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PREFACE

Настоящее учебное пособие предназначено для студентов
неязыковых вузов гуманитарных и технических специальностей
очной и заочной формы обучения, факультетов, готовящих
экономистов, менеджеров и специалистов во внешнеэкономической
деятельности, а также для широкого круга лиц, изучающих деловой
английский язык для практического использования в
профессиональной сфере.

Пособие рассчитано в среднем на 180 часов (из них 51-85 час.
предполагается для аудиторной работы). Цель пособия -
формирование и развитие у студентов навыков письменного и
устного делового общения, необходимых для осуществления
будущих профессиональных обязанностей.

Все тексты, представленные в пособии, актуальны и являются
образцами современного делового английского языка. В пособии
нашли отражение лексические, грамматические и стилистические
изменения, произошедшие в деловом английском за последние годы.
В образцах деловых писем отражена современная тенденция -
максимальное приближение письменных штампов к устной речи.
Пособие построено по тематическому принципу. Рассматриваются
следующие темы: 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). Раздел “Additional Information” рассматривает такие
темы, как The EAN Code; ISO codes и др.

Пособие направлено на решение следующих учебных задач:
- значительно расширить запас активной и пассивной деловой

лексики;
- сформировать устойчивые навыки письменного делового

общения;
- сформировать навыки письменного перевода деловой

корреспонденции с русского языка на английский;
- способствовать развитию навыков устного делового общения.
Решение указанных задач обусловливает структуру основных

разделов. Каждый из указанных основных разделов состоит из
четырех частей (Parts).

Часть I (Topics and Situations) содержит тексты диалогов,
соответствующие направленности раздела для двустороннего
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перевода. В этих текстах содержатся современные речевые образцы,
необходимые для овладения основами устного делового общения;
словарный список и упражнения на отработку лексики.

Часть II (Text for Reading) содержит текст, в котором излагаются
основные теоретические положения, словарный список и упражнения
на отработку лексики.

Часть III каждого раздела (Writing Practice) включает образцы
написания резюме, английских деловых писем, описание их
характерных особенностей, примеры заполнения таможенных
деклараций, лексические упражнения и задания коммуникативного
характера.

В широком наборе писем на английском и русском языках
(Inquires, Replies to Inquires, Offers and Quotations, Sales Leters, Orders,
Complaints and Claims, etc.) отражены различные ситуации делового
общения в рамках основной тематики деловой переписки.

Часть IV (Grammar) включает упражнения по грамматике, в
которых рассматривается материал, представляющий наибольшую
сложность при чтении текстов, предлагаемых в пособии.

Кроме того, пособие предлагает варианты проектной работы в
рамках рассматриваемых тем: “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).

Такая подача материала имеет также преимущества
психологического и методического плана, так как позволяет сочетать
работу над новым языковым материалом с овладением
профессионально значимыми речевыми навыками.

Каждый раздел пособия содержит многообразие упражнений
лексической, грамматической и практико-ориентированной
направленности. В зависимости от количества аудиторных часов
можно варьировать материал, представленный для изучения в
каждом разделе пособия.

Методические рекомендации
Обучение деловому английскому языку ведется с опорой на

русский язык так, чтобы обучающиеся правильно соотносили
английскую и русскую терминологию и четко понимали различия в
значении английских терминов в зависимости от области их
применения. Например, в разделе «At the Company Office» при работе
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с текстом “How a Business is Organized” обучение ведется с опорой на
русский язык.

При введении информации о написании деловых писем авторы
дают подробное пояснение на русском языке для лучшего понимания
структуры деловых писем. Тексты на русском языке, таким образом,
являются неотъемлемой частью аудиторного занятия или
самостоятельной работы студентов.

В разделе “The Visit of a Foreign Partner” отражены различные
ситуации делового общения по теме, даны пояснения по
установлению деловых контактов, а также конструкции,
позволяющие поддерживать «светский» разговор.

Знание достопримечательностей столицы необходимо для любого
делового человека, и именно опора на текст “Moscow” поможет в
дальнейшем «строить» описание любого города, любой страны.
Важной частью работы над текстами, таким образом, является
обсуждение их содержания с двоякой целью: более осознанного
усвоения лексики в контексте данной темы и развития навыков
устной речи.

При этом особое внимание следует уделить обучению
реферированию текстов.

Раздел “Business Trip to a Foreign Country” содержит множество
диалогов, моделирующих ситуации реального делового общения и
развивающих навык профессионально ориентированной устной речи.
Части диалогов предназначены для двустороннего перевода на
занятии, а также для самостоятельного выполнения.

Диалоги обеспечивают синтез языковых и речевых навыков,
полученных при работе с предыдущими частями каждого раздела.
При выполнении двустороннего перевода акцент следует сделать на
единстве формы и содержания, т.е. на использовании изученной
деловой лексики, соблюдении норм речевого этикета и на точной
передаче смысла высказывания.

Работа над лексикой включает выполнение тренировочных
упражнений, которые могут использоваться для работы в аудитории,
для самостоятельной работы дома и как проверочный материал.
Закрепление лексики осуществляется одновременно с
формированием начального навыка перевода.

При работе над заданиями по переводу или написанию деловых
писем после проверки преподавателем рекомендуется обсудить их на
занятии. Предполагается, что при обсуждении самостоятельно
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написанных писем преподаватель задает вопросы, стимулирующие
студентов на использование активной лексики и грамматики. Однако
основной упор следует сделать на содержании писем с точки зрения
раскрытия в них моделируемой деловой ситуации.

Учебное пособие в течение 4 лет апробировалось на кафедре
иностранного языка и филологии гуманитарно-экономического
факультета Рубцовского индустриального института. Настоящее
пособие отражает доработанный и актуализированный материал,
апробированный и откорректированный в ходе практического
использования.

Пособие может быть использовано как основной материал в
высших учебных заведениях указанной профессиональной
ориентации, а также как дополнительный материал в ряде учебных
заведений и в организациях, имеющих прямые контакты с
внешнеторговыми партнерами.

Пособие может быть рекомендовано для самостоятельного
овладения основами деловой переписки лицам, имеющим
достаточные знания английского языка.

Названия учреждений, организаций, фирм и стран,
встречающихся в пособии, являются условными.
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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
30th August 2006

Personnel Manager
Wood Export Company
20/54 Kirov Street
658000 Barnaul

Dear Sirs

I have seen your advertisement for a secretary in the Morning
Express and I would like to apply for the post.
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I have left secondary school where I obtained my knowledge of
secretarial work. I enclose an outline of my qualifications. I have no
previous office experience but I am willing to try and learn quickly.

Yours faithfully

Olga Bodrova

II. 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 I do for you?

O.B.: I read an advertisement of your firm in yesterday’s Morning
Express. You need a secretary, so I 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 I haven’t, but in spring I finished secondary

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

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

O.B.: Oh, to a certain extent, yes. I 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, I could be on probation for a

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

lot.
O.B.: I’m willing to do that.
V.K.: Well, now… where have I 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 I can.
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V.K.: That’s good. Can you start next Monday?
O.B.: Oh, yes, of course.
V.K.: Well then. I’ll see you next Monday at 9 sharp.
O.B.: Thank you. Good-bye.
V.K.: Good-bye.

Vocabulary Notes:

to apply подать заявление о приеме на
работу / на должность

to obtain knowledge получить / приобрести знания
to enclose an outline of one’s приложить (к письму) сведения о
qualifications квалификации
office experience опыт работы в конторе
personnel manager начальник отдела кадров
fairly well весьма неплохо
to be on probation пройти испытательный срок
application заявление
curriculum vitae сведения об учебе и трудовой

деятельности

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

A.: Well, how was it?
O.: It’s difficult to say. The personnel manager was very nice and

understanding.
A.: What questions did he ask you?
O.: Well, first he wanted to know whether I had worked anywhere

before. I told him that I had studied secretarial work. Now I have
to pay greater attention to French.

A.: Did you see the office where you’re going to work?
O.: No, I 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.
A.: What was the personnel manager’s room like?
O.: Nothing much, just an ordinary room. It was tidy, there were even

some flowers on the table. But I have the feeling that they are short
of space. Just like everywhere else.

A.: It’s not interesting at all. I’d like to work someplace where there
are many foreigners, big imposing rooms, big tables, cozy
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upholstered armchairs, swinging glass doors, a lot of light and air.
O.: Oh dear. You must still be under the impression of some recent

commercial film.
A.: You see, that’s my idea of my future workplace.
O.: Well, we’ll live and see.

Vocabulary Notes:

tidy аккуратный; опрятный
short of space не хватает места
imposing внушительный; импозантный
cozy удобный; уютный
upholstered мягкая (о мебели)
swinging door вращающаяся дверь
we’ll live and see Поживем – увидим.

III. Which alternative is correct?

1. Wood Export Company advertises for a supplier / bookkeeper /
secretary / accountant.

2. Olga Bodrova has previous experience of office work / has studied
Italian / has a lot of initiative / expresses willingness to learn.

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

4. Olga knows fairly well Spanish / Dutch / Finnish / Italian.
5. Olga has her previous knowledge of secretarial work from her

mother / earlier work / school / special courses.
6. Vlad Koshelev’s room is imposing / ordinary / very large / with

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

parents / friend Anna.

IV. 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:
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be pretty strong and fit
be trustworthy, persistent and hardworking
be punctual and careful at work
be well-mannered and tactful
be eloquent 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.

1. He was unemployed doing only odd … .
2. Reading is a useful … for long winter evenings.
3. This aid is for those who have a very low … in society.
4. My sister occupies an important … in the Department of Health.
5. The police called the company to find out his … at the moment.
6. He had a hard … designing the new equipment.

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
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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
3. Do you like
a) meeting people
b) working alone
c) working with other

people
d) working with your

hands
e) travelling

yes
�
�

�

�
�

no
�
�

�

�
�

1. Are you seeking
a) full-time employment?
b) part-time employment?
2. Which of these is most

important for you?
(Please number 1-5 in order
of importance)
money �   people �   security
job satisfaction
an interesting job

�
�

�
�
�

4. What do you like doing in your
free time?

_____________________________

VII. 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. Ideally, 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
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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) заполнять
CV = Curriculum Vitae резюме
standard printed application form стандартный бланк заявления
lay out располагать, размещать
to assess оценивать
assessment оценка
suitability (зд.) соответствие
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job objective цель, связанная с получением
работы

experience опыт, практика
skills практический опыт,

квалификация, мастерство,
умение

extracurricular activities внеучебные занятия, увлечения
references рекомендации, отзывы
statement of intent заявление о намерениях

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

потерянная возможность; первая информация; машинописная
страница; информация о себе; цель, которую вы ставите при поиске
работы; занять должность; высокооплачиваемая работа; произвести
благоприятное впечатление; заявление о намерениях; в обратном
хронологическом порядке; пройти курс (закончить курс); закончить с
отличием; начиная с; последнее место работы; следуйте в обратном
(хронологическом) порядке; увлечения (занятия в нерабочее время);
могут быть представлены при необходимости; быть вызванным на
интервью, собеседование; заявление (письмо к нанимателю).

IX. Translate the sentences:

1. Чтобы получить интервью с представителем компании, вы
должны разослать ваше резюме и заявление в разные компании
и агентства.

2. Резюме должно быть правильно составлено, т.к. это первая
информация, которую компания получает о вас.

3. Неправильно составленное резюме – это потерянная
возможность получить работу.

4. Вы должны указать точные даты, должности и места работы.
5. Резюме не должно быть длинным, не более одной

машинописной страницы.
6. Необходимо перечислить все места вашей учебы в обратном

хронологическом порядке. В этот список можно включить все
прослушанные курсы, относящиеся к данной должности.

7. Укажите последнее место работы и следуйте в обратном
порядке.
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8. Цель получения данной работы не должна быть
сформулирована в слишком обобщенном виде.

9. Если вы закончили университет с отличием, укажите это в
разделе «образование».

10. Указав имена, адреса и телефоны людей, которые могут дать
вам рекомендацию, вы можете написать «могут быть
представлены при необходимости».

11. Резюме посылается с письмом к работодателю.
12. Конечно, резюме не предоставит вам работу, но оно поможет

вам быть приглашенными на интервью.
13. «Получение высокооплачиваемой работы» - не должно быть

указано как главная цель получения работы. Это произведет
неблагоприятное впечатление.

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

analyzing
assembling
building things
cooking
dancing
decorating
designing
driving
filing
growing things

making decisions

meeting people
negotiating
operating machines
organizing
persuading people
repairing machines
selling
sewing
singing
solving problems

Use: I am very…

accurate
adaptable
cooperative
creative
dependable
flexible
mature
organized
persuasive
punctual

…is one of my
strong points
accuracy
adaptability
cooperation
creativity
dependability
flexibility
maturity
organization
persuasiveness
punctuality
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helping people
interviewing
listening
making crafts

speaking
sports
supervising
typing

responsible
tactful

responsibility
tact

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

1. What are my abilities?
2. What special talents do I have?
3. What are my special interests?
4. What are my physical abilities and limitations?
5. What are my attitudes and values?
6. How do I see myself, or what is my self-concept?
7. What is my previous experience?
8. What are my educational plans for the future?
9. Am I the kind of person who works well in a large group, or do I

work better with only one or two people?
10. Am I willing to accept change?

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:
I advanced to a higher position in ___ years.
I increased sales by ___ percent.
I designed a computer program.
I developed a new process for improving the quality of the work.
I 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

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

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

EDUCATION: St. Petersburg State University.
1999-2006 Diploma in English and French.
Qualified as English interpreter.

WORK
EXPERIENCE
April 2006-
till now
January – March
2003

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 &
ACTIVITIES

Theatre, music, tourism, sports.

REFERENCES
Mrs. Elena Petrova, Assosiate
professor St.Petersburg,
State University 11,
Universitetskaya Nab.
St. Petersburg
Phone: +7 812 218 95 65

Mr. Peter Bright, Manager
Anglo-American School
US Consulat General
St. Petersburg
Phone: +7 812 325 62 47

III. 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 I 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

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

1. I … 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. I … 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 I … to obtain a position in economy department but then
my plans … .

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

6. I think that my knowledge in telecommunication … me a lot in
future.

a) help
b) helped
c) will help

7. The style and format of a resume … very important.
a) are
b) were
c) was

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

a) gives
b) will give
c) gave

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

Job satisfaction (1) ___ important but I have a family
so I have to think about money too. If a job (2) ___ me, I
need to know what salary it (3) ___ and also whether
there (4) ___ regular annual increases, called increments.
I (5) ___ to know if I (6) ___ a pension when I retire at
the age of 60 or 65. If the job (7) ___ selling a product, I
ask if I’ll receive a percentage of the value of what I (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

interests
are
is
want
offers
will receive
sell
is
to know
are
isn’t
am
don’t want
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and this can be expensive. I (12) ___ very keen to be
successful. I am very ambitions. I (13) ___ to stay in the
same job all my life

III. 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 … ?)
4. The resume begins with personal information. (What … with?)
5. 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 … ?)

IV. Convert these sentences into the Passive Voice:

1. Certain professions require different qualities and abilities.
2. A secretary does her work quickly and accurately.
3. You need different qualities for your future profession.
4. He is filling a resume now.
5. They are interviewing a candidate for the post at the moment.
6. He improved his marks in maths last week.
7. Her friend got good marks to get into university to do medicine.
8. At that moment they were discussing their plans for the future.
9. 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.
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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:

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.

Mr. K.: Good morning, gentlemen! How are you?
Mr. C.: Fine, thanks. And how are you getting on?
Mr. K.: Very well, thank you.
Mr. C.: 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.

Mr. B.: 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.

Mr. K.: Are they your subsidiaries or branches?
Mr. B.: 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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Director?
Mr. K.: Yes, I think so. We investigated your business proposal

thoroughly.
Mr. B.: Have you got our price-lists and catalogues with you now or

shall I ask Miss Elliot to bring a copy?
Mr. K.: Thank you, but I have them with me as well as copies of your

letters. I 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.

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

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

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

Mr. K.: Yes, with pleasure. It would be very helpful for the purpose of
my visit.

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

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

Vocabulary Notes:

department отдел, отделение, управление,
департамент

sales сбыт
sales manager менеджер по сбыту
turnover оборот, текучесть
turnover of capital оборот капитала
research исследование
development развитие, рост, освоение,

разработка
subsidiary company дочерняя фирма, где холдинговая/

родительская компания владеет
более чем половиной номинальной
стоимости ее акционерного
капитала и контролирует состав
совета директоров
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branch филиал, отделение
Meeting of Shareholders собрание акционеров
Board of Directors совет директоров
business proposal деловое предложение
to propose (to offer) smth to smb предлагать кому-то что-то
Draft (of) Contract проект контракта
Draft проект текста документа

II. 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.

III. Answer the questions:

1. What does the firm “Continental Equipment” produce?
2. What departments does it consist of?
3. When was it created?
4. Who is the chairman of the company?
5. How many people does the company employ?
6. Does the company have any subsidiaries?
7. Why did Mr. Cartwright go to Moscow?
8. What is Mr. Klimenko going to do during his business trip to the

company “Continental Equipment”?

IV. 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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W.: …
S.: What department will we work with?
W.: …
S.: Do you have any subsidiaries?
W.: …

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.: I hope so.

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

− 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?

Research and
Development Manager

Marketing
Research Manager

Product Research
Manager

Controller

President

Executive
Vice-President

Production
Manager

Chief of the
Credit

Department

Sales
Manager
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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 договор об образовании товарищества
asset(s) материальные средства, все средства

лица или компании
capital капитал, фонды
to secure capital приобрести капитал
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to raise capital добывать, приумножать капитал
corporation корпорация
credit кредит
dividend дивиденд, прибыль
entity экономическая единица, объект
a legal entity юридическое лицо
profit прибыль
disposition of profit использование прибылей
to distribute profits распределять прибыль
share доля, доля участия, акция
stock фонд(ы), акция

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. Существует три формы организации бизнеса: индивидуальное
предпринимательство, товарищество и корпорация.

2. Под формой организации подразумевается (mean) тип
собственности.

3. Формы организации бизнеса отличаются по (differ in)
способности приумножать капитал, размеру и преемственности
предприятия, распределению прибыли и правовым
обязательствам в случае банкротства.

4. Предприниматель обычно начинает дело с (start smth with)
покупки необходимого товара и оборудования и открытия
магазина.

5. Частный предприниматель подвергается риску финансового
краха и несет ответственность по всем долгам, если терпит
убытки.

6. Частный предприниматель должен (must) платить подоходный
налог на прибыль.
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7. Предприниматель должен (must) использовать личное
имущество, чтобы покрыть долги в случае банкротства.

8. Партнеры могут (can) использовать личное имущество, чтобы
приобрести займы и кредиты.

9. Совет директоров назначает президента или исполнительного
директора для руководства корпорацией.

10. Совет директоров обычно резервирует часть прибыли для
реинвестирования и распределяет другую часть среди
акционеров в качестве дивидендов.

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

a) it is 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) it is 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) Индивидуальное предпринимательство
(Individual Entrepreneurship (амер.), Sole Entrepreneurship (англ.))

Индивидуальный предприниматель определяет место своей
деятельности и вкладывает в дело свой личный капитал. Все, что ему
нужно, - это иметь достаточные для начала дела средства и знать
местные законы. Это самая простая и дешевая форма
предпринимательства.

Преимущества:
− проще всего начать;
− дешевле всего организовать;
− самая гибкая структура, ибо в Ваших руках все полномочия.
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Недостатки:
− неограниченная личная ответственность за долги и

ответственность перед законом;
− нестабильность. Ваша болезнь или смерть – угроза для

Вашего бизнеса;
− бремя ответственности и ограниченность ресурсов;
− личные дела легко спутать с бизнесом.

б)    Товарищество
(Partnership)

Вы и еще несколько человек согласились объединить свою
собственность и создать товарищество. Вам необходимо только
составить письменное соглашение о разделе капитала и дивидендов
между участниками (Agreement of Capital and Dividends Share) и устав
(Statute), где оговорены все положения об управлении
товариществом. Для товарищества предусмотрен ограниченный срок
деятельности и неограниченная ответственность по крайней мере
одного из партнеров.

Преимущества:
− просто организовать;
− рабочая нагрузка, идеи, опыт и ответственность делятся

между партнерами;
− потенциальные дополнительные источники капитала;
− участники не платят корпоративного налога. Участники

включают свои доходы от деятельности товарищества в свой личный
доход, который облагается обычным подоходным налогом;

− каждый из основных партнеров может действовать от имени
товарищества.

Недостатки:
− основные партнеры имеют неограниченную личную

ответственность;
− в случае банкротства партнеры с наибольшими личными

взносами теряют больше;
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− товарищество в первозданном виде может распасться в
случае смерти главного участника (но не всегда, так как можно
ввести новых членов);

− стратегия поведения и распределение полномочий не всегда
четко определены;

− бывает сложно правильно определить долю участия каждого
партнера в делах фирмы;

− трудно избавиться от плохого партнера.

в) Корпорация
(Corporation (амер.), Company (англ.))

Создание корпорации – это наиболее сложный и дорогостоящий
путь организации бизнеса. Корпорации выпускают акции (stocks,
shares), которые определяют форму раздела собственности. В
закрытых корпорациях лишь немногие люди владеют акциями и
торгуют ими непосредственно, а в открытых акции продают любому
человеку, желающему их купить, через брокеров. Собственность
корпорации юридически четко определена в отношении каждого
собственника, что обусловливает определенную защиту взносов
каждого акционера, или держателя акций (stockholder, shareholder).
Собственниками корпорации часто являются не те люди, которые ею
руководят (собственниками корпорации являются акционеры, а
менеджеры – не обязательно).

Цены на акции растут или падают в зависимости от того,
насколько хорошо работает фирма и насколько она нравится
обществу.

Совет директоров собирается несколько раз в год для того,
чтобы убедиться в том, что все идет гладко. Повседневные же
решения принимают менеджеры внутри корпорации, хотя совет
директоров вправе нанимать и увольнять руководителей высшего
звена. Директоров избирают акционеры.

Преимущества:
− мера ответственности держателей акций ограничена суммой

их личных взносов;
− проще привлечь капитал в случае избытка инвесторов;
− преемственность, так как право на собственность может быть

передано другим участникам;
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− простота процедуры переуступки собственности;
− корпорация не исчезает, если основатель/партнер умирает;
− существует возможность распределения рабочих функций

между различными (подчиненными друг другу) корпорациями;
− делегирование прав и полномочий;
− возможность использования опыта и знаний многих людей.

Недостатки:
− по сравнению с товариществом для обычных корпораций

существуют ограничения на пенсионный фонд и отчисления на
зарплату;

− трудно осуществлять контроль за их деятельностью, часто
сталкиваются с махинациями типа утаивания части прибыли от
акционеров;

− права акционеров ограничены Уставом, интересы
меньшинства часто ущемлены;

− подлежат чрезмерному регулированию;
− очень трудно создать или ликвидировать;
− руководство обычно «работает» на главных держателей акций

и соблюдает их интересы;
− обычные корпорации являются субъектами двойного

налогообложения, так как существует корпоративный налог;
− более строгое юридическое регулирование по сравнению с

индивидуальным предпринимательством или товариществом;
− дает собственнику лживое чувство безопасности;
− меньшая свобода деятельности;
− дорого и трудно запустить и «раскрутить».

WRITING PRACTICE

Как пишутся деловые письма / Business Letter Writing

Письменная форма коммуникации в коммерческой практике
включает в себя обмен письмами, телеграммами, сообщениями,
телексами, документами и т.д. Несмотря на использование таких
современных средств коммуникации, как телефон, телеграф,
телефакс, телекс, обмен письмами между деловыми партнерами не
прекращается и в наше время, являясь важной частью бизнеса. Более
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того, устные или телефонные волеизъявления и соглашения в
большинстве случаев требуют письменного подтверждения, что
служит официальным документом, юридическим доказательством
для участников заключения сделки. Поэтому письма должны быть
написаны с особой тщательностью. Вот несколько рекомендаций,
которые необходимо учитывать при написании деловых писем:

1. Деловые письма пишутся на фирменных бланках.
2. На бланке письма указываются название фирмы, ее адрес,

номер телефона, телекса, телефакса, почтовый адрес, название фирмы
и номер налога на добавленную стоимость (V.A.T. number), а во
многих случаях имя и фамилия директора / директоров фирмы. В
последнее время принято печатать на бланке эмблему или товарный
знак / фабричную марку фирмы.

3. Помните, что реакцию партнера при непосредственном
устном общении или во время телефонных разговоров можно увидеть
или услышать тотчас же, в то время как реакция на письмо
неизвестна до тех пор, пока не будет получен ответ.

4. Если Вы написали письмо, прочитайте его внимательно. При
этом обратите особое внимание на то, написали ли Вы в письме все
то, что хотели сообщить, и достаточно ли грамотно Вы изложили все
это.

5. Прочитайте свое письмо еще раз, но уже с точки зрения
получателя / адресата, чтобы предугадать, какое впечатление
произведет Ваше письмо на Вашего делового партнера.

6. При написании письма обращайте внимание на лексические и
грамматические особенности английского языка, на англоязычную
специфику делового письма.

7. Помните, что целью делового письма является заинтересовать
читателя в сотрудничестве с Вашей фирмой, поэтому начинайте свое
письмо с предложений, содержащих введение в предмет речи без
отступлений и излишних форм вежливости.

8. Последующие строчки письма должны содержать всю
необходимую информацию о предмете речи (то, что пишущий желает
сообщить читающему), а также аргументацию автора письма в
ненавязчивой, некатегоричной, планомерной форме, чтобы оказать на
адресата желаемое воздействие. Поэтому коммерческая
корреспонденция должна быть точной, простой, достаточно
вежливой, краткой, отчетливой и ясной.
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9. Заключительная часть письма должны быть краткой и
содержать указание на то, что точка зрения читателя учитывается
автором письма. Это касается в первую очередь тех деловых писем,
когда торгующая фирма (продавец, торговец) пишет письмо фирме,
закупающей ее продукцию (покупателю).

10. Избегайте повторений.
11. Подготовьте заранее необходимый список слов и выражений,

характерных для делового письма, стереотипные выражения для
начала и конца письма.

12. Используйте в переписке с деловым партнером типовые
письма.

13. При написании письма соблюдайте внешнюю форму
делового письма и порядок расположения его составных частей.

14. Прежде чем приступить к составлению письма, ознакомьтесь
сначала с основными типами оригинальных деловых писем Англии и
США и по их образцу напишите свое письмо, так как коммерческая
корреспонденция, в сущности, стандартна и интернациональна, за
исключением языковых и некоторых формальных различий.

Внешняя форма делового письма /
The Letter Heading and the Layout

Деловое письмо, как правило, состоит из следующих частей:
− шапки (The heading),
− ссылки (The reference),
− даты (The date),
− адреса получателя (The inside address),
− обращения / формы приветствия (The salutation),
− заключительной формулы вежливости / формулы прощания

(The complimentary close),
− подписи (The signature).

1. Шапка письма (The Heading) содержит: название фирмы –
отправителя (the company’s name), ее адрес (the company’s address),
номера телефонов, телекса, факса, телефонный код (its telephone
numbers, telex code, telegraphic address), наименование отрасли, в
которой работает данная фирма (the type of business it is engaged in),
номера налога на добавочную стоимость (V.A.T. – Value Added Tax),
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имена и фамилии директоров (the name of the directors), а также
фирменный или товарный знак (an emblem or trademark).

Образцы шапки писем английских компаний и товариществ / An
Example of a Heading that Might Be Used by a British Company and

by Partnerships:

T.M. Brown & Co.
Ltd. Important and Export

Directors: R.S. Hornby,
I.C. Wells

843 Queen Street
London, E04 8YH

Telephone: 5393420

Quirk, Smith & Webb
SOLICITORS

_________________________
_________________________

F.W.King
D.N.Cree

Telephone: 2773888

373 HIGH HOLBORN
LONDON WHICH & BA

Примечание: Компания с ограниченной ответственностью (limited company)
обычно обозначается словом “Limited” или чаще аббревиатурой
“Ltd.”, которые печатаются после названия фирмы. Если
наименование фирмы не указывает на отрасль бизнеса, в которой
работает фирма, то об этом сообщается специально.

2. Ссылки (The references) помещаются на том же уровне, что
и дата, но слева и содержат инициалы лиц, подписывающих письмо и
печатающих его (инициалы машинисток).

3. Дата (The Date) печатается справа. Наиболее
распространенной и простой формой написания даты является: 17
April 20__.

Варианты: 1) April 17 20__ (вариант написания даты в деловых
письмах США)

2) 17th April 20__
3) April 17th 20__

4. Адрес получателя (The Inside Address) пишется слева у
поля письма. При этом печатание имен, фамилий и адреса по
диагонали в современных деловых письмах встречается крайне редко.
Messrs. (сокращенная форма французского слова Messieurs) /
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«господа» употребляется, если письмо адресуется товариществу (a
partnership):

Messrs. Thorns and Strong
260 Oxford Street
London W 1 7TM

Однако формула обращения Messrs не употребляется:
1) перед названием компании / общества с ограниченной

ответственностью;
2) перед названием фирмы с указанием на отрасль бизнеса, в

которой занята данная фирма, но без указания фамилии владельца
фирмы. В адресе всегда сначала указывается номер улицы, а затем
название улицы, а в отношении больших городов Соединенного
Королевства указание графства не обязательно. Однако если письмо
адресовано фирме, которая находится в небольшом городе, то
указание графства в почтовом адресе обязательно. Это дает
возможность избежать недоразумений, так как в Великобритании,
например, имеется два города Ричмонда (один – в графстве Суррей, а
другой – в графстве Йоркшир) и несколько Ньюпортов.

5. Обращение (The Salutation) печатается слева под адресом
обычно с интервалом в две строки. Стандартным обращением в
деловых письмах Великобритании к компаниям является Dear Sirs.

Довольно часто после обращения ставится запятая. Обращение
Gentlemen наиболее употребительно в деловых письмах США.

При обращении к отдельному лицу без указания фамилии
используется формула Dear Sir / Уважаемый господин! Если
известно, что получателем письма является женщина, тогда
прибегают к формуле обращения Dear Madam / Уважаемая госпожа!

Если в деловом письме к отдельному лицу обращаются по
имени, тогда рекомендуется употреблять следующие обращения с
указанием фамилии и адреса:

Dear Mr Green / Уважаемый господин Грин!
Dear Mrs Smith / Уважаемая госпожа Смит! (по отношению к
замужней женщине)
Dear Miss Brown / Уважаемая мисс Браун! (по отношению к
девушке или не замужней женщине)
Dear Ms Jones / Уважаемая госпожа Джоунс! (по отношению к
замужней или незамужней женщине)
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Следует отметить, что в последнее время форма обращения Ms,
которая сначала употреблялась только в США, получила довольно
широкое распространение и в деловой корреспонденции
Великобритании.

6. Заключительная формула вежливости (The
Complimentary Close) помещается слева над наименованием фирмы,
посылающей письмо. Под заключительной формулой вежливости
оставляется место для подписи. При этом заключительная формула
вежливости варьируется в зависимости от формы обращения. Так,
если в деловом письме содержится обращение Dear Sirs или Dear Sir,
то соответствующей заключительной формулой вежливости будет
Yours faithfully или реже Yours truly.

Если в письмах используется обращение с указанием фамилии,
например: Dear Mr White, Dear Miss Blue и т.д., то им должна
соответствовать заключительная формула вежливости Yours sincerely.

7. Подпись (The Signature), как и заключительная формула
вежливости, традиционно печаталась посреди страницы, но в
последние годы эти составные части все чаще помещаются слева у
поля письма. Фамилия лица, подписавшего письмо, печатается ниже
подписи. Подписывать письмо имеют право владелец компании, его
юридические представители и уполномоченные служащие. Если
письмо подписано машинисткой или другим служащим компании /
фирмы, то непосредственно перед их фамилиями необходимо
написать слово for или латинское сокращение p.p. (per procurationem /
по доверенности).

8. Приложение (The Enclosure). Наличие приложения
указывается как в самом тексте письма, так и посредством слова
Enclosure и его сокращенными вариантами Enc. или Encl., которые
печатаются слева у поля письма с интервалом под подписью. Такая
пометка о наличии приложения в наше время наиболее
употребительна, хотя имеются и другие способы указания на
приложения (например, скрепление листов письма тем или иным
способом, напечатание ломаной линии слева у края письма, помимо
указаний в тексте письма на прилагаемые документы).

9. Тема (The Subject Line) письма зачастую печатается
отдельной строкой  под формулой обращения.

Dear Sirs
Your order no.3S27 of 23 August 20__
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Термин Re- / касательно в современных деловых письмах для
указания на тему письма (повод) употребляется крайне редко. Тему
письма не обязательно указывать специально еще и потому, что дата
письма отсылает читателя к первой строчке ответа, что часто бывает
вполне достаточно для того, чтобы узнать о теме письма.

10. Копия (The Copy). Когда вы посылаете кому-то копию, вы
должны указать на это в конце письма, наряду с именем человека или
названием места, куда оно отправляется (сс. Collections Office
(Управление по денежным сборам) or сс. Dr B/ Brown).

11. Продолжение письма на других страницах (The
Continuation). Если письмо занимает несколько страниц, то для того,
чтобы дать об этом знать, в нижней части каждой страницы ставится
любая из следующих пометок - PTO (Please turn over), MORE,
Continues – или порядковый номер страницы.

12. Электронные письма обычно формулируются совершенно
свободно. Адрес отправителя в той форме, в какой его принято
указывать в бумажных письмах, иногда приводится в конце
электронного письма (сигнатуры).

Примечание: Серьезных различий между современной американской деловой
корреспонденцией и английской не существует. Для того, чтобы
читатель данного пособия получил наглядное представление о
внешней форме делового письма, его составных частях и порядке
их расположения, в качестве примера помещаем ниже одно
деловое письмо.

The Usual Layout of a Business Letter

Specimen Letter №1:

Heading

Reference
(initials of
writer/typist, some-
times a filing refe-

ICF Ltd
International Conferences and Fairs
Am Hofgarten 953113 Berlin Germany

Tel.: +49 228 3011725 Fax: +49 228 3011755
e-mail: icf@berlin.com

DE/KM

mailto:icf@berlin.com
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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 №2

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

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

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

mailto:homebase@intel.uk
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state the main topic of
the fax message

The body of the fax
message should be
composed similarly to
a business letter

A complimentary
close is not necessary

I am sending under separate cover a catalogue and
a price list for our calculators as requested in your
letter of 10 January 20__ .
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 I can provide any further
help.

Look forward to hearing from you.

Jane Gartfield

Specimen Letter №3

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 I have
to hear from you asap.
Best wishes
Jullian
Note: asap – as soon as possible

mailto:julliancolbourn@aol.com
mailto:Dupont@netscape.net
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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

II. 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
W1M 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

III. 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:

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

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

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

2. − Usually you type your reports.
− Yes, but today I (to write) it. Something’s wrong with my

computer.
3. Mr. Rogers usually drives to the office, but today he (to walk).
4. Mrs. Cartwright usually drinks tea with sugar, but today she (to

drink) tea without sugar. She’s on a diet.
5. He usually speaks to our sales manager, but today he (to discuss)

something with the managing director.
6. At this time of the day Mrs. Brown usually receives visitors, but

today she (to hold) a meeting.
7. Mr. Rogers usually speaks on the phone himself, but today his

secretary (to answer) the calls.
8. We usually play tennis on Sundays, but today we (to play) football.

II. Use the Present Simple or the Present Progressive Tense instead of the
infinitives in brackets:

1. − Can I speak to the managing director, please?
− I’m sorry. He (to have) lunch at the moment.

2. We (to look) for someone who (to want) to make money.
3. The world (to change) rapidly in such fields as business, art and

medicine.
4. Who … this suit-case (to belong) to?
5. 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!

6. The coffee (to taste) delicious.
7. We (to look) for new partners in Eastern Europe as we (to want) to

expand our activities.
8. They (to investigate) the Draft of Contract now.
9. Our company (to produce) processing equipment.

10. I (to see) that you (to have) some problems with this computer. Can I
be of any help?

11. − 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.

III. Complete the following sentences using the Past Progressive Tense
instead of the infinitive in brackets:

1. At three o’clock yesterday Miss Elliot (to type) a report.
2. When the phone rang I (to read) my correspondence.
3. We saw an accident while we (to drive) to the Meeting of

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

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

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

transportation.

IV. Make the following sentences interrogative:

1. Now he will be looking for a new job.
2. He’ll be talking to the director again.
3. I’ll be waiting for you in the entrance hall.
4. The day after tomorrow we’ll be talking about terms of delivery.
5. They’ll be having a wonderful time.
6. Tim will be coming back in two days.
7. We’ll be having talks tomorrow at six.
8. They will be investigating our business proposal all day long.
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V. Translate into English:

1. Завтра мы будем изучать ваше предложение. Послезавтра мы
будем обсуждать сроки оплаты и поставки.

2. У них возникло много проблем во время организации выставки.
3. Сейчас мы ищем партнеров в Восточной Европе, так как мы бы

хотели расширить свою деятельность.
4. Я изучал контракт, в то время как г-н Смирнов обсуждал его с

моим директором по телефону.
5. Что Вы будете делать завтра в восемь?
6. Что они сейчас обсуждают?
7. О чем вы разговаривали, когда я зашел в комнату?
8. Почему Вы пишете отчет от руки?

VI. Convert these sentences into the Passive Voice:

1. They were investigating a new plan when we arrived.
2. Miss Brown is typing a letter now.
3. We’ll be discussing the terms of payment all day tomorrow.
4. He was writing a report when we came into the room.
5. I’m investigating your proposal now.
6. 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: Yes, that’s right. I am Norman Baker from GLC
Electronics.

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

Norman: Nice to meet you. And please, call me Norman.
John: And you call me John.
Norman: Thanks!
John: I want you to meet Diana Eustace from our Sales

department. Diana, this is Norman, Norman Baker.
Norman: How do you do, Miss Eustace. Pleased to meet you,

and may I call you by your first name?
Diana: Do, please.
Norman: Thanks a lot! And may I introduce Miriam Miller?

She is my secretary.
John and Diana: Hello, Miriam. Welcome to Lincoln!

Vocabulary Notes:

pleased (от I am pleased) мне доставляет удовольствие
O.K.! отлично!
to introduce представлять, знакомить
department отдел, отделение
freight фрахт
services услуги
freight services фрахтовые услуги
sales department торговый отдел

2. At the Airport

Lorna Wright is leaving for Liberia.
Lorna: Good morning!
Ground stewardess: Good morning. Could I have your ticket and

passport, please?
Lorna: 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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non-smoking seat?
Lorna: Non-smoking, please.
Ground stewardess: Fine. Here’s your ticket, passport and boarding

card. The flight is boarding through gate six at nine
thirty.

Lorna: Thank you.
Ground stewardess: You’re welcome.

Vocabulary Notes:

hand рука, ручной
smoking seat место для курящих
board борт (самолета); садиться (на самолет, судно)
boarding card посадочный талон
flight полет
gate ворота, выход, вход

3. At the Airport

Lorna Wright is arriving to Liberia.
Immigration officer: Good afternoon. Can I have a look at your passport

and landing card?
Lorna: Yes, here you are.
Immigration officer: Thank you. So, you’re from Great Britain?
Lorna: That’s right.
Immigration officer: And what’s the purpose of your visit?
Lorna: I’m here on business.
Immigration officer: And how long are you staying in Liberia?
Lorna: About a week, I suppose.
Immigration officer: O.K.! Welcome to Liberia!

Vocabulary Notes:

arrive прибывать
to have a look взглянуть
purpose цель

4. In the Car

Driver: We are going to our office in the centre of the city. It’ll take us



51

about half an hour to get there. Mr. Pospelov is waiting for
you.

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 I 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. занимать (по времени)
to remind напоминать
to reserve a room забронировать комнату

5. At the Office

Ivanov: I’d like you to meet Mr. Pospelov, our Director General.
Cartrignt: Glad to meet you, Mr. Pospelov.
Pospelov: Glad to meet you too. Have you ever been to Moscow before,

Mr. Cartwright?
Cartrignt: No, it’s my first visit to Moscow.
Pospelov: What are your first impressions of Moscow?
Cartrignt: I like Moscow, it’s a very beautiful city and quite different

from London.
Pospelov: I hope you’ll enjoy your visit. Mr. Cartwright.
Cartrignt: …
Pospelov: Let me introduce my staff to you. This is my secretary, Miss

Pavlova.
Cartrignt: Nice to meet you, Miss Pavlova.
Pavlova: Nice to meet you too. Call me Ann.
Pospelov: I also want you to meet Victor Volgin, our Sales Manager.

You’ve already met Mr. Ivanov.
Cartrignt: What does Mr. Ivanov do?
Pospelov: He is our Export-Import Manager… Do take a seat. Would

you like a cigarette?
Cartrignt: Yes. Thank you.
Pavlova: Would you like something to drink?
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Cartrignt: Er… Yes. I’d like a cup of coffee.
Pospelov: Ann, could you make coffee for us, please?
Pavlova: Certainly, sir. How would you like your coffee, Mr.

Cartwright, black or white?
Cartrignt: Black, please.
Pavlova: With sugar?
Cartrignt: No, thanks.
Ivanov: By the way, Mr. Cartwright, what is your profession?
Cartrignt: I’m an engineer, but at Continental Equipment I work as a

Sales Manager. Here’s my card.
Pospelov: 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.

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

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

Cartrignt: Sure. I said we had increased the useful life of our
equipment.

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

Cartrignt: To answer your question, Mr. Pospelov, I have to visit your
factory and study your requirements.

Pospelov: I’ll show you our factory tomorrow.
Cartrignt: What time?
Pospelov: Let me see… I have an appointment with my lawyer at 9 a.m.

How about 10?
Cartrignt: That’s fine.
Ivanov: 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.

Cartrignt: 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 перейти к делу
to extend business расширять сферу деятельности
advanced technology передовые технологии
efficient service эффективная система сервисной

поддержки
be interested in заинтересоваться чем-либо
service life (useful life) срок службы
requirements требования
to look for искать что-либо (кого-либо)
advertising leaflets рекламные материалы
to be at the disposal быть в распоряжении

Notes:

Англичане шутят: первой темой любого разговора является
погода, второй – налоги. В этой шутке есть доля истины – нельзя
приступить к делу, не установив с партнером более широких, чем
деловые, отношений. И здесь так называемые «общие» темы и
умение поддерживать «светский» разговор могут сослужить
хорошую службу.

Необходимо только знать, что в разных странах доля «светской»
беседы в общем объеме переговоров может быть различной. В
странах Ближнего Востока, к примеру, прямая дорога к установлению
деловых контактов появляется только тогда, когда партнеры в
режиме «общих» тем показали полное расположение и доверие друг к
другу. Финны же предпочитают «светский» элемент,
предшествующий переговорам, свести к минимуму, чтобы «дать себе
волю» потом – в ресторане или сауне.
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Важную роль в диалогах играют такие конструкции (вводящие
основную конструкцию), как:

I think – я думаю
I suppose – я полагаю
I believe – я считаю, верю
I hope – я надеюсь и т.д.
I believe we may get down to business…
Эти конструкции позволяют избежать ненужной

прямолинейности в вашей посылке.

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

а) - Простите… Вы г-н Браун?
- Yes.
- Я Светлана Петрова из компании «Инсайдер». Здравствуйте.
- How do you do?
- Полет прошел нормально?
- Yes, thank you. Thank you for coming to meet me.
- Моя машина ожидает Вас. Мой водитель поможет Вам донести

Ваш чемодан.
- Thank you.

b) - Мы направляемся в наш офис, который находится в центре
города. Нам потребуется 20 минут, чтобы добраться туда. Вас
ждет наш директор производства.

- Please remind me his name.
- Г-н Иванов. Он собирается обсудить с Вами некоторые детали

нашего контракта.
- Which hotel am I staying at?
- Мы заказали для Вас одноместный номер с ванной в гостинице

«Центральная».
- That’s OK. Thank you very much.

c) -  I’d like you to meet Mr. Ivanov, our Production Manager.
- Рад познакомиться с Вами, г-н Иванов.
- Glad to meet you too. Did you have a nice trip?
- Да, спасибо.
- What are your first impressions of our city?
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- Ваш город мне понравился, хотя он очень отличается от моего
города.

- Would you like anything to drink?
- Да, если можно, чашку черного кофе без сахара, пожалуйста.

d) - 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.

- Наша компания производит оборудование разного рода. Какое
именно Вас интересует?

- First of all we are interested in churns.
- Этот вид оборудования производится  с применением

передовых технологий и включает эффективную систему
поддержки. Кроме того, мы недавно увеличили срок его службы.

- It’s very interesting. But I wonder if it is possible to adapt your
equipment to our requirements.

- Для того, чтобы ответить на Ваш вопрос, г-н Иванов, я должен
изучить Ваши требования.

- Would you like to visit our plant?
- С удовольствием.

III. Представьте, что Вы встречаете представителя английской
компании. В аэропорту Вы увидели мужчину, внешний вид
которого соответствует описанию того человека, которого Вы
должны встретить. Выполните следующие действия:

а) обратитесь к нему на английском языке и узнайте, тот ли это
человек, который Вам нужен;

б) представьте себя (назовите свое имя и фамилию, а также
компанию, которую Вы представляете);

в) извинитесь за свое опоздание;
г) спросите, как он долетел;
д) предложите ему пройти к Вашей машине;
е) спросите его, не помочь ли ему донести его чемодан;
ж) представьте себе, что этот человек оказался не тем человеком,

который Вам нужен. Попросите у этого человека прощение за
беспокойство.
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IV. Представьте, что к Вам в компанию приехал представитель
иностранной фирмы. Выполните следующие действия:

а) представьтесь сами и представьте ему сотрудников Вашей
компании с использованием следующих выражений:

Let me introduce myself. I am … .
Let me introduce my staff to you. This is … . He (she) is … .
I’d like you to meet … . He (she) is … .
May I introduce … to you. He (she) is … .

б) спросите у него, какую компанию он представляет, какая у него
должность, из какого города он приехал;

в) спросите у него, не хотел бы он чего-нибудь выпить; предложите
ему сигарету, чашку кофе, чая, сока и т.п.; спросите у него, не
будет ли он возражать, если Вы закурите;

г) назначьте ему встречу на завтра и попрощайтесь с ним.

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 13th century Moscow was the centre of the struggle of Russian lands
for the liberation from the Tartar yoke. In the 16th 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-19th 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-16th 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 древний
blind ослепить
to destroy разрушать
legend легенда
mansion особняк
masterpiece шедевр
to reconstruct перестраивать, восстанавливать
to restore восстанавливать
studio студия
target мишень, цель, объект
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tartar yoke татарское иго
unique уникальный

VI. Answer the questions:

2. When was Moscow founded?
3. When did Moscow become the capital?
4. In 1712 the capital was moved to St. Petersburg, wasn’t it? When did

Moscow become the capital again?
5. What is the total area of modern Moscow?
6. What’s the population of Moscow?
7. What places of interest in the centre of Moscow do you know?
8. What do you know about St. Basil’s Cathedral?
9. What is there on the territory of the Kremlin?

10. What are the most famous Moscow museums?
11. What theatres in Moscow do you know?
12. Have you been to Moscow?
13. What is your favourite place in Moscow?

VII. Tell about:

1. The history of Moscow.
2. The places of interest in Moscow.
3. Any city (town) you like.

VIII. Make a tour:

1. 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
quotation (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 предложение, оферта, цена
order confirmation подтверждение заказа
order acknowledgement подтверждение получения заказа
invoice счет-фактура
collection letter инкассовое поручение
status inquiry запрос о финансовом положении

фирмы
testimonial характеристика (письменная),

рекомендательное письмо
condolence соболезнование

I. 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.

I 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. I will, of course, bring the complete
range of DERVIEW colour transparencies, which are described in the
catalogue we have sent you today.

I 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

I 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

I 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

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

III. Complete the sentences:
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1. Many thanks
2. We are interested to hear
3. I am looking forward
4. I will, of course, bring the

complete range of Derview
colour transparencies,

5. Perhaps you would like to
let me know

6. I will be in Durban myself
on 28 April

7. We are enclosing our
Terms of Business

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

here
10. 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.

c) 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.
i) 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:

1. We, special, terms, orders, for, of, value, mention, you, can, grant.
2. 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.

3. Thanks, many, your letter, for, of 15 April 20… .
4. I, looking, you, forward to, meeting, am.
5. 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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2. He has been Managing Director since 2005.
3. He had left his previous job by the end of December last year.
4. The phone has stopped ringing.
5. He will have finished this job by 2 o’clock.
6. We had passed our English exam by the 3rd of January.
7. By the end of his university course he will have attended 1,300

lectures.
8. We have been to Berlin trade fair this year.
9. I have never worked in the public sector.

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

Patterns:
(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?

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

2. Many companies/show/interest in/this market (already).
3. Since 2007/Smallcrown/renew/the patents (annually).
4. She/think of/changing/her job (ever)?
5. He/write/series of articles on/the communications means industry

(just).
6. Murphy/not decide/to accept the offer of/a new job (yet).
7. The Directors/finish/discussing David’s report/on the BSM-3 project

(almost).
8. There/be/any consumer demand in/electrically driven vehicles

(never).
9. David/not tell/them/about Smallcrown’s development plans (yet)?

III. 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:

1. К середине 19-го века Москва была полностью восстановлена.
2. Спасская башня стала символом нашей страны.
3. Вы были когда-нибудь в Москве? – Да, несколько раз.
4. Вам известно, что срок службы нашего оборудования увеличен,

а цены снижены?
5. Как долго ты знаком со своим новым помощником? – Я знаю

его около двух лет.
6. Я изменил свое мнение об этой компании после того, как

посетил их новый завод.
7. Работа будет закончена к пятнице? – Не уверен. Они еще не

ознакомились с нашими требованиями.
8. Я изучил технические характеристики оборудования, после того

как получил рекламные материалы.

V. Convert these sentences into the Passive Voice:

1. They haven’t settled the question yet.
2. They had discussed all the matters by the time we came.
3. They have made several voluntary offers, but have received no

replies yet.
4. We shall have signed the contract by September.
5. We have concluded a lot of profitable deals this month.
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6. How many orders have they placed with our factory this year?
7. I 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,



68

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

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

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

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

standard.
Klimenko: How long will it take you to deliver two sets of this

equipment to Novosibirsk?
Foster: Of standard design?
Klimenko: Yes.
Foster: Two-three weeks from the date of payment.
Klimenko: And to put it into operation?
Foster: Two-five days depending on the model.
Klimenko: Is it possible to arrange training for our operators in your

training centers?
Foster: What kind of training, Mr. Klimenko?
Klimenko: To teach them to operate the equipment properly.
Foster: 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.

Klimenko: Fine. We are also very interested in maintenance.
Foster: We provide technical support for all our equipment.
Klimenko: And could you tell me if it’s possible to adapt your

equipment to our conditions?
Foster: I 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.

Klimenko: Thank you, Mrs. Foster.

Vocabulary Notes:

processing equipment технологическое оборудование
to correspond to smth. соответствовать чему-либо
performance технические характеристики,
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эксплуатационные качества
start-up пуск, приведение в рабочее состояние
training подготовка, обучение
maintenance техническое обслуживание
until recent times до последнего времени
to outperform превосходить (по эффективности,

техническим характеристикам)
second-tier player второразрядный игрок

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.

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

рекламные материалы; технологическое оборудование;
соответствовать наивысшему техническому уровню; до последнего
времени; второразрядная компания; считаться равным; технические
характеристики; превосходить; добиться определенных успехов;
гарантийный срок; с момента пуска; стандартная конструкция; с
момента оплаты; ввести в эксплуатацию; организовать подготовку;
неопытный персонал; техническое обслуживание; вопросы,
касающиеся конструкции.

IV. 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.: __________
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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.: Я надеюсь, вам понравится наше новое производственное
оборудование.

B.: Это ваша последняя разработка?
A.: Да. Наше оборудование соответствует наивысшему

техническому уровню и стоит дешевле, чем оборудование
других фирм.

B.: Однако Ваша компания до последнего времени была не очень
известной.

A.: Вы правы. Но нас нельзя считать второразрядной компанией,
так как мы много работали и добились определенных успехов.

B.: Да, я был приятно удивлен, когда познакомился с техническими
характеристиками Вашего оборудования.

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 привлекать
chance удобный случай (возможность)
to lose (lost, lost) a chance упустить возможность
to promote способствовать, внедрять
to launch пускать в ход, начинать, запускать
to launch new products знакомиться с новыми товарами

(выпускать на рынок)
to conclude заключать
to conclude a contract (a deal, заключать контракт (сделку,
an agreement) соглашение)
order заказ
to place an order with smb. размещать заказ у кого-либо
annual ежегодный
on and off время от времени
like нечто подобное, похожее

VII. Answer the questions:

1. Why do trade associations never lose a chance to take part in trade
fairs and exhibitions?

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

3. What is done at commercial centres at the exhibitions?
4. 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 … I 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.
4. Trade fairs help to promote goods only to new markets.
5. 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.
7. Traditional fairs are organized on and off.
8. Specialized exhibitions concern with a definite field of industry or

science.

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. Представьте, что ваша компания принимает участие в выставке и
представляет на стенде свои изделия. К Вам с вопросом подошел
представитель американской компании. Выполните следующие
действия:



73

− представьтесь сами и спросите, какую компанию он
представляет;

− узнайте, что именно заинтересовало его в вашей экспозиции;
− опишите основные технические характеристики изделий,

которые производит либо дистрибьютором которых является
Ваша компания;

− отметьте те особенности изделий, которые, по Вашему мнению,
выгодно отличают их от аналогичных товаров Ваших
конкурентов;

− укажите, на какой срок службы рассчитаны Ваши изделия,
какова продолжительность гарантийного срока, какую
поддержку Ваша компания оказывает пользователям этих
изделий, сколько изделий и в какие сроки Ваша компания готова
поставить покупателю.

WRITING PRACTICE

Письмо-запрос / Enquiries

Письмо-запрос должно быть кратким и простым, поэтому
многие фирмы используют для этих целей печатные бланки-запросы
(printed enquiry forms). В письме такого рода автор кратко и четко
сообщает только о том, что его интересует. Иногда автор письма
хочет узнать от фирмы-поставщика / адресата цену на заказываемые
товары и плату за продажу прав в своей области. В таких случаях в
письме-запросе он осведомляется также об уступках (скидках в цене)
и делает свои предложения. Иными словами, в письме-запросе
должно быть ясно и достаточно полно изложено все то, что Вас
интересует. Однако письма-запросы не налагают каких-либо
обязательств по приобретению товара.

Если Вы пишите письмо-запрос фирме-поставщику, с которым
Вы раньше не имели деловых связей, то Вы в своем письме должны
указать, каким образом Вы узнали название и адрес фирмы –
потенциального делового партнера. Кстати, такую информацию
можно получить в посольстве, в консульстве, в Торговой палате. О
товарах потенциального делового партнера Вы можете узнать также
на выставке или торговой ярмарке. Письмо-запрос Вы можете писать
также по рекомендации своего делового партнера или на основании
рекламы из газет и журналов. Кроме того, в своем письме Вы должны
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сообщить о предполагаемом объеме заказа на товары, спросе Вашей
фирмы на товары, которыми торгует фирма-поставщик, а также о
том, что Вы хотели, чтобы поставщик выслал Вам. Нередко письмо-
запрос фирма-покупатель посылает фирме-поставщику с целью
получения от нее каталогов, прейскурантов, дисконтов (сумма
учетных операций), а также информации о системе / формах оплаты,
времени поставки товаров. В отдельных случаях в письме-запросе
просят выслать соответствующие образцы товаров. Письмо-запрос
заканчивается заключительным предложением.

Схематически структуру письма-запроса можно представить
следующим образом:

1. Ссылка
Откуда я узнал о фирме? Источники моих сведений о фирме.

2. Повод / причина; краткое описание состояния рынка
По какой причине / по какому поводу я пишу?

3. Предмет
Что я хотел бы узнать? О чем я прошу? (описание товара,

предполагаемый объем заказа, возможный срок поставки, условия
поставки, формы оплаты, цена на товары)

4. Заключительное предложение
Надежда на незамедлительный / скорый ответ.

USEFUL PHRASES AND SENTENCES
FOR MAKING ENQUIRIES

Opening lines

1. We read your advertisement in …
2. We have heard of your products from …
3. Your advertisement in this month’s issue of … states that you can

offer …
4. We have seen your current catalogues showing …
5. Your name has been given us by …
6. We saw your products demonstrated at the Leipzig Fair this year and

would like to know whether you could send us …
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Indicating the state of the market

1. We are interested in buying (importing, etc.)
2. We are distributors / retailers (розничные торговцы) / wholesalers

(оптовики) / importers in the … trade, and would like to get in touch
with suppliers / manufactures of …

3. There is a large market here for your products.
4. Our company was founded in …
5. For over … years our company has imported from western countries.
6. As distributors we have a large network of …
7. There is a promising market here for high quality pocket calculators,

and we may be able to place large orders with you.
8. There is a steady demand here for good and medium quality sports

shirts of the type you manufacture.
9. You can count on a brisk turnover if prices are competitive/popular

(конкурентоспособный/общедоступный) and deliveries are
prompt.

10. We would like to represent your products in the Siberian market.

Asking for information

1. Will you please send us your catalogues / leaflets (брошюры) and
price list for …

2. We would be glad to receive specification of your new model,
together with your current export price list and details of trade
discounts.

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

…
5. We would like to have further details about …
6. We are also interested in your terms of payment and discounts

offered for regular purchases and large orders.
7. Please let us know what quantity (количество) you are able to

deliver till …

Closing sentences

1. Thank you in advance for any information you can give us.
2. 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 (предложение) / prices / reply as soon as possible / full
range of priced patterns (полный ассортимент образцов с ценами).

I. Read, translate and discuss the letters:

Letter A:

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

25th February, 2007

Dear Sirs,

We read your advertisement in the ‘Pet Magazine’ of 25th

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:
To:
Sent

Peter Atkins <leatherworld@aol.com
Beatrice Brezini <acad.brezini@it.com
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. I 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?

II. Give the English equivalents:

читать рекламное объявление; условия платежа; стоимость
установки оборудования; отвечать требованиям; получать выгодное
предложение; разместить крупный заказ; деловой партнер;
розничный торговец; торговля кожаными изделиями; поставщик; сеть

mailto:leatherworld@aol.com
mailto:brezini@it.com
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модных магазинов; скидки постоянным покупателям; покупать;
калькулятор, работающий на батарейках; пользоваться спросом у
покупателей; сообщить условия платежа; диапазон цен; скидки на
количество; иметь в наличии; объем продаж невысокий; получить
хорошие цены; устойчивый спрос; послать образцы.

III. 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 … .

IV. Complete the following sentences in English:
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1. We (прочитали ваше рекламное объявление) in the Business
Magazine.

2. Your name has been given us by (нашим деловым партнером).
3. We are (розничные торговцы) in the leather goods trade and

(хотели бы связаться с) manufactures of medium quality leather
articles.

4. You new range of Steam Irons (пользуется спросом у
покупателей) and we are interested in your (условия платежа) and
discounts offered for (крупные заказы и регулярные закупки).

5. As retailers we have (сеть модных магазинов).
6. There is a large market here for (высококачественные

калькуляторы на батарейках) and we may be able to (разместить
крупные заказы) if prices are (приемлемые).

7. We are also interested in new models in the same (диапазон цен).
8. If your equipment (будет отвечать нашим требованиям) we will be

able to (разместить крупный заказ) with you.
9. There is (устойчивый спрос) here (на товары среднего и

хорошего качества).
10. We are looking forward to receiving (подробное предложение и

полный ассортимент образцов с ценами).
11. Our company intends to place a substantial order provided you

guarantee (своевременные поставки).
12. A buyer is ready to place (значительный запас) provided the

supplier allows (торговые скидки и скидки за количество)
13. We usually allow a 30% trade discount to (всем оптовикам).
14. We (с нетерпением ждем ответа) from you.

V. Translate into English:

1. Ваши деловые партнеры рекомендовали Вашу фирму.
2. Мы будем признательны, если Вы вышлете нам полный

ассортимент образцов с указанием цен, а также Ваши условия
платежа.

3. В нашей стране существует устойчивый спрос на товары
хорошего и среднего качества.

4. Наша компания готова разместить значительный заказ, но мы
хотели бы, чтобы Вы прислали нам образцы и текущий каталог.

5. Мы ознакомились с Вашим рекламным объявлением и хотели
бы получить каталоги с указанием цен, условий, а также скидок
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для розничных торговцев и оптовиков.
6. Мы готовы купить у Вас 500 м ткани при условии, что Вы

дадите 15% скидку.
7. Мы торгуем в розницу изделиями из натуральной кожи и хотели

бы связаться с производителями, т.к. у нас есть сеть магазинов
по всей стране.

8. Мы будем признательны за быстрый ответ.

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) Уважаемые господа!

В Британском посольстве в Париже мы узнали, что Вы
производите на экспорт сумки и перчатки ручной работы из
натуральной кожи.

В настоящее время во Франции существует спрос на товары
высокого качества подобного типа. Объем продаж невысок, но на
товары наиболее модного дизайна могла бы быть назначена
достаточно хорошая цена.

Пожалуйста, вышлите нам ваш каталог с подробным перечнем
ваших экспортных цен, условий оплаты, а также образцы (samples)
кожи, используемые в ваших изделиях, и, если возможно, образцы
(specimens) самого товара.
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С нетерпением ждем Вашего ответа…

B) Уважаемые господа!

Мы увидели Вашу коллекцию свитеров на выставке в Гамбурге
в прошлом месяце, и она произвела на нас большое впечатление.

Мы представляем сеть розничных магазинов и ищем
изготовителя, который мог бы поставить широкий ассортимент (a
wide range of) свитеров для подростков.

Так как обычно мы размещаем большие заказы, мы
рассчитываем получить скидку за количество.

Если наш запрос представляет для Вас интерес, сообщите, какое
количество Вы можете доставить до 1-го апреля. Вышлите,
пожалуйста, текущий каталог и прейскурант.

Надеемся на скорый (быстрый) ответ.

С уважением, С. Петров

VIII. Compose letters in English:

A. You have seen an advertisement in the trade press for office furniture
made in Italy. 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

I. Choose the correct variant:
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1. I want them (to arrange/arrange) training for our operators.
2. You’d better (to discuss/discuss) it with our Consultant.
3. We need (to decide/decide) what equipment to buy.
4. Your company is known (to be/be) a second-tier player.
5. Please let me (to think/think) it over.
6. Would you rather (to go/go) home or stay here?
7. Why not (to organize/organize) an international exhibition next year?
8. Can I (to help/help) you?
9. Our Marketing Director made us (to visit/visit) this specialized

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

II. Define the form of the Infinitive:

1. I am glad to have been working with you all these years.
2.  I want to learn French.
3. I am sorry to have troubled you.
4. He does not like to be asked questions.
5. We are glad to have been invited to the fair.
6. He seems to be reading a report.
7. It is impossible to put the equipment into operation now.
8. When to leave will be announced later.
9. The letters to be posted are on the table.

10. They are declared to have signed a very big contract.

III. Define the function of the Infinitive:

1. What to answer them must be thought over.
2. Tell me how to do it.
3. I’ve got a call to make.
4. When to begin will be announced.
5. I don’t know whether to put this equipment into operation or to wait

for their specialists.
6. The first thing to do is to promote our goods to new markets.
7. He is hard to deal with.
8. They are certain to exhibit their products at our annual exhibition.
9. He was the first to come.
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IV. Translate the sentences:

1. He is said to be working on his report.
2. The exhibition was supposed to be making good progress (a success).
3. Do you really want them to attend the fair?
4. I would like you to hurry them up.
5. I saw him watch our new machinery.
6. She told me to find out about the guarantee for the equipment.
7. He asked me to check the facts.
8. We expect them to take part in our annual exhibition.
9. We consider this company to be a second-tier player.

10. They were declared to have taken the first place.

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. Самое главное, что нужно обсудить, это – как организовать
нашу выставку.

2. Первое, что нужно сделать, это научить их работать с
оборудованием.

3. Следующее, что нужно сделать, это обсудить вопросы,
касающиеся конструкции нашего оборудования.

VI. a) Make up some sentences:

I’ve got nobody − to do
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 − to ask
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anything − to be afraid of
− to say
− to speak of

b) Translate the sentences:

1. Мне нужно позвонить.
2. Нам нужно обсудить много вопросов.
3. Нам нужно найти новое оборудование.
4. Вам нечем гордиться. Вы выглядите, как второразрядная

компания.
5. У нас есть, что показать. Мы добились определенных успехов.

VII. a) Make up some sentences:

I heard him − speak to the consultant
We saw her − take part in the fair
You watch us − go to the commercial centre
They 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:

1. Я слышал, что они обсуждают проблему.
2. Они хотят, чтобы мы приняли участие в выставке.
3. Они ожидают, что мы организуем подготовку их операторов.
4. Они хотят, чтобы гарантийный срок нашего оборудования

составлял двадцать четыре месяца с момента пуска.
5. Я видел, что они пошли в коммерческий центр.
6. Они позволили нам посмотреть их новое оборудование.

VIII. a) Make up some sentences:
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Jack is considered (to be) − a good specialist
They are known (to be) − to have taken part in the fair
Fifteen companies − a second-tier playerwere reported (to

be) − competent and efficient

b) Translate the sentences:

1. Нас считали второразрядной компанией.
2. Сообщают, что выставка откроется в понедельник.
3. М-р Бергер считается очень хорошим специалистом.
4. Известно, что их оборудование удовлетворяет самым строгим

требованиям международных стандартов.

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:

1. Alex Volkov and Polina discuss the preparations.

A.V.: Hallo, Polina. How’s life?
P.: Fine.
A.V.: Good. Now please report to me on what you managed to do

yesterday.
P.: Well, I handed in our forms and photos for visas. They promised to

get them ready by the 15th of April, they couldn’t prepare them
earlier.

A.V.: All right, what about the tickets?
P.: We’ll just have to collect them at the Travel Agency.
A.V.: That’s fine then.
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***

P.: Well, I 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.

A.V.: Oh dear! By the way, have all the papers been prepared for the
products we are taking to Canada?

P.: 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.

A.V.: What about the weight? Can we transport by air?
P.: 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.

A.V.: I see. What about the containers?
P.: There is only one container.
A.V.: Ah, that’s good. How about insurance? And the certificate of value

and origin?
P.: The certificate of value and origin is ready. The insurance certificate

will have been prepared by tomorrow.
A.V.: That seems to be all.
P.: Yes, for the time being.

2. Polina contacts the booking office at Domodedovo Airlines.

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

Clerk: Oh, yes, I remember. I regret to say that there are no tickets
available before May the 1st.

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

Clerk: I’m very sorry. I think the only chance for you is to go to Moscow
and try something there. There may be cancellations, you know.

P.: Oh, we can’t leave it to chance, we have to quite sure.
Clerk: 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.: On the 21st.
A.V.: Thank God, we’ll have at least a couple of days to look around and

think things over.

Vocabulary Notes:

bill of lading коносамент, транспортная накладная
hand in a form сдать заполненный бланк
foreign passport заграничный паспорт
booking office билетная касса
one never knows как знать
as for что касается
visa виза
tedious job нудная / неинтересная работа
prepare papers подготовить бумаги
Foreign Trade Department отдел внешней торговли /

Министерство внешней торговли
gross weight вес брутто
net weight вес нетто
pay extra доплатить (сверх нормы / обычной

платы)
overweight излишек веса; избыточный вес
air waybill авиаконосамент
container контейнер
insurance страховка
certificate of value and origin сертификат о происхождении и

стоимости (груза)
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for the time being пока; до поры до времени
regret сожалеть
available имеющийся в наличии, наличный
cancellation отмена, аннулирование
leave it to chance надеяться на случай
inconvenience неудобство
change planes сделать пересадку
foreign currency иностранная валюта
non-stop flight беспосадочный рейс / полет
especially особенно
luggage багаж
at least по крайней мере

II. Match the following synonyms:

1) obtain a) additional
2) refuse b) take part in
3) declare c) discomfort
4) report d) possibility
5) participate e) get
6) tedious f) thankful
7) inconvenience g) say ‘no’
8) chance h) state firmly
9) extra i) uninteresting

10) grateful j) give an account of

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

Clerk: Good morning, sir. Can I 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
some questions about it. Work in pairs.

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

2. I’m going to travel all over India / to China as well.
3. How are you going? Are you going by plane / by boat / by train / by

car / by coach?
4. 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 …
5. What’s the quickest / safest / cheapest / best / easiest way to get

there?
6. My business trip / the journey will take four days altogether.
7. I hope you’ll have a good / enjoyable / restful time (on the boat).
8. I’ve got to apply for a visa / get some traveling cheques / cash a

cheque / close my account in the bank.
9. It wouldn’t have occurred to me / I would have forgotten it / it would

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

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

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

12. You’d better run or you’re going to miss your flight / train.
13. Don’t forget to telephone / send us a telegram / write to say you’ve

arrived safely.
14. 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 таможня
customs regulations таможенные правила
stipulate обусловливать
article предмет
liable to duty облагающийся таможенной

пошлиной
duty-free не облагающийся пошлиной

(беспошлинный)
fall under подпадать под
customs restrictions таможенные ограничения
exceed превышать
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quota норма, квота
duty-free quota список предметов, разрешенных к

беспошлинному ввозу
prohibit запрещать
prohibited articles list список запрещенных товаров (к

ввозу или вывозу)
item предмет
proper зд. соответствующий
authority власть
licence лицензия
declare заявить
state зд. указать
value ценность, стоимость
particulars подробности
orally устно
form бланк
fill in заполнять
vary менять(ся)
upon payment после уплаты
receipt квитанция
personal effects личные вещи
go through осматривать
prevent предотвратить
smuggle провозить тайком (контрабандой)
go (pass) through the customs пройти таможенный досмотр
be cleared быть пропущенным (таможней)
customs officer таможенник

VI. 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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таможенник; таможенные правила; таможня; (таможенная)
пошлина; беспошлинный; облагающийся пошлиной; таможенные
ограничения; квота (норма); превышать квоту; список предметов,
разрешенных к беспошлинному ввозу; список запрещенных
предметов (товаров); сделать заявление; декларация (заявление);
уплата пошлины; пройти таможенный досмотр.

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 … .
4. These articles are listed in … .
5. The prohibited articles list is a list of items which … .
6. If a traveler has any item which comes under customs restrictions, he

is asked to … .
7. In this case a traveler must … the form.
8. Upon payment of duty a traveler is given … .
9. As a rule personal effects (things) are … .

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

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.
O.: Well, would you please read this notice carefully.
P.: Thank you.
O.: Do you understand the notice?
P.: No, not very well.
O.: 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.: I see. Yes, I have got some presents. I’ve got a bottle of brandy and
some cigarettes.
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O.: Would you show them to me, please?
P.: Yes, here they are.
O.: Oh yes, only half a bottle of brandy. You’re allowed that. Now these

boxes of cigarettes. That’s more than I 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 I see your passport?
Man: Certainly. Here it is.
O.: Yes, that’s all right. Have you got anything to declare?
M.: Yes, I have.
O.: What have you got?
M.: I’ve got some whisky and some cigarettes.
O.: How much whisky have you got?
M.: A litre.
O.: That’s all right. And how many cigarettes have you got?
M.: Two hundred.
O.: Fine. What about perfume? Have you got any perfume?
M.: Er… No, I haven’t.
O.: Good. Open your case, please.
M.: Pardon?
O.: 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. Согласно нашим таможенным правилам это не подлежит
таможенному обложению.

2. Подпадает ли эта вещь (article) под таможенные ограничения?
3. Личные вещи обычно не облагаются пошлиной, если они не

превышают определенной квоты.
4. В таможне багаж пассажира тщательно (carefully) проверяется

(is gone through) таможенниками.
5. Иногда таможенники тщательно обыскивают (search) вещи

пассажиров, чтобы предотвратить (prevent) контрабанду товаров
(goods), подлежащих таможенному обложению.
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6. Как только (as soon as) багаж пассажира проходит досмотр (is
cleared), на него ставится специальная отметка (mark).

7. Мы превысили квоту и должны были заплатить значительную
сумму (considerable sum) таможенной пошлины.

8. Мне потребовалось около двух часов, чтобы пройти все
формальности на таможне.

9. Если у пассажира есть какая-нибудь вещь (item), которая
подпадает под таможенные ограничения, его просят заявить о
ней в декларации.

10. Только пройдя таможню, путешественник может поехать в
гостиницу или любое иное место.

XI. Make up a dialogue “At the Customs House” using the expressions
from the Topical Phrase List.

Topical Phrases List

Customs declaration Таможенная декларация
Have you (got) anything to
declare?

У вас есть о чем заявить (в
декларации)?

I have (got) nothing to declare. Мне нечего заявить в
декларации.

Here is my luggage. Вот мой багаж.
I need a customs declaration form. Мне нужен бланк таможенной

декларации.
Fill in the customs declaration
form.

Заполните бланк таможенной
декларации.

Are these things subject (liable) to
duty?

Эти вещи облагаются пошлиной?

No, they are duty-free. Нет, они не облагаются
пошлиной.

How much duty must I pay? Какую пошлину я должен
заплатить?

Would you please read this notice. Прочитайте, пожалуйста, это
указание.
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Would you mind unlocking this
suit-case?

Не могли бы вы открыть этот
чемодан?

What am I allowed? Что мне позволено провезти?
I must go through your luggage. Я должен досмотреть ваш багаж.
These are my personal effects
(things).

Это мои личные вещи.

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

Я должен проверить эти вещи по
накладной (описи вложения).

You must be cleared by the
customs.

Вы должны пройти таможенный
досмотр.

We’ll have to charge you some
duty (on) …

Нам придется обложить
некоторой пошлиной …

WRITING PRACTICE

CUSTOMS DECLARATION

На мою просьбу рассказать о делах таможни последних месяцев
начальник таможни столичного аэропорта Шереметьево предложил
мне встать на дежурство к досмотровому окну. Пограничники
проверяют документы пассажиров и, если все в порядке, разрешают
им «войти» в нашу страну.

Правда, сразу в Москву не отправишься – нужно выполнить
таможенные формальности, обязательные во всех странах мира.
Прибывшему к нам пассажиру нужно заполнить декларацию, ответив
на несколько вопросов: не ввозятся ли золото, драгоценности,
валюта, оружие и т.д. Аэропорт связан со всеми континентами мира.
Сотни самолетов, тысячи пассажиров и бесчисленное множество
чемоданов, саквояжей, портфелей, сумок. Через залы
Шереметьевской таможни проходят деловые люди, артисты,
спортсмены, туристы… Среди этого огромного потока людей,
провозящих контрабанду, - единицы.

Старший инспектор встречает пассажиров, прилетевших
кабульским рейсом. Мне, не посвященному в тонкости таможенного
контроля, кажется, что он недостаточно внимателен.

Но вдруг я слышу в его голосе иные нотки:
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- Откройте ваш чемодан!
Старший инспектор шепнул мне: «Убежден, что провозится

контрабанда» - и предложил прибывшему пройти в соседнюю
комнату.

Через минуту меня пригласили и туда. Из подпоротой
подкладки пиджака на стол с мелодичным звоном посыпались
золотые монеты с изображением короля Георга V.

- Меня… просили… передать… одному человеку, - невнятно
пробормотал пассажир.

Я спросил у инспектора, почему из сотен пассажиров он обратил
внимание именно на этого.

Опыт подсказал, определенная выработалась интуиция.
(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.

II. 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.

III. Imagine that you’re going abroad. Fill out the declaration.
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Keep for the duration of your
stay in Russia or abroad. Not
renewable in case of loss.

Persons giving false information in the Customs
Declaration or to Customs officers shall render
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 I have:
I. Weapons of all descriptions and ammunition _____________________
___________________________________________________________
II. Narcotics and appliances for the use thereof _____________________
___________________________________________________________
III. Antiques and objects of art (painting, drawing, icons, sculptures, etc.)
___________________________________________________________
IV. 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/quantityDescription in figures in words For official use
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VI. Russian roubles, other currency, payment vouchers, valuables and
any objects belonging to other persons
___________________________________________________________
___________________________________________________________

I am aware that, in addition to the objects listed in the Customs
Declaration, I 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.

I 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:

1. Polina said that she (handed, had handed) the photos for visas.
2. He says the weather forecast for tomorrow (is, was) good, no wind.
3. They hoped that their participation in the Trade Fair in Canada (will

be, would be, won’t be) successful.
4. The clerk said that he (had already checked out, have already checked

out, has already checked out) their tickets.
5. Polina said that she (is going, was going) to prepare all the documents

for the trip.
6. He says he (doesn’t know, didn’t know) what the weather (will be,

would be) like in Stockholm and Montreal.
7. He told them he (is going, was going) to change planes for them.
8. The clerk said they (are staying, were staying) with their friends in

Canada.
9. She said that they (have got, had got) 20 kilos overweight.

10. 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.

II. 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.”

2. He said, “I hope the weather will be better next week.”
3. Mr. Brown said, “I’ve had three visitors today.”
4. The secretary said, “Mr. Volkov left a message for you yesterday.”
5. Polina said, “We fly to Stockholm on the 21st of April and the Trade

Fair in Canada begins on the 25th of April.”
6. 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.”

III. 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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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 25th. 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 “I handed in our forms and photos for visas yesterday.”
to Alex: “They promised to get the documents ready by the 15th 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.”

b) “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 _____ .

с) “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) Она сказала, что Алексей не знает номера телефона секретаря
Travel Agency.
Они могут остановиться у своих друзей в
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Монреале на следующей неделе.
Им придется заплатить за 20 килограммов
лишнего веса.
Сертификат о происхождении и стоимости
груза уже готов.
Она сдала заполненные бланки и фотографии
для получения визы неделю назад.
Страховой сертификат (страховка) будет
подготовлен к завтрашнему утру.
Список товаров подписан и заверен печатью.

b) Он сказал мне, что До первого мая нет билетов.
Торговая ярмарка начинается 25 апреля.
Он должен быть уверен в том, что они
попадут на ярмарку вовремя.
В каждой стране свои таможенные правила.
Таможенные ограничения включают
определенный список товаров.
Он надеялся увидеться с мистером Бруксом
завтра.

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 Сall to an Advertising Agency

Secretary: The advertising agency “Pronin & Co.” What can I do for
you?

Kuznetsov: Hello. Can I speak to your director?
Secretary: I’m afraid Mr. Pronin is not in at the moment. And who is
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calling?
Kuznetsov: It’s a call from “Smallcrown-St. Petersburg Ltd.” I 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?

Secretary: Well, we are a full service advertising agency. So tell us
what you want and we shall tell you what we can.

Kuznetsov: 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?

Secretary: 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.

Kuznetsov: How much will a TV spot cost?
Secretary: 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.

Kuznetsov: Then, be so kind as to leave a message to your boss that
I’ll be at your office tomorrow at eleven.

Secretary: OK. You are welcome. Goodbye.

Vocabulary Notes:

to carry on an advertising campaign проводить рекламную кампанию
a full service advertising agency рекламное агентство с полным

перечнем услуг
a TV spot краткий рекламный ролик,

«спот»
the time of going on the air количество эфирного времени

II. Give English equivalents of the following Russian words and phrases:
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рекламное агентство с полным перечнем услуг; телевизионный
канал; принять участие в ярмарке; проводить рекламную кампанию;
посредством уличной рекламы; телевизионный рекламный ролик;
деятельность компании; количество эфирного времени;
распространение рекламных материалов.

III. Answer the following questions:

1. Why did Kuznetsov call the advertising agency?
2. In what type of fair was his firm going to participate?
3. How did they want the agency to advertise their goods?
4. What did the secretary say about the price of advertising?
5. What types of advertising through TV were suggested?
6. What did the secretary suggest Kuznetsov should do?
7. What was Kuznetsov going to do the next day?

IV. Read and translate the dialogue. Act it in pairs:

A.: It’s clear that our advertising should be restructured.
B.: Why? Is our advertising not successful enough now?
A.: I’m afraid it is not. To make advertising successful we should

rationally plan it.
B.: Isn’t it planned?
A.: 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.

B.: Is it possible to define effectiveness of the advertising in this case?
A.: 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.: I 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”.
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B.: And what should we start with?
A.: First of all it’s necessary to determine the market with the largest

potential for the product in question.
B.: What should be done next?
A.: Then we should decide the forms of advertising and proceed to the

distribution of the promotional funds on the basis already
mentioned.

B.: Is it difficult to introduce the system of planning an advertising
campaign?

A.: No, I don’t think so.

V. Discuss the problems dealing with advertising. Be guided by the
following questions:

1. In what way is advertising planned now?
2. Why is this form unsuccessful?
3. In what way should the planning of advertising be remodeled?
4. 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: Не могли бы вы помочь нам? Дело в том, что мы
собираемся проводить рекламную кампанию, чтобы дать
возможность потенциальным заказчикам получше
познакомиться с нашей продукцией.

B: Каким видом рекламы вы хотели бы воспользоваться?
A: А что вы могли бы предложить нам?
B: Что вы думаете по поводу наружной рекламы?
A: А это дорого?
B: Все зависит от выбора места рекламных щитов.

b) A: Мне хотелось бы ознакомиться с рекламным материалом о
вашей фирме, чтобы иметь представление о вашей
продукции. Это возможно?
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B: Приходите на следующей неделе в Гавань, где будет
проводиться международная выставка, и где мы будем
выставлять наши последние модели, основанные на
новейших научных и технологических достижениях. Там
же вы сможете получить буклеты, каталоги и другой
печатный рекламный материал.

c) A: На мой взгляд, выставка имела огромный успех. Было
заключено столько взаимовыгодных контрактов!

B: Это неудивительно. Деловые круги всегда были
заинтересованы в расширении и укреплении
экономических связей.

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 19th 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 technique,
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… положительной стороной является
at minimal cost по минимальной цене
persuasive messages рекламные сообщения убеждающего

характера
the classified advertisements реклама, ранжированная по области

применения
supermarket specials реклама в витринах супермаркетов о

сниженных ценах на некоторые виды
продуктов

to whom it may concern всем заинтересованным лицам
brand name identification идентификация с помощью торговой

марки
from the realm of political из практики проведения политических
campaigning кампаний
a catchy summary легко запоминающееся название или

описание продукта
the jingle рифмованное созвучие, «джингл»
positioning спецориентация; реклама, адресованная

определенному кругу потребителей
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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:

1. What are the advantages of advertising in the mass media?
2. What are the disadvantages of advertising in the mass media?
3. What is the primary intention of supermarket specials?
4. What do the Latin words ad vertere mean?
5. What does the American Marketing Association point out concerning

advertising?
6. What does the AMA recommend to do to make advertising

effective?
7. What is the main function of advertising?
8. 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?

X. Translate into English:

1. Положительной стороной рекламы является то, что большое
количество людей имеет возможность получить максимум
информации и развлечений по минимальной цене.

2. Насколько я понимаю, под «позишинингом» подразумевается
особая тактика в рекламном деле.

3. Целью данной тактики является реклама нового продукта,
созданного для конкретной группы покупателей, а также реклама уже
существующего, но не пользующегося спросом продукта с целью
переориентации его на специализированную группу людей.

4. Первая попытка различать аналогичные товары посредством
отождествления с помощью конкретных торговых знаков была
предпринята в конце 19-го века.
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5. Особенностью средств массовой информации США является
перегруженность сообщениями коммерческого или агитационного
(убеждающего) характера.

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

Письмо-ответ на запрос или предложение /
Replying an Enquiry. Offers or Quotations

Ответы на запросы – важная часть делопроизводства.
Необходимо быть уверенным в том, что потребитель получает
информацию, поскольку внимательное отношение к запросам
потребителя может значительно помочь в реализации заказов. С
другой стороны, неумение обращаться с запросами может привести к
потере ценных заказов. В ответ на любой запрос фирма предлагает
котировку, цены, скидки, сроки оплаты и дату поставки.

Многие фирмы имеют готовые бланки для отсылки клиентам.
Однако во многих случаях личное письмо полезнее. Оно дает
возможность подчеркнуть ценность определенных товаров, дать
совет и побудить клиента купить товар.

Письмо-ответ на запрос должно быть достаточно кратким,
вежливым, недвусмысленным, ясным.

Структура письма-предложения

1. Выразите свою благодарность на запрос.
2. Укажите в письме всю запрошенную информацию и назовите

приложения, образцы, каталоги и другие документы, которые
посылаются отдельно почтой.

3. Сообщите в краткой форме дополнительные сведения,
специально не запрошенные заказчиком.

4. Заключительное предложение. Закончите письмо одной или
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двумя строками с выражением надежды на заказ и заверением
хорошего обслуживания возможного клиента.

USEFUL PHRASES AND SENTENCES
FOR MAKING ENQUIRIES

Opening
lines

− 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

Additional
information

− I 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 24th.
− We can allow you 3% discount on orders exceeding $500

in value / on repeat orders.

Closing
sentences

− 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.

I. 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:
Subject:

David Eckenfield
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 quotation.

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?

mailto:slumberland@ied.it
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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 --------------------------- medium Euro 85 8500
100 “Joy” Jackets, women’s large Euro 100 10000
100 --------------------------- 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

mailto:dwear@aol.sv
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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?

2. Is this range popular in the market? Why?
3. What discount was offered?
4. How was the price quoted?
5. What are the terms of payment?
6. How soon will shipment be effected?
7. Would you say that the Manufacturer encouraged further enquiries?

II. Give the English equivalents:

Letters A-B:

прилагать экспортные цены и условия платежа; то, что вы
хотите; ждать с нетерпением; обратить особое внимание; модель
отличается высокой производительностью; дополнительные
сведения; прилагаемый прейскурант; приложить все усилия;
отправить товар.

Letters C-D:

поставить со склада; скидка за оплату наличными; оплата
производится в течение месяца от даты счета-фактуры; приемлемые
условия; предоставить скидку в 5%; ассортимент, наиболее
подходящий для этих мест; брошюра с описанием товара; изящная
отделка, превосходное качество; (изделие) удобное в носке; торговая
скидка.
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III. Fill in the blanks with one of the following words, use the correct verb-
form:

1. earliest possible date of
delivery

2. to draw your attention
3. best prices and terms
4. further information
5. to make every effort to

dispatch
6. to be of high efficiency
7. within a week of order

8. items
9. a cash discount

10. the description in our
catalogue

11. trade and quantity discounts
12. from stock
13. to be listed
14. enquiry
15. to look forward

1. We would like … to our Mowers Models JH5 and KZ7 which … and
popular in the market.

2. We assure that we … the goods within 6-7 weeks of order.
3. We usually deliver from stock and allow … but only on … ordered in

quantities of 100 and more.
4. The goods can be delivered … if they are available … .
5. If you need any … we will be happy to send you our price list in

which we quoted our … .
6. From … you can see that our prices are competitive.
7. All the items you are interested in … in our latest catalogue.
8. A supplier allows … of 5% on the total cost if payment is made within

a week.
9. We … to the opportunity of doing business with you.

10. We thank you for your … of 12 October.
11. When replying, please state discounts, terms of payment and … .

IV. Complete the following sentences in English:

1. We (раньше поставляли со склада) within a week of order but due
to the production problem (самая ранняя дата поставки) at the
moment is 4 weeks from the date of receipt.

2. All (товарные позиции) you requested (перечислены) in the latest
catalogue and are sold (по доступным ценам).

3. (Из описания в каталоге) we feel that the latest range is (наиболее
подходящий) for the local climate.
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4. When you place (крупные, регулярные заказы) you may stress the
importance of price and ask the Seller (предоставить особую
скидку).

5. The goods (могут быть поставлены со склада) if the buyer agrees
(оплатить наличными).

6. The seller sent (брошюру с описанием товара) and was ready
(отправить товар) within 10 days of order.

7. Replying to your request for (дополнительная информация) please
find enclosed our catalogue and current price list (в котором
назначены наши самые низкие цены).

8. We would like (обратить Ваше внимание на) the Mower Model
GH5 (которая имеет высокую производительность).

9. In reply to your request about the delivery date we assure you (что
мы приложим все усилия, чтобы отправить товар
заблаговременно).

10. (Из прилагаемого каталога) you can get (подробную
информацию) about the prices and the terms we operate on. If you
(разместить значительный заказ) we are ready to give you a
discount.

11. We thank you (за ваш запрос) of 12 October.

V. Translate the following sentences into English:

1. Обращаем Ваше внимание на то, что оборудование, указанное в
нашем каталоге, имеет высокую производительность.

2. В нашем последнем каталоге Вы найдете дополнительные
сведения о новых моделях, а также цены и условия поставки.

3. Мы готовы подтвердить наши самые низкие цены, но это
предложение действительно до 28-го мая.

4. Если мы получим Ваш заказ, мы сделаем все от себя зависящее,
чтобы поставить товар в течение 10 дней.

5. Все товарные позиции, поставляемые нами ранее, перечислены
в каталоге.

6. Фирма не предоставляет специальных скидок, если оплата
производится через 6 недель от даты счета-фактуры.

7. В предложении были указаны возможные скидки, условия
платежа и самые ранние даты поставки.

8. Фирма согласилась поставить товар со склада в течение недели,
а также предоставить покупателю скидку в размере 5%, если
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заказанное количество превысит 100 единиц.
9. Покупатель готов размещать постоянные заказы, если продавец

назначит конкурентные цены.
10. Если покупатель производит оплату в течение недели от даты

счета-фактуры, поставщик дает скидку в размере 6% от полной
стоимости.

11. По описанию товара в Вашем каталоге мы полагаем, что этот
ассортимент будет наиболее подходящим для нашего климата.

12. Отменное качество, изящная отделка, модный покрой делают
эту коллекцию очень популярной у покупателей.

VI. Translate the letters into English:

A) Уважаемые господа!

Большое спасибо за запрос от 11 ноября. Мы рады узнать, что
Вы видели наш рекламный ролик (a TV spot) на канале ВВС.

Отвечая на Ваше письмо, мы прилагаем интересующие Вас
брошюры и наш прейскурант.

Мы можем предоставить Вам 5% скидку на заказы,
превышающие сумму 500 долларов.

Очень ждем от Вас получения пробного заказа.

С уважением, Олег Решетов
(подпись)

B) Уважаемые господа!

В ответ на Ваше письмо от 2 мая мы рады выслать наш
иллюстрированный каталог и текущий прейскурант, а также
рекламные проспекты. Наши изделия отличаются хорошим качеством
и пользуются спросом у покупателей. Все скидки, которые мы
обычно предоставляем, указаны в прейскуранте. Гарантируем
немедленную поставку, если Вы разместите заказ в течение недели.

С уважением, Д. Томсон
(подпись)

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.

4. After receiving the promised invitation I went to the conference.
5. He spent the whole day answering the questions of the visitors.
6. They stood talking and we sat reading.
7. 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.

II. Translate the words in brackets using participles:
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1. The fair (проходящая) in our city now is very interesting.
2. (Разместив большой заказ) the Buyers got a substantial quantity

discount.
3. (Прорекламировав) our goods on TV we decided to use some

outdoor means.
4. Each time (рассказывая об этой рекламной кампании) she could

not help smiling.
5. (Когда его пригласили) he said he wouldn’t come to the party.
6. (После того как здание отреставрировали) it looked beautifully.
7. (Получив текущий каталог), we decided to place a trial order.
8. Your range of products (размещенный) on your stand impressed us

greatly.
9. The project (который реализуют сейчас) was proposed by our

team.

III. a) Make up some sentences:

We
All of us
I
Many of them
He

saw
heard
watched

the question repeated
a salute being fired
that name mentioned
the news being announced

b) Translate the sentences:

1. Мы слышали, как упомянули его имя.
2. Я видел, как Ваш офис фотографировали.
3. Он услышал, как объявили его рейс.
4. Дети наблюдали, как запускают салют.
5. Вы слышали, как вопрос повторили?

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. I 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 I
When will you
Could I
Why didn’t you

have

this parcel delivered to the Airport?
the visa renewed?
the money exchanging?

b) Translate the sentences:

1. Почему вы не продлили визу?
2. Нам уже починили телефон.
3. Не могли бы мне доставить этот пакет в аэропорт?
4. Где я могу перевести письмо на английский язык (с помощью

переводчика)?
5. Он сказал, что не продлил визу.

VI. Translate the following sentences into Russian:

1. The situation being favourable, they bought the shares.
2. The Fair being over, the participants made a tour of the country.
3. He had his office redecorated.
4. I’ve just had my car repaired.
5. There being a lot of things to discuss, the talks lasted long.
6. London is a great port, with many of the imported and exported

goods passing through it.
7. Have you had your visa renewed?
8. 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.: Can I speak to the Managing Director, please?
Secretary: Who is calling, please?
O.P.: This is Oleg Pavlov from TST Systems.
Secretary: Hold on, please. I’ll find out if he is in.

***

J.C.: Hello? Is that Mr. Pavlov?
O.P.: Yes.
J.C.: John Cartwright. Has anything happened?
O.P.: Yes, it has. The cover of one of the containers was badly

damaged. The equipment in this container was damaged a little
too.

J.C.: 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.

O.P.: We’ve already done it, John. He believes that your packing is
to blame.
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J.C.: I must disagree totally with him. Perhaps you should have
been firmer in dealing with him.

O.P.: 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.: The next point on the agenda is the claim of TST Systems. Could
you bring us to date on this problem, John?

J.C.: Yes. There was a three-week delay in delivery of the equipment
for them. They want us to pay compensation.

S.R.: I 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. I think we should reject this claim.

J.C.: 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.

S.R.: If they do that, we’ll have to get our lawyers in.
J.C.: I 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.

S.R.: How much do they want us to compensate for the delay?
J.C.: Approximately … pounds.
S.R.: Perhaps we shall offer them half of the sum.
J.C.: That’s a good idea. I’ll try to settle it with Mr. Klimenko.
S.R.: 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 жалоба, претензия (синоним: claim -
претензия)

to overlook smth не заметить, упустить что-либо из виду
oversight недосмотр, оплошность
to be damaged быть поврежденным
fault 1) недостаток, дефект; 2) промах,

ошибка
in the required way должным образом
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to claim compensation требовать компенсацию
to be caused by быть вызванным чем-либо
well-grounded обоснованный
to compensate компенсировать (возмещать) кому-либо

что-либо
to reject отклонять, отвергать

II. Give English equivalents to the following russian words and
expressions:

a) получить факс; изучить жалобу; недопоставка; партия
оборудования; приносить извинения за оплошность; облегчить
растаможивание;

b) упаковка; быть поврежденным; это не наша вина; должным
образом; обратиться с претензией к; все дело в упаковке;
проявить большую настойчивость; через пару дней;

c) на повестке дня; трехнедельная задержка поставки; заплатить
компенсацию; достаточно обоснованный; передать претензию на
рассмотрение в арбитраж; отклонить претензию; обратиться в
суд; привлечь юристов; сделать большой заказ; потерять заказ;
более длительные сроки поставки.

III. 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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S.: Did you receive our fax yesterday?
W.: …
S.: The captain of the ship believes that your packing is to

blame.
W.: …
S.: OK. I’ll try to discuss it with the ship owners.

c) Starkov: 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.

Williams: …
S.: I 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.

W.: …
S.: If we don’t reach mutual understanding, our company will

have to go through arbitration procedures.
W.: …
S.: All right. I’m waiting for your call, John.
W.: …

IV. Translate into English:

a) − Джон Браун слушает.
− Здравствуйте, Джон. Это Олег Попов из Новосибирска.
− Здравствуйте, Олег. Что-нибудь случилось?
− Да. В партии оборудования, которую Вы отправили нам, нет

позиций 3.6 и 3.7.
− Неужели? Мы приносим свои извинения за эту оплошность. В

11 часов состоится совещание руководителей нашей компании
(a meeting of our top executives). Я постараюсь уладить этот
вопрос и позвоню Вам после совещания.

− Хорошо. Жду Вашего звонка, Джон.
− До свидания, Олег.

b) − Следующий вопрос на повестке дня – претензия ТСT Системз.
Не могли бы вы ввести нас в курс дела, Джон?

− Да. Упаковка контейнера, в котором находилось оборудование,
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была сильно повреждена, и в результате оборудование
пострадало. Они хотят, чтобы мы заплатили компенсацию.

− Мне кажется, что эта претензия недостаточно обоснована.
Оборудование было упаковано должным образом.

− Но, по мнению капитана, все дело в нашей упаковке. Он
проигнорировал все мои замечания.

− Придется привлечь наших юристов.
− Неплохая идея, м-р Роджерс.

с) − Вы изучили нашу жалобу?
− Да, мы внимательно изучили вашу претензию, Виктор, и

считаем, что у Вас нет права требовать компенсацию.
− Но из-за (through) задержки поставки оборудования на две

недели мы понесли убытки.
− Это не наша вина, Виктор. Причиной задержки была

забастовка в порту Брайтона. Мы полагаем, что эта забастовка
была форсмажорным обстоятельством (a force-majeure
circumstance).

− Я не согласен с Вами, Джон. Чтобы уложиться в срок, Вы
могли доставить груз в другой порт. Если мы не достигнем
взаимопонимания, наша компания вынуждена будет
обратиться в арбитраж (to go through arbitration procedures).

− Не стоит так горячиться (to get aggressive), Виктор. Я
попытаюсь уладить этот вопрос и позвоню Вам через пару
дней.

− Хорошо. Жду Вашего звонка, Джон.
− До свидания, Виктор.

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
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Case dimentions in cm (length × width × 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 (ПРОДАВЕЦ):
Continental Equipment Plc
9 North Road
Brighton BNI 5JF
England

For and on behalf of the Seller (от имени и по поручению Продавца)

Alfred Rogers

Chairman (Президент)

Vocabulary Notes:

contract контракт, соглашение
to sign a contract подписывать контракт
to draw up (to make up) a contract составлять контракт
to execute a contract выполнять контракт
to break (to infringe) a contract нарушать контракт
to cancel a contract расторгать контракт
subject of the contract предмет контракта
an integral part of the contract неотъемлемая часть контракта
total value of the contract общая сумма контракта
total contract value spare and wear parts запасные и изнашиваемые

детали
FOB, CIF базисные условия поставки,

используемые при
заключении контрактов
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loading погрузка
to load into/onto … грузить в …
load груз, нагрузка
time of delivery срок поставки
irrevocable confirmed Letter of Credit безотзывный подтвержденный

аккредитив
to ship производить погрузку;

перевозить, отправлять (груз)
shipping specification отгрузочная спецификация
shipment, consignment груз, партия товара
shipment погрузка, перевозка
shipping documents отгрузочная документация
destination место назначения
vessel судно
Bill of Loading коносамент
liabilities (obligations, commitment) обязательства сторон по
under the contract контракту
insurance страхование, страховка
insurance risk страховой риск
fire insurance, insurance against fire страхование на случай пожара
insurance against all risks страхование от всех рисков
delay in delivery (in shipment, etc.) задержка в поставке (погрузке

и т.п.)
force majeure circumstances форсмажорные обстоятельства
arbitration арбитраж, третейский суд

VI. Translate into English using active vocabulary:

предмет контракта и общая сумма контракта; быть
неотъемлемой частью контракта; сопровождение и пуск
оборудования; запасные части оборудования; товары, поставляемые
согласно настоящему контракту; цена остается неизменной на
протяжении всего срока действия контракта; место назначения
указано в коносаменте; грузоотправитель и грузополучатель; товары
должны быть отправлены (to be shipped) из порта с первым же судном
(by the first vessel available); срок поставки и дата поставки; товары
должны быть поставлены в течение шести месяцев с момента оплаты;
дата выдачи сквозного коносамента; обстоятельства непреодолимой
силы; контракт становится действительным с момента его
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подписания; поставка производится на условиях CIF Одесса;
Продавец гарантирует, что поставляемое оборудование
удовлетворяет требованиям (to meet the requirement) приложения 5;
нести ответственность перед Покупателем; маркировка, нанесенная
несмываемой краской; оплата производится против предоставления
следующих отгрузочных документов; выполнять контрактные
обязательства; все споры и разногласия, возникающие при
выполнении настоящего Контракта.

VII. Answer the following questions:

1. What is the subject of the Contract?
2. In what cases can the prices be subject to revision?
3. When is the equipment to be delivered according to the Contract?
4. What date is understood to be the date of delivery?
5. Against what documents is payment to be effective?
6. All instructions on the drawings are to be in English, aren’t they?
7. How long is the guarantee period?
8. What does the Seller have to do if the equipment proves to be

defective or faulty during the guarantee period?
9. 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?

VIII. Translate into English:

Продавец производит страхование оборудования и покрывает
все расходы, связанные с получением лицензии на экспорт товаров в
соответствии с настоящим Контрактом с момента отгрузки
оборудования и до момента прибытия его в Россию.
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Не позднее, чем через месяц после того, как контракт станет
действительным, Продавец обязан сообщить Покупателю о том,
предоставлена ли лицензия на экспорт или она не требуется.

Если Продавец не сможет получить лицензию на экспорт, а
Покупатель не сможет получить лицензию на импорт в течение
времени, оговоренного выше, или лицензия на экспорт/импорт будет
отменена властями страны Покупателя/Продавца до того, как
завершатся поставки, Продавец/Покупатель будет иметь право
отменить Контракт полностью или частично.

WRITING PRACTICE

Письмо-рекламация. Ответ на рекламацию (жалобу) /
Letters of Complaint. Answering a Complaint

В деловой практике основными причинами отправки писем-
рекламаций (letters of complaint, claim letters) являются следующие:

− недопоставка товара (short-delivery, short shipment);
− поставка недоброкачественных товаров либо не тех товаров,

которые были заказаны (substandard or wrong goods);
− задержка в поставке (delay in delivery);
− отправка по неправильному адресу (misdirection and errors in

addressing);
− повреждение товара (damages of goods);
− производственные дефекты (manufacturing defects),

обнаруженные при эксплуатации оборудования (equipment operating).
Несмотря на раздражение, которое может возникнуть у

покупателя (заказчика) в связи с возникшими проблемами, в письме-
рекламации ему следует как можно яснее изложить суть этих
проблем и предложить свои пути решения.

Особый такт следует соблюдать в ответе на письмо-рекламацию
и в решении изложенных в нем проблем (in handling complaints). Если
жалоба или претензия была обоснованной, то кроме извинений
необходимо подробно написать, какие меры будут приняты для того,
чтобы исправить оплошность. Если жалоба или претензия была
необоснованной, то необходимо подробно изложить свои доводы и
предложить пути решения возникших проблем.
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Образец письма-рекламации
(Sample of Letter of Complaint)

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

18th April, 2007
Ref: Our Order No.142 of 21st March, 2007

Dear Sirs,

Thank you for your delivery of men’s silk shirts, which we ordered
on 21st 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 shirt is in a different style.
We are returning the defective shirts by separate mail, carriage
forward, and would ask you to replace them with shirts in the colours
and sizes specified below:
Size                   Colour                               Quantity
15            white                                       9
 17                                  white                                       1
 14             blue                                        6
 16                                   blue                                        2

We would appreciate a prompt reply.

Yours faithfully,
(signature)

Vladimir Smurov
Export-Import Manager
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Образец ответа
(Sample of Answer)

Visteria Ltd.
P.O.Box 82
Kiev 253206
Ukraine

21st April, 2007
Ref: Order No.142 of 21st March, 2007

Dear Mr. Smurov,

Your letter of 18th 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.
− It is 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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II. Translate into English:

а) не удовлетворяют требованиям; задержка в поставке; просим
заменить; партия товаров; оказаться поврежденным; должным
образом; выход из строя; поставить товар; установить
оборудование; не работать (об оборудовании);

б) внимательно изучить; сообщить; претензия; мы вынуждены
признать, что …; заверить; избегать ошибок; просить прощения;
замена недоброкачественному товару; возвращать бракованное
оборудование; без оплаты перевозки; напоминать; точка зрения;
сожалеть; не по нашей вине; напрасные убытки.

III. Imagine that you are having a telephone talk with your business
partner from Great Britain. Formulate your answers to his remarks.

He: Good afternoon, Mr. Ivanov. We’ve written to you several times
detailing our complaint, but haven’t received your reply yet.

You: (Попросите у него прощения, скажите, что Вы внимательно
изучили его жалобу, но не успели еще написать ответ,
поскольку были очень заняты в последнее время).

He: We are in a very awkward position now. We haven’t received
the shipment which was supposed to arrive two weeks ago.

You: (Выразите сожаление и скажите, что задержка произошла
не по вашей вине. Назовите причину задержки, которая, по
Вашему мнению, является достаточно уважительной).

He: When will the shipment be ready for dispatch?
You: (Скажите, что товар будет отправлен не позднее пятницы).
He: If we don’t receive the shipment by the end of next week, we’ll

cancel the order.
You: (Еще раз извинитесь, заверьте его, что на этот раз задержки

не случится).

IV. Напишите английской компании письмо, в котором укажите, что
Вы оказались в довольно затруднительном положении по причине
задержки поставки партии оборудования, которое должно было
прибыть в порт Санкт-Петербурга две недели тому назад.
Спросите о причине задержки, а также узнайте, когда
оборудование будет поставлено.
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V. Составьте письмо в адрес английской компании, которая
поставила Вам партию мужских костюмов, изложив в нем
следующие претензии:

− на шести костюмах не хватает от одной до трех пуговиц;
− на двух костюмах повреждена ткань;
− на трех костюмах есть пятна от краски.

Спросите, когда и каким видом транспорта можно отправить
обратно бракованные костюмы и когда можно будет получить замену
этим костюмам.

VI. Составьте на английском языке письмо-ответ на претензию о
недопоставке товара Вашей компанией. Попросите прощения за
свою оплошность, укажите, по чьей вине она случилась, какие
меры Вы собираетесь принять для того, чтобы этого не
произошло в дальнейшем.

GRAMMAR

Subjunctive Mood

I. Name the type of the conditional sentences. Translate them:

1. If they offer us their help, we’ll accept it.
2. If they were here now, we’d speak to them.
3. If they had carefully studied our complaints, they would have

apologized for the oversight.
4. If they do that, we’ll have to get our lawyers in.
5. If we had declined their claim we might have lost this order.
6. If we didn’t reach mutual understanding, our company would have to

go through arbitration procedures.
7. If they hadn’t agreed, we would have to negotiate a longer delivery

time with them next year.
8. They won’t win if they refer their claim to arbitration.
9. If he hadn’t ignored all my remarks, they wouldn’t take legal actions

now.
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II. Make up some sentences:

If he were here
If you asked him

he
we

would
could
might

help you
suggest something
settle it
reach mutual
understanding
interfere
arrange everything

If he had interfered everything
they

their claim

would
could
might

have been different
have been arranged
have been settled
have been rejected
have been pleased

III. 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.

1. If you interfere in their affairs, they’ll get angry.
2. If you send them a telegram, they’ll meet us at the station.
3. If they disagree, we’ll reject their claim.
4. If we decline their claim, we’ll lose this order.
5. If you deliver the equipment to other port, you’ll meet the deadline.
6. If the equipment is damaged, I’ll try to discuss it with the ship

owners.
7. If you don’t send us these parts next week, we’ll start taking legal

action.

IV. Translate the sentences:

1. Если бы оборудование было упаковано должным образом, оно
бы не пострадало. (но оно пострадало)

2. Если бы вы доставили груз в другой порт, вы бы могли
уложиться в срок. (но вы не уложились)

3. Если мы уладим этот вопрос на совещании, я сообщу Вам об
этом.
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4. Если они сделают это, мы будем вынуждены привлечь наших
юристов.

5. Если бы коммерческий директор не проигнорировал все мои
замечания на том совещании, то они бы не обратились в суд
сейчас.

6. Им не удастся выиграть, если они передадут свою претензию на
рассмотрение в арбитраж.

7. Если бы отклонили их претензию сейчас, то мы могли бы
потерять их заказ на следующий год.

8. Если бы мы отклонили их претензию в прошлом году, то они бы
не сделали у нас большого заказа в этом году.

9. Если бы он был здесь, он проявил бы большую настойчивость в
разговоре с капитаном.

10. Если бы в разговоре с капитаном вы проявили большую
настойчивость (но Вы этого не сделали), он бы признал свою
вину.
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ADDITIONAL INFORMATION

I. THE EAN CODE

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 13th 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.

II. ISO CODES

In international trade it is recommendable to use the official ISO
codes (drawn up by the International Standardization Organisation) to
mark currencies.

Here is a list of the codes for some currencies.

Armenia
Australia
Austria
Azerbaijan
Belarus
Belgium
Bulgaria
Canada
Denmark
Estonia
Finland
France
Georgia

ARD (Drachma)
AUD (Dollar)
ATS (Shilling)
AZM (Manat)
BUR (Rubel)
BEF (Franc)
BGL (Lev)
CAD (Dollar)
DKK (Krone)
EEK (Kroon)
FIM (Mark)
FRF (Franc)
GRL (Lari)

Kazakhstan
Kyrgyzstan
Latvia
Lithuania
Moldova
Netherlands
Norway
Poland
Portugal
Romania
Russia
Spain
Sweden

KAT (Tenge)
KYS (Som)
LVL (Lat)
LTL (Litas)
MOL (Leu, Lei)
NLG (Guilder)
NOK (Krone)
PLZ (Zloty)
PTE (Escudo)
ROL (Leu)
RUR (Rouble)
ESP (Peseta)
SEK (Krona)
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Germany
Hong Kong
Hungary
Ireland
Iceland
Israel
Italy
Japan

DEM (Mark)
HKD (Dollar)
HUF (Forint)
IEP (Pound)
ISK (Krona)
NIS (New Sheqel)
ITL (Lira)
JPY (Yen)

Switzerland
Tadjikistan
Turkey
Turkmenistan
Ukraine
United Kingdom
USA
Uzbekistan

CHF (Franc)
TAR (Rouble)
TRL (Lira)
TUM (Manat)
UGR (Grivna)
GBP (Pound)
USD (Dollar)
UZS (Sum)

III. 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 as soon as possible как только сможете; как можно
скорее

bal balance баланс, сальдо
beg Apr (at the) beginning of

April
в начале апреля

bk break пауза; перерыв
canu can you можете ли вы?
cfm confirm подтвердить
comp complete завершить
cstr customer клиент
der deranged = out of order неисправный
dly delivery доставка / передача
e e e error ошибка
fin finished закончено
ga go ahead «одобряем»
inf call the Information

Service
свяжитесь с отделом
информации

max / min maximum / minimum максимум / минимум
mns minutes … минут
mom moment = wait / waiting жду / ждите
n and и
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na no admittance вход воспрещен / нет приема
nc no circuits нет связи
np non-party = not a

subscriber
у клиента нет телекса

occ occupied у получателя телекс занят
ok O K «одобряем»
pls please пожалуйста
prc(s) price / prices цена / цены
qlty quality качество
qnty quantity количество
rec / rcvd received подтверждаю получение
rfd ready for delivery готово к отгрузке
rfs ready for shipment готово к отгрузке водным

путем
rgds regards привет
rpt repeat повторите
rpt aa repeat all after повторите все, начиная с …
rpt wa repeat word after повторите слово после …
rqd required требуется
rytx refer to your telex ссылаясь на Ваш телекс
rotx refer to our telex ссылаясь на наш телекс
svp S’il vous plait = if you

please
будьте добры, пожалуйста

tks thanks спасибо / благодарим
thru through Вас соединили
txr telex reply отвечу / ответим телексом
u you ты / Вы
vry very очень
vsls vessels суда
w word слово
wru who are you Кто Вы?
yinv your invoice Ваш счет-фактура
yq / oq your quotation / our

quotation
Ваша / наша оферта
(предложение по ценам)

yl / ol your letter / our letter Ваше письмо / наше письмо
yr your Ваш
ytx / otx your telex / our telex Ваш телекс / наш телекс
* indicates the end of the

message
обозначает конец сообщения
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** indicates the end of
transmission

обозначает конец связи /
передачи

+ no answer required ответа не требуется
+? an answer required ожидаем ответа

IV. SOME COMMON ABBREVIATIONS

a/c (account) счет
am (ante meridiem) = before noon до полудня
B/D (Banker’s Draft) банковский чек
B/E (Bill of Exchange) вексель
BA (British Airways) Британские авиалинии (название

компании)
B/L (Bill of Lading) транспортная накладная;

коносамент
C (Centigrade; Cent) термометр Цельсия; цент
cc (carbon copy to) копия … кому-то
CAD (Cash against Documents) оплата наличными против

грузовых документов
C & F (Cost & Freight) стоимость / цена и плата за

перевозку
cf. (confer) = compare сравни / сравните
CIF (Cost, Insurance, Freight) стоимость, страхование и фрахт,

СИФ
c/o (care of) через кого-либо; по адресу; для

передачи
Co (company) компания
COD (Cash on Delivery) наложенный платеж; оплата

наличными при доставке
C/P (Carriage paid) за доставку уплачено
CWO (Cash with order) наличный расчет при выдаче

заказа
dbl (double) двойной
d/d (delivered) доставлен (заказ выполнен)
DDP (delivered duty-paid) доставлен с оплаченной пошлиной
dep (departs, departure) отправляется; отправление
dept (department) отдел
D/P (Documents against Payment) документы против платежа
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d/s (days after sight) через … дней после предъявления
векселя

E. & O.E. (Errors and Omissions
excepted)

исключая ошибки и пропуски

EU (European Union) Европейский союз
EFTA (European Free Trade
Association)

Европейская ассоциация
свободной торговли

e g (exempli gratia) = for example например
Enc(l)(s) (enclosure(s)) вложение; приложение
e t a (estimated time of arrival) расчетное / предполагаемое время

прибытия
etc. (et cetera) и т.д. (и так далее)
e t d (estimated time of departure) предполагаемое время отправления
excl (excluding, -ed, exclusive) за исключением, исключая
ex-works франко-завод
FOB (Free on Board) бесплатно на борту, франко-борт,

ФОБ
FOR (Free on Rail) франко-вагон
FOT (Free on Truck) франко-платформа; франко-

грузовик
ft. (foot, feet) фут = 30,5 см, футы
GATT (General Agreement on
Tariffs and Trade)

Генеральное соглашение по
таможенным тарифам и торговле

GMT (Greenwich Mean Time) среднее время по гринвичскому
меридиану

H.P. (Hire Purchase) покупка в рассрочку
h(rs) (Hour(s)) час
i.a. (inter alia) среди прочего / прочих
i.e. (id est) = that is т.е. / то есть
Inc. (Incorporated) (Am) зарегистрированная как

корпорация
incl. (including, -ed, inclusive) включая / включительно
I.O.U. (I owe you) я Вам должен
Jr. (junior) младший
lb / lbs (pound / pounds) фунт = 0,454 кг
L/C (Letter of Credit) аккредитив
Ltd (Limited) (Br) с ограниченной ответственностью

(о компании)
m (metre, mile) Метр, миля
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Ms (Mrs or Miss) госпожа (миссис или мисс)
M/V (Motor vessel) теплоход
NCR (no carbon required) самокопирующаяся бумага
No/Nos (number, numbers) номер / номера
OECD (Organization for Economic
Cooperation and Development)

Организация экономического
сотрудничества и развития

oz. (ounce) унция = 28 г
p (page, penny, pence) страница; пенни; пенс
p.a. (per annum) ежегодно; в год
pkt (packet) пакет
pm (post meridiem) = after noon пополудни, после полудня
PO Box (Post Office Box) почтовый абонементный ящик
p.p. (per procurationem) = on
behalf of

по доверенности (вместо, от имени)

P.S. (post scriptum) постскриптум (после написанного)
PTO (Please turn over) переверните, пожалуйста
re/ref (reference) ссылка
Rd. (Road) дорога; путь
R.S.V.P. (Repondez, s’il vous
plaît)

ответьте, пожалуйста

S/D (sight draft) вексель на предъявителя
sq. (Sq.) (square) квадрат, квадратный, площадь
Sr. (Senior) старший
s/s, S/S (steam ship) пароход
St (street) улица
Sta (station) станция
STD Code (Subscriber trunk
dialing code)

код набора (при междугородном
телефонном разговоре)

tel (telephone) телефон
UK (the United Kingdom) Соединенное Королевство

(Великобритании и Северной
Ирландии)

UN (the United Nations) Организация Объединенных
Наций, ООН

VIP (a very important person) высокопоставленное лицо (очень
важная персона)

viz. (videlicet) = namely то есть; а именно
yd./yds. (yard / yards) ярд = 0,9144 м
wt. (weight) вес
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yr. (year; your) год; Ваш
ZIP Code(Zone Improvement Plan
Code) (Am)
Post Code (Br)

почтовый индекс
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PROJECT SUGGESTIONS

Topic 1: Labour Market Survey.
End Product: an article

1. Study the demographic situation in Rubtsovsk.
2. Examine the labour market demands and list the most wanted

professions in the town.
3. State employment restrictions.
4. Classify the reasons of unemployment.
5. Work out a list of recommendations to facilitate the process of

getting a job.

Topic 2: A Small Business Project
End Product: a project of a small business in Rubtsovsk

1. Discuss business potential of the town with the teacher of economics.
2. Select the suitable segment of the market.
3. Substantiate the expediency of setting up a small business in this

field.
4. Define a form of organizing your business.
5. Work out the economic basing of your project. Make the necessary

calculations.
6. 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.

2. Consider some aspects of the model:
- performance;
- serviceableness;
- warranty assurance;
- maintenance;
- some advantages in comparison with models of similar

manufactures.
3. Prepare a stand for an exhibition.

Topic 5: Advertising in Russia.
End Product: a report

1. Conduct an opinion survey. Interview people about their attitudes
towards advertising.

2.  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
3. Find some demonstrative examples of successful, useful or harmful

advertising.
4. 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 16th 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. Investigate some historical or present-day links.
2. Compare accounts of historical periods or events as described by

British authors and historians from your country.
3. Summarize the information in notes, articles, essays, charts, graphs,

tables of figures, etc.
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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.



155

Языкова Ирина Николаевна
Корниенко Алина Николаевна

BUSINESS ENGLISH IN PRACTICE

Учебное пособие для студентов неязыковых высших
учебных заведений

Редактор Е.Ф. Изотова
Ответственный за выпуск Е.В. Стародубцева

Подписано к печати 09.04.12. Формат 60(84 1/16.
Усл. печ. л. 9,63. Тираж 100 экз. Заказ 121070. Рег. №156.

Отпечатано в РИО Рубцовского индустриального института
658207, Рубцовск, ул. Тракторная, 2/6.


	PREFACE
	UNIT 1
	UNIT 2
	UNIT 3
	UNIT 4
	UNIT 5
	UNIT 6
	UNIT 7
	ADDITIONAL INFORMATION
	PROJECT SUGGESTIONS
	LITERATURE

