
to pay extra for overweight.”

“The certificate of value and origin is ready.”

“The trade Fair in Canada begins on April 25", We must
be there. Our stand can’t remain empty.”

Clerk: “The only chance for you is to go to Moscow and try

something there. Sometimes there are possibilities this
way. You’ll have to change planes anyway.”

Polina “l handed in our forms and photos for visas yesterday.”
to Alex: “They promised to get the documents ready by the 15" of
April.”

“They couldn’t prepare these lists earlier.”

“I learned quite a lot about taking our goods with us.”
“The list of goods has been confirmed by Foreign Trade
Department. It has been signed and sealed.”

“Have all the papers been prepared for the products?” Alex asked.
Alex asked :

“Is this the right decision?” he asked.
He asked :

“Are you being served?” the waiter asked them.
The waiter wondered

“Will you sit down, please?” the manager asked her.
The manager asked her

“Do you know when Steve is coming back?”” she asked.
She wanted to know

“Will you send us your catalogues and full details of your export
prices?” she asked Mr. Klimenko.
She asked Mr. Klimenko :

Mrs. Foster asked: “Does our new processing equipment interest you,
Mr. White?”
Mrs. Foster wondered
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“Have you got anything to declare?” the customs officer asked.
The customs officer asked

“What's the date today?” she asked.
She wondered

“Why didn’t somebody come and tell me?” he wanted to know.
He wanted to know

“What did you expect me to do about that?”” Paula asked Allan.
Paula asked Allan

“How long will it take you to deliver two sets of this equipment to
Novosibirsk?” the manager wanted to know.
The manager wanted to know

“Where will you find details of quarterly discounts and price list for
Nestle production?” one of the buyers asked.
One of the buyers asked :

“How long is the guarantee for your equipment?” Mr. Paulson wanted
to know.
Mr. Paulson wanted to know

“When does the Trade Fair in Canada begin?” Mr. Virge asked the
secretary.
Mr. Virge asked the secretary :

“What is the quickest and cheapest way to get there?” the passenger
asked.
The passenger asked

“How long did it take you to get to the office?” he wondered.
He wondered

“What was the weather like in Canada?”” she wondered.
She wondered
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d) “Who knows the results of this competition?” the coach of the team
asked.
The coach of the team asked

“Which of your team is the best, Mr. Roger?” Mr. Potapov asked.
Mr. Potapov asked :

“Who bought tickets two days ago?” the boss asked.
The boss asked .

“Who helped you to prepare the documents?” she wanted to know.
She wanted to know

“Who is intending to participate in the coming international fair of
Modern Digital Mass Communications?” Laura asked Roy.
Laura asked Roy :

e) “Include details of any new model in this price range, please,” the
manager said to his secretary.
The manager asked his secretary :

“Don’t forget to send us a telegram!” Polina said to Alex.
Paula told Allan :

“Declare anything you have with you which is new, or which you got
only recently,” the customs officer said to the traveller.
The customs officer told the traveller

“Show me your passport, please,” the conductor said to the passenger.
The conductor asked the passenger

“Open your case, please,” the customs officer said to the visitor.
The customs officer asked the visitor

IV. Translate into English:
a) OHa ckasana, uTo AneKcel He 3HaeT HoOMepa TeniehoHa cekpeTaps
Travel Agency.

OHM MOryT OCTaHOBUTLCS Yy CBOMX [py3eli B

104



b) OH cKa3an MHe, YTo

MoHpease Ha cneaytoLLen Heaene.

M npugetca 3annatutb 3a 20 Kunorpammos
NINLLIHEr O Beca.

CepTudumKar O MPOUCXOXAEHUN U CTOUMOCTU
rpy3sa y>ke roTos.

OHa cfana 3ano/iHeHHble 61aHKM 1 hoTorpagmm
AN NoNy4YeHns BU3bl HeleNto Ha3ag,

CTpaxoBoil cepTuukaT (cTpaxoBka) OyaeT
MOArOTOB/IEH K 3aBTPALLHEMY YTPY.

Cnu1CoK TOBapoB MoAnucaH 1 3aBepeH neyarbio.

[10 nepBOro masi HeT GUNETOB.

ToproBas spmapka Ha4ymHaeTcs 25 anpens.

OH pomkeH ObITb yBEpeH B TOM, 4TO OHMU
nonagyT Ha ApMapKy BOBPeMS.

B Ka>KA0i cTpaHe CBOM TaMOXXeHHbIe rnpasusa.
TaMOXXeHHbIe OrpaHu4yeHuns BK/IIOYAKOT
orpefeneHHbI CN1MCOK TOBApOB.

OH Hafiesanca yBMAeTbCA C MUCTepOM Bpykcom
3aBTpa.

UNIT 6

ADVERTISING

Topics and situations: A Telephone Call to an Advertising Agency
Text for reading: Advertising in the USA
Writing Practice: Replying an Enquiry, Offers or Quotations

Grammar: Participle

I. Read and translate the dialogue:

A Telephone Call to an Advertising Agency

Secretary: The advertising agency “Pronin & Co.” What can | do for

you?

Kuznetsov: Hello. Can | speak to your director?
Secretary: I’m afraid Mr. Pronin is not in at the moment. And who is
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Kuznetsov:

Secretary:

Kuznetsov:

Secretary:

Kuznetsov:

Secretary:

Kuznetsov:

Secretary:

calling?

It’s a call from “Smallcrown-St. Petersburg Ltd.” | want to
get some information about your services. Could you help
us? The thing is that we are intending to participate in the
coming international fair of Modern Digital Mass
Communications. The fair will take place in our city this
spring. We would like to carry on an advertising campaign
beforehand in order to let the business world and potential
customers know our products better. What service can you
offer us?

Well, we are a full service advertising agency. So tell us
what you want and we shall tell you what we can.

We would like you to advertise our goods in your
specialized magazines, by distributing our advertising
materials and through outdoor means. By the way, what
places can you recommend for billboards?

The choice will depend on how much you are prepared to
pay. Advertising in the center of the city is very
expensive. We can also offer you our services in making a
TV advertising film about your company’s activities.

How much will a TV spot cost?

Usually it depends upon the time of going on the air and
the TV Channel. You’d better discuss all these details with
Mr. Pronin tomorrow at any time between nine and two
o’clock p.m., if it suits you, of course.

Then, be so kind as to leave a message to your boss that
I’ll be at your office tomorrow at eleven.

OK. You are welcome. Goodbye.

Vocabulary Notes:

to carry on an advertising campaign  NPOBOANTL PEKMAMHYIO KaMMNaHUIo
a full service advertising agency PEKMaMHOe areHTCTBO C [MOJIHbIM

nepeyvHeM ycnyr

a TV spot KpPaTKUA  peKnamHblii  PONUK,
«Cnom»
the time of going on the air KO/INYECTBO 3(DUPHOIro BPEMEHM

I1. Give English equivalents of the following Russian words and phrases:
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PEK/TAMHOE areHTCTBO C MO/HbLIM MePEYHEM YCNYT; TeNEBU3NOHHbIN
KaHa/1;, MPVHATL yyacTue B SPMapKe; MPOBOANTL PEKMAMHYI0 KaMMaHWUIO;
NOCPECTBOM Y/IMYHOI PEKNambl; TENEBU3NOHHbIV PEKNaMHbIA PONKK;
NeSTENbHOCTb  KOMMAHWKM;  KOMIMYECTBO  3(DMPHOMO  BPEMEHMU;
pacnpocTpaHeHne PeknaMHbIX MaTepPUasioB.

I11. Answer the following questions:

Why did Kuznetsov call the advertising agency?

In what type of fair was his firm going to participate?
How did they want the agency to advertise their goods?
What did the secretary say about the price of advertising?
What types of advertising through TV were suggested?
What did the secretary suggest Kuznetsov should do?
What was Kuznetsov going to do the next day?

NoakowdE

IV. Read and translate the dialogue. Act it in pairs:

It’s clear that our advertising should be restructured.

Why? Is our advertising not successful enough now?

I’m afraid it is not. To make advertising successful we should
rationally plan it.

Isn’t it planned?

It is, but most trade firms use a financial planning system in
advertising, that is they plan to allocate certain sums to specific
advertising activities: organizing commercial exhibitions and fairs,
printing booklets, catalogues and other printed matter, using the
press printed ads, radio, TV, trade magazines and journals and
promotional films, direct mail advertising, contests and
competitions, producing promotional souvenirs and so on.

Is it possible to define effectiveness of the advertising in this case?
Unfortunately not. From the existing systems of planning of
advertising you can never tell whether advertising is effective or
not, that is you can’t compare the expenditures against the results.
B.: | see. And in what way should advertising activity be changed?

A. It should be remodeled from planning allocations for certain forms
of advertising to planning on the basis “the commodity to the
specific market”.

> w >

> w

> W
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B.:

A.:

And what should we start with?
First of all it’s necessary to determine the market with the largest

potential for the product in question.

What should be done next?
Then we should decide the forms of advertising and proceed to the

distribution of the promotional funds on the basis already
mentioned.

Is it difficult to introduce the system of planning an advertising

campaign?

No, | don’t think so.

V. Discuss the problems dealing with advertising. Be guided by the
following questions:

W

In what way is advertising planned now?

Why is this form unsuccessful?

In what way should the planning of advertising be remodeled?

Why is it necessary to know the market potential for a certain

product first?

5. When do you think we can expect a change-over to the new form of
planning advertising?

6. What shall we gain by it?

7. Why is it difficult to break traditional approaches?

VI. Translate the following dialogues into English:

a) A:

w>w>w

b) A:

He mornv 6bl Bbl MOMOYb Ham? [leno B TOM, YTO Mbl
cobupaemMcs MPOBOAMTL PEKNAMHYI0 KaMmnaHuio, YTobbl AaTtb
BO3MOXHOCTb  MOTEHUMa/IbHbIM ~ 3aKasyuMkKam  MosydLle
MO3HAKOMMWTLCSA C Hallein MpoayKumen.

Kakum B1a0OM peknambl Bbl XOTesn 6bl BOCMO/1b30BaTHCA?

A 4TO Bbl MOIN Bbl NPEASIOXKNUTL HAM?

YTo Bbl AyMaeTe Nno noBoLy Hapy>XHOW peknambl?

A 370 foporo?

Bce 3aBUCKUT OT BbIGOpa MecTa peknamHbIX LUTOB.

MHe XoTefnlocb 6bl 03HAKOMUTLCA C PEKAMHbLIM MaTepuaiom o
Balle upme, 4TOObl MMeTb MPeACTaB/EHME O Ballen
NPOAYKUUN. DTO BO3MOXKHO?
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B: TlMpuxoauTte Ha cnefywoweil Hepene B [aBaHb, rae Oyndet
MPOBOANTLCA MeXAyHapoAHas BbICTaBka, W rAe Mbl OyAem
BbICTaBMATb HAalW MNOCNeAHVWE MOAENN, OCHOBaHHble Ha
HOBEMLLMX HAY4YHbIX WU TEXHOMOrMYECKMX LOCTMXKEHMAX. Tam
XXe Bbl CMOXeTe Mofy4nTb OYKNeTbl, Katanorn u [pyroun
MeyaTHbIA PeKNaMHbI MaTepuan.

c) A: Ha moW B3rns, BbICTaBKa WUMeNa OrPOMHbIA ycnex. bbino
3aK/1IK0YEHO CTO/IbKO B3aMMOBbLITOHbIX KOHTPaKTOB!
B: 3T0 HeyauBuTenbHO. [lenoBble  Kpyru Bcerga  Oblin
3aMHTEPECOBaHbI B pacLINpPeHNN n YKpenaeHuu
9KOHOMWYECKNX CBSA3EMN.

VII. Read and translate the text:
Advertising in the USA

The influence of advertising in the mass media market has both
advantages and disadvantages. On the plus is the fact that people get an
incredible variety of information, entertainment and culture at minimal
cost. The disadvantage is that nearly all of America’s mass
communications are heavily overloaded with commercial or persuasive
messages.

All advertising contains both information and persuasion. The
classified advertisements in the daily newspapers are almost pure
information. So are most of the supermarket specials.

In Latin ad vertere means “to turn the mind towards something”. The
American Marketing Association (AMA) points out that advertising is a
tool of marketing along with the product price, distribution and personal
selling. It also reminds us that advertising can be used to promote
ideologies and services. This kind of promotion is “nonpersonal” — it is
directed “to whom it may concern” — and therefore it is effective because
the audience is very receptive to it.

The first function of advertising is to distinguish among identical
products. This attempt was exercised at the end of the 19" century by
means of brand name identification. It seemed that the brand name would
become synonymous with the product or its quality. Today when we ask
for Coca-Cola, or Xerox — it’s due to this particular function of
advertising.
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While brand names were an effective advertising technigue,
something more was required to establish the product difference in the
public mind. From the realm of political campaigning advertisers
borrowed the slogan — a catchy summary of the product. Thus, the
company “Pears’ Soap”, updated itself instantly with a catchy “Good
morning, have you used Pears’ today?”

The slogan gave way to the Jingle, which was set to music and
rhyme. “Winston tastes good, like a cigarette should” is an evident though
an ungrammatical example.

The next technique applied to advertising was brand image. Its aim
was to create an image for a product that puts it a little above the
competition and hence makes it a little more desirable. Since the late
1960s, a new concept has come to national advertising called positioning.
Positioning consists of segmenting a market by persuading the customer
that the new product will meet the needs of a selective group. Positioning
recognizes the differences in people as individuals and the impossibility of
any product capturing the entire potential market.

Vocabulary Notes:

on the plus side is... MOMIOXNTENBHOW CTOPOHOM ABNSETCA

at minimal cost M0 MUHUMAa/bHOW LIEHE

persuasive messages PeKfaMHble CO00LLEHNA YOeXxxJatoLLEero
Xapakrepa

the classified advertisements  peknama, paHXupoBaHHas Mo 06nacTu
NPUMEHEHWSA

supermarket specials peknamMa B BUTPUHaX CynepmapKeToB O
CHWKEHHbIX LeHax Ha HeKoTopble BuUAbI
NPO4YKTOB

to whom it may concern BCEM 3aMHTEepecoBaHHbIM NNLAM

brand name identification NOEHTUDUKALUMS C MNOMOLLbID TOProBOiA
MapKu

from the realm of political N3 NPaKTUKW NPOBeAEeHNS MNONNTUYECKUX

campaigning KamMnaHWui

a catchy summary Nerko 3arnoMWHatoLLIEeCHd HasBaHuWe Wu
onvcaHue NpoayKra

the jingle pUPMOBaHHOE CO3BYUME, <IXKUHT/I»

positioning CneLopueHTauus; peknama, agpecosaHHas

onpeaeneHHOMY Kpyry notpeburenein
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VIII. Translate the following words and learn their pronunciation:

message; realm; slogan; jingle; audience; ideology; individuals;
synonym; entertainment; identification; entire; persuasive; receptive;
capturing; distinguish; selective; evident; catchy.

IX. Answer the following questions:

What are the advantages of advertising in the mass media?
What are the disadvantages of advertising in the mass media?
What is the primary intention of supermarket specials?
What do the Latin words ad vertere mean?
What does the American Marketing Association point out concerning
advertising?
What does the AMA recommend to do to make advertising
effective?
What is the main function of advertising?
Why was the brand name identification introduced?
9. Where did advertisers borrow the method of using a catchy summary
of the product?
10. What did the slogan give way to?
11. When was the concept of positioning introduced?
12. What does positioning recognize?

kW R
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X. Translate into English:

1. T10NOXMTENbHON CTOPOHOW pPeKnambl ABNAETCA TO, 4YTO 60/bLIOE
KONMYECTBO  NIO4eN  WUMeeT  BO3MOXHOCTb  MOMyYUTb  MaKCUMyM
NH(OPMaLMN 1 pa3BIeYeHNin Mo MUHUMASIbHOW LIEHE.

2. Hackonbko A NoHMMaro, nof «MnOo3ULLIMHUHIOM» MoJpa3yMeBaeTcs
0co6ast TaKTMKa B PEKNaMHOM fefe.

3. Llenbto  faHHOW TaKTUKW SBMSETCA pPekiama HOBOro MpOoAyKTa,
CO3[aHHOr0 /11 KOHKPETHOM rpynmbl NOKyNaTenein, a Takke peknama yxe
CYLLECTBYIOLLEr0, HO HEe MOJIb3YHOLErocs CrpocoM MpPoAyKTa C LEe/bHo
MepeopueHTaL M ero Ha Crneumann3npoBaHHyo rpynmny o4en.

4. MNepBass NOMbITKA pas/iMyaTtb aHa/sornM4yHble TOBapbl MOCPEACTBOM
OTOXJECTB/MIEHNA C MOMOLUbKD KOHKPETHbIX TOProBbiIX 3HAKOB Oblsia
npeanpuHATa B KoHue 19-ro Beka.
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5. OCO6eHHOCTbIO CpPeacTB MaccoBoW MHGopmaumm CLUA sBnsetcs
MEPErpPY>XeHHOCTb COOOLLEHNAMM KOMMEPUECKOr0 WM arMTauMOHHOrOo
(y6exkpatoLero) xapakrepa.

XI. Sum up the contents of the text according to the following plan:

1. Advantages and disadvantages of advertising.

2. Types of presentation of ideas, goods or services in advertisements.
3. The brand names and other techniques of advertising.

4. Positioning as a new concept of advertising.

WRITING PRACTICE

[M1CbMO-0TBET Ha 3arnpoc Uan NpeaioXkeHue /
Replying an Enquiry. Offers or Quotations

OTBeTbl Ha 3anpocbl — BaXHasd 4acTb [e/0NPON3BOACTBA.
Heob6xoaumMo ObITb YBEPEHHbIM B TOM, 4YTO MOTPebUTENb MOMyYaeT
MH(OPMALMIO, TMOCKO/IbKY BHMMATe/IbHOE OTHOLLEHME K 3anpocam
MNOTPeObUTENA MOXET 3HAYUTENbHO MOMOYb B peanmsaumm 3akasoB. C
APYrov CTOPOHbI, HEYMeHWe 0bpaLlaTbCs € 3arnpocaMmy MOXKET MPUBECTU K
noTepe LIeHHbIX 3aKa30B. B 0TBeT Ha n0601 3anpoc upma npegnaraer
KOTMPOBKY, LeHbl, CKWAKM, CPOKW Onnathbl 1 AaTy NOCTaBKMy.

MHorve uUpMbl UMEKOT TOTOBbIE G1AHKN AN OTCbIKWA K/IMEHTAM.
OfHaKO BO MHOMMX Cnyyasx JMYHOe NUCbMO rMofe3Hee. OHO [aeT
BO3MOXXHOCTb MOAYEPKHYTb LIEHHOCTb OMNpeAesieHHbIX TOBapoB, [AaTb
COBET M MobYyANTb KIMEHTA KYNUTb TOBap.

[MCbMO-0TBET Ha 3anpoc AO0/MKHO OblTb [J0OCTAaTOUMHO KpaTKMM,
BEXX/IMBbIM, HEIBYCMbIC/IEHHbIM, ACHbIM.

CTpYyKTYypa NcbMa-npeasioxKeHns

1. Bbipa3uTe CBOKO 61arofapHOCTb Ha 3anpoc.

2. YKaXnTe B NUCbMe BCHO 3anpoLLeHHY0 MH(opMaumio U Ha30BUTE
MPUNOXeEHMSA, 06pa3Lbl, KaTtanorm 1 apyrne AOKYMEHTbl, KOTOpPble
MOCbINAKTCA OTAENBHO NOYTOMN,

3. CoobwmTe B KpaTtkouM (opMe  AOMNOSHUTENIbHblE  CBefeHUS,
crneumanbHO He 3anpoLLeHHble 3aKa3yunKom.

4. 3aKNUnNTeNbHOE MpeasioKeHne. 3aKOHYUTE MUCbMO OAHOW WK
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ABYMA CTPOKaMW C BbIPaXXEHNEM HaAEX/[bl Ha 3akKa3 U 3aBEPEHNEM
XOPOLUETOo 06Cﬂy)KI/IBaHI/IFI BO3MO>XHOTI O K/IMEHTA.

Opening
lines

Additional
information

Closing
sentences

USEFUL PHRASES AND SENTENCES
FOR MAKING ENQUIRIES

Many thanks for your enquiry of 3 April...

We are pleased to have your enquiry about...

We thank you for your letter of 5 March, in which you
enquire about/a full range of samples/specimens of our
latest equipment/...

In reply to your letter today/Replying to your enquiry for
2 June...

... we are pleased to inform you that...

... we have pleasure in confirming that...

... we can offer you (immediately)...

In reply to your enquiry of 8 March we are enclosing: the
brochures you requested and our revised price list.

We thank you for your letter of 12 June 20... and have
sent you today, by separate post, full particulars of our
export models

| call your attention especially on item...

Besides above mentioned goods our company produces
also (see...)

We would like to recommend you especially the
following positions in the price-list...

The model... will most meet your requirements.

Kindly remember: this offer expires on May 24™.

We can allow you 3% discount on orders exceeding $500
in value / on repeat orders.

Our services are at your disposal.

We look forward to the pleasure of serving you.

We look forward to receiving a trial order from you.
Please let us have your order as soon as possible, since
supplies are limited.

We are sure that these goods will meet your
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requirements, and we look forward to your first order.

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

— We think we have covered every point of your enquiry.
If not, please do not hesitate to write to us again.

|. Read, translate and discuss the letters:

Letter A:
WESTERN SHOE COMPANY LTD.
VEOVIL, SOMERSET S19 3AF
ENGLAND
3/G/EO 15 October 2007

Fournier et Cie SA
Avenue Ravigny 14
Paris XV

France

Dear Sirs

We thank you for you enquiry of 12 October and appreciate your
interest in our products.

Details of our export prices and terms of payment are enclosed, and
we have arranged for a copy of our catalogue to be sent to you today.

We think our articles will be just what you want for the fashionable
trade, and look forward to the opportunity of doing business with you.

Yours faithfully

WESTERN SHOE COMPANY LTD.
(signature)

R. Granwille

Export Sales Manager
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Questions:

1. Have the Sellers sent the catalogue to the Buyers?
2. Is the catalogue enclosed with the letter?
3. What kinds of goods do you think the Buyers produce?

Letter B:

e-mail

To: David Eckenfield
Subject: Lawn Mowers

Dear Mr Smith

In immediate reply to your e-mail we are pleased to send you our latest
catalogue of Lawn Mowers. We want to draw your special attention to our
Mower Model KZ-7 which is modern and of high efficiency.

You will find all further information in our catalogue and we have quoted
our best prices in the enclosed price list. If we receive your order by return
we will make every effort to dispatch the goods within 8 to 10 weeks of
order.

We shall be pleased to hear from you as soon as possible; you can be sure
that your order will have our most careful attention.

Sincerely yours
Timothy Merton

Sales Department
Question:
1. What model did the Supplier draw the Buyer’s special attention to?

2. What did the Supplier send with his letter?
3. How soon can the goods be dispatched?
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Letter C:

SLUMBERLAND Ltd.
201187 Milano Italia via Amatore Sciesa 9
tel: +39 025418976; fax: +39 0254 188856
e-mail: slumberland@ied.it
AC/LM
21st August 20
Ms Amelia Dove
Market Manager
129 High St. Dorking
Surrey KT119AF
UK

Dear Ms Dove

Replying to your enquiry of 18 April for a further supply of our
Duvets, we are pleased to send you our gquotation.

These prices include packing suitable for all types of transportation.

We can deliver from stock and will allow you a discount of 5% but
only on items ordered in quantities of 100 or more. In addition, there could
be a cash discount of 2.5% on total cost if payment is made within one
month from date of invoice.

We hope you will find these terms satisfactory and look forward to
the pleasure of your order.

Sincerely yours
Amatore Corrudi

Sales Manager

Questions:
1. What do the prices include?

2. How soon can the duvets be delivered?
3. What discounts do the Suppliers offer?

116



mailto:slumberland@ied.it

Letter D:

THE DOWN WEAR
Svardliljigatan 17 Vasteras 72227 Sweden
tel: 46 2334880; fax: 46 2336890

e-mail: dwear@aol.sv

ES/OM

22 June 20

Mr Oleg Nerov

Sales Manager

Gostinny Dvor OAO

Nevsky prospect 45/24

St. Petersburg Russia

Dear Mr Nerov

Thank you fot your enquiry of 15 June. We were glad to receive it
and learn of the enquires you have had for our Down Jackets. Our “Joy”
range is particularly suitable for cold climates and during the past year we
have supplied this range to dealers in several East European countries.
From many of them we have already had repeat orders, in some cases more
than one. This range is popular for its exquisite workmanship, up-to-date-
styling, superior quality and comfortable wearing.

For the quantities you mention we are pleased to quote as follows:

100 “Joy” Jackets, men’s large Euro 90 9000
100 ----mmemmeceecemeeeeneeeeee medium Euro 85 8500
100 “Joy” Jackets, women’s  large Euro 100 10000
100 =---m-emmemeemeeeeeeeeeeeee medium Euro 95 9500
37000.00

Less 33% trade discount 12210.00

Net price, CIF St. Petersburg 24790.00

Insurance 247.90

25037.90

Terms: 2.5% one month from date of invoice
Shipment: Within 3-4 weeks of receiving order

117



mailto:dwear@aol.sv

We feel you may be interested in some of our other products and enclose
descriptive booklets and a supply of sales literature for use with your
customers.

We look forward very much to receiving your order.

Sincerely yours
Emma Scoll

Sales Manager

Questions:

1. Why is the “Joy” range particularly suitable for the prospective
Buyer?

Is this range popular in the market? Why?

What discount was offered?

How was the price quoted?

What are the terms of payment?

How soon will shipment be effected?

Would you say that the Manufacturer encouraged further enquiries?

No ko

I1. Give the English equivalents:
Letters A-B:

npunaraTtb 3KCMOPTHble LEHbl W YCNOBMS MNaTexa; TO, 4TO Bbl
XOTUTE; XAaTb C HETeprneHVWeMm; 06paTWTb 0CO60e BHUMaHWE, MOZENb
OTNIMYaeTCs  BbICOKOW  MPOW3BOAMTENILHOCTBIO;  AOMOHUTE/bHbIE
CBEAEHMs; MNpuiaraemblii  NPeNCcKypaHT; MPWIOXWUTb BCE  YCUNS;
0TNpaBuTbL TOBap.

Letters C-D:

MOCTaBMUTb CO CKMada; CKuAkKa 3a onnaty HalM4yHbIMKW; onJarta
MPON3BOAUTCS B TEYEHME Mecsla OT AaThbl cyeTa-PakTypbl; NPUEMIEMbIE
YCNOBUA; MNpPefocTaBUTb CKUAKY B 5%; accopTUMeHT, Haubonee
NoAXoAsaLWNiA AN 3TUX MECT; 6poLuopa C onMcaHWeM ToBapa; U3sLLHas
OT[eNKa, NPeBOCXOIHOE KayecTBO; (U3aenne) yao6HOe B HOCKE; TOproeas
CKUAKa.
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o1

Fill in the blanks with one of the following words, use the correct verb-
form:

1. earliest possible date of 8. items
delivery 9. acash discount
2. to draw your attention 10. the  description in  our
3. best prices and terms catalogue
4. further information 11. trade and quantity discounts
5.to make every effort to 12. from stock
dispatch 13. to be listed
6. to be of high efficiency 14. enquiry
7. within a week of order 15. to look forward

. We would like ... to our Mowers Models JH5 and KZ7 which ... and

popular in the market.

. We assure that we ... the goods within 6-7 weeks of order.
. We usually deliver from stock and allow ... but only on ... ordered in

quantities of 100 and more.

. The goods can be delivered ... if they are available ... .
. If you need any ... we will be happy to send you our price list in

which we quoted our ... .

. From ... you can see that our prices are competitive.
. All the items you are interested in ... in our latest catalogue.
. A supplier allows ... of 5% on the total cost if payment is made within

a week.

. We ... to the opportunity of doing business with you.
. We thank you for your ... of 12 October.
. When replying, please state discounts, terms of payment and ... .

. Complete the following sentences in English:

1. We (paHbLue noctaBnsnm co cknaga) within a week of order but due
to the production problem (camas paHHsAA gata nocTtasku) at the
moment is 4 weeks from the date of receipt.

2. All (ToBapHble no3nuumn) you requested (nepeumncneHsl) in the latest
catalogue and are sold (Mo 4OCTYMHbIM LieHam).

3. (3 onucaHus B KaTanore) we feel that the latest range is (Hanbonee
noaxopaswmia) for the local climate.
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10.

11.

When you place (KpynHble, perynspHble 3akasbl) you may stress the
importance of price and ask the Seller (npegoctaBuTb 0CO6YHO
CKUAKY).

The goods (moryT 6bITb NocTaBneHbl co cknaaa) if the buyer agrees
(onnaTUTb HAMMYHBIMN).

The seller sent (6bpowtopy ¢ onucaHvem ToBapa) and was ready
(otnpaBuTb TOBap) within 10 days of order.

. Replying to your request for (gononHutensHaa nHgopmauus) please

find enclosed our catalogue and current price list (B KoTOpOM
Ha3HayeHbl HaLlW Camble HU3KME LEHDbI).

We would like (o6patnte Bawe BHumMaHue Ha) the Mower Model
GH5 (koTopas MMeeT BbICOKYH MPOU3BOANTENILHOCTD).

. In reply to your request about the delivery date we assure you (4To

Mbl  MPUIOXKMM  BCE  YyCWIMsA, 4TOOGbl  OTNPaBUTb  TOBap
3a6/1aroBpeMEHHO).

(M3 npunaraemoro karasnora) Yyou can get (NoApoGHYHO
NHgopmaumto) about the prices and the terms we operate on. If you
(pa3mecTuUTb 3HauuTENbHbIA 3aKa3) we are ready to give you a
discount.

We thank you (3a Baw 3anpoc) of 12 October.

V. Translate the following sentences into English:

1.

2.

Obpallaem Balue BHMMaHue Ha To, YTO 060pPYA0BaHME, YKa3aHHOE B
HalleM KaTasnore, MMeeT BbICOKYH NMPOU3BOAMTENIbHOCTb.

B Hawem nocnegHem katanore Bbl HaiigeTe [0ONOSHUTENbHbIE
CBEleHMA 0 HOBLIX MOJENAX, a TaKXKe LieHbl U YCI0BUA NOCTaBKMN.
Mbl roToBbl MOATBEPANTL HALUM CaMble HU3KWE LEHbl, HO 3TO
NpeasioXeHne AeNCTBUTENLHO 10 28-r0 Mas.

Ecnn Mbl nonyyunm Balu 3aka3, Mbl CAieniaem BCe OT cebs 3aBuCsLLee,
4TOObI MOCTaBUTL TOBAP B TeyeHue 10 gHei.

Bce ToBapHbLIe MO3ULNKN, NOCTABNAEMbIE HAMW paHee, NepeynceHsbl
B KaTtasiore.

dupma He npeaocTaBndeT cneunanbHbIX CKUAOK, ecnn onnata
NPOn3BOANTCA Yepes 6 Hefenb OT 4aTbl CHeTa-(haKTypbl.

. B npeanoXXeHnn ObINK YKa3aHbl BO3MOXHblE€ CKWAKW, YCN0BUA

nnaTeXa n caMmble paHHWE 4aTbl MOCTABKW.
durpmMa cornacunacb NoCTaBnUTb TOBap CO CKNaja B TeUeHWe Heaenw,
a TaKXKe npegocTaBUTbL MOKYyMNaTentd CKUAKY B pasmepe 5%, ecnu
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3aKa3zaHHOe KOoNnyecTBo npesbicuT 100 egnHNLL.
9. lNokynaTtenb roToB pasMeLLaTb MOCTOAHHbIE 3aKa3bl, ecnu npojasel|
Ha3HaYMUT KOHKYPEHTHbIE LEHbI.

10. Ecnn nokynaTtenb NPOW3BOAMT onnaty B TeYeHWe Hedenwn oT AaThl
cyeTa-(hakTypbl, MOCTaBLWUK AAET CKUAKY B pasMepe 6% OT MosHOM
CTOMMOCTMW.

11. INo onucaHuo ToBapa B Ballem KaTtasiore Mbl nosaraem, YTto 3TOT
acCOPTUMEHT OyaeT Hanbonee NOAXOAALLMM A71A HALLIEro Knnumara.

12. OTMeHHOEe KayecTBO, M3ALLHasA OTAeNKa, MOHbIA MOKPON [AenatoT
3TY KON/IEKLUMIO OYEHb MONYNAPHONR Y NOKynaTenen.

VI. Translate the letters into English:

A) YBaxaeMmble rocnoga!

BornbLuoe cnacnbo 3a 3anpoc oT 11 HoA6psA. Mbl pafbl y3HaTb, UTO
Bbl BUaenun Hall peknamHblii ponuk (a TV spot) Ha kaHane BBC.

OTBeyad Ha Balle nmMcbMo, Mbl npuiaraem uwHTepecyrowve Bac
OPOLLIOPbI W HaLLl NPEACKYPaHT.

Mbl  MOXeM npegoctaButb Bam 5% cKuaky Ha  3akasbl,
npesbiwarowme cymmy 500 fonnapos.

OueHb Xaem oT Bac nonyyeHms npobHOro 3akasa.

C yBaxkeHunem, Oner PelleToB
(mognuce)

B) YBaxaemble rocroaa!

B oTteBeT Ha Bawe nucbMo OT 2 Masd Mbl pagbl BbICATb Hall
WNMOCTPUPOBAHHbIA - KaTaiolr WM TeKyLWMid MNPencKypaHT, a TakKxke
peknamMHble NPOCNeKTbl. Hallun n3genmsa oTam4arTca XOpoLInMM KauecTBOM
M NONb3YHTCA CMPOCOM Yy nokynartenen. Bce CKMAKKW, KOTOPblE Mbl
06bI4HO MpefocTaBnsieM, YKasaHbl B MNpeickypaHTe. [apaHTupyem
HemeA/IeHHY0 NOCTaBKY, eC/in Bbl pa3MecTUTe 3aKa3 B TeUeHne Hegenw.

C yBaxkeHunem, 1. TomcoH
(nognuceb)

V. Compose letters in English:
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A) An enquiry has come to your company, a firm of cycle producer, from
a German retailer. Write a reply and send your price list. Quote your
terms and add any information you think might persuade your
correspondent to place orders with you.

B) A firm of wholesales jewelers have received an enquiry for watches
from a retailer. Reply to the enquiry sending an illustrated catalogue
and a price list and quoting discounts and terms of payment. There are
prospects of regular orders from the retailer and you are anxious to get
the business.

C) Your firm are manufacturers of a wide range of modern office
equipment, write a letter to your important retailers, drawing their
attention to some of your latest products and offering a special discount
on orders placed within the next month.

D) Cross & Sons have written to you for a quotation for your electric lamp
bulbs. Send them your latest price list and tell them you are prepared to
allow a special discount of 15 per cent on orders over 500.

GRAMMAR
Participle
I. Define the function of participles:

1. People coming to the fair can see modern digital means of
communication,

2. Besides above mentioned goods our company produces some new
models.

3. Being impressed by the performance of the equipment they decided

to place a trial order.

After receiving the promised invitation | went to the conference.

He spent the whole day answering the questions of the visitors.

They stood talking and we sat reading.

While planning an advertising campaign he came across many

difficulties.

8. Having advertised our goods in some specialized magazines we
decided to make a TVspot.

No bk

I1. Translate the words in brackets using participles:
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The fair (npoxogdawas) in our city now is very interesting.

2. (PaamecTuB 60/bLLONA 3aKa3) the Buyers got a substantial quantity
discount.

3. (Mpopeknamuposas) our goods on TV we decided to use some
outdoor means.

4. Each time (pacckasbiBad 06 310K peknamHoin kamnaHuu) she could

not help smiling.

(Korpga ero npurnacunn) he said he wouldn’t come to the party.

(Mocne Toro Kak 3gaHue otpectaspuposann) it looked beautifully.

(MonyumB TekywWwnin katanor), we decided to place a trial order.

Your range of products (pa3meLleHHbIi) on your stand impressed us

greatly.

The project (KoTopblii peann3ytoT ceivac) was proposed by our

team.

© NGO

©

[11. a) Make up some sentences:

We saw the question repeated

All of us heard a salute being fired

I watched that name mentioned
Many of them the news being announced
He

b) Translate the sentences:

1. Mbl cnbiWwanu, Kak yrnoMaHym ero ums.

2. 4 Bugen, Kak Bawl ouc otorpamposanu.
3. OH ycnbiwan, Kak 06bsBUIN ero peilc.

4. [leTv HabnoOanu, Kak 3anyckaroT catorT.

5. Bbl cibiWanu, Kak BOnpoc NoBTOPUAN?

IV. Translate the sentences:

1. The chief wants the job done by tomorrow.
2. We want them punished.

3. I saw him taking the picture of the factory.

4. | want the letter posted at once.

5. They watched Mr. Brown entering the office.
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V. a) Make up some sentences:

Where can | this parcel delivered to the Airport?
When will you have the visa renewed?

Could | the money exchanging?

Why didn’t you

b) Translate the sentences:

e

5.

[MoyeMy Bbl HE NPOAIUAN BU3Y?

Ham y>ke noYnmHunv TeneqoH.

He mornm 6bl MHe 4OCTaBWTb 3TOT MakeT B a3pornopT?

e 9 MOry nepeBecTV MUCbMO Ha aHIMACKUIA A3bIK (C MOMOLLbHO
nepeBoumnKa)?

OH cKa3san, 4YTo He Npoann BU3y.

V1. Translate the following sentences into Russian:

Sk whE

=~

The situation being favourable, they bought the shares.

The Fair being over, the participants made a tour of the country.

He had his office redecorated.

I’ve just had my car repaired.

There being a lot of things to discuss, the talks lasted long.

London is a great port, with many of the imported and exported
goods passing through it.

Have you had your visa renewed?

Why didn’t you have this parcel delivered to the Airport?

UNIT 7

CONTRACTS

Topics and situations: Complaints: short-delivery, infringement of terms

and conditions of the contract, etc.

Text for reading: The Contract
Writing Practice: Letter of Complaint. Answering a Complaint
Grammar: The Subjunctive Mood
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I. Read and act the following dialogues:

a) between John Cartwright and Victor Klimenko

J.C.:  John Cartwright.

V.K.: Hello, John. I am Victor Klimenko, from Moscow.

J.C.:  Hello, Victor. Any problems?

V.K.: Yes. Did you receive our fax yesterday?

J.C.:  Yes, I did.

V.K.: I’d like to know your reaction to it.

J.C.:  We’ve carefully studied your complaints, Victor. You’re perfectly
correct. Items 2.5 and 2.6 were lacked in the consignment of
equipment we sent you. It was overlooked by our controller. We
apologize for the oversight. It won’t happen again.

V.K.: When will you send us these parts?

J.C..  This week. By air. We’ll also send you some documents to
facilitate customs clearance at your end.

V.K.: Fine.

b) between Oleg Pavlov, John Cartwright and secretary

O.P.
Secretary:
O.P.:
Secretary:

J.C.:
O.P.:
J.C.
O.P.:

J.C.:

O.P.:

Can | speak to the Managing Director, please?
Who is calling, please?

This is Oleg Pavlov from TST Systems.

Hold on, please. I’ll find out if he is in.

***

Hello? Is that Mr. Pavlov?

Yes.

John Cartwright. Has anything happened?

Yes, it has. The cover of one of the containers was badly
damaged. The equipment in this container was damaged a little
too.

It wasn’t our fault, Victor. The equipment was packed in the
required way. You should take this up with the captain of the
ship.

We’ve already done it, John. He believes that your packing is
to blame.
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J.C.

O.P.:

| must disagree totally with him. Perhaps you should have
been firmer in dealing with him.

Let’s come back to this matter in a couple of days, John. I’ll
try to discuss it with the shipowners.

c) between John Cartwright and Steven Rogers

S.R.:

J.C.:

S.R.:

J.C.:

S.R.:
J.C.:

S.R.:
J.C.:
S.R.:
J.C.
S.R.

The next point on the agenda is the claim of TST Systems. Could
you bring us to date on this problem, John?
Yes. There was a three-week delay in delivery of the equipment
for them. They want us to pay compensation.
| don’t think that their claim is well-grounded. The delay was
caused by that strike at the port. They won’t win if they refer
their claim to arbitration. | think we should reject this claim.
I’m not sure about that. I’ve just spoken to Mr. Klimenko, the
Commercial Director of the company. He’s ignored all my
remarks. They’re ready to start taking legal action to show that
they’re serious.
If they do that, we’ll have to get our lawyers in.
| don’t think it’s a good idea, Mr. Rogers. They are going to place
a large order with us next year. If we decline their claim, we may
lose this order.
How much do they want us to compensate for the delay?
Approximately ... pounds.
Perhaps we shall offer them half of the sum.
That’s a good idea. I’'ll try to settle it with Mr. Klimenko.
Yes. But if they disagree, we’ll have to reject their claim ... And
negotiate a longer delivery time with them next year.
Vocabulary Notes:
complaint Xanoba, npeteH3ns (CUHOHUM: claim -
NpeTeH3ns)

to overlook smth He 3aMeTUTb, YNMYCTUTb YTO-IMO0 13 BUOY

oversight He0CMOTP, OM/IOLUHOCTb

to be damaged ObITb NOBPEXAEHHBIM

fault 1) HepocTaTok, [AedpekT; 2) npomax,

OLUnbKa
in the required way [0/1XHbIM 06pa3om
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to claim compensation  TpeboBaTb KOMMeHcaL Mo

to be caused by ObITb BbI3BaHHbLIM YeM-NO0

well-grounded 000CHOBaHHbI

to compensate KOMMeHCUpoBaTh (BO3MeLLATb) KOMY-11M60
YTO-IM60

to reject OTK/IOHATb, OTBEpratb

II. Give English equivalents to the following russian words and
expressions:

a) NoNyunTb  (hakc, W3YyUMTb  XKanoby; HeaomnocTaBkKa;, NapTus
000pY/0BaHUS; MPUHOCUTL W3BMHEHUS 3@ OM/IOLLUHOCTb, OBMErYnThb
PacTaMOXXMBaHWE;

b) ynakoBKa; ObITb MOBPEXAEHHbIM; 3TO He Halla BUHA, JO/MKHbLIM
00pa3oM; 06paTUTLC C MNPETEH3Nell K, BCE [EN0 B YMaKOBKE;
NPOSIBATL GO/bLLYHO HACTOMYMBOCTL; YepPe3 Napy AHeN;

C) Ha MOBECTKE [Hs; TPexHeJeNbHas 3afepXkKa MOCTaBKW; 3annaTuThb
KOMMEHCcaLMIo; JOCTaTOYHO 0BGOCHOBAHHBIN; NepeaTh NPETEH3NIO Ha
PacCMOTPEHME B apbUTPaXK; OTKMNOHUTb MPETEH3UD; 06pPaTUTLCA B
Cy/; NPWBNeYbL HOPUCTOB; CAenaThb GOMbLUOK 3aKa3; MoTEPsTh 3aKas;
60see ANnTe/bHbIE CPOKU MOCTABKMY.

I11. Complete the dialogues and reproduce them in pairs:

a) Williams: John Williams

Starkov: ...

W.: Hello, Oleg. Any problems?

S..

W.: We carefully studied your complaint, Victor. We apologize
for the shortage of parts. It is the fault of our controller.

S..

W.: In two days’ time.

S..

W.: Bye, Victor.

b) Starkov: This is Victor Starkov from TCT Systems.
Williams:
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b)

L=L

=

Starkov:

Williams:
S.:

=

sz

Did you receive our fax yesterday?

The captain of the ship believes that your packing is to
blame.

OK. I’ll try to discuss it with the ship owners.

There is one more problem: the three-week delay in
delivery of the equipment. I’d like to remind you that
according to the sanctions clause of our contract we have
the right to claim compensation.

| don’t agree John. English ports are often hit by strikes.
You were able to foresee this complication. Moreover, you
could have delivered the equipment to other port.

If we don’t reach mutual understanding, our company will
have to go through arbitration procedures.

All right. I’m waiting for your call, John.

. Translate into English:

— [XoH bpayH cnyLuaer.

— 3apaBcTByiiTe, [)KOoH. 310 Oner NMonos 13 HoBocnMbupcka.

— 3papascTByitTe, Oner. UTo-HMbYab Cnyvmnoch?

— [Ja. B naptumn o6opyposaHus, KOTOpPYo Bbl oTnpaBuan Ham, HeT
no3ununin 3.6 n 3.7.

— Heyxenn? Mbl NPUHOCUM CBOW N3BUHEHUA 3a 3TY OM/OLLIHOCTL. B
11 YyacoB COCTOUTCH COBeLLaHNe PyKOBOAUTENEN HaLLed KOMMaHWUm
(a meeting of our top executives). A nocrtapaiocb ynaautb 3TOT
BOMNPOC 1 N03BOHIO Bam nocse coBeLLaHns,

— Xopouwlo. XXay Baulero 3soHKa, [>XOoH.

— [Mlo cBmuaaHusa, Oner.

— CnepaytoLwuii BONPOC Ha NOBeCTKe AHS — npeTeH3uns TCT Cuctems.
He Mornu 6bl Bbl BBECTU Hac B Kypc Aena, [JXoH?
— [la. ¥YnakoBKa KOHTeliHepa, B KOTOPOM Hax0unock 060py10BaHueE,
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Oblna CUMbHO TMOBpeXAeHa, W B pe3ynbTate 0060pyaoBaHuE
noctpagano. OHM XOTAT, YTOObI Mbl 3aM/1aTUAN KOMMNEHCALMIO.
MHe KaeTcs, 4TO 3Ta MNpPeTeH3Md HedoCTaTOYHO 060CHOBaHa.
O60pyaoBaHMe ObINI0 YNakoBaHO A0/KHbIM 06pa3om.

Ho, No MHeHMIO KanuTaHa, BCce Aeflo B Haweil ynakoBke. OH
MPOUrHOPUPOBasT BCE MOW 3aMeYaHKs.

MpraeTcs NpyBeYb HaLINX HOPUCTOB.

Hennoxaa naes, Mm-p Pogxepc.

Bbl M3yunnn Hawwy >kanoby?

[a, Mbl BHUMATE/NIbHO W3yunnn Balwly MpeTeH3nto, Bukrop, wu
cunTaem, 4To y Bac HeT npasa TpeboBaTb KOMMEHcaLMHo.

Ho u3-3a (through) 3agep)Xkm noctaBkM 060pPYAOBaHWA Ha [iBe
HeZleNIN Mbl MOHECN YObITKN.

JT0 He Hawa BWHA, BukTop. TpnumHOM 3agepXkn 6Obina
3abacToBKka B NopTy bpanToHa. Mbl nonaraem, 4to 3Ta 3abacToBKa
Oblna  (opcMaXKopHbIM  obcTosTenscTBOM (a  force-majeure
circumstance).

A He cornaceH ¢ Bamu, [DKOH. UTOObI YNOXWUTLCA B CPOK, Bbl
MOrfIM JOCTaBUTb TPYy3 B Apyron nopt. Ecnv Mbl He JOCTUIHEM
B3aMMOMOHUMAaHUS, Halla KOMMaHUS  BbIHY)XOeHa  Oyaer
obpatuTbea B apoutpax (to go through arbitration procedures).

He crtout Tak ropauntbca (to get aggressive), Bukrtop. #
MONbITAOCb YNaauTb 3TOT BOMPOC M MO3BOHIO Bam uepes napy
AHeR.

Xopouuo. »Xay Batlero 3BoHKa, [>X0H.

[o ceupaHunsa, BuUKTop.

V. Read and translate the text. Study some clauses of the contract for the

supply of processing equipment:

Contracts

Brighton, England
April 10, 2007

Continental Equipment Plc, Brighton, England, hereinafter referred

to as “the Seller”, on the one part, and TST Systems Ltd., Kiev, Ukraine,
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hereinafter referred to as “the Buyer”, on the other part, have concluded
the present Contract as follow:

1. Subject of the Contract

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

2. Prices and Total Value of the Contract

2.1. The Total Contract Value is as follows:

Equipment and engineering FOB U.K. port + documentation £
Supervision, start-up and training £
Spare and wear parts £
Freight £
Total price CIF Odessa £
Discount £

Total Contract Value

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

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

3. Time of Delivery

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

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

4. Terms of Payment

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

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

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

4.2.2.Shipping Specification.
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4.2.3. Certificate of Quality.

4.2.4. Certificate of Origin.

4.2.5. Packing List.

4.2.6. Insurance Policy

5. Technical Documentation

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

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

6. Guarantee of the Quality of the Equipment

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

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

7. Packing

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

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

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

8. Marking

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

Contract No.

Seller: Continental Equipment Plc (Address)

Buyer: TST Systems Ltd. (Address)

Railway Station of Destination: Kiev

Container No.:

Gross weight: kg

Net weight: kg

131



Case dimentions in cm (length x width x height)

8.2. If a case required special handling it should bear additional
marks: “Fragile”, “Top” or “This side up”, etc.

9. Shipping Instructions and Notifications

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

10. Insurance

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

11. Sanctions

11.1 In the event of delay in delivery of the equipment the Seller is to
pay the Buyer a penalty at the rate of 1.0% of the total contract value for
every week of delay. However, the total amount of penalty for delay in
delivery is not to exceed 10% of the total contract value.

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

12. Force Majeure

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

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

13. Arbitration

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

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

14. Other Terms

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

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

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

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

15. Legal Address of the Parties

SELLER (MPOAABEL):

Continental Equipment Plc

9 North Road

Brighton BNI 5JF

England
For and on behalf of the Seller (0T umMeHK 1 No nopyyeHuto MNMpogasLa)

Alfred Rogers
Chairman ([Mpe3naeHT)

Vocabulary Notes:

contract KOHTPaKT, cornawleHue

to sign a contract NOANUCbLIBaTb KOHTPAKT

to draw up (to make up) a contract COCTaBNSATb KOHTPAKT

to execute a contract BbINONHATb KOHTPAKT

to break (to infringe) a contract HapyLaTb KOHTPaKT

to cancel a contract pacTopraTb KOHTPaKT

subject of the contract npeaMeT KOHTpaKTa

an integral part of the contract HeoTbem/iemMasi 4acTb KOHTpaKTa

total value of the contract obL1ad cyMma KOHTpaKTa

total contract value spare and wear parts 3amnacHble W  W3HALUNBAEMbIe
feTanu

FOB, CIF 6a3nCHblE YCNOBUS MOCTaBKM,
ncnonb3yemble npu

3aK/TIOYEHNN KOHTPAKTOB
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loading

to load into/onto ...

load

time of delivery

irrevocable confirmed Letter of Credit

to ship

shipping specification

shipment, consignment

shipment

shipping documents

destination

vessel

Bill of Loading

liabilities (obligations, commitment)
under the contract

insurance

insurance risk

fire insurance, insurance against fire
insurance against all risks

delay in delivery (in shipment, etc.)

force majeure circumstances
arbitration

norpyska
rpysnTb B ...

rpys, Harpyska

CPOK NOCTaBKU

6€30T3bIBHbIA MNOATBEPXK/AEHHbIN
aKKpeanTuB

NPOV3BOANUTb MorpysKy;
NnepeBo3nTb, OTNPaBNATL (rpy3)
OTrpy304Has creungukaumns
rpys, napTus ToBapa

norpyska, nepeBo3ka
OTrPYy304Has AOKYMEHTaLuS
MeCTO Ha3Ha4eHus

CyAHO

KOHOCaMeHT

0653aTensLCTBa CTOPOH MO
KOHTPaKTy

CTpaxoBaHue, CTpaxoBKa
CTPaxoBOW PUCK

CTpaxoBaHuWe Ha C/ly4aii noxkapa
CTpaxoBaHWe OT BCEX PUCKOB
3a/lep>KKa B noctaBke (Morpyske
NT.M)

(hopCMaKopHble 06CTOSATENLCTBA
apbuTpax, TpeTenckuii cy

VI. Translate into English using active vocabulary:

NpeAMeT  KOHTpakTa W
HEeOTLEM/IEMOW  YacTblo

o6Lan
KOHTPaKTa,

ObITh
MycK

CYMMa  KOHTpPaKTa;
COMPOBOXAEHNE U

06opyaoBaHUs; 3anacHble 4acTu 060pyaoBaHUS; TOBapbl, MOCTaB/ISEMbIE
COrflaCHO HacToAWEeMY KOHTPakKTy; LieHa OCTaeTca HeM3MEeHHOW Ha
MPOTSXKEHUN BCEro CpoKa AEeNCTBMSA KOHTPaKTa, MECTO Ha3HayeHus
yKa3aHO B KOHOCaMeHTe; rpy300TnpaBUTeslb U rpy3onosyyaresb; ToBapbl
OO/MKHbI 6bITb 0TNPaBneHbl (to be shipped) 13 nopTta ¢ NEPBbIM XKe CYAHOM
(by the first vessel available); cpok noctaBku 1 fata NOCTaBKW; TOBapbI
AO0/MKHbI 6bITb MOCTaB/IEHbI B TeYeHWe LLIECTM MeCALEB C MOMEHTa Onarhbl;
[ara BblJayM CKBO3HOIO0 KOHOCaMeHTa; 0OCTOATENbCTBA HEMPEO0/IMMON
CUMbl; KOHTPaKT CTaHOBUTCA [OENCTBUTE/IbHbIM C MOMEHTa €ro
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noanucaHms; MocTaBka npoussoamTcs Ha Yycnosusix CIF  Opecca;
Mpopaasel, rapaHTupyer, 4To NnocTaB/seMoe obopyaoBaHue
YOOBNETBOPSAeT TpebosaHusaM (to meet the requirement) NpUIoXeHns 5;
HeCTM OTBETCTBEHHOCTb nepef [okynatenem; MapKUpOBKa, HaHeCeHHas
HeCMbIBAEMOW KpacKoM; onsara Npou3BoAUTCA NPOTUB NPefoCTaB/eHNS
cnefyrowmnx OTrPY304YHbIX [1OKYMEHTOB; BbIMOMHATbL  KOHTPAKTHbIE
00s3aTensCTBa; BCE  CNOPbl WM pasHOrfiacusi, BO3HMKaKOWME Mpu
BbIMNO/IHEHUW HacTosLero KoHTpakTa.

VII. Answer the following questions:

What is the subject of the Contract?

In what cases can the prices be subject to revision?

When is the equipment to be delivered according to the Contract?

What date is understood to be the date of delivery?

Against what documents is payment to be effective?

All instructions on the drawings are to be in English, aren’t they?

How long is the guarantee period?

What does the Seller have to do if the equipment proves to be

defective or faulty during the guarantee period?

Is the equipment to be shipped in export sea packing?

10. What information should the Seller give within 24 hours after
shipment?

11. Who is to cover expenses for insurance of the equipment?

12. What is the total amount of penalty for delay in delivery?

13. Can you have any force majeure circumstances that can release the
Parties from their responsibility for non execution of their liabilities
under the Contract?

14. For what organization are all the disputes to be submited if the
Parties do not come to an agreement?

15. When does the Contract become effective?

ONOhwDE

©

VIII. Translate into English:

MpojaseL, NPOM3BOAUT CTPaxoBaHWE 060PYAOBaHWS U MOKPbIBAET
BCE PACXO0/lbl, CBSA3aHHbIE C MOMTYYEHMEM JIMLIEH3UWN Ha SKCNOPT TOBApOB B
COOTBETCTBUM C HacToAWMM KOHTPakKTOM C MOMEHTa OTrpy3Ku
060pYy/J0BaHNSA 1 0 MOMEHTa NPMObLITUS ero B Poccuto.
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He nosgHee, YeM uepe3 Mecsil, NOCNe TOro, Kak KOHTPaKT CTaHeT
nencTeuTeNbHbIM, [Mpopaasel, 06s3aH CO06LWMTL [lOKynaTento 0 TOM,
npefoCcTaB/ieHa N IMLEH3NS Ha AKCMOPT WM OHa He TpebyeTcs.

Ecnu MpopaBel, He CMOXET MOMyUYnUTb NULEH3NMIO Ha JKCMOPT, a
MokynaTeslb HE CMOXET MOMAYYUTb JIMLIEH3NIO HA WMMOPT B TeyeHue
BPEMEHW, OFOBOPEHHOTO BbILLE, UAW NIALEH3NS HAa SKCMOPT/UMMNOPT OyaeT
OTMEHeHa BfacTamu CcTpaHbl [okynatens/Mpogasua [0 TOro, Kak
3aBepllaTca nocTaBku, [lpopasel/TokynaTens 6yaeT WMeTb MpaBo
OTMEHWUTb KOHTPAKT MOMHOCTbLIO UK YaCTUYHO.

WRITING PRACTICE

MNncbmo-peknamauma. OTBeT Ha peknamauuio (Xkanooby) /
Letters of Complaint. Answering a Complaint

B [enoBoil NpakTMKe OCHOBHbIMW MPUYMHAMK OTMNPaBKU MUCEM-
peknamaumn (letters of complaint, claim letters) sBnsitoTcsa cnegyoLLme:

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

— MocTaBKa HefobpoKayecTBeHHbIX TOBApOB MO0 He TexX TOBApOB,
KOTOpble O6bINK 3aKa3aHbl (substandard or wrong goods);

— 3agep>xka B noctaeke (delay in delivery);

— OTnpaBKa no HenpasuabHOMY agpecy (misdirection and errors in
addressing);

— nospexaeHne ToBapa (damages of goods);

— MPOM3BOACTBEHHbIE NeeKTbl (manufacturing defects),
06Hapy»XeHHble Mpu aKCcnyaTaunm o6opyaosaHnsa (equipment operating).

HecmoTps Ha pasgpaxeHue, KOTOPOE MOXET BO3HUKHYTb Y
nokynatens (3akasymka) B CBA3N C BO3HMKLLUMMW nNpobnemamu, B NmMcbMe-
peknamauum emy cnefyer Kak MOXHO fACHee W3/IOKUTb CYTb 3TUX
nNpo6sieM 1 NPeLNOXKUTb CBOM NYTU PeLLEHNS.

Oco6bI TakT cnedyeT cobnogarb B OTBETE HA MUCbMO-PEKIaMaLMIo
N B PeLUeHN M3/TOXKEHHbIX B HeM npo6siem (in handling complaints). Ecnv
Xanoba unM nNpeTeHsns Oblna 060CHOBAaHHOW, TO KPOME W3BUHEHWIA
Heo6Xx0AMMO MOAPOOHO Hanucartb, Kakue mMepbl OyayT NMPUHATLI 4719 TOrO,
4yTOObl WUCMPaBWTb OMOLIHOCTL. Ecnm »kanoba wnv npeTteHsms 6binia
Heo60CHOBAaHHOI, TO HeO6XOAMMO MOAPOGHO M3MOXKMTL CBOWM A0BOAbLI U
MPeaoXKNTb NYTK PeLLeHNs BOSHUKLUNX NPo6/ieM.
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O6paseL nMcbMa-peKnamalmnm
(Sample of Letter of Complaint)

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
18" April, 2007
Ref: Our Order No.142 of 21 March, 2007

Dear Sirs,

Thank you for your delivery of men’s silk shirts, which we ordered

on 21% March, 2007. At the same time we would like to draw your

attention to the following.

After examination of the shirts we discovered some manufacturing

defects:

— there are oil stains on 12 shirts;

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

— one shirtis in a different style.

We are returning the defective shirts by separate mail, carriage

forward, and would ask you to replace them with shirts in the colours

and sizes specified below:

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

We would appreciate a prompt reply.

Yours faithfully,

(signature)

Vladimir Smurov
Export-Import Manager
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Ob6pasel 0TBETA
(Sample of Answer)

Visteria Ltd.
P.0.Box 82
Kiev 253206
Ukraine
21% April, 2007
Ref: Order No.142 of 21% March, 2007

Dear Mr. Smurov,

Your letter of 18" April, 2007, was duly noted. The shirts you
returned to us are indeed defective. We have to admit that these
defects were overlooked by our controller and offer apologies for the
oversight.

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

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

Yours sincerely,
(signature)

Jack Beown
Claims Department

USEFUL PHRASES AND SENTENCES FOR WRITING
A LETTER OF COMPLAINT

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

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

To prove our statement we enclose (are enclosing) ...

The delay in delivery is causing us great unconvenience, as ...
We find it necessary to note ...

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

So far we have received no reply ...
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— Four containers in the consignment were found to be damaged.
— We duly informed you about the breakdown of the equipment.
— At present your failure to deliver the goods greatly worries us.

— When we installed the equipment, we found that it was faulty.

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

USEFUL PHRASES AND SENTENCES
FOR ANSWERING A COMPLAINT

— We have carefully studied your claims ...

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

— You are perfectly correct in saying that ...

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

— We can assure you that ...

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

— Please accept our apologies for ...

— We apologize for ...

— A replacement for the substandard goods will be delivered next week.

— We would ask you to return the faulty equipment at your convenience,
carriage forward.

— May we remind you, however, that ...

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

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

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

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

— Itis not our fault that ...

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

I. Give nouns corresponding to the following verbs:
to draw; to meet; to satisfy; to prove; to deliver; to install; to

examine; to study; to investigate; to avoid; to accept; to return; to suffer; to
compensate; to damage; to supply.
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I1. Translate into English:

a)

6)

He YAOBNETBOPAIOT TPeOOBaHMAM; 3afep)KKa B MOCTaBKe, MNPOCUM
3aMEHWUTb; MapTUs TOBAPOB; OKa3aTbCA MOBPEXAEHHbIM; [AO/MKHbLIM
ob6pa3oMm; BbIXOf W3 CTPOsi; MNOCTaBUTb TOBap; YCTaHOBUTb
obopynoBaHue; He paboTtatb (06 060pya0BaHUN);

BHUMATE/NIbHO W3YUNUTb; COOOLMUTL; MPETEH3NS; Mbl BbIHY)XXAEHbI
MNpU3HaTb, YTO ...; 3aBEPUTb; M3beraTb OLUMOOK; MPOCUTbL MPOLLEHWS;
3ameHa Hef0OpOKayeCcTBEeHHOMY TOBapy; BO3BpaLlaTb 6GpakoBaHHOe
ob6opyaoBaHme; 6e3 onnaTbl NEPEBO3KW; HANMOMUHATb; TOYKA 3PEHUS;

COXKaeTb; He MO Halleill BUHE; HalrpacHbIE y6bITKl/I.

I1l. Imagine that you are having a telephone talk with your business
partner from Great Britain. Formulate your answers to his remarks.

He:

You:

He:

You:

He:

You:

He:

You:

Good afternoon, Mr. Ivanov. We’ve written to you several times
detailing our complaint, but haven’t received your reply yet.
(MonpocuTe y HEro NPOLLEHNS, CKaXKUTE, YTO Bbl BHMMATENBHO
M3y4nnn ero anoby, HO He Yycnenu euwle HanucaTb OTBET,
MOCKO/IbKY ObINN 0YeHb 3aHATLI B NOCNeAHEE BPEMS).

We are in a very awkward position now. We haven’t received
the shipment which was supposed to arrive two weeks ago.
(Bblpa3uTe cOXaleHne U CKadKMTe, YTO 3afepXKKa MpousoLusa
He No Balleil BUHe. Ha3oBuTe NpUUMHY 3afep>KKn, Kotopas, no
BalueMy MHeHUIO, ABNSIETCA AOCTATOUYHO YBaXKUTENbHOM).
When will the shipment be ready for dispatch?

(CkaxkuTe, 4To TOBap OYAET OTNpaB/eH He NO3AHEE MATHULLbI).
If we don’t receive the shipment by the end of next week, we’ll
cancel the order.

(ELLe pa3 M3BMHUTECH, 3aBEPLTE €ro, YTO Ha 3TOT pa3 3afepXKKY
He CnyunTcs).

V. Hanuwmnte aHrnMnckom KoMMnaHum nucbMo, B KOTOPOM YKaXnTe, YTO

Bbl 0Ka3anncb B JOBO/IbHO 3aTPYAHUTENILHOM MOMOXEHUW MO NPUYUHE
3a[lePXXKN NOCTaBKM MapTum o06opyaoBaHUsi, KOTOPOE AO/MKHO Obl1o
npuobbiTb B nopT CaHkT-lNeTepbypra nOBe Hedenu TOMY Hasal.
CnpocuTe O nMpuuMHe 3adepXKW, a TakKxke Y3HailTe, Korpa
obopyaoBaHue 6yaeT NOCTaB/EHO.
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\2

CocTaBbTe MWUCbMO B aflpeCc aHrUIACKOM KOMMaHuW, KoTopas
nocTaBnna Bam MapTUO MYXXCKMX KOCTIOMOB, W3MI0OXMUB B HEM
cneayoLLme NpPeTeH3nu:

— Ha LLIECTW KOCTHOMax He XBaTaeT OT O/IHOM /10 TPEX MYyroBuL;
— Ha IByX KOCTIOMax NOBPeX/AeHa TKaHb;
— Ha Tpex KOCTHOMaX ecTb MATHA OT KPacKw.

CnpocuTe, Korga U Kakmm BMAOM TpaHCMopTa MOXXHO OTMNPaBWUTb

06paTHO GpaKoBaHHbIE KOCTHOMbI U KOTja MOXKHO 6yeT Nony4mTb 3aMeHy
3TUM KOCTHOMaM.

VI.

CocTaBbTE Ha aHI/IMICKOM N3blKE MUCbMO-OTBET Ha MPETEH3U O
HeonocTaBKe ToBapa Balleli komnaHueld. MonpocuTe NPOLLEHUS 3a
CBOI OM/IOLUHOCTb, YKaXWTe, MO Ubeli BUHE OHA C/y4nnach, Kakue
Mepbl Bbl cobupaeTecb NPUHATL AN TOro, 4TOObl 3TOr0 He
NPOV30LL/IO B jaNbHENLLEM.

GRAMMAR

Subjunctive Mood

I. Name the type of the conditional sentences. Translate them:

N =

ook

If they offer us their help, we’ll accept it.

If they were here now, we’d speak to them.

If they had carefully studied our complaints, they would have
apologized for the oversight.

If they do that, we’ll have to get our lawyers in.

If we had declined their claim we might have lost this order.

If we didn’t reach mutual understanding, our company would have to
go through arbitration procedures.

If they hadn’t agreed, we would have to negotiate a longer delivery
time with them next year.

They won’t win if they refer their claim to arbitration.

If he hadn’t ignored all my remarks, they wouldn’t take legal actions
NOow.
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I1. Make up some sentences:

If he were here he would help you
If you asked him we could suggest something
might settle it

reach mutual
understanding
interfere
arrange everything

If he had interfered everything | would have been different

they could have been arranged
their claim | might have been settled

have been rejected
have been pleased

I11. Change the sentences according to the model:

Model:

If he comes, we’ll discuss it.

If he came, we’d discuss it.

If he’d come, we’d have discussed it.

Sk whE

owners.

7. 1f you don’t send us these parts next week, we’ll start taking legal

action.

IV. Translate the sentences:

1. Ecnu 6bl 060pyaoBaHMe ObINO YNakoBaHO A0/HKHbIM 06pa3oMm, OHO
Obl He NocTpaaano. (Ho OHO NOCTPagano)

2. Ecnn 6bl Bbl fJocTtaBuiv Tpy3 B ApPYroin mnopt, Bbl Obl MOMN
YNIOXUTBLCA B CPOK. (HO Bbl HE Y/TIOXW/NCB)

3. Ecnn Mbl ynagmMm 3TOT BOMPOC Ha COBelaHun, s cooblly Bam 06

ITOM.
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If you interfere in their affairs, they’ll get angry.

If you send them a telegram, they’ll meet us at the station.
If they disagree, we’ll reject their claim.

If we decline their claim, we’ll lose this order.

If you deliver the equipment to other port, you’ll meet the deadline.
If the equipment is damaged, I'll try to discuss it with the ship



10.

Ecnn oHWM caenatoT 370, Mbl Oy[EM BbIHYXX/AEHbI MPUB/EYbL HALLIMX
tOPUCTOB.

Ecnn 6bl KOMMEPYECKMIA AMPEKTOP He MPOUrHOPUPOBan BCE MOW
3aMevyaHMs Ha TOM COBeLLlaHMK, TO OHW Obl He obpaTuIuch B Cyfa
cenyac.

M He yaacTcs BbIUrpaThb, ECN OHW NepeaalyT CBOK NPETEH3NIO Ha
PAacCMOTPEHME B apouTpax.

. Ecnn 6bl OTKNOHMAM KX MPETEH3NIO ceilyac, TO Mbl MOrX Obl

MOTEPATb UX 3aKa3 Ha CNeayroLuii rog,
Ecnu 6bl Mbl OTK/IOHWIN UX MPETEH3MIO B MPOLL/IOM Foy, TO OHU Obl
HEe CAenann y Hac 6O/bLLIONO 3aKa3a B 3TOM rofy.

. Ecnn 6bl OH 6bIN 34€Cb, OH NPOABUA Obl 60/bLUYH HACTONYMBOCTL B

pasroBope C KanuTaHoM.

Ecnn Gbl B pa3roBope C KanutaHOM Bbl MPOSBMAN  BGO/bLUYIO
HacToMYMBOCTbL (HO Bbl 3TOro He caenanv), OH Obl MPU3HaI CBOKO
BUHY.
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ADDITIONAL INFORMATION

iy

EAN means European Article Numbering. Each article has its own
number. There are always thirteen numbers on the package. The first two
show the country where the article comes from. Finland is number 64,
Great Britain is number 50, Japan’s numbers are 45 and 49 and Russia’s
code is 460. The 13™ number is for checking. The code of the article is a
symbol of stripes. They are of different shades and thicknesses. A special
Scanner cash register reads them with its optic eye. The EAN system saves
time at the cash register.

l. THE EAN CODE

. ISO CODES

In international trade it is recommendable to use the official 1SO
codes (drawn up by the International Standardization Organisation) to
mark currencies.

Here is a list of the codes for some currencies.

Armenia ARD (Drachma)  Kazakhstan KAT (Tenge)
Australia AUD (Dollar) Kyrgyzstan KYS (Som)
Austria ATS (Shilling) Latvia LVL (Lat)
Azerbaijan AZM (Manat) Lithuania LTL (Litas)
Belarus BUR (Rubel) Moldova MOL (Leu, Lei)
Belgium BEF (Franc) Netherlands NLG (Guilder)
Bulgaria BGL (Lev) Norway NOK (Krone)
Canada CAD (Dollar) Poland PLZ (Zloty)
Denmark DKK (Krone) Portugal PTE (Escudo)
Estonia EEK (Kroon) Romania ROL (Leu)
Finland FIM (Mark) Russia RUR (Rouble)
France FRF (Franc) Spain ESP (Peseta)
Georgia GRL (Lari) Sweden SEK (Krona)
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Germany DEM (Mark) Switzerland CHF (Franc)
Hong Kong HKD (Dollar) Tadjikistan TAR (Rouble)
Hungary HUF (Forint) Turkey TRL (Lira)
Ireland IEP (Pound) Turkmenistan  TUM (Manat)
Iceland ISK (Krona) Ukraine UGR (Grivna)
Israel NIS (New Shegel) United Kingdom GBP (Pound)
Italy ITL (Lira) USA USD (Dollar)
Japan JPY (Yen) Uzbekistan UZS (Sum)

ABBREVIATIONS

Certain words are repeated quite often in telex messages, and it has
become a habit to use abbreviations. It is almost a must for the operator to

know the most common ones by heart.

Some of the most common abbreviations are given in the following

list.
asap

bal
beg Apr

bk
canu
cfm
comp
cstr
der
dly
eee
fin
ga
inf

max / min
mns

mom

n

as soon as possible

balance

(at the) beginning of
April

break

can you

confirm

complete

customer

deranged = out of order

delivery

error

finished

go ahead

call the Information
Service

maximum / minimum
minutes

moment = wait / waiting

and

KaK TO/IbKO CMOXKETE; KaK MOXKHO
cKopee

6anaHc, canbao

B Havasie anpens

naysa; nepepbIs
MOXXETE /N Bbl?
NnoATBEPANTD
3aBepLUnNTb

KNINEHT
HencnpaBHbIi
AocTaBKa / nepefava
OLUnbKa

3aKOHYEHO
«0[06psem»
CBSXKMTECH C
NH(opmaLmm
MaKCUMyM / MUHUMYM
... MUHYT

xay / xaute

7

OT/Je/IoM
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na
nc

np

OCC
ok
pls
pre(s)
qlty
gnty

rec/ rcvd

rfd
rfs

rgds
rpt
rpt aa
rpt wa
rqd
rytx
rotx
svp

tks
thru
xr

u

vry
vsls

W

wru
yinv
yq/oq

yl /ol

yr
ytx / otx

no admittance

no circuits
non-party = not a
subscriber
occupied

OK

please

price / prices
quality

guantity

received

ready for delivery
ready for shipment

regards

repeat

repeat all after
repeat word after
required

refer to your telex
refer to our telex
S’il vous plait = if you
please

thanks

through

telex reply

you

very

vessels

word

who are you

your invoice

your quotation / our
guotation

your letter / our letter
your

your telex / our telex

indicates the end of the

message
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BXO/, BOCTPELLEH / HET Nprema
HET CBA3Y
y K/IMEHTA HET TefeKca

y nonyyatenst TefleKC 3aHAT
«0[006pAeM»

noXkanymcra

LieHa / LUeHbl

KayecTBO

KONNYEeCTBO

noATBepXKAato nonyyeHue
rOTOBO K OTrpy3Ke
rotoBO K OTrpyske
nyTem

npuBeT

MoBTOPUTE
MOBTOPUTE BCe, HAUYNHasA C ...
MOBTOPMWTE C/I0BO MOCrE ...
TpebyeTcs

CCblnascb Ha Ball Tenekc
CCbINasACb Ha Hall TeneKc
OyabTe 106pbI, NOXanyncTa

BOAHbIM

cnacubo / 6narogapum

Bac coeinHunn

0TBe4y / OTBETUM Te/IEKCOM
Tbl / Bbl

OYeHb

cyfa

C/10BO

KT0 BbI?

Baw cyeT-thakTypa

Bawa / Halla
(NpeanoXkeHne No LieHam)
Bawue nnucbmo / Halle NucbMo
Bawu

Balu Tenekc / Haw Tenekc
0603Ha4aeT KOoHel, CO00LLEHNS

othepTa



** indicates the end of o6o3Ha4yaeT KoHeu cBasn /
transmission nepegauyn

+ no answer required OTBeTa He TpebyeTcH

+? an answer required OXniaem 0TBeTa

V. SOME COMMON ABBREVIATIONS

a/c (account) cuet

am (ante meridiem) = before noon [0 nonygHs

B/D (Banker’s Draft) OaHKOBCKUI YeK

B/E (Bill of Exchange) BEKCeslb

BA (British Airways)
B/L (Bill of Lading)

C (Centigrade; Cent)
cc (carbon copy to)
CAD (Cash against Documents)

C & F (Cost & Freight)

cf. (confer) = compare
CIF (Cost, Insurance, Freight)

c/o (care of)

Co (company)
COD (Cash on Delivery)

C/P (Carriage paid)
CWO (Cash with order)

dbl (double)

d/d (delivered)

DDP (delivered duty-paid)

dep (departs, departure)

dept (department)

D/P (Documents against Payment)

BputaHCcKue aBWanMHUKN (Ha3BaHWe
KOMMNaHuw)

TPaHCMOPTHas HaknagHas;
KOHOCaAMEHT

TepmomeTp Llenbcust; ueHT

KOMusa ... KOMY-TO

onnara Ha/IMYHBIMU NpoTUB
rPy30BbIX [1OKYMEHTOB

cToumMocTb / LUeHa W nfara 3a
MepeBO3Ky

CpaBHW / cpaBHUTE

CTOMMOCTb, CTpaxoBaHuWe W paxT,
CND

yepes Koro-nnbo; no agpecy; [Ans
nepeaayu

KOMMaHus

Ha/TI0XEHHbIN nnaTex; onjara
Ha/IMYHBIMW MPU 0OCTaBKe

3a 0CTaBKY Yrn/iayeHo

Ha/IMYHbIA  pacyeT npu  Bblaaye
3aKasa

NBONHOW

AocTasfieH (3aKa3 BbINOJIHEH)
NOCTaB/IEH C OMNJIA4YE€HHOM MOLUINHON
OTMPaB/SETCS; OTNPaB/EHNE

oTaen

NOKYMEHTbI NPOTMB MaTexa
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d/s (days after sight)

E. & O.E. (Errors and Omissions

excepted)
EU (European Union)

EFTA (European Free Trade

Association)

e g (exempli gratia) = for example

Enc(l)(s) (enclosure(s))
e t a (estimated time of arrival)

etc. (et cetera)

e t d (estimated time of departure)

excl (excluding, -ed, exclusive)
ex-works
FOB (Free on Board)

FOR (Free on Rail)
FOT (Free on Truck)

ft. (foot, feet)

GATT (General Agreement on

Tariffs and Trade)
GMT (Greenwich Mean Time)

H.P. (Hire Purchase)
h(rs) (Hour(s))

l.a. (inter alia)

I.e. (id est) = that is

Inc. (Incorporated) (Am)

incl. (including, -ed, inclusive)
1.O.U. (I owe you)

Jr. (junior)

Ib / Ibs (pound / pounds)

L/C (Letter of Credit)

Ltd (Limited) (Br)

m (metre, mile)

yepes ... AHEN nocne npeabABIeHUs
BeKces
MCK/HOYast OLLUMOKM 1 MPOMYCKM

EBponeickuii coro3s
EBponelickas
CBOOO/HOI TOProBu
Hanpumep

B/IOXKEHWE; MPUIOXKEHME
pacyeTHOe / npefnonaraemoe Bpems
NPUbLITUS

nT.4. (M TaK ganee)

npeanonaraemMoe Bpems OTnpaB/ieHNS
3a UCK/NHOYEHNEM, UCKNHOYas
(hpaHKO-3aB0[

becnnatHo Ha 60pTy, (PpaHKo-60pT,
®Ob

(ppaHKO-BaroH

accoupaLms

(hpaHKo-nnaTopma; (hpaHKo-
rPY30BU1K

¢yt = 30,5 cm™, GoyThl

["eHepasibHOe cornawleHue Mno

TaMOXXeHHbIM Tapudam 1 Toproesne
cpefHee BpemMs MO0 TPUHBUYCKOMY
Mepuanany

MOKYTKa B pacCpoyKy

yac

cpefm npoyero / npoynx

T.e./ TO €CTb

3aperncTpupoBaHHas Kak
Kopropauus

BK/KOYas / BKAKOUNTENBHO

A Bam gomkeH

MIaaLLUIniA

(yHT = 0,454 Kr

aKKpeamTumB

C OrpaHWU4YeHHOW OTBETCTBEHHOCTbLHO
(0 KOMNaHUK)

MeTp, Muns
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Ms (Mrs or Miss)

M/V (Motor vessel)

NCR (no carbon required)
No/Nos (number, numbers)

OECD (Organization for Economic

Cooperation and Development)

0z. (ounce)

p (page, penny, pence)
p.a. (per annum)

pkt (packet)

pm (post meridiem) = after noon

PO Box (Post Office Box)

p.p. (per procurationem) = on

behalf of

P.S. (post scriptum)

PTO (Please turn over)
re/ref (reference)

Rd. (Road)

R.S.V.P. (Repondez, s’il
plait)

S/D (sight draft)

sg. (Sq.) (square)

Sr. (Senior)

s/s, S/S (steam ship)

St (street)

Sta (station)

STD Code (Subscriber
dialing code)

tel (telephone)

UK (the United Kingdom)

UN (the United Nations)
VIP (a very important person)
viz. (videlicet) = namely

yd./yds. (yard / yards)
wt. (weight)

VOUS

trunk

rocnoxa (MmMccuc Um muce)
Tennoxop
camokonupyrouwasaca bymara
Homep / HOMepa

OpraHusayus 3KOHOMMYECKOIO
COTPYyZHMNYeCTBa U PasBUTUS
yHUMA = 28 1

CTpaHuLa; NeHHW; MeHC

eXXerofHo; B rof

naket

MononyaHn, nocne nonyaHs
MOYTOBbI AOOHEMEHTHbIN ALK

M0 10BEPEHHOCTN (BMECTO, OT MMEHW)

MOCTCKPMNTYM (MOC/e HarnmcaHHOro)
NepeBepHNUTE, NOXayncTa

CCbl/IKa

[opora; nyTb

OTBETbTE, NOXKa/yincTa

BEKCE/b HAa NPeAbABUTES
KBapaT, KBafpaTHbliA, nioLaib
cTapLuni

napoxop

ynmua

CTaHUWS

Kof Habopa (npy MexayropoaHOM
Tene)OHHOM pa3roBope)

TenegoH

CoeinHEHHOE KoponeBcTBO
(BenukobputaHun 1 CeBepHOiA
NpnaHamn)

OpraHusauus OO6beAMHEHHbIX
Hauwnin, OOH

BbICOKOMOCTaB/IeHHoe nUo (04YeHb
BaXKHasA MepcoHa)

TO €CTb; & MIMEHHO

Aapa = 0,9144 m

BeC
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yr. (year; your) roa; Baw

ZIP Code(Zone Improvement Plan nou4ToBbIA MHAEKC
Code) (Am)

Post Code (Br)
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PROJECT SUGGESTIONS

Topic 1: Labour Market Survey.
End Product: an article

1.
2.

Study the demographic situation in Rubtsovsk.
Examine the labour market demands and list the most wanted
professions in the town.

3. State employment restrictions.
4,
5. Work out a list of recommendations to facilitate the process of

Classify the reasons of unemployment.

getting a job.

Topic 2: A Small Business Project
End Product: a project of a small business in Rubtsovsk

1.
2.
3.
4,
5. Work out the economic basing of your project. Make the necessary

6.

Discuss business potential of the town with the teacher of economics.
Select the suitable segment of the market.

Substantiate the expediency of setting up a small business in this
field.

Define a form of organizing your business.

calculations.
Try to predict eventual problems and think over the ways of solving
those problems.

Topic 3: Altai Region
End Product: an exhibition / a display

1.

Study some aspects of the region:

- physical characteristics;

- historically significant events;

- places of interest and attractions;

- people, their character, occupations and living standards;

- outstanding people.

2. Summarize the information in articles, notes, essays, charts, graphs,

pictures, etc.
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Topic 4: Exhibitions and Fairs
End Product: a stand for an exhibition of agricultural machinery

1.

Familiarize yourself with the latest models of agricultural machinery
produced in Rubtsovsk and choose one or several models for your
prospective stand.

. Consider some aspects of the model:

performance;

serviceableness;

warranty assurance;

maintenance;

some advantages in comparison with models of similar
manufactures.

Prepare a stand for an exhibition.

Topic 5: Advertising in Russia.
End Product: a report

1.

2.

3.

4.

Conduct an opinion survey. Interview people about their attitudes

towards advertising.

Study advantages and disadvantages of advertising.

- find out types of presentation of ideas, goods or services;

- examine different techniques of advertising;

- look at the effectiveness of advertising from the point of view of
a) a manufacturer b) a customer

Find some demonstrative examples of successful, useful or harmful

advertising.

Prepare a report about the results of your research.

Topic 6: Britain in Russia (the key political, commercial and cultural
links between Russia and Britain, from the 16™ century to the present

day)

End Product: a display / a brochure
Despite geographical distances, contacts between Russia and Britain have
been rich and varied.

1.
2.

3.

Investigate some historical or present-day links.

Compare accounts of historical periods or events as described by
British authors and historians from your country.

Summarize the information in notes, articles, essays, charts, graphs,
tables of figures, etc.
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10.

11.

12.

13.
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AUDIO/VIDEO MATERIALS
recommended for using together with this textbook

1. “Business Connections”. Longman, 1990.

2. “The B.B.C. English”. B.B.C., 1985.
3. “Business Assignments”. Oxford University Press, 1993.
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A3blikoBa ipnHa HnKonaeBHa
KopHneHko AnvHa HnKonaeBHa

BUSINESS ENGLISH IN PRACTICE

Yye6HOe Nocobue Ans CTYAEHTOB HES3bIKOBbLIX BbICLLINX
yUeOHbIX 3aBefeHW

Pepaktop E.®. 130TOBAa
OTBeTCTBEHHbIN 3a BbiNyck E.B. Ctapogybuesa

MognucaHo K neyatn 09.04.12. ®dopmar 60(84 1/16.
Ycn. ney. n. 9,63. Tupaxk 100 ak3. 3aka3 121070. Per. Ne156.

OTtneyartaHo B PO Py6uU0BCKOro MHAYCTPUaNbHOIO NHCTUTYTA
658207, PybuoBck, yn. TpakTopHas, 2/6.
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