denepanpHOE areHTCTBO MO 00Pa30BAHUIO

['ocynapcTBeHHOE 00pa30BaTEIHLHOE YUPEKICHHE
BBICIIIETO TTPOQPECCUOHATIBHOTO 00pa30BaHUs

Brnagumupckuil rocyJapCTBEHHbIM YHUBEPCUTET

T.N. KorikoBa

JIEJIOBOE ObILIEHUE

[Tocobue no aHTJIMHCKOMY SI3BIKY

Bragumup 2007



VIK 811.111(075.8)
bBK 81.2 AHr.
K59

PenenzenTsr:
JotieHT kadeIpbl THOCTPAaHHBIX A3BIKOB BiiaguMupckoro guinana
Poccuiickon Mex1yHapoaHOU akaJeMUU TypU3Ma
JI.®D. Cmaposeposa

JlonieHT Kadeapbl HHOCTPAHHBIX SI3BIKOB
BrnaguMupckoro rocy1apcTBEHHOIO yYHUBEPCUTETA
H.K. lwuna

[leuaTaercs Mo pemIeHUIO PeAaKIIMOHHOTO COBETA
BiaaumMupckoro rocy1apcTBEHHOTO YHUBEPCUTETA

K59 KoiikoBa, T. U. [lenoBoe o0I1IeHUE : TOCOOME MO AHTIUNCKOMY
sa3biky / T.U. KoiikoBa ; Bmaaum. roc. yH-T. — Bnagumup : W3n-Bo
Bnaguwm. roc. yu-ta, 2007. — 104 c.

ISBN 5-89368-737-X

JlanHoe ydeOHOe mocoOue BKJIIOYAET TEKCTOBBIM MaTepuan Mo JUCIUILIIMHE
«AHrIUACKUN A3bIK» 1O Teme: «JlenmoBoe oOleHne» 1 yrnpaKHeHHsI Ha aKTUBU3AINIO
Y 3aKpEIUICHUE aKTUBHOM JIEKCUKHU 1O TeMe: «KoMImanus u ee neaTenbHOCThy. Llenbro
nocoOus SIBNSIETCS pa3BUTHE KOMMYHUKATUBHBIX CIIOCOOHOCTEH CTYJIEHTOB B pamMKax
AIIEKTUBHOTO Kypca «JlemoBoe oO1meHuey.

YyeOHoe mocoOue MoAroTOBICHO ISl CTYJIEHTOB 1-ro M 2-ro KypCOB JHEBHOTO
otneneHus crenuanbHocTeit 220201, 240304, 240502, 280102, 280201.

VYIAK 811.111(075.8)
bBK 81.2 Anr.

ISBN 5-89368-737-X © BmagumupcKuid rocy1apCTBEHHBIN
yHusepcuret, 2007



IIPE/IHC/IOBHE

YuebHoe mocobue «JlemoBoe oOmieHne» mpea-
CTaBJsIeT CO00 COOpPHHMK Y4YEOHBIX MaTepHUaIOB TIO
TeMe «CTpyKTypa KOMIIAHUM U €€ JEATEIbHOCTHY.
OHoO npeHa3HAYEHO ISl CTYJEHTOB |1 — 3-ro KypcCoB,
M3yYaloluX aHTJIUUCKUM A3bIK s oOmmeHus. I1oco-
Oue CTaBUT LI€JIbIO BBIPA0OTATh Y CTYJEHTOB YMEHHUS
0o0IIaThCsl Ha AHTJIHUMCKOM SI3BIKE MO IpoOseMam,
CBSI3aHHBIM C JI€ATEJIbHOCTHIO KOMITAHUHU, Y4acCTBO-
BaTh B OOCYXJIEHUH BOIIPOCOB KacaroIInxcsi Ou3Heca,
BECTH JICJIOBYIO MEPEMHUCKY C 3apyOeKHBIM TMapTHE-
pOM.

Kaxnaplif 13 ypoKOB IMOCOOUSI COJAEPKHUT TEK-
CTOBBI MaTepuall U AaKTUBHBIM CIIOBapb, KOTOPBIN
yCBaMBaeTCsl BO BpeMs pabOThl HaJ TEKCTaMU M YII-
PaXHEHHUSAMHU. YTPAXXKHEHUS NO3BOJIAKOT CTyAEHTaM
OBJIAJETh HABBIKAMU MOHOJIOTUYECKON W JHANOThYe-
CKOM peuu B pamMKkax oOo3HaueHHbIX TeM. [Ipu co-
CTaBJICHUU TEKCTOB ObLIa MCIOJIb30BaHA aHTJIMMCKas
Y aMEepHUKaHCKas JINTEpaTypa.

Asmop 6nazooapum peyeuzenmog JI.D. Cma-
poeeposy, doyenma Kageopvl UHOCMPAHHBIX S3bIKO8
Axaoemuu mypusma u H.K. Hwuny, ooyemma xa-
Gedpvt unocmpaunvix a3vikos Bil'V, 3a yennvie 3a-
MeuaHnusl, 8bICKA3aHHble UMU 8 npoyecce pabonuvl HAO
DPYKONUCHIO.



UNIT 1. TELEPHONING

Exercise 1. a) Read the text.

Communication by the Phone

A local call from a telephone booth usually costs 25 cents for the first
five minutes; the caller drops the coins into the slot, or uses a telephone
credit card, or other credit cards. Long-distance calls are naturally more
expensive.

Galls from pay-phones to most places in the USA and Europe can be
dial-direct or operator-assisted. The dial-direct system is much quicker and
cheaper. To make a long-distance dial-direct call within the USA you'll
need to know the three-digit area code. Dial 1, followed by the area code
and the number you are calling. The operator or a computer will tell you
how much money to deposit. At the end of the time you paid for, you'll be
cut off unless you put in more money; the operator will usually interrupt to
request more money.

If you want to make an operator-assisted call, first call the operator by
dialing 0. The operator will connect you and tell you the cost of your call.
Alternatively, you may dial 0, the area code and number and the operator
will then come on the line; you may then ask the operator to tell you the
cost, or charge it to a credit card.

The procedure of making an international call from the USA is almost
the same whether it is dial-direct or operator-assisted. You must dial 001,
then the code for the country, the code for the city, and then the number
you are calling.

Operator-assisted calls can be as follows:

1. Person-to-person. Made to a particular person: must be made through
the operator. There is no charge if the person is not available.

2. Station-to-station. Connects you to the number you want.

3. Collect. Paid by the person you are calling. To place a collect call, you
must dial 0 followed by the area code and the number and tell the op-
erator “Collect call from (your name)”. The operator will then speak to
the person you are calling and inquire if he/she is prepared to take the



call. If the answer is yes, connection will be made. If you are using

AT&T, you may dial 1-800-COLLECT and receive the service of an

AT&T operator.

If you don't have the telephone number of the person you want to call,
you may call 411 for the Directory Assistance operator. It is helpful if you
know the exact full name and address of the person you are contacting.
You can also look up the number in the telephone book (the telephone di-
rectory) in the booth; telephone directories are normally found in hotel
rooms. Phone books have white, blue and yellow pages. The white pages
contain telephone numbers of private residences and businesses. The blue
pages give the numbers of city services, government services and public
schools. Business and professional services organized by category (e.g. at-
torneys, physicians, plumbers, television sales) are provided by the yellow
pages.

b) Comprehension questions.
1. What i1s the difference between dial-direct and operator — assisted
calls?
2. What is the procedure of making international calls from the US?
3. What is meant by a collect call?
4. What is the structure of the US Telephone Directory?

c)Find the English equivalents to the following Russian words and word
combinations.

IJIATHBIA  TenedoH, MEXAYHAPOJHBIA (MEXKIyrOpOAHBIN) Tene(pOHHBIHI
pa3roBop, CUCTEMa aBTOMATHUYECKOW CBSI3H, YEIIOBEK OTCYTCTBYET, 3BOHOK
3a cYeT a0OHEHTA, MOJKIIOUUTHCS K JIMHUU, HAOpaThb HOMEpP, OTKIIOYUTH
TenedoH, B3UMATh IIaTy, TeJIEPOHHBIA CIIPABOYHMK, CTIPABOYHAs CIIyxO0a,
MYHULIMTNATbHBIE YUPEKICHUS

Exercise 2. Learn the following words and speech patterns.

Vocabulary
1. to be available — 30. OBITh Ha MeCTe
2. to ring back (to call back) on — nepesponuts na Ten. 017-347-8622
017-347-8622 (oh seven one three four seven eight six

double two)



3. adirect line —
4. to put through —
5. to ring smb. on a mobile —

phone

6. to talk to smb. direct —
7. extension —
8. 080254377 —

9. switchboard —
10. to be on another line —
11. to transfer back to —

switchboard

12. receiver —
13. to dial —
14. trunk (long — distance) call —
15. telephone directory —
16. to call to the phone —
17. to disengage —
18. to disconnect -
19. to be out of order —

20.

Speech Patterns

- Maxwell Company. Can I help
you?

- Can I talk to Phil, please?

- He will be back not until tomor-
e

- It’s a bad line. Could you speak up,
please!

- Can I ask who is calling, please?

- Can I take a message?

- I’ll try the mobile.

6

to leave a message -

npsiMast JTUHUS
JIO3BOHUTHCS
MMO3BOHUTH Ha MOOMJILHBIN TenehOH

MIOTOBOPHUTDH HEMOCPEICTBEHHO C KEM-TO
n00aBOYHBIN HOMEp

zero eight zero two five four three dou-
ble seven

KOMMYTAaTop

3BOHUTH I10 IPYroMy TeredoHy
NEPEKITIOYUTh Ha KOMMYTaTop

TeJ. TpyOKa

HabupaTh HOMEP
MEKIYTOPOIHBIN 3BOHOK

TeJ. CIIPaBOYHUK

MO3BOHUTH HA TenedoH
OCBOOOJIUTH (TEJ. IUHUIO)
pa3beIMHUTD

He paboTaTh (00 ycTpoicTBax)
OCTaBUTH COOOIICHHE

— Komnanust Makcgen. A Bac cnymaro.

— ITo3oBute, noxainyiicra, Guna.
— OH BepHETCS HE paHbIIIE 3aBTPALIHETO

JTHSI.

— Ilnoxas cBa3b. ['oBOpUTE TpOMUE,
noxanyucral

— IIpocture, a KTO €ro crpammBaer?

— Yto-uuOyas nepenatsb?

— IlonmpoOyro MO3BOHUTH HA MO-



OWUIBbHBIN.

- Can I have the number, please? — Mory s y3HaTh HOMEp?

- Sorry to keep you waiting. — M3BuHU, 4TO 3acTaBUI TEOS
KIATh.

- When 1s a good time to call? — Korpa ny4ire no3BoHUTH?

- There 1s no one here called Peter. — 3nech HeT HUKOrO 110 uMeHu [1u-
TEP.

- You’ve got the wrong number. — Bbl HaOpanu HenpaBUIBHBIN HO-
Mmep.

- Hold the line. Hang on. — He xkimaaute TpyOKy.

- Mr. Smith is on the line. — 3BoHUT M-p CMHUT.

- Do you mind my using your tele- — BbI HE IpOTHUB, eCiu 51 TTO3BOHIO
phone? c Baiiero Tenedona?

- Not at all. Please do. — Her, noxanyiicra.

- Is this number...? — OT0 HOMEP...

- No, you’ve dialed the wrong num-  — Her, BBl OIIMOIKCE HOMEPOM.
ber. (You have got the wrong num-
ber)

- This 1s Mr. Dixon’s office. Mr. — Dt10 ouc M-pa [Jukcona. Jlukcon
Dixon speaking. y TenedoHa.

- The telephone is out of order. I — Tenedon He padboraer. S He cibI-
can’t hear the dialing tone. 11y 3ByKH Ha0Oopa.

- I’ve dialed six times and not got — 1 Habupan HOMep IIEeCTh pa3 U HE
through. The line is engaged all n03BOHWIICS. JIMHUS BCce BpeMs
the time. 3aHsTA.

- We are disconnected as soon as we — Hac pa3beauHSIOT, KaK TOJIBKO
begin talking MbI HAYMHAEM Pa3roBapyBaTh

- Something is interfering. I can’t — Kakue-to nomexu. S Huuero He
hear anything. CJIBIIILY.

- I can’t make out what you are say-  — $I He mory pa3oGparh, 4TO THI I0-
ing. Speaking louder, please. BOpulIb. ['0OBOpH rpomMue, noxa-

JIYUCTA.

- Don’t shout! Speak more distinctly. —He xpuuu. 'oBopu paszdopuusee.



Note:

If you do not hear or understand the other person, say: I'm sorry? or I'm
sorry, I don’t understand, could you repeat that, please?

It is not polite to say: Please repeat.

Exercise 3. Read and reproduce the dialogues.

1. Give me the Telephone Number

Voice: Information. Can I help you?

Mr. Could you please give me the telephone number of the man-

Dixon: ager’s office at Stevens Travel Ltd?

Voice: Just a moment, sir. Hold on ... Hello! The number is 01-977-
2217.

Mr. Oh-one-nine-double seven-double two-one-seven?

Dixon:

Voice: That’s right.

Mr. Thank you very much.

Dixon:

2. Can | Take a Message?

Secretary: ~ Good morning. Mr. Dixon’s office. Can I help you?

Mike Smith: Oh, good morning. My name is Mike Smith. Could I speak
to Mr. Dixon, please?

Secretary:  I’'m sorry. Mr. Dixon is in conference now. Then he’ll be out
for lunch. Would you like to leave a message for Mr. Dixon?

Mike Smith: Yes, please. Tell him that Mike Smith, from Liverpool, is
now in London. I’m staying at the Europe Hotel, Room 312.
He can ring me up as soon as he’s time. Maybe I’ll ring him
up later in the day.

Secretary: ~ Thank you, Mr. Smith. I’ll let Mr. Dixon know about your
call.



Smith:
Peter:
Smith:

Peter:

Smith:

Peter:
Smith:
Peter:

Voice:

3.1 Received You Message

Hello. Is that Peter Dixon? Smith speaking.

Yes, it i1s. Mike, is that you?

Yes, it is. I’'m so glad to hear you! You have received my message,
haven’t you?

Yes? My secretary told me you had telephoned. How are things,
Mike? Have you come for long?

Everything is all right with me. I have come for business and I’ll
be in London a month or so. When shall we meet, Peter? There’s
a lot to talk about. Can you call on me at around 8 p.m.?

Let me think. Yes, I think I’'ll come. Your room is 312, isn’t it?
That’s right. Well, so long then. See you later.

So long, Mike.

4. You’ve got the wrong number.

Hello, hello!

T. Bright: 1’d like to speak to Mr. Frank Lawrence.

Voice:

Mr. Lawrence? Frank Lawrence? There’s nobody of that
name here. What number did you dial?

T. Bright: Isn’t that 348-4498?

Voice:

Oh, no! You have got the wrong number.

T. Bright: 1’m sorry to have troubled you.

5. Who Shall I Say Is Calling?

Secretary: Dr. Bell’s office.

Smith:

I’d like to speak to Dr. Bell.

Secretary: TI’ll see if he’s in. Who shall I say is calling?

Smith:

Mike Smith, from Liverpool.

Secretary: 1 see. Wait a minute, Mr. Smith.
Dr. Bell:  Hello, Mr. Smith?

Smith:

Yes. Good morning, Dr. Bell. We arranged the day before
yesterday that I come to see your laboratory.

Dr. Bell:  Yes, you are welcome. I’ll be glad to take you round, Mr.

Smith.



Smith: The matter 1s that I can’t visit you today, unfortunately. I’'m
really very sorry to have troubled you.

Dr. Bell:  When can you come?

Smith: [ can’t say that definitely now. I’ll phone you tomorrow or the
day after tomorrow. Forgive me, Dr. Bell.

Dr. Bell:  Very good. O.K. I look forward to hearing from you tomor-
row.

Exercise 4. Practice these substitution dialogues in pairs.

1.
— Operator here. Can I help you?
— Please put me through to the manager of the hotel.

service bureau, reception clerk, company switchboard, chief of the com-
mercial department, president of the firm

2.
— Is that Mr. Call’s home?
— Oh, no! It isn’t a private home, it’s an office. You have dialed the wrong
number.

the Consul Hotel, Rossomon Company, the Bank of England

3.
— Will you please call Mr. Green to the telephone?
— Who shall I say is calling?
— It’s his friend on a trunk — call from Paris.

his brother — in — law, his daughter, Dr. Weston, his wife, the Company di-
rector

4.
— Mrs. Brown’s secretary.
— Please, put me through to your chief.
— Unfortunately, she is out.

10



is away on business, has not arrived yet, is seeing a visitor, is ill, is in

conference, is not in the office now

Exercise 5. Combine two sentences into one. Use a perfect infinitive con-
struction.

Model: — 1 kept vou waiting. I’m sorry now.

NNk W=

— I’m sorry to have kept you waiting.

I met her two years ago. I’'m glad about it now.

I troubled you at night. I’'m sorry about it now.

I stayed at the Consul Hotel. I’'m sorry about it.

I received your book yesterday. I’m pleased with it now.
John married Kate. He is happy now.

I was introduced to Mrs. Howard. I’'m glad about it now.
I told him everything. Now I’m sorry about it.

Exercise 6. You cannot make out what your acquaintance is saying over

the telephone.

Model: — I’m going to arrange a meeting with Dr. Fox.

A T AN o

[ WY
—_ O

—_
\9]

- What did vou say? I can’t make vou out, we’ve got a bad line.
- I said I was going to arrange a meeting with Dr. Fox.

I can’t remember Ann’s telephone number.
The nearest telephone booth is near the cinema.
This telephone 1s out of order.

I want to stay at the National Hotel.

I’'m glad to hear that.

I have booked a trunk call to Helsinki.

I plan to stay in London for a fortnight.

It’s a private home.

The line 1s engaged all the time.

I’1l phone you tomorrow, just about this time.

. I don’t know her telephone number. I have to look it up in the di-

rectory.

. There’s a message for you.

11



Exercise 7. Disagree with the statements avoiding a simple negation.

Model: - When vou hear a long buzz, it means the telephone is engaged.

N

W

- No, I don’t think that 1s correct (exact, logical, always true).
Usually this sort of signal indicates that line is free and you dial
the number you want.

. It’s easy to speak a foreign language over the telephone.

You may have a long — distance call only from the Central Telephone
Exchange.

There are only four figures in a Moscow telephone number.

It is not recommended to book a trunk call in advance.

They do not put public phone (telephone booths) in busy street.

When someone dials the wrong number, we usually say, “Hold the
line, sir (madam)!™.

The first words we speak over the telephone when we take up the re-
ceiver are: “You are (put) through. Go ahead!”

Exercise 8. Say it in English.

10.
11.

12

. Oto nom Mm-pa bonna? Tlompocute ero k tenedony.

S xoten Ob1 moroBoputs ¢ Jlxxkonom Kunrom. On noma?

[Tonmpocure, moxanyiicta, M-pa Jloypenca k tenedony. — Kak mue
CKa3aTh, KTO €ro CIpaliuBaeT? — ITO €ro JABOIOPOJHAS CECTpa roBO-
PHUT 10 MEXIyropogHomy Tenedony u3 JIoHmoHa.

Mory s 3aka3aTh MEXIAYTOPOJHBIA Pa3rOBOpP M3 TOCTUHUYHOTO HOME-
pa?

Coenunute MeHs ¢ TopoaoMm, noxanyicra. Tenedon — 224987, noba-
BOYHBIN 811.

I'ne 3nece Oavkaiimuii TenedhoH-aBToMaT?

S He Mory HaOpaTh HOMEp Ha 3ToM TeliedoHe. Bece Bpemsi KOpoTKue
T'yJIKA

51 mymaro, OH He B MOPSJIKE.

3anuIuTe HOMepa MOETO JOMAIITHET0 B padodero TeaeoHOB.

He knagute TpyOKy, OH ceiluac mojaoumer.

Cekperapb MHE CKa3aja, 4TO MHE KTO-TO 3BOHWJI. DTO HE Thl, DABap.?



12. M-pa Yuncona ceituac HeT. Uto emy nepenatb? — CKaKHUTE €My, 4TO-

Obl OH MHE MO3BOHUJI, KOTJIa MMPUJET.

13. Mmue, noxanyiicta, Teneon kommytaropa kommnanuu IMB.

Exercise 9. Make up dialogues using the expressions on the flowchart on

page 14.

Exercise 10. Complete the following dialogue using the words listed below.

Switchboard: Conglomerate Group; can I help you?

You:

Switchboard: Putting you

Secretary:
You:

Secretary:
You:
Secretary:

You:

Secretary:

You:
Secretary:
You:
Secretary:
You:
Secretary:

Could I Mr. Pardee, please?

Hello, Mr. Pardee’s

, can you hear me? It’s a
up, please?
Is that better? Who’s , please?
(your name) from (your company).
Oh, hello. How nice to hear from you again. We haven’t seen
you for ages. How are you?
Fine, thanks. Could you
dee, please?

the line a moment. I’ll see if he’s in. ’'m so sorry,

I’m afraid he’s not in the at the . Could
you give me your , and I’ll ask him to
you ?
I’'m 347 8621. That’s London.
Would you like to leave any
No, thanks. Just tell him I
Certainly. Nice to hear from you again.
I’1l expect him to me this afternoon, then. Thanks.
You’re welcome. Goodbye.

I help you?
line. Could you

me to Mr. Par-

for him?

on, speak to, message, bad, put through, number, call back, ring, secretary,

through, office, speak, speaking, can, hello, rang, hold, moment, through

13
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Datafile

This datafile gives you some additional terms and phrases commonly used

in making telephone calls. Learn these paying attention to some differences

between UK and US variants.

UK

US

The phone book

Look up their number in the phone book (or directory).

I’1l look up the number in the

number.

telephone book.
The number 1s ex-directory. The number 1s unlisted.
I’ll ring Directory Enquiries for the I’11 call information.

The line

He’s on the other line.

Would you like to hold the

line?

The line 1s engaged.

The line is busy.

The dial

Dial 123 for the correct time.

Listen for the dialing tone ...

All lines to the country you have di-

aled are engaged. Please try later.

The receiver

Can I help you?

Putting you through.

moment.

I’m afraid he’s not available at the I’m afraid he’s tied up at the

moment.

You’re welcome.

Goodbye.

15



The operator

Dial 100 for the operator. Dial 0 (zero) for the operator.

I’d like to make a reverse charge (or | I’d like to make a collect call.

transfer charge) call.

A message pad
Can I tell him who called?
Could I take your number?

Can I give her a message?

Remember:
If you don’t understand, say: “Sorry, I didn’t quite catch that.

’y k¢

Sorry,

)

could you say that again.’

Direct dialing

With direct dialing, you go strait through to the number of the person you
want in the UK, and you pay in the country you’re in. All you need to
know is the telephone number in the UK, which is made up of the phone
number itself, and its area code, e.g. 0272 (area code for Bristol).

When dialing from abroad you must always omit the initial ‘0’ of the area
code.

The only other information you need is the international code for the UK
which you must dial first. This will vary from country to country.
Remember, for direct dialing you will need to know:

INTERNATIONAL UK AREA CODE LOCAL
CODE FOR (LEAVING OUT NUMBER
THE UK INITIAL “07)

For instance, to call Bristol (0272) 12345 from Austria you just dial 0044
272 12345 and you’re through.

Note:.
Several countries, like the UK, have cheaper international calls at certain
times for direct dialing.

16



Exercise 11. Decide whether the following are true or false.

1.

A

For international calls you dial: the country code + the area code +
the number.

The caller does not pay for a collect call.

Directory Enquiries will put you through to the number you want.
Switchboard and operator are the same people.

The dialing tones for ‘ringing’ and ‘engaged’ are different.

Exercise 12. Insert the missing preposition.

A

Look it in the directory.
He’s the other line.
Listen the dialing tone.
He’s tired

She’ll ring

Exercise 13. Insert the correct term.

UK term US term

Directory Enquires

reverse charge call

busy

area code

ex-directory

Exercise 14. a) Read the following conversations and do exercises below.
Meet people of “Bibary Systems” and those working with them.

Geraldine — a receptionist

Jenny Ross — the Head of Administration in the Marketing Department
Edward Green — Marketing Executive

Don Bradley — Sales and Marketing Director

Dave — Phil Watson’s Assistant

Derek Jones — Head of R&D Department

Mr. Smith — Top Executive of some Trade Company
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Clive Harris — Executive Director (Manager)
Kate McKenna — Head of Sales Department
Mr. Sakai — has business contacts with Bibary Systems

E. Green:

Smith’s Secretary:

E. Green:

Smith’s Secretary:

E. Green:

Novo Reception-
Ist:
Don Bradley:

Novo Receptionist:

Don Bradley:
Novo Reception-
ISt:

Dave:
Don Bradley:
Dave:

Don Bradley:
Dave:

Don Bradley:
Dave:
Don Bradley:
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Answering the Telephone

Hello, my name is Edward Green. I would like to
speak to Mr. Smith.

I am sorry, but Mr. Smith isn’t available.

Okay. I’'ll ring back. Does Mr. Smith have a direct
line?

I’m sorry, but the number 1s confidential.

Okay. Thank you.

Good morning. RUYJ Advertising.

Good Morning. This is Don Bradley. Can I Talk to
Phil Watson, please?

What company are you from, please?

Bibury System:s.

I’1l put you through.

Phil Watson’s phone.

Good morning. Can I talk to Phil, please?

Can I ask who’s calling, please?

Don Bradley from Bibury Systems.

Well Mr. Bradley, I’'m afraid Phil’s not in the office at
moment. Can | take a message or would you like to
ring him on his mobile phone?

I’1l try his mobile. Can I have the number, please?
080254377

Just let me check that. Zero eight zero two five four
three double seven.



Dave: That’s right.

Don Bradley: Thanks.

Phil Watson:  Hello. Phil Watson.

Don Bradley: Hello Phil, this is Don Bradley.

Phil Watson: Hello, Don. Sorry to keep you waiting.

Don Bradley: D'm fine, thanks. Can we meet? We have a new product

and I want you to see it.

Smith’s Secretary:
E. Green:

Smith’s Secretary:

E. Green:

Smith’s Secretary:

E. Green:

Smith’s Secretary:

Hello. Mr. Smith’s office.

Hello, my name is E. Green from Bibary Systems. I
rang earlier. I would like to speak to Mr. Smith,
please.

I’m afraid Mr. Smith is not in the office at the mo-
ment. Can I ask what it is about?

It is very important. I represent Bibary Systems.
We’ve got a new product and I want Mr. Smith to see
it.

Please send the product specifications by mail, Mr.
Green.

I would like Mr. Smith to see the product and would
like to talk to Mr. Smith direct. When is a good time to
call?

You could try ringing this afternoon.

E. Green: Thank you. Goodbye.
Derek

Jones: Yes?

Caller: Can I speak to Peter?
Derek

Jones: Peter Hill?

Caller: Peter Toyama.
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Derek
Jones:
Caller:
Derek
Jones:
Caller:
Derek
Jones:

E. Green:

There is no one here called Peter Toyama.
Is that extension 3677

No, you’ve got the wrong number. This is 412.
I’m sorry. Could you put me back to the switchboard?

Yes, hang on.

Hello, this 1s Edward Green. I rang earlier. I would
like to speak to Mr. Smith, please.

Smith’s Secretary: 1’m afraid that Mr. Smith is in a meeting.

E. Green:

Is he free later this afternoon?

Smith’s Secretary: 1don’t think so. Mr. Smith is very busy at the moment.

E. Green:

I’1l ring tomorrow.

Smith’s Secretary: 1’m afraid Mr. Smith isn’t in the office tomorrow.

Geraldine:
Mpr. Sakai:

Geraldine:

Clive Harris:

Geraldine:

Clive Harris:

Mpr. Sakai:

Clive Harris:

Mpr. Sakai:

Clive Harris:

Geraldine:

20

Good morning. Bibary Systems. How can I help you?
Good morning. My name is Sakai. I would like to speak to
Mr. Harris, please.

Please, hold the line, Mr. Sakai. I’ll put you through.
Hello.

Mr. Sakai is on the line.

Put him through ... ... Hello, Mr. Sakai.

Hello, Mr. Harris, how are you?

I’m very well, thank you. How are you?

I’m fine. I’m calling about our meeting.

Yes?

Hello, Bibary Systems. How can I help you? Could I ask
who’s calling please? I’m afraid her extension is busy at the
moment, Mr. Clark. Will you hold, or can I take a message?
Okay, that’s fine. I’ll ask her to call you back.



E. Green: Mr. Smith? My name is Green.
Mr. Smith: Yes.
E. Green: You don’t know me but [ work in Don Bradley’s office at Bi-

bary Systems.

Mr. Smith: Yes.
E. Green:  You publish your catalogue this month. And we have an exit-

ing new product.

Mr. Smith: 1 have all the products I need.

E. Green: 1 would like you to have a word with Big Boss.

Mpr. Smith: TI’m sorry?

E. Green: TI’ll put our new production on the line now. It’s a new elec-

tronic toy.

Big Boss:  Hello, Mr. Smith. My name is Big Boss. I am eighteen inches

high. I am voice activated and I want to be in your catalogue.

b) Answer the following questions.

1.

A

What is Phil Watson’s phone number?

Why is Don Bradley phoning Phil Watson?

Why does Edward Green want to talk to Mr. Smith direct?
Who would Mr. Sakai like to speak to?

What does Big Boss say to Mr. Smith?

c) Complete the sentences.

1.
2. Edward Green wants Mr. Sakai to ...

3.

4. Edward Green hopes that Mr. Smith is still at work and his secre-

It’s very difficult to speak to Mr. Smith because...

Kate McKenna has got the Sales report and...

tary...
Mr. Smith is not interested in Big Boss because...

Exercise 15. Give English equivalents.

1.
2.
3.

IIEPE3BOHUTH
COEJIUHSIIO

[IpocTute, a KTO €ro CrpanmuBaeT?
21



A SR N

10.

Uto-HuOy1b MEpeaaTh WU Bbl IO3BOHUTE HA €70 MOOUIIBHBIN ?
W3BuHU, 4TO 3acTaBUI TEOS KIATh.

Bbl Morniu ObI cKa3ath, MO KAKOMY BOMPOCY BBl 3BOHUTE?

B kakoe BpeMs yJ100HEe 1TO3BOHUTD,

Jlo0aBoUHBII HOMEP

Bl HaOpany HenpaBUIILHBIA HOMED.

He xnmaaute TpyOKy.

Exercise 16. Make up a situation using given words and phrases.

to be available, to ring back, to have a direct line, to put through, to
ring smb. on a mobile phone, to be in a meeting, to be on the line, to

be

at work, a wrong number, to take a message, extension.

Exercise 17. Learn the following Social English expressions.

I would like to speak to Mr. Smith.
Could I talk to Mr. Smith?

I’m afraid Phil’s not in the office.
Just let me check that.

How are you?

Can we meet?

How can I help you?

Good luck!

Exercise 18. Act out the conversations.

1. Between Edward Green and Mr. Smith’s secretary. Edward Green
wants to make an appointment, but Mr. Smith is very busy at the mo-
ment.

Mr. Sakai is calling Bibary Systems. He wants to speak to Clive Harris.

Exercise 19.

1. Make the class:

a) You are John Wall. You want to cancel your appointment at 3 p.m. to-
morrow with Roberta Hunt, the customer services manager. Ask her if 4
p.m. next Tuesday is possible.
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b) You manage the cosmetics department at B&A department store. You
have two new sales assistants who need some training. Telephone the cus-
tomer services manager at Benito to ask for her help.

Receive calls a) and b)

You work in the customer services department of Benito Cosmetics. Your
manager, Roberta Hunt, is out of the office today. Take any messages for
her.

2. Make the class:

a) Your company, Ellis & Co., did some building work for Mackeson
Property U.K. four months ago. You are still waiting for payment. Call
their chief accountant.

b) You are Anna Ferndale from the head office of Mackeson Property U.K.
You want the sales figures for the last January. Call Mr. Side in the ac-
countant department.

Receive calls a) and b)

You work for Mackeson Property U.K. in the Account Department. The
chief accountant Mr. Side, is on holiday for a week. Take any messages for
him.

Exercise 20. Read the following piece of information and discuss advan-
tages and disadvantages of an answer phone (of a mobile phone).

Ten or a bit more years ago people had one telephone in the house
and one in the office. Today, people have telephones everywhere: in the
house, in the car, in the garden. You even see people walking round the
streets with cordless telephones. One man, when recently asked what his
telephone number was, answered:

“Which number do you want? My home number, my work number, my
weekend number, or my car number?”’

Another new thing is answerphone. Nobody likes answerphones. For
callers there 1s the problem of how to speak to it. It is very difficult to have
a conversation with a machine. Owners of answerphones have problems
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too. What sort of message do they record? Some are too short, so the caller
doesn’t have time to think, for example: “This 1s a message. Speak now.”

Others are too long. A New Yorker put a message on his machine
which said: “This is Nathan’s answerphone. Please leave your name, num-
ber, address, height, weight, qualifications, identity card number and
mother’s first name. Speak now!” Not surprisingly, people soon stopped
telephoning Nathan.

UNIT 2. BUSINESS CORRESPONDENCE

Exercise 1. Get acquainted with the Business Letter Structure.

The Notepaper (manka 61aHka)
The Reference (cchuika)

The Date (nata)

The Addresee (agpecar)

The Salutation (obparenue)
The Body Text (TekcT mucrMma)

NNk WD =

The Complimentary Close (koMmiMMeHTapHasi KOHIIOBKA)
8. The Surname & the Signature (pamuiinst 1 TOANTUCH)

Additional components of a business letter which are not obligatory:
1. The Letter Writer (aBTop nucsma)

2. The Letter Heading (3aroyioBok nucbma)

3. The Enclosures (npuiioxenue)

4. The Copy

5. Postscriptum

Note:

If a letter occupies more than one page one of the following marks — PTO,
MORE, CONTINUOUS - or page number is put at the bottom.
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Continental Equipment 3 Director: John G.
Smith

9 North Road, Brighton, BN 5 JF
Telephone: 0273 543359
Fax: 0273 559364

Our Ref: G/f 146 Your Ref: SD/jr  (2)

(1)

(3) 15 November 1989

Sales Department )
Aluminium Alloy Co. Ltd.
Birmingham . 4)
79 Prince Albert St.
Birmingham 821 8DJ

/
Dear Sirs (5)

We thank you for your letter of 11 November, and would like to in-
form you that we can deliver all the items required from stocks, ac-
cording to the enclosed detailed offer. For the balance we would re-
quire three weeks from the date of receiving your confirmation that
this arrangement is acceptable.

Price as quoted f.0.b. London. (6)
Delivery as specified above.
Payment against documents.

We hope you will find our terms, method of payment and delivery
dates satisfactory; and we can assure that you may count on our full
co-operation and immediate attention in this matter.

Yours faithfully  (7)
RHanson

Robert Hanson (8)
Continental Equipment
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Exercise 2. Pay attention to some differences between British and Ameri-

can forms.
Date
British American
12" December, 2006
12 December 2006 December 12, 2006
12 Dec. 2006
Salutation
Dear Sir, Dear Sir:
Dear Madam, Dear Madam:

Dear Mrs. Smith,

Dear Mrs. Smith:

For the attention of Mr. E. Wilson,

Attention: Mr. E. C. Wilson:

Dear Sirs Gentlemen:
Complimentary Close
Yours faithfully, Sincerely yours,
Yours sincerely, Yours truly
Addresses
Mrs. Nikki Roberts AMIDEAST

School of Languages Testing Programs
University of Westminster 1730 M Street, NW
18 Euston Centre Suite 1100

London NW1 3ET Washington DC

United Kingdom

20036-4505, USA
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Exercise 3. Here are the “Golden Rules” for writing letters (including

faxes and memos). What rules do you think most useful?

1. Give your letter a heading if it will make it easier for the reader to un-
derstand your purpose in writing.

2. Decide what you are going to say before you start to write or dictate a
letter, because if you don’t do this the sentences are likely to go on until
you can think of a good way to finish. In other words you should always
plan ahead.

3. Use short sentences.

4. Put each separate idea in a separate paragraph. Number each of the
paragraphs if it helps the reader to understand better.

5. Use short words that everyone can understand.

6. Think about your reader. Your reader...

...must be able to see exactly what you mean:
your letters should be CLEAR
...must be given all the necessary information:
your letters should be COMPLETE
...1s probably a busy person with no time to waste:
your letters should be CONCISE
...must be written in a sincere, polite tone:
your letters must be COURTEOUS
...should not be distracted by mistakes in grammar, punctuation or spell-
ing:
your letters should be CORRECT

A dull or confusing layout makes a letter difficult to read.

Exercise 4. Read two letters sent by the Sales Manager of “Sunshine Fla-
vours LTD”, J. G. O’Reilly. Which of the two letters would you prefer to

receive? Why? What kind of impression does each letter give the reader?
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SUNSHINE FLAVOURS LTD.

44 Emerald Drive, Shannon Technology Park,
Cork CO6 9TS, Republic of Ireland.
Mme Susanne Dufrais,
Les Gourments du Poitou S. A.,
33, rue Mirabeau,
44000 Poitiers, France
18 January 1999

Your request for our catalogue and price list

Dear Madam,

as you requested, we enclose for your attention our price list and cata-
logue. I should like to take this opportunity of drawing your attention to
the fact that all our products are manufactured from completely natural
ingredients and that we do not utilize any artificial additives whatsoever.
There are 213 different items in the catalogue and our prices are reason-
able and our quality is good. This is the first time that we have included
Scratch’n’Sniff TM Samples of our ten most popular aromas.

Should you require further information, please do not hesitate to contact
us. If the undersigned is unavailable, the Sales Manager’s personal assis-
tant will be delighted to assist you.

We look forward to receiving your esteemed order in due course.

Yours faithfully,
J- G. O’ Reitly
J. G. O’Reilly, Sales Manager
Telex 449801 Telephone 021 23 459
Cables: SUNSHINE, CORK

28




SUNSHINE FLAVOURS
44 Emerald Drive
Shannon Technology Park
Cork CO6 9TS
Republic of Ireland
Mme Susanne Dufrais
Les Gourmets du Poitou S. A.
33 rue Mirabeau
44000 Poitiers
France
18 January 1999
Dear Madame Dufrais,
You asked to send you our price list and catalogues for the new season. |
am sure you will find plenty to interest you in. You will notice that every
single one of our products is made from 100% natural ingredients — we
use no artificial additives at all.
This year, for the very first time, we have included Scratch’n’Sniff TM
samples of our ten most popular aromas. I think you will agree that our
range of well over 200 natural flavours and aromas is second to none and
is outstanding value for money.
If you need more information, do please get in touch with me. If you are
telephoning, please ask to speak to me personally or to my assistant, Mr.
Hannah Rosser, and we will be very pleased to help you.
I look forward to hearing from you.

Y ours sincerely,
Jim O Reitly
James O’Reilly
Sales Manager
Enclosed: catalogue, price lists, order form
Telephone: 021 23 459
Fax: +353 2123447
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Exercise 5. This is the top part of a business letter. Decide when you
would use these openings, instead of “Dear Mr. Green”: Dear Jim, Dear
Sir, Dear Madam, Dear Sir or Madam.

UNIQUE PRODUCTS PLS
SUNRISE TECHNOLOGY PARK
WEST HARBOUR DRIVE
DOVER CT16 8KL

TELEPHONE 01306 824455 FAX 44 1306 821986
Mr. James Green
Marketing Director
Green Industries Inc.
999 Park Avenue
Rockford
IL 61125
USA
Your Ref: GS/BC/44
Our Ref: DJ/GS/2 11 November 1999

Dear Mr. Green,
Thank you for your fax of 8 November, suggesting a meeting in Decem-
ber. The most convenient dates from our point of view are December 2nd

or December 3rd.

Exercise 6. Look at the endings of business letters below.

When would you use the different styles and phrases?

What do the abbreviations mean?

Which of the style and phrases would you find in American correspon-
dence?

If you begin your letter ‘Dear Jim’ how do end it? If you begin ‘Dear Sir’
how do you end it?
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Please let me know if this is conven- Please phone us to confirm the de-

ient. tails.

Looking forward to hearing from We look forward to receiving your
you. comments.

Best wishes, Yours sincerely, Yours faithfully,

Gilliant Jones MawiceTroight

Ms. Gillian Jones Ms. Gillian Jones

Publicity Co-ordinator Publicity Co-ordinator

Best regards, Sincerely,

%rg‘é?. Dulstrode HSs Bulstrode

Exports Sales Manager Export Sales Manager

c. ¢. Jane Sanchez

Exercise 7. Read the text.

Planning a Letter: 7 Steps
What do you do before you write a difficult letter or a report? Be-

cause a letter in English is much harder than writing one in your own lan-

guage, careful planning is essential. Imagine, for example, you have to

write a letter introducing your company to a prospective customer...

The following steps are recommended.

1.
2.

Write down your AIM: what is the purpose of the letter?
ASSEMBLE all the relevant information and documents: copies of
previous correspondence, reports, figures, etc.

. ARRANGE the points in order of importance. Decide which points

are irrelevant and can be left out. Make rough notes.
Write an OUTLINE in note form. Check it through considering these
questions:

Have you left any important points out?

Can the order of presentation be made clear?

Have you included anything that is not relevant?

. Write a FIRST DRAFT, leaving plenty of space for changes and re-

visions.

31



6. REVISE your first draft by considering these questions:
INFORMATION: Does it cover all the essential points?
Is the information RELEVANT, CORRECT and COMPLETE?
ENGLISH: Are the grammar, spelling and punctuation correct?
STYLE: Does it look attractive?
Does it sound natural and sincere?
Is it CLEAR, CONCISE and COURTEOUS?
Will it give the reader the right impression?
Is it the kind of letter you would like to receive yourself?
7.Write, type or dictate your FINAL Version.

Exercise 8. Here are three extracts from letters that break some rules.

1. Decide what is wrong with each one and underline any mistakes or
faults.
2. Rewrite each extract in your own words.

1) I noticed your advertisement in the Daily Planet and I would be grateful if
you could send me further information about your products. My company is
considering subcontracting some of its office services and I believe that you
may be able to supply us with a suitable service. Looking forward to hearing
form you.

2) Thank you very much for you letter of 15 January, which we received to-
day. In answer to your enquiry we have pleasure in enclosing an information
pack, giving full details of our services. If you would like any further infor-
mation, do please contact me by phone or in writing and I will be pleased to
help. I hope that our services will be of interest to you and I look forward to
hearing from you.

Yours sincerely,

3) There are a number of queries that I would like to raise about your
products and would be grateful if you could ask a representative to get in
touch with me with a view to discussing these queries and hopefully plac-
ing an order if the queries are satisfactorily answered.
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Types of Business L.etters

Inquiry

Structure:

1. Reference to the source of information about the given company and

its product.
2. The essence of the subject.
3. Briefinformation about your company.

4. Hope for further contacts.

Patterns to the inquiry.

- With regard to your advertisement — B cBsa3u ¢ myGiukarueii Bamei
in ...of ..., we would ask you... PEKJIaMBI B ... OT ..., Mbl XOTEJIH
ObI IOTIPOCUTb. ..
- We are interested in buying (im- — MbI XOTEnu Obl KyIUTh. ..
porting etc.)

- We would ask you to let us have a  — Coobuure Ham, moxanyiicra,

quotation for... PAcCLEHKH Ha...

- In connection with this... — B cBs131 ¢ 3TUM ...

- There is a large market here for — Bamm uznenust HaliyT y Hac CBO-
your products. €ro TIOKYTIaTersl.

- We usually effect payment by let- — Mgp1 00bIYHO IPOU3BOIUM OILIATY
ters of credit. MyTEM OTKPBITHS aKKPETUTAITUH.

- If your prices are competitive. — Ecnu Baium 1ieHs1 npremMieMbl

- Your prompt answer will be ap- — byneM npu3HaTenbHbBI 3a OBICT-
preciated. pBIil OTBET.
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Sample of Inquiry

Pet Products Ltd.
180 London Road
Exeter EX4 4]Y
England

25th February, 1997
Dear Sirs,

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

- price (please quote CIF Odessa price)

- dates of delivery

- terms of payment

- guarantees

- if the price includes the cost of equipment installation and our staff
training

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

Your early reply would be appreciated.

Yours faithfully,

V. Smuron

V. Smurov

Export — Import Manager
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Exercise 9. Translate into English and form as a letter.

YBaxaemslii cop!
N3 Buepaminero Homepa razetsl “‘Business News” s y3Haa 0 HOBOM MarHu-
TohoHe, Mponu3BoAUMOM Barneit komnaHue.

S 611 Ob1 Bam mpusnatenen, eciu Ob1 Bl mocnany MHE JTOMOTHU-
TEIbHYI0 UH(POPMAIIMIO, B TOM YHUCJIE€ CBEICHHUS O CTOUMOCTHU TOBapa, pas-
Mepax CKUJIKU B CITy4ae ONTOBOM 3aKYIKH, CPOKAX IOCTABKU U YCIOBHSX €€
OILJIATHI.

C yBaxxeHuEM,
JIxoH bpayH.

YBaxkaembiit Cop!
S 6wl OBI MpU3HATENICH, eclid Obl Bl BhICTaMM MHE MH(POPMAIUIO O Tpa-
BuJiax mocTtymieHus B Lleatp mo menemxmenty bpeadopackoro yauBep-
cuteta. Sl nmpocun Obl Bac Takke cooOUTh, 0OeCIeYMBaET JU LEHTpP 3a-
PYOEKHBIX CTYJIEHTOB KHUJIHEM.
C yBaxxeHueM,
Ban Jln.

['ocnona!
[Ipocum Bac BbICiaTh HOBBIM KaTajaor KOMIIBIOTEPOB M MHKPOIPOIECCO-
poB. Taxxe OyaeM HpHU3HATENIbHBI, €CIIM BBl COIMPOBOJUTE KaTayor Oec-
IUIATHBIMU MPOCTIEKTAMU U YKAXKUTE YCIOBUS TOCTABKH.
®d. O. b. JlonnoH.
Uckpenne Bar,
M. JleuBuc

['ocriopal
Ccbutasce Ha Bally peknamy B kypHaie “Omni” T.1 Ne6, MbI mpocuM BBbI-
ciaTh (Mbl OBUTH OBI paJibl TTOJIYYHUTh) PACIIEHKH Ha TeleOHHBIE anmapaThl
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Cobra ¢ nmamsateio ot 9 1o 13 HoMmepos. IloxanyiicTa, yKaxuTe, Kakylo
CKHJIKY BBI JIEJIAE€TE IPHU ONTOBBIX 3aKYIKAX U IIPU OIJIATE HAJTUYHBIMHU.

Uckpenne Bari,

I'. bepron

I'ocniona,
Mpi1 xoTenu Obl ToyuuTh HHGOpMaIuio o oTokamepe «ONnUMITycy.
[Toxkany¥icTa, BBIIUIUTE MPEHCKYpPaHT, COOOINTE, BO3MOXKHA JIU ObICTpas
noctaBka (ToBapa) B C. IlerepOypr.

Ecnu Bame npennokeHue okakeTcs MpUEMIIEMbIM, MBI JaJM BaM
anpeca st 0aHKOBCKUX M TOPTOBBIX CIIPABOK O HAC U BBILIUIEM 3aKas3.

I'ociona!
Bbynem GnaromapHsl, €Cliv Bbl IPUIILIETE 10 MOJYYEHUH CEro 3aIpoca Balll
KaTaJIOT U CIMCOK IIEH BalllMX HOBBIX aBTOMOOMIeH. [IpocuM yka3aTh cBOM
caMble HU3KHE 1eHbI 110 oTrnpaBke CUD JIoHIOH.

C yBaxxeHueM, Balli ...

Offer

Structure:
1. The reason for your writing.
2. Reply to the questions of a potential customer.
3. Additional proposals.
4. Hope for an order.
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Sample of Offer

Mr. Fred North
Purchasing Manager
Broadway Autos

11 November, 19
Dear Mr. North,

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

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

I enclose a detailed quotation with prices, specifications and delivery
terms. As you will see from this, our prices are very competitive. I have
arranged for our agent Mr. Martin of Fillmore S. A. to deliver five of
these batteries to you next week, so that you can carry out the labora-
tory tests. Our own laboratory reports, enclosed with this letter, show
that our new Artemis 66A Plus performs as well as any of our competi-
tor’s product and, in some respects, outperforms them.

If you would like further information, please telephone or telex me: my
extension number is 776. Or you may prefer to contact Mr. John Martin
of Fillmore S. A. in M : his telephone number 1s 01 77 99
02.

I look forward to hearing from you.

Y ours sincerely,
Fred Steck
Fred Stock
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Patterns for the offer.
- We were pleased to learn your
interests in...

- We take pleasure to send you

the desired samples and offer...

- As to your inquiry of ...we are
informing you that...

- The price covers packing and
transportation expenses.

- I call your attention especially
on item...

- Besides above mentioned
goods...

- Would you inform us whether
we could expect getting your
order?

- If you are not happy with our
proposal...

Hawm ObL10 NpUSATHO y3HATH O
Barei 3auHTEpECOBAHHOCTH B

C yI0BOJBCTBHEM TIOCHIIIAEM
BbIOpaHHbIe Bamu 06pasiipl 1
MpeArnoaraem. ..

Ha Bam 3anpoc oT ... MbI C000-
maeMm Bawm, gTo...

[{ena BKIItO4YaET YIIAKOBKY U
TPaHCIOPTHBIE PACXOJBI.

A ocobenHo oOparato Baiire
BHUMAaHHE Ha TO3UIIHIO. ..
Kpome ynoMsiHyTHIX BBIIIIE TO-
BapoB...

M1 mpocum Bac cooOmuTth Ham,
MO>KHO JIM PACCUUTHIBATH HA TO-
JTydeHHUe 3aKasa.

Ecnu Bac ycrpauBaer Haiue
peIIOKEHHE. . .

Exercise 10. Translate into English and form as a letter.

YBaxkaembiil r-H JleriBuc!

biaromapum Bac 3a nmucsMo ot 15 mas.

C yZAOBOJBCTBHEM BBICBIIaEM Bam Haml KaTajior KOMIIBIOTEPOB H
MUKPOIIPOLIECCOPOB, T/€ BbI cMOXeTe HaWTH MOJHYI0 HH(OpMaLUI0 O
pa3IMYHBIX MOJENAX. B oTmpaBieHHME BKIIOYaEM JECATh LBETHBIX DPEK-
JaMHBIX OyKJIETOB.

Xotenock 0bl 0OpatuTh Baie BHMMaHKe, B YaCTHOCTH, Ha MOJIENb C
KECTKUM JUCKOM. ..
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MBI MOkeM TPeNI0oKUTh BaM 3T KOMIIBIOTEPBI C OIPOMHOM CKHJI-
koi. Po3anynas nena usrorosurents npeanaraiacs no 3500 am. gosmnapos.
Hamm 11eHsl 1 yClI0BUs U3JI0KEHBI B IIPUII0KEHUHU.

Uckpenne Ba, ...

2.

['ocnioga, B oTBeT Ha Baiie muceMo OT 5 ssHBaps BBICHUJIAEM BaM HAalllM I10-
CJIEIHUE KaTaJoru, B KOTOPBIX UMEETCsA BCs HeoOxoaumasi BaMm nuHGpopMa-
1yst 0 ctanke mozaenu [IM-7, KOTOphIil BaM HYKEH, a TaKXKe YepTexu, Oa-
rojiapsi KOTOPSIM BBl CMOXETE CYAUTh O MPEUMYIIECTBAX HAIIEro o0opy-
JIOBAHUA.

IIpemyiaraem BaMm 3TH CTaHKU IO LIEHE, YKAa3aHHOW B KaTajore, Mpu
BalllEM MOATBEPX JICHUU B TeueHue 10 mHEH, HauumHas OT AaThl JAHHOTO
nucbMa. B neny Bxoasat ycnoBus noctaBku CHU® JIoHnOH, BKIItOYas yma-
KOBKY. Eciii BbI XOTHTE MOMy4nuTh CTaHKU Ha yciaoBusx ®Ob, Mbl TOTOBBI
00CYAUTH 3TO C BaMH.

Ecmu Hame npeanokeHue 3anHTEpPECcOBalO Bac, Mbl TOTOBBI BCTpE-
TUTH BALIETO MpeAcTaBUTENd B MOCKBE U ITOKA3aTh HAIIM CTAHKU B JCUCT-
BUU. /K€M CKOpOTO OTBETA.

C yBaxxeHuew, ...

YBaxaemsblli r-H bepton!

Mpb1 ObLTH OY€HB pajibl TOYYUTH Balr 3arpoc B OTBET Ha Hallly pekjiaMmy B
“Omni”. Ilo Bamieil npocb0e BbIChIIa€M Halll MPEUCKYypaHT TenedhOHOB
Cobra, a Takxe 4eThIpe MPOCMIEKTa, B KOTOPHIX COJIEpKaTCsl BCe TEXHUYE-
CKHE MOJIPOOHOCTH O MOJENSAX ¢ MaMsaThio Ha 9-13 Homepos. Hamm onrtu-
MaJIbHbIE YCJIOBUS YKa3aHbl B TPUJIOKECHUU.

[To3BoIBTE BOCTIONB30BATHCS ATOM BO3MOKHOCTHIO M 00paTuTh Barie
BHMMaHue Ha anmnapatsl Intenna (CP-485), paauorenedoH, naMsTh Ha je-
BATH HOMEPOB, celleKTopHYI0 CcBsi3b U Cobra (ST-622) mamsts Ha 13 HOME-
POB, BCTPOEHHBI TPOMKOTOBOPUTEIb.

Uckpenne Bam,



Sample of Order

Men’s Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
21th March, 1997

Dear Sirs,

Our Order for Silk Shirts

In response to your letter of 17" March, we thank you for sending us
your catalogues of men’s silk shirts. We are sure there will be a great
demand for them in Ukraine.

We are enclosing our Order No. 144, and would ask you to return its du-
plicate to us, duly signed, as an acknowledgement.

Y ours faithfully,
V.Smuraon

V.Smurov
Export-Import Manager

Enc. Order No. 142

ORDER No. 142
Men’s Clothes Dealers Ltd. (please refer to
142 South Road this number on all
Sheffield S20 4HL correspondence)
England

21th March, 1997
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Please

Supply 400 men’s silk shirts in the colours and sizes (collar) specified be-

low:
Size
14
14
15
15
16
16
17
17
Price:
Delivery:
Payment:
Packing:

Colour

white
blue
white
blue
white
blue
white
blue

$ 10.53 each (total — $4212)

air freight, CIF Kiev
by letter of credit
standard

Quantity

70
30
70
30
70
30
70
30

p.p. Chief Buyer

Wlexey Postnifecr

Vysteria Ltd.

Please send us the copy of this order, duly signed, as an acknowledgement.
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A complete form of an order

c/6

19 May 1990

Casio Computer Co., Ltd
Export Divison II
Timepiece Department

6-1 Nishi-Shinjuku 2-chane,
Shinjuku-ku, Tokyo 163,
Japan

Order Ne376/25
To be quoted on all documents

Gentlemen:

Please supply and ship by next boat CIF Murmansk

45 Model DBX-102 $12.40
20 Model AQ-419 $30.00
35 Model DW-7200 $80.60

Delivery time: 1. June latest

Terms of payment: ..........

Consignee: (postal Address)
(Destination)

Marking: in English
Order Ne 376/25
Case Ne ...

Gross weight

Net weight

With care

Fragile

Top

Do not Turn Over

V/o “Sojuzimport”
Juztmp (to be continued)

Russian

3aka3 Ne376.25
Sk Ne...
Bec 6pyTtTO
Bec nerro
OcTOpOKHO
Crexiio

Bepx

He xanToBaTth
B/O “Corozummnopt”
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3aka3 Ne 376/25
CcbliaTbest Ha BCE TOKYMEHTHI.

I'ocona!
[Ipocum noctaButh cieayromum cygnom CU® MypmaHck

HocraBka: CU® MypmaHCK

Bpewms noctaBku: nocieqHuil Cpok 1 HroHA

VY CHOBUS IUIATEKA: «oneveeeniieeaineennnes

[ py30MO0IydaTeIIb: ..vvvvvvvvieieeeeeeeneennnn.
MapkupoBka: AHII. Pycck.

An order can be completed by a Cover letter like that:

Gentlemen:

We are grateful for your letter of 20 June and enclose our order Ne 245/302
for your models CP-485 and ST-622. We consider it as a trial order and
hope if these phones prove satisfactory we’ll send you regular orders.

Your price is accepted and payment will be made by Letter of Credit in
Liverpool against documents.

We refer you to the Bank of Wales and Ireland, Cardiff and Messers.
Robertson and Blake Ltd., London.

Please let us know when the goods are ready for shipment.

Yours faithfully,

Patterns to the order.
1. In reply (response) to your let- — B ortBer Ha Bamie nucsMo ((akc)

ter (fax) of (dated)..., we oT ... , MBI OJarogapum Bac 3a
thank you for
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2. We are pleased to enclose our HNMeeM y10BOJIBCTBUE TTPUIIO-
Order No... YKUTH K TAHHOMY ITMCbMY Halll 3a-

ka3 No...

3. We enclose (are enclosing) our Mps1 mpunaraem Har 3akas Ha...
order for...

4. We accept your offer and have Mpsb1 npunuMaeM Baiiie npepio-
pleasure in placing an order YKEHHE Y UMEeM YJIOBOJILCTBUE
with you for pa3mectuth y Bac 3aka3 Ha...

5. Please confirm that you can [Tpocum noareBepauTh, 4TO BhI
supply... MOKETE ITOCTABUTb. ..

6. Please send the copy of this B xadecTBe moATBEPKICHUSA 3a-
order to us, duly signed, as an Ka3a IPOCHUM BBICJIATh HaM IO~
acknowledgement nucaHHyro Bamu konuro 3akasa.

7. Please supply/send us [Ipocum MOCTaBUT. ..

Exercise 11. Translate into English and form as a business letter.

1.

I'octiona!
brnarogapum Bac 3a Baiie muchbMo OT 20 HIOHS U BBICBIIAEM (C 3TUM IMHUCh-
MoM) Har 3aka3 Ne245/302 na Bamu moaenmn CP-485 u ST-622. Mbl cun-
TaeM ATOT 3aKa3 MPOBEPOYHBIM M HAJIEEMCS, UTO, €CJIH ATH TeJIe(POHBI OKa-
KYTCS YJIOBJIETBOPUTEIHHBIMH, MBI OyJIEM JieJIaTh BaM ITOCTOSHHBIC 3aKa3bl.

Bama niena npuHuMaeTcs, U orjiata Oy1eT mpou3BecHa aKKPEIUTH-
BOM B JIuBepITysie COrTacHO JOKYMEHTaM.

O Hac moxete HaBecTu cnpaBku B Bank of Wales and Ireland, Car-
diff and Messers. Robertson and Blake Ltd., London.
[IpocuM cOOOIIUTH O TOTOBHOCTH T'py3a K OTIPaBKeE.

Uckpenne Bari,

I'ocmiona!
Ccplnasgch Ha Ballle TUCbMO OT 7 MapTa U Ha Hall TeJae(OHHBIA pa3roBop

oT 24 MapTa, MBI C PaJOCThIO BBICHUIaeM (C 3THM IHMCHMOM) HAIll 3aKa3
No()/76.
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Mps1 ynoBIeTBOpeHbl KadyecTBOM Baimx aBTOMOOMIEH, HO, YECTHO
rOBOPSI, MBI AymMaeM, 4To (HaMm) OyJIeT TPYAHO MPOJAaTh 3TH MAIIUHBI MO
TakuM 1eHaMm. [103ToOMy MBI TPOCUM Bac CHU3UTH Balu 1ieHbI Ha 10%.

Uckpenne Bam,

['ocnona!

bnaronapuMm Bac 3a Baie nucbMo oT 14 HOsOps. Bamm ycnoBus v 11eHBI
MPUHATBL, HO MBI MPOCUM Bac TapaHTUPOBATh OECIIATHBIA PEMOHT WU
3aMEHY B T€UCHUE 24 MeCsEeB CO JHA TOCTABKHU.

Mps1 nmpunaraem Hamn 3aka3 Ne(/76 na 30 aBromoOuieit Jeep Wran-
gler 1 TPOCUM YJIETTUTh STOMY 3aKa3y CBOECBPEMEHHOE€ M BHHUMATEIIHHOE
pPacCMOTpEHHUE.

Uckpenne Bar,

Sample of Acknowledgement

Visteria Ltd.
P.O. Box 82
Kiev 253206
Ukraine
28" March, 1997

Ref: Order #142 of 21th March, 1997
Dear Sirs,

Thank you for your letter of 21th March, 1997. We are pleased to ac-
knowledge your order for 400 men’s silk shirts and enclose the copy of it,
duly signed, as requested.

Delivery will be made immediately on opening a letter of credit with our
bank for the amount of $4212.

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

Y ours faithfully,

Wped Smithers
Alfred Smithers
Sales Manager
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Patterns for letters of Acknowledgement confirming the Order.

- Thank you very much for your
order No... of (dated) ...

- As requested we enclose (are en-
closing) the copy of your order,
duly signed, as an acknowledge-
ment.

- We confirm that delivery will be
made by ... .

- We hope that you will have a
good turnover, and that we will
be dealing with your company in
the future.

- Delivery will be made in con-
formity (accordance) with your
instructions.

- Be sure the goods will be sup-
plied within next week.

— bnarogapum Bac 3a Bam 3aka3

Neo...oT...

— Kak Bbl mpocuiu, Mbl npuiaraem

KOIIMIO 3aKasad, IIOAIIMCAHHYIO Ha-
MH, KaK IIOATBCPKACHUC Bamero
3aKa3sa.

— Mp1 IMOATBCPIKAACM, UTO IIOCTABKaA

OyJleT Mpou3BeJIeHa K ...(TaKOH-TO
Jate).

— Haneemcs, uto Ber Oynere umeTh

XOpouMid 000poT, U MBI Oyjaem
COTpyJIHMYaTh C Bamen komma-
HUEHN U B JaJIbHEUIIIEM.

—IlocTtaBka OyaeT mHpou3BEJEHA B

COOTBETCTBUM C BamnmmMu HHCT-
PYKLIHSIMU.

— ByabTe yBepeHsl, 4To ToBap OyaeT

JIOCTABJIEH HA CJIEOYIOLIEH Heme-
Je.

Exercise 12. Translate into English and form as a business letter.

YBaxaemblii muctep [eiiBuc!

Bcerna mpusTHO MOJIy4UTh MUCBMO OT JOOpOro craporo japyra. XOTHM
cka3aTb Bam, 4TO MbI OUY€HB IIEHUM HaIlld MHOT'OJICTHUE OTHOIIICHUSI.

Cmacubo BaM 3a 3aka3, U, oXKanyicra, OyJbTe YBEpEHbI, UTO TOBap
OyJleT OTIIpaBJICH Ha CJIEAYIOIIEH HellelNe, Kak OOBIUHO.
Hapneemcs, 4To 3a 3TUM 3aKa30oM MOCJIEAYET €lI€ MHOTO IAPYTHUX, U

MBI BCE€raa 6yz[eM CTapaThbCa NMOAACPIKATL HAIOIKU APYIKCCKUC OTHOLICHHA C

BaMHU.
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I'octiona!
Bam 3aka3 Ne0.75
C yZI0BOJILCTBHEM BaM COOOIIIaeM, YTO 3aKa3aHHbIE MAIIUHBI TOTOBBI K OT-
npaBke. Mbl yJenuiau BaileMy 3aka3zy 0co00O€ BHHUMAaHUE M TEM CaMbIM
CMOTJIH YITYYIIUTh (YCKOPUTB) CPOKHU IMOCTABKH.
[Ipocum coobmuTh, €cTh Jin y Bac kakne-mmd0 ocoOble yKa3aHusl.
Bai,

['ocniopa!
brnarogapum Bac 3a Bamr 3aka3 Ne... or... (uucna). K coxanenuto, Mbl He
CMOEM MOMECTHUTD 3aKa3 IO 1IeHaM, KOTOpbIe ObUTH yKa3aHbl HAMHU MECSII]
Hazaa. Kak BBl 3HaeTe, MUPOBBIE LIEHBI HA ... MOAHSUINCH B T€UEHHUE TIO-
CJICIHUX JBYX HEJNEJh, T0O3TOMY MBI BBIHYXICHBI CKOPPEKTHUPOBATH HAIIN
IIEHBI, YTOOBI KOMIICHCHUPOBATH 3TOT TOIBEM.
Hanmenbime paciieHKy Ha CerOAHSIITHUN JICHh TAaKOBBI:

Accurist Skeleton @ $75; Swatch “Wall Street” @ $27.
[Ipocum mOATBEPAUTH, YTO MBI MOKEM pa3MECTUTh Bamr 3aka3 mo 3Tum
1ieHaM. ['apaHTHpyeM CKOPYIO JOCTABKY.

Uckpenne Bar,

['ocniopna!

C yaOBOJILCTBUEM BaM COOOIIIaeM, 4TO MbI OBLIM OYEHB PaJibl MOJYYUTh
Bam 3aka3, moToMy 9TO OH MpeacTaBiseT OO0 Hally ¢ BaMH IIEPBYIO Je-
noByto cBs3b. [IpuBercTByem Bamn Ousnec! Teneps, korja Mbl HaYaau, Mbl
YBEPEHbI, UTO Hallle TIEPBOE JICJIO MOBJIEYET 3a COOOM J0JIroe M yJauyHOe
COTpYJIHUYECTBO. BBl yOenuTech, 4TO Mbl MPUIIOKUM BCE YCHIIHS, YTOOBI
YTOJIUTH BaM.

Cnacu60 BaM 3a BEJIMKOAYIIHOE JIOBEpHE.



Sample of Acknowledgement rejecting the order.

d/5
Gentlemen:

Thank you for order Ne 0.74 of April.

Unfortunately we cannot see our way to accept your order with a discount
of 10%. We trust you understand that we are reluctantly compelled to keep
this price if we are to make any profit at all.

But we allow you to cash discount of 5% for payment within 45 days.

We hope you will see it is not lack of business and good will but only a
necessity and we don’t want to influence you to turn down the order.

Please inform us if this special cash discount of 5% is acceptable for you
and we’ll give your order our most careful attention.

Yours faithfully,

Patterns which are used in Acknowledgement rejecting the order.

1. We are sorry (we regret) to — K coxanenuto, BBIHYXIEHBI CO-
let you know (to inform you) o01muTE BaM, 4TO MBI HE CMOXKEM
that we cannot execute your BBINOJIHUTH Bamr 3aka3 no npuyu-
order because of (through)... HE...

2. The goods you ordered are — ToBapa, xotopbiii Bel 3akazanu,
not longer available. 0o0JIbIlIe B HAJTUIUU HE UMEETCHI.

3. We can offer you a substitute. — MoskeM mipeioxkuTh Bam 3ameny.

4. We are compelled to keep — MBI BBIHYKJI€HBI TPUIAEPKHUBATH-
this price. Csl TOM 1IECHBI.

5. We don’t want to influence —Mpbl He XOTUM 3acTaBUTh Bac
you to turn. CHATH 3aKa3s.
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Exercise 13. Translate into Russian and form as a business letter.

I'ocriopa!

Mps1 nipusHaTenbHbl Bam 3a Bamn 3aka3z Ne... Ha 20 ¢goroannapatoB Olim-
pus AZ 300.

MpbI, KOHEYHO K€, XOTeNHu Obl, YTOOBI BbI CTAJIM HAIIUMH MOCTOSH-
HBIMHU KJIMEHTaMH, U BCErJa Hamiei 1menbto Oyaer yroautb Bam. OJHaKO
MBI, K COXaJICHUIO, HE MOXKEM JOCTABUTh 3aKa3aHHBIE KaMEpPhI, TAK KaK UX
HET ceiuac Ha ckiaae. Ho Mbl MOXKeM IpeasioKUTh BaM APYroi THM KaMme-
pbl — nocnenuio moaenb Nicon F-801 Zoom SLR mo 570 am. gonnmapoB
3a koMIuiekT. Nicon F-801 Zoom SLR kamepa ¢ aBTo(hoKycoM, ¢ BBLIEPKKOMH
1o 1/8000 cex u o0bexkTuBOM AF Zoom. MbI yBepeHbl, 4TO OHA (Kamepa) He
HYKJIae€TCsl B KaKOH-JIMO0 0co00M pekiiame JiIsl Takoro mpodeccronana, Kak
BbI, U BBl 3HAETE U OLIEHUTE BCE MPEUMYIIECTBA 3TOr0 TUMA (Kamep).

[Ipocum cooOIINTE, MOKEM JIM MBI BbICJIaTh UX BMecTo Olimpus.

[Ipunaraem OecryiaTHBIN MPOCIEKT U HOBBIE PACIIEHKH.

Hckpenne Bai,

Sample of Reminder

Carson Inc.

Bay Avenue

San Francisco July
23,2006

Dear Mr. Carsons:

According to our records payment of our invoice No. 35823, sent to you
in April, has not yet been made.

As specified on all our estimates and invoices our terms of business are
30 days net. Your invoice has now been outstanding for 90 days. In case of
unsettled debts of this duration it our company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please
send us a check by return. In case you have lost or mislaid the original I
am enclosing a copy of our invoice.

We look forward to receiving your payment by return.
Y ours sincerely,

Pierre Lacoste

Pierre Lacoste
Credit Controller
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Patterns used in payments.

- Payment by irrevocable L/C
in US dollars on a United
States bank, allowing part-
shipment and transshipment,
and valid for 90 days from
order date.

- Payment with order by banker’s
draft or check on a UK bank.

- We have pleasure in enclosing
our check for $ 500.

- Payment is being made by ban-
ker’s draft in settlement of your
invoice for $ 500.

- The Lloyds Bank will accept
your draft.

- We have opened L/C with the
Lloyds Bank.

- Please draw $ 500 on us at 90
day’s sight.

- May we again remind you that

this account is still overdue.

- According to our conditions of
sale, your remittance was due on

March 12.

- It is no doubt through an over-
sight on your part that settlement

1s three months overdue.
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Ilmarexx ocyuiecTBiseTcA

0e30T-

3bIBHBIM AKKPCAUTHBOM, JICUCTBU-

TenbHBEIM B TeueHue 90 mHen 1m0 aa-

ThI 3aKa3a, yepes JII00oi aMepuKaH-

ckuii 0ank. IIpu sToM pazperniaercs
JaCTUYHAsI OTTPYy3Ka WM TIEpeBaIKa
(c oAHOTO CyJIHA Ha JIPYToe).

Omnara Mo MpUKazy MOCPEACT-
BOM OaHKOBCKOW TpaTThl WIH
YEeKOM Ha aHTJIMMCKUN OaHK.

C yZOBOJILCTBUEM BKJIA/IBIBAEM
yek Ha 500 mosutapos.

[Inarexx Oyner mpousBeneH OaH-
KOBCKHM BEKCEJIEM B TOTaIlICHUE
Baiero cyera-gakrypel Ha 500
JOJLIapOB.

JInoitn3, 6aHK MPUMET BaIll BEK-
cellb.

MBI OTKpBUIM aKKPEIUTHUB Yepe3
JInowin3 OaHK.

Beiure, moxanyucra, Ham
cuetr Ha 500 momnapoB co cpo-
KOM oruiaTel 90 qHE.

ITo3BosnbTE e€uie pa3 HAIMOMHUTH
BaM, YTO Halll CYET BCE €Ile He
OIIAYEH.

B cooTBercTBMHM C yCIOBHSIMU
Hallled CHEJKH, Ball TEPEBON
JOJDKEH OBUT MOCTYNHTH 12 MapTa.
Ham kaxkercsi, 4To Bbl 3a0bUIH TO-
racuTh CBOM JOJIT, CPOK KOTOPOTO

HUCTEK 3 MecsIia Ha3al.



- We must insist on receiving pay-
ment by 31, January; failing this
we shall be compelled to take le-
gal action.

- We have often reminded you of

the outstanding amount, but have
received no reply or remittance
from you.

- The recent devaluation of the dol-
lar has caused a setback in busi-
ness.

- Would you allow me to postpone
settlement of your account?

- Since you have always met your
obligations in the past, we are
prepared to allow you a post-
ponement of payment.

- Please send us half of the amount
by return, and sign the enclosed
acceptance for the reminder.

- We trust you will settle the re-
mainder by paying in monthly in-
stallments.

Mbl HacTaMBaeM Ha IMOJYYEHUH
miarexa Kk 31 sHBaps; €Ciu 3TOro
HE TIPOU30MJET, TO MbI OyJIeM BHI-
HYXJEHbI OOPaTUTHCS B CY/I.

MBI 4acTO HAIIOMHHAIXA BaM O He-
OIUIAYEHHOM CYETE, HO HE TOJy-
YUJIM OT Bac HM OTBETA, HU TeEpe-
BOJA.

[Tocnennss neBanbBanus JOJUIApa
MpUBEJIAa K CHWKEHUIO JEIIOBOM
aKTHBHOCTH.

IIpocum pa3pemuth HaMm 3ajiep-
’KaTh OIUIaTy BAIlIErO CUETA.

Tak kak B IponuIOM BBl BCEraa
BBITIOJIHSIJIM CBOHM 00S3aTENbCTBA,
TO MBI MOXKEM pa3pelIuTh BaMm 3a-
JepKaTh OIIaTy.

[Toxkanyiicta, BEpHUTE HaM IIO-
YTOW TOJIOBUHY CYMMbI U MO/~
ILIMTE BJIOKCHHBIN aKIEHT Ha OCTaTOK.
Mgl HajeeMcsl, YTO BbI ITOTACHUTE
OCTaTOK MYTEM BBIIJIATHI €KEeMe-
CSYHBIX B3HOCOB.

Exercise 14. Use the vocabulary while translating the letters of exercise 135.

Vocabulary
1. anmpecar — addressee
aJpecaHT — addresser, sender
2. aKKpeIuTHUB — a letter of credit
3. OecmiatHoO — free of charge
4. OmaronmpusTHBIN — favourable
5. Opormurropa — brochure, booklet
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
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OBICTPBII

BaJIIOTa

pacyeTHasi BeIOMOCTb
BEC

BeC OpyTTO

BEC HETTO

B3aMMHas BBIT0J1a
BKJIIOUATh B JJOTOBOP
BMECTHMOCTD
BO3BpAT JACHEKHBIX CyMM
710 BOCTpEOOBaHUS
BBITIOJIHEHHE

BBIYET
BBITIICYTTOMSIHY THIT
rapaHTHPOBATH
ro10BOM

roHOpap

rpy3

TPY3HUTH

JTaTHPOBATH

neber
JIEUCTBUTEILHBIN
JEVCTBYIOIIUIA
JIETIO3HUT
J00aBOYHBIN
JTOBEPEHHOCTD

0 JIOBEPEHHOCTHU
JIOTOBOP

3aKJIIOYHUTh JOTOBOP
JI0Ka3aTeJILCTBO
»kanooa

MO/IaBaTh Kano0y Ha K-JI

— speedy, prompt, fast

— currency

— statement, calculation
— weight

— gross weight

— net weight

— mutual benefit

— to insert in the contract
— capacity, tonnage

— refund

— to be called for

— fulfilment, carrying out
— deduction

— aforesaid/mentioned above

— to guarantee
— yearly, annual
— fee

— cargo

— to load

— to date

— debit

— real/valid

— ruling

— deposit

— additional, supplementary, extra
— power of attorney/procuration
— per procuration/per pro/p/p/

— contract/agreement

— to conclude a contract/agreement

— evidence/proof
— complaint

— to lodge/lay a complaint against smb.



35.

36.
37.
38.
39.
40.
41.

42.
43.
44.
45.
46.

47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.

58.

59.

»KaJoBaTbCs Ha KOT0-To/
YTO-TO

3aBEpEHHUE
3aBEepEeHHas KOIMMS
3aJ1aTOK

3a7epKUBaTh

3aeM
3aMHTEPECOBAHHAsl  CTO-
poHa

3aKa3

3aKjaHast

3aKOHHBIN

3aMecHa

3aMECTUTEND

3aM. MpejaceaaTens
3aHUMAaTh JOJDKHOCTH
3aHUMATbCS YeM-JIH00
3amac

3alacHbIC YacTH
3aMOJIHATH (AHKETY)
3aIpaiinuBaTh

JieNaTh 3apoc
3aCBHUACTEILCTBOBATH
3aTpara

HCK

HUCKIIIOYaTh

3a UCKII0YCHUEM

KacaTbCs Yero-Imoo
(MMETH JIeTI0 C)

YTO KacaeTcs
KOTHPOBATh
KOTHPOBATh IIEHY

— to complain of smb/smth

— assurance
— certificated copy
— deposit

— to delay

— loan

— the interested party/party concerned

— order

— mortage/bond

— lawful/rightful/legal
— replace

— vice/deputy

— vice-chairman/deputy chairman

— to be in office

— to be engaged in
— stock/store

— Spare parts

— to fill in (a form)
— to inquire/to send
— to make an inquiry
— to certify

— expense

— claim/suit/action
— to exclude

— with the exception of/aside from/

apart from
— to concern

— as to/as for/with respect of

— to quote

53



— to quote a price

60. KpaTKOCPOYHBII — short term (ant. long term)
61. xypc (BaFOTHBII) — rate (of exchange)
62. nuueH3us — license
63. nbrora — privilege
64. mepa — measure
65. HaOEXKHOCTH — reliability
HaAeKHBIN — reliable
66. HamIexKammn — proper
HaJIJIeKaIuM o0pa3om — properly
67. HaIMHUCh — inscription
68. Ha3HAYNTH — to appoint/to nominate
69. Ha3zHaueHHE — appointment
70. HakmagHAsS — consignment note/way bill
71. nHanmuyue — presence/availability
72. Hanor — tax
73. HamoOMUHaHUE — reminder
74. HamoOMUHATh K.-JI. O Y.-JI. — to remind smb. of smth.
75. HapylWuTh YCIOBHS [0- — to infringe the terms of the contract
roBopa
76. HEOPEKHOCTH — negligence
77. HemEUCTBUTEIHHBIN — invalid/null and void
78. HemopazyMeHUE — misunderstanding
79. HeucnpaBHBII — faulty/defective
80. HEOOOCHOBAaHHBIHN — unreasonable/unjustified
81. HempeaBUACHHBIN — unforeseen
82. HEeNpUroaHBIN — unsuitable
83. HenpuemJIeMbIi — unacceptable
84. 0630p — survey/review
85. 0000maTh — to summarize
86. oOpa3zen — sample/pattern/specimen
87. oOpamarbcs K K.-JI. — to address to smb.
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88.
89.
90.
91.
92.
93.
94.
95.
96.
97.

98.

99.
100.
101.
102.
103.
104.
105.

106.
107.
108.
109.
110.
111.
112.
113.
114.
115.
116.

0OBSIBIIEHHE
00s3aHHOCTh
03HAKOMHUTBCS
OINTOBBIN
OCJIOKHEHHE
0COOCHHOCTH
OCTIapuBaTh

OCTarIIAsACI CyMMa

OCTaTOK
OCYHICCTBIIATD

OTBEprath
OT3BIBATh

OTKa3
OTKJIa/IbIBATh
OTKJIOHSITh
OTJINYaTh
OTIIpaBKa
OIICHUBATH
OIICHKA
OYCBHIHO
napTus (ToBapa)
nepeBo/1 (1eHer)
TIEPETOBOPBI
nepenucka
MepEUCHb
MTOBPEKICHHE

MOBBIIATH (LIEHBI)
MOJIPOOHOE ONHMCAHUE

IHOATBCPIKAATH

MO3UIUS/TIYHKT (B TIeped-

HE)

— announcement/advertisement

— duty/obligation

— to acquaint (oneself)

— wholesale

— complication

— peculiarity/feature

— to dispute

— remaining amount

— rest/remainder/balance

— to realize/to accomplish/to bring
about

— to reject

— to revoke/to withdraw

— refusal

— to postpone/to put off/to delay

— to decline

— to distinguish

— dispatching

— to value/to appreciate

— evaluation/appreciation

— evidently/obviously

— lot/parcel/consignment

— transfer

— negotiations/talks

— correspondence

— list

— damage

— to raise/advance/increase

— detailed description

— to acknowledge/to confirm

— item
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117. mokymaremns — buyer/purchaser/customer

118. nmonyuaTenn — receiver
119. nonyuenue — receipt
120. mosb3a — use/benefit
121. moctaBka — delivery
122. moteps — loss
123. motpebnenue — consumption
124. nonumnHa — duty
125. npexacrosimmit — forthcoming
126. mpenynpexnaThb — to warn
127. npeickypaHT — price list
128. mpekpamarhb — to discontinue/to stop
129. npeobnanath — to prevail
130. mpensarcTBHe — obstacle/hindrance
131. npereH3us — claim
132. npubGAN3UTENHHO — approximately
133. mpuromHbIH — suitable/fit
134. npu3HaTeNbHBINA — grateful/obliged
135. mpumarathb — to attach/to enclose
IPWIOKEHUE — enclosure
136. nmpumeuanue — note
137. npuunHa — cause/reason
10 IIpUINHE — owing to/because of/for the reason
138. mpoba — sample
139. mpoBepsTh — to check/to verify
140. nponaneBaTh — to extend/to prolong
141. npoaykr — product/stuff
142. mpocpoYEeHHBIN — overdue
143. mpocwba — request
144. pacmpeneneHnue — distribution
145. posnHuna — retail
B PO3HUILY — by retail trade
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146.
147.
148.
149.
150.
151.
152.
153.
154.
155.
156.
157.

158.
159.
160.
161.
162.

163.
164.
165.
166.
167.

py4aTenbCTBO
CKHKa
CKOPOTIOPTSIIUNCS
cMmeTa

CHa0XaTh
COBMECTHBIN
COTJIaCOBBIBATh
cooO1iaTh
CIIOPHBIN

CpEIHUU

CPOYHBIN
CCBIJIaThCS Ha Y.-JI.
CCBIJIKa
CTpaxOBaHUE
CYIIECTBEHHO

cyeT (OyXraaTepCcKuil)

TOPTOBEIl
TpeboBaHUe
o TPeOOBaHUIO

YAOBJIETBOPATH TpeOOBa-

HUA

yOeIuTeIbHbBIN
yIIy4IIaTh
YCTPaHATh
YYUTHIBATh

mrpad

Basic abbreviations

1.

A/C, AC, as, C/A, ca (ac-

count current)
adsd (addressed)

. adse (addressee)

— guarantee/warrant

— discount/allowance/reduction

— perishable

— estimate

— to supply/to provide

— joint

— to agree/to come to an agreement

— to inform

— disputable

— average

— prompt/immediate/urgent

— to refer to smth.

— reference/citation

— insurance

— essentially

— account

— merchant/dealer

— demand/requirement

— on demand

— to satisfy/to meet demands / re-
quirements

— convincing

— to improve

— to eliminate

— to take into account/consideration

— fine/penalty

— TEKYILIUH CUET

— aJIpeCOBaHO
— aJpecar, HoJy4arelib
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10.
11.
12.
13.

14.
15.

16.

17.

18.

19.
20.
21.
22.
23.
24.
25.
26.

27

58

ad (advertisement)

a.m. 1. (above mentioned)
2. (ante meridiem)

Appx (appendix)

Attn (attention)

CEO (chief executive offi-
cer)

cf (compare)

Co. (company)

cout, contr. (contract)
Corp., Corpn. (corporation)
cur 1. (currency)

2. (current)

CV (curriculum vitae)

dd 1. (dated)

2. (delivered)

doc., dct (document)

enc., encl (enclosed, enclo-
sure)

exc., excl. (except, exclud-
ing, exception, exclusion)
FY (fiscal year)

h.a. (hoc anno, nar.)

hf (half)

id. (idem, nar.)

1.e., 1e (id est, nart.)

incl. (including)

inv. (invoice)

1ss. (1ssued)

. L. a. (letter of advice)

pEeKIIaMHOE OOBSIBICHUE (MHOIMC.

yucno — ads)
BBIIICYTOMSIHY ThIH

710 TIOJTY THSI

TIPHIOKCHHE

BHUMAaHUIO (KOT0-TH00)
UCTIOJTHUTEIBHBIN JUPEKTOP

CpaBHUTE
KOMITaHMS

KOHTPaKT

KOpIoparus

BaJIIOTA

TEKYILLIUHN

KpaTkas onorpadus
JAaTUPOBAHHbBIN
JIOCTABJICHHBIN

JTOKYMEHTBI (MHOMC. YUCTO —
dosc.)

BJIOJKEHHBIM, IPUJIAra€MblIH,
BJIOKCHUE

HCKJII0Yasi, UCKIIFOUCHHUE

(HUHAHCOBBIHN TOJT
B TEKYILIEM IOy
MOJIOBUHA

TOT K€

TO €CTh

BKJTFOUast
cueT-hakTypa
BBITTYIIIEHHBIN (B 0OpaIieHue)
aBW30, U3BEIICHUE



28. L/A (letter of authority)
29. L.C., L/C (letter of credit)
30. Los (letter of commitment)
31. mdse (merchandise)

32. memo (memorandum)

33. M/P (mail payment)

34. NB

35. p.a. (per annum)

36. p.p. (pages)

37. pp, p. p- (per pro)

38. rct, rept (receipt)

39. re (regarding)

40. ref. (reference)

41. shipt (shipment)

42. sig. (signature)

43. v., vs, vers. (versus)

44. Vat, V.A.T. (value-added
tax)

45. V.LP. (very important
person)

46. v.s. (vide supra)

JIOBEPEHHOCTH
aKKpEIUTUB

rapaHTUHHOE MMUCHMO

TOBaphI

3amnucKa

IIOYTOBBIN MIEPEBOJ

(nam.) BaKHOE 3aMEUaHUE
(nam.) B TON

CTPaHMITBI

(nam.) OT UMEHH U 10 Mopyye-
HUIO

pacnucka, KBUTaHITUS
OTHOCHUTEJIBHO

CChIIIKA

OTrpy3Ka, OTIpaBKa

TIOJIITHCH

(nam.) IPOTUB

HJIC
0Cc000 Ba)KHOE JIUIIO

(nam.) CM. BBIIIIE

Exercise 15. Translate the following letters and get them up in a proper

way.

6707 Shingle Greek Parkway
Damark International, Inc.
USA
15 May, 2006

Cnenaiite 3anpoc Ha TenegoHHble anmnapatsl Cobra ¢ mamsarsio 10 20
HoMepoB. ConuiuTech Ha peKiiamy B )KypHasie “Omni”, HIOJIbCKUM BBITYCK
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3a 2005 roxa. ITonpocure BbIcIaTh pacleHKH Ha Tejle(OHHbIE ammapaThl U
COOOMINTH, KaKyl0 CKHAKY (prpma JenaeT Mpu ONTOBBIX 3aKylKaX U MpHU
omiate Hanu4HbIMU. [lonpocuTe Takxke yka3zaTh HamOoJiee ONTHUMAalIbHbIC
YCJHOBUS OTITPABKHU.
CUD Jlongon
C yBaxxenuewM, ot juinia pupmsl J[3H bk,
['maBHBIA MEHEIKED

Birmingham B 19 IDS

Hunters Road

England

H. Samuel Ltd.

24 March, 2006

[ToripocuTe BICHATh HOBBIM KaTaJOT KOMIIBIOTEPOB U MUKPOMIPOILIEC-

COpOB, 0 KOTOpbIX Brl y3Hanu u3 xypnana “Computer Word”, ero sHBap-

ckoro Bbimycka. [lompocure cOmpoBOAUTH KaTajor OECIIATHBIMU MPO-

cCrieKTaMH ¥ yka3atb ycioBus goctaBku @.0.b. [letepOypr.

[TormpocuTe yka3aTb camble HU3KHAE SKCIIOPTHBIE IIEHBI U YCIOBUS OIIATHI.
C yBaxxenuem, b Belin.
Menemxep 1Mo cHaOKEeHHUIO.

Birmingham B 19 IDS
Hunters Road
England
H. Samuel Ltd.
24 March, 2000
[Tobnaromapure 3a 3ampoc O BalleM HOBOM KACCETHOM MAarHUTO(OHE.
Hamumure, 9To mpuiiaraeTe K MAChbMY OpOITIOPY, B KOTOPOW MPHUBOIUTCS
oO1mast nH(opMalus o BaiieM ToBape.
1. Croumocth Mmarautodona cocrasisier 300 momiapos.
2. Ilpennaraercst 5%-Hasi CKHKa MPU 3aKa3€ HA MOKYNKY OT 5 MarHu-
TO(GOHOB.
3. HocraBka ocymiecTtBisiercs B TeueHue 10 qHel co IHS MOTy4YeHHUs
3aKasa.

60



4. IIpocb0a Mpou3BECTH OIJIATy, OTKPHIB aKKPEAUTUB B BallleM OaHKeE.
5. Ilpennoxure Oe3 KoneOaHUM CBS3aTbCSA, €CIM BO3HUKHYT KakHe-
100 BOMPOCHL.
Uckpenne Bar,
PoGept Padcon

Petersburg 145238
Russia

Svetlanovsky Avenue 47
Brain Institute

April 8, 2006

Bripa3ute cBO€ yAOBIETBOPEHHE 3aMHTEPECOBAHHOCTHIO MOTEHIU-
aJbHBIX 3aKa34MKOB BamuMu Tenedonamu. CooOIINUTe, YTO BbI BHICHLIAETE
cBOM mnpelckypaHT TenedonoB Cobra, TeXHUUECKHE MOAPOOHOCTH O MOJIE-
asx ¢ namsaTeio 0 20 HomepoB. CooOnuTe, YTO Ballll ONTUMAJbHbBIE YC-
JIOBUA YKa3aHbl B TPUJIOKEHUU.

HamuimuTre Takke, 4TO MONB3YSACh BO3MOXKHOCTHIO, BBl XOTEIH ObI
oOpaTtuTh BHUMaHUE TOKyIaTelie Ha anmapaThl Intenna, koTopslie 00Jia-
JAI0T JAOTOJIHUTEIHHBIMHU XapaKTEPUCTUKAMU U MOTYT OBITh TIOJIC3HBIMH B
pabote hupm.

Uckpenne Bam,
[Turep JInuz
MeHnemxkep 1o nmpoaaxam.

Birmingham B 19 IDS
Hunters Road
England
H. Samuel Ltd.
24 March, 2005

B otBer Ha mucbmo ot 17 mapra nobmarogapute GupMy 3a TO, YTO
OHa TIpUCITaJla BaM KaTajor Ha IMepCOHaJIbHbIE KOMITbIOTEPHI. BBIpasute
YBEPEHHOCTh B TOM, YTO KOMIIBIOTEPHI OYAYT ITOJB30BATHCS OOJBIIAM
CIIPOCOM.
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CooO1ute, uTo Bl npuiaraete k nucbMy 3aka3 Ne 305. [Tompocure dup-
My BBICJIAaTh BaM KOIHIO 3aKa3a, YTO MOXET CIY>KUTh €ro MOJITBEPKICHU-
em. HannomHuTe, 4T0 KOMUA JOJKHA UMETh BCE HEOOXOAMMBIE MOIUCH.
[Tortpocute npucnare 20 KOMIIBIOTEPOB Cpa3y U OCTaJbHBIE B TEYE-
Hue Mecana. Coobmure Bamm yciioBus 10CTaBKH, OILIATHI, YIIAKOBKH.
C yBaxenuewm, J[>xoH I1eitH.
MeHemxep Mo CHa0XEHUIO.

England

9 North Road

BN1 5JF, Brighton

15 May, 2006

Crenaiite ccpuiky Ha 3aka3 Ne305 ot 24 mapra 2005.

[To6naronapure 3a nuceMo oT 24 mapta 2005 roga. Hanumure, yto
BbI JIOBOJIBHBI, YTO MOJYYUIIM 3aKa3 Ha 60 kommnbroTepoB. Coodimure, 4To
npujiaraeTe K NMuchbMy KOIHIO 3aKa3a, Ha KOTOPOU CTOSIT BCE HEOOXOIUMBIE
MOJMKCH, KaK U MPOCKUIT 3aKa34YHK.

Coobmute, 4TO MOcTaBKa OyJET OCYIIECTBIEHA Cpa3y IMOCe TOro,
Kak B Bamem O0anke OyzeT OTKpbIT akkpeauTuB Ha cymmy 80.000 momna-
POB.

Bripazute cBOIO HaJekKay HA TO, UYTO KOMITBIOTEPHI HAMAYT IMIMPOKOE
IpUMEHEHNEe B CTpaHE 3aKa3uuka. Beipasute Takke HalekIy Ha JabHEH-
11e€ COTPYIHUYECTBO.

Uckpenne Bar,
J>xum Dopecrep.
Menemxep 1Mo mpoiakam.

Messrs. Green & Co.
USA
Great Falls, MO 88847
100 State Street
February 15, 2006
[To6naromapure kireHTa 3a ero 3aka3z Ne305 ot 25 suBaps 2005 ro-
na. Beipasurte coxaneHue, 4TO HE MOXKETE MOMECTUTh 3aKa3 Ha 4achl IO
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[IEHaM, KOTOpble ObUIM YKa3aHbl U3rOTOBHUTENIEM Mecsll Ha3ad. CooluuTe,
4YTO MUPOBBIE LIEHBI HA Yachl MOJHSIINCH B T€UEHHE MOCIEAHUX JIBYX He-
JIeNb, U Bbl BBIHYXIEHBl CKOPPEKTUPOBAThH BalllM II€HBI, YTOOBI KOMIIEHCH-
pOBaTh 3TOT MOABEM.
CooOmure, 4TO HAMMEHBUINE PACLEHKU HAa CErOJHSIIHUA JEHb Ta-
KOBBI:
Accurist Skeleton $ 75; Swatch “Wall Street” $27.
[Tonpocure 3aka3zumka MOATBEPAUTH 3aKa3 U CIPOCHUTE, COTJIACEH JHU OH
Pa3MECTHUTh 3aKa3 110 MPEIIOKEHHBIM IIEHAM.
Nckpenne Bama,
Jlxxenn Keur.

Minneapolis, MN 55430
6707 Shingle Greek Parkway
Damark International, Inc.
15 May, 2002
Bripasute cBoe oropueHue mo moBOJy TOrO, YTO y BalllUX 3aKa3uH-
KOB BO3HHUKJIM TIPOOJIEMBI C 3yOHOM MacToM, MpOW3BEAECHHOMN Balleld KOM-
ITAHUEM.
Coo0muTe, 4TO MpEACTaBUTENb Ballle KOMIIAaHWM, TOHH Maiep, BCTpe-
TUJICA C BalllUM 3aKa3YUKOM B CpeAy yTpoM (25 mas) mjig TIIAaTeIbHOTO
U3y4YeHUs BO3HUKIIEH mpobiemsl. [looGemiaiiTe, 4To OH BO3bMET 00pa3Iibl,
KOTOpBIE 3aTeM OYIyT OTHPaBJIEHBI /ISl aHATU3a TI0 KOHTPOJIIO KaueCTBa.
3aBepbTe Balllero 3aKa3yuKa, 4To MpodiiemMa OyJeT perieHa Hezames-
JUTENBHO, U 3aKa34UK OyJIET yAOBJIETBOPEH PE3YIbTaTaAMMU.
[TormpocuTe NPUHSTH Ballld U3BUHEHUS 32 CO3/IaHHBIE HEYA00CTRA.
Uckpenne
Bai,
Towm ['pen.
Memnekep oTaena MapKeTHHTA.
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Exercise 1. Learn the following words.

UNIT 3. STRUCTURE OF THE COMPANY

Vocabulary

1.

I e T o S S Sy S S O Y

17.
18.
19.
20.
21.

22.
23.

24.

64

A S A e

to manufacture
to produce

to distribute

to specialize in
high-quality
market leader
Head Office
branch
subsidiary
alarm systems

. to launch
. brand new
. to put smth. on the market

fair

. to be in charge of
. product launch

Board of Directors
Chairman

Managing Director
Chief Executive Officer

PR (Public Relations) Officer

Chief Accountant
Sales Mngr.

Sales Department

— IPOU3BOJIUTH

— IPOU3BO/IUTh, BBITYCKATh

— pacIpoCTpaHsTh

— CIEeIUAIM3UPOBATHCS HA

— BBICOKOKAYECTBEHHBIN

— JIUJIep phIHKA

— TJIaBHAsA KOHTOpPA (PUPMBI

— dunuan

— JI0YEpHSs KoMIaHus, priran

— OXpaHHbIE CUCTEMBI

— 3aIyCKaTh B TPOU3BOJICTBO

— HOBEHUIINN

— IIyCTUTh B IPOJIAXKY

— sipMapka

— PYKOBOAUTh, OTBEYATH 32 Y.-II.

— 3aIyCK MTPOAYKTa B MPOU3BOACT-
BO

— CoBeT IUpEKTOPOB

— [Ipencenarens

— AUPEKTOP-PACTOPSIAUTETD

— TJIABHBIN YIPABJISIIONUAN (HUPMBI

— COTPYIHHK 10 CBSI3SIM C 00IIIecT-
BEHHOCTBIO

— IJIaBHBIN OyXranurep

— KOMMEPYECKHUH TUPEKTOP; ME-
HEJDKEP OTAEIIA MPOJAK

— otJen cObITa, KOMMEpPUYECKU
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25.
26.
217.
28.

29.
30.
31.

32.

33.

34.
35.
36.
37.
38.
39.
40.

41.

42.
43.
44.
45.
46.

Finance Dpt.

Accounts/Accounting Dpt.

Advertising Dpt.
Training Dpt.

Planning Dpt.

Marketing Dpt.
R&D/Research & Devel-
opment Dpt.
Administration Dpt.

Distribution Dpt.

Quality Dpt.
Packaging Dpt.
Production Dpt.
Purchasing Dpt.

to run (a company)
to head (a company)
to be accountable to
to report to

to be under

to be in charge of

to look after

to take care of

to be responsible for
appointment

product development
market research
publicity

sales promotion

— (DMHAHCOBBIN OTACI
— Oyxranrepus

— OT/JeJ PEKJIaMBbl

—OoTAea OOy4YeHHS M TOJATrOTOBKH

KaJpOB
— IUTAHOBBIU OTHEN

— OTACII MAapKCTHUHI'A

— OTJEJ UCCIIEIOBAHUM U PAa3BUTHSA

— OTACII aAMUHUCTPATHUBHOT'O

YIIPaBJICHUS

— OTJIeJ pacpOCTPAHECHHS MTPO-

TYKIIAU

— OTACII KOHTPOJIA 3a KAYCCTBOM

— OTZEJ yIIAaKOBKH TOBapa

— HpOI/ISBOI[CTBeHHBIfl OTACa

— OTJe1 CHAOXKEeHUS
— PYKOBOJUTH

— BO3I'JIaBJIATH

— OTUHUTBIBATLCA IICPCH KCM-HI/I60,

IHOAYHHATBHCA KOMy-J'II/I6O

— OTBEYaTh 3a YTO-IHO0, PYKOBO-

IUThH

— Ha3Ha4YeHUe (Ha JTOJHKHOCTH)

— pa3paboTKa MPOAYKIIUU
— UCCJIEIOBAaHNE PhIHKA

— pekiiama

— IIPOJABHMIKCHHUC TOBAPA HA PBIHKC
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47. sale — IIpoJIaXka

48. recruitment — HaOoOp mepcoHana

49. retailing — PO3HHMYHASI TOPTOBJIIA

50. to operate on the Stock — BECTH omepanuu Ha (GOoHI0BOU
Exchange oupxe

51. to deal with — 3aHUMAThCS YEM-TTHO0

52. insurance — CTpaxOBaHUe

53. cash flow — IBMOKEHHE NCHEKHON HAJIMYHO-

CTH
54. competition — KOHKYPEHI[Us, CODEBHOBaHUE
55. head quarters — mTab-KBapTUpPA

Exercise 2. Read the following Conversation about the Structure of
“Biopaints International” Company and complete the chart of the Com-
pany given below.

Presenter: Today we are talking to Philip Knight about the structure
of Biopaints International. Philip’s the General Manager of
the Perth factory. Philip, do you think you could tell us
something about the way Biopaints 1s actually organized?

Philip Yes, certainly. Er... we employ about two thousand people

Knight: in all in two different locations. Most people work here at
our headquarters plant. And this is where we have the ad-
ministrative departments, of course.

Presenter: Well, perhaps you could say something about the depart-
ment structure?

Philip Yes, certainly. Well, now first of all, as you know we’ve

Knight: got two factories, one here in Perth, Australia, and other in

Singapore. Lee Boon Eng is the other General Manager,
over there in Singapore.

Presenter: And you are completely independent of each other, is that
right?
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Philip
Knight:

Presenter:

Philip
Knight:

Presenter:

Philip
Knight:

Presenter:

Philip
Knight:

Presenter:

Philip
Knight:

Presenter:

Philip
Knight:

Presenter:

Philip
Knight:

Oh, yes. Our two plants are fairly independent. I mean, |
am responsible to George Harris, the Production Manager,
and we have to co-operate closely with Rosemary Broom,
the Marketing Manager.

Mm, yeah.

But otherwise, as far as day to day running is concerned,
we’re pretty much left alone to get on with the job. Oh, and
I forgot to mention finance. The Finance Director is
Weimin Tan. She’s a very important woman. And her task
is to make sure the money side of things is OK. The ac-
countant and such people, they report to her directly.

Is that all?

Oh, no, no. There’s Personnel too.

Oh, yes.

That’s quite separate. Deirdre Spencer is Personnel Man-
ager. And the Training Manager reports to her, of course.
What about Research and Development? Isn’t that a sepa-
rate department?

Well, in terms of the laboratories, there are two: one at
each production plant. But it’s a separate department and it
has a separate head. And that’s Dr Tarcisius Chin.

Are there any other features worth mentioning?

There’s the planning department — Chow Fung is in charge
of  that. And a purchasing department — in the materials
for production.

Yes, and what about the board of directors and the chair-
man?

Yes, well they’re at the top, aren’t they, of course? I mean,
a couple of the executives are directors themselves. The
Managing Director, of course, that’s Robert Leaf and then
there’s...
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BIOPAINTS INTERNATIONAL

BOARD OF DIRECTORS
Chairman: Reece Hatchitt

y

Managing Director

\ 4

A 4 A 4

A 4

\ 4

Produc- Purchasing| | Planning
Weimin| |Rosemary tion Deirdre Dr. Tar- Manager | | Manager
Tan Broom Manager | | Spence | | cisius Chin | |Brian Scan-
\ \ lon
|
v v
Accounts Sales Man- General Training Laborato-
Manager ager Manager Singapore Manager ries in
Mary Meier Dorothy Perth Fac- Factory Frank Mil- Perth &
Monks tory Lee Boon ton Singapore
Phillip Knight Eng

A. To whom the following people report?

the Public Relations Manager, the Works Manager, the Advertising Man-
ager the Export Manager, the Project Manager

B. Speak on the Chain of Command at “Biopaints International” Com-

pany. Use the following words:

- to report to, to be accountable to, be under;

- to be in charge of, to look after, to take care of, to be responsible for

Exercise 3. A) Look at the diagram below showing the structure of a mul-

tinational company based in the US.
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Chief Executive Officer
\ 4 A 4 A 4 \ 4
Domestic | | Domestic | |Worldwide Pacific International | | Corporate
Telecom- Business Defense Division Division Staff
munica- Systems Systems (Telecom-| | (Telecom- | |(Corporate
tions Division Division munica- | | munications | | Planning)
Division tions and | |and Business
Business Systems
Systems) | |other than in
the Pacific
region)

B) Ask and answer questions using the Modal:

- Who is responsible for Business Systems in the Pacific?
- That comes under the Pacific Division.

a) Corporate Planning
b) Defence Systems in Africa
c¢) Telecommunications in USA
d) Business Systems in Europe
¢) Telecommunications in SE Asia

Exercise 4. Below is part of the structure of your company. It is a medium-
sized subsidiary of a UK parent Company.
- Imagine that the members of the Group International Audit team are visit-
ing your firm. Help the auditors by answering the questions given below.
Do it accordingly to the following:
Model: —1 have a question about the company’s sales budget.
Your reply: You’ll have to see the sales people about that.

1) Could you help me? It’s about last year’s development costs.

2) I"d like to know exactly when you delivered these goods.

3) Our Company Audit team wants to visit you soon. Who should I

ask about 1t?
4) Do you have purchase contracts with all your suppliers?
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5) I'd like to discuss this cash-flow forecast. Who do you think could
help me?

Board of Directors

\ 4
Chairman

A 4
Managing Director

A 4 \ 4 \ 4 A 4 A 4 \ 4 A 4

Research and Marketing| | Sales | | Production Legal Accounts | |Personnel
Development
A 4 A 4 A 4 A 4 A 4 A 4 A 4
Pur- Factory De- | |Mainte-| | Trans- | | Management | | Financial | | Data Proc-
chasing partments nance port Accounts Accounts essing

Exercise 5. A) Read the following piece of information and make up the
scheme of the company.

Our firm consists of 6 departments: Production, Sales, Export, Fi-
nancial, Personnel and Research & Development. The last one is the new-
est at the company. It was created five years ago.

Our management are the Meeting of Shareholders and the Board of
Directors. Earlier the President of the Company was one of senior partners.
Now it is Mr. Rogers. Currently we employ about 1,600 people. Our turn-
over is more than £300 million. We export our equipment to 5 countries all
over the world. Besides we have two daughter companies in Holland and
Germany with headquarters in those countries. They are our subsidiaries.

Each company trades under its own name. But we are looking for
new partners in Eastern Europe as well. We would like to expand our ac-
tivity. So Mr. Cartwright went to Moscow to establish personal contracts
with some other companies.

B) Render the content of the text.
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Exercise 6. A) Read the following passages about two companies.

Over the decades, the name of Siemens has become synonymous with
progress. Since 1847, when Werner Siemens and Johann George Halske
founded the Siemens & Halske Telegraph Construction Company in Ber-
lin, the history of Siemens has been closely linked with the development of
electrical engineering. While still a fledgling firm, Siemens & Halske
spearheaded the evolution of telegraphy with the first pointer telegraph and
the construction of an extensive telegraph network. In 1866 Werner Sie-
mens invented the dynamo machine, laying the cornerstone of power engi-
neering.

New ideas are an old tradition at Siemens. The company that grew out
of the original Siemens & Halske is today a highly innovative leader in the
world electrical and electronics market. Composed of Siemens AG and an
array of domestic and foreign subsidiaries, the contemporary Siemens or-
ganization continues to set milestones on the road of progress.

Siemens maintains its own production facilities in more than 50 coun-
tries and operates a worldwide sales network. With more than 300,000 em-
ployees, it is one of the largest companies in the world electri-
cal/electronics industry, having recorded annual sales of DM 82 billion in
the 1992/93 fiscal year. Reliable and farsighted management is united with
the youthful dynamism and zest for innovation that typify the company.

In 1849, Johann Phillip Holzmann founded a company in Sprend-
lingen, near Francfurt am Main, which initially undertook work in connec-
tion with the construction of the railroads, but very quickly expanded its
activities to include all fields of building construction and civil engineer-
ing. The first major foreign project was started in 1882, with the contract
for Amsterdam’s Central Station.

By the turn of the century, branch offices and regional offices had
been established at numerous locations throughout Germany. As early as
1885, Holzmann had more than 5,000 employees. Interesting activities
from this period include the company’s work on the Baghdad railroad and
railroad projects in East Africa.
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Holzmann has passed through all forms of company organization,
from individual proprietorship via a limited and general partnership
through to a GmbH (limited liability company). The Philip Holzmann Ak-
tiengesellschaft (public limited company) was formed in 1917. Companies
founded by Holzmann were active in South America.

Even following the losses manpower and assets during the Second
World War, Holzmann was able, as early as 1950, to recommence its for-
eign activities. 1979 saw acquisition of J. A. Jones Construction Company,
of Charlotte, North Carolina, USA, a major American corporation active in
the construction field. This was followed in1981 by the purchase of Lock-
wood Green Engineers, Inc., Spartanburg, South Carolina, USA. Together
with its USA subsidiaries Holzmann has responded to the changes occur-
ring in the construction industry with a flexible and versatile corporate
strategy.

The takeover in early 1989 of the Steinmiiller Group, one of Ger-
many’s leading companies in the sectors of power engineering, process en-
gineering and environmental protection demonstrates this.

B) Complete the information missing in this table:

Dates What happened? Who did what?

1847

1849

Invention of dynamo machine

First large foreign order begun

1885
Aktiengesellschaft founded
1950
Acquisition of J. A. Jones Construction
Company
1981
1989

Recorded annual sales of DM &2 billion
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C) Complete the following table with the information from the articles:

Holzmann Siemens

Locations of the com-
pany’s activities

Activities  of
companies up to 1940s

both

Recent activities of the
companies

Exercise 7. Match the descriptions with types of organization.

l.

(O8]

10.

11.

12.

13.

company (UK)
corporation (US)

. cooperative
. government agency
. holding company

. limited company
. multinational

. nationalized company
. offshore company

. parent company

partnership

private company
public company

society

a) a company which owns another one

b) company owned by the state

c¢) firm owned by a parent company

d) a company whose shares are not pub-
licly available

e) a friendly association of people

f) a democratic firm owned by its work-
ers

g) an organization to relieve poverty;
benefit from financial concessions

h) an organization operating in several
countries

1) company in which another firm has
less than a 50 % interest

) a firm, usually without commercial ac-
tivity, created to be parent to other com-
panies

k) a company whose shares are publicly
available

1) a firm based in a tax haven to avoid
higher taxation
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m) an organization operating to make a
14. subsidiary (affiliate) profit
n) a firm where shareholder’s liability is

15. minority interest limited
0) an organization which is part of the
16. charity state administration

p) two or more partners working together
for profit, without limited liability

Exercise 8. A) Read the text.

The purpose of an organization is to make common people do un-
common things. An organization cannot depend on genius. The objective
of any organization is to make ordinary human beings perform better than
they are capable of, to bring out whatever strength there is in its members
and use it to make all other members perform more and better. It is the test
of an organization that it neutralizes the weaknesses of its members. The
proper organization enables an employee to realize himself and to do what
he ought to do. To achieve such a goal there should be a proper atmosphere
at the company.

There are 5 requirements which are supposed to ensure the right spirit
throughout management organization.

1. There must be high performance requirements; no condoning of poor
a\or mediocre performance; and rewards must be based on perform-
ance.

2. Each management job must be rewarding job in itself rather than just
a step in the promotion ladder.

3. There must be rational and just promotion system.

4. Management needs a “charter” spelling out clearly who has the
power to make life — and — death decisions affecting a manager; and
there should be some way for a manager to appeal to a higher court.

5. In its appointments management must demonstrate that it realizes
that integrity is the absolute requirement of a manager, the one qual-
ity that he has to bring with him and cannot be expected to acquire
later on.
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A man should never be appointed to a managerial position if his vi-
sion focuses on people’s weaknesses rather than on their strengths. He
should be a realist; and no one is less realistic than the cynic. A man should
never be appointed if he is more interested in the question: “Who is right?”
than in the question: “What is right?” Management should never appoint a
man who considers intelligence more important than integrity.

The men with whom a man works, and especially his subordinates,
know in a few weeks whether he has integrity or not. They may forgive a
man a great deal: incompetence, ignorance, insecurity or bad manners. But
they will not forgive him lack of integrity. Nor will they forgive higher
management for choosing him.

B) Ask the other members of your group what they think of these opinions
about how work is organized. Decide which of the points you can agree on.

1. People working in business should be told what to do and should do
it without asking questions.

2. Employees want to be recognized as people with their own (per-

sonal) needs.

Employees have to be forced to work: otherwise they are just lazy.

Managers need to closely control what employees do.

Nobody wants responsibility at work.

AN S

If there are problems to be solved, everybody should be asked their
opinion before anything is done.

Exercise 9. You may fine some of these expressions useful. If you want to

agree with someone you can say.

- That’s exactly what I think. - That’s just what I was think-
ing.
- That’s a good point. - | agree entirely.
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- Quite right, I couldn’t agree more. - Yes, I’'m all in favour of that.

It’s often considered rude or aggressive to say ‘“You’re wrong” or “I don’t

agree with you”. It’s more polite to disagree with someone by saying.

- I see what you mean, but ... - I don’t quite agree be-
cause...

- I don’t think it’s such a good idea - Maybe but don’t you
think...?

- That’s true, but on the other hand

b) Discuss these questions.
- How authoritarian or co-operative should managers be?
- How democratic should the workplace be?
c¢) Make up the dialog. Exchanging your opinion on the points mentioned

above.

Exercise 10. 4) Read the following text and do the assignments given after
the text.

What’s it like, working for ABS?
At dinner you meet an old friend of yours, who now works for ABS.

He tells you what it is like working for that organization.

“What’s it like? I am happy. There are good promotion prospects if
you are interested. And there’s a very good training scheme. At the mo-
ment ’m considering a transfer to another division. Salaries are quite com-
petitive; there’s a generous profit — sharing scheme too. There is also a five —
week holiday allowance, which is better than in a lot of firms.

What else is there to say? A company car, of course. Quite a good
pension scheme. That’s it. The only think I wasn’t happy about was the
fact that when I started the job, the relocation expenses weren’t very gen-
erous; you know, buying a new house, moving the family, all that sort of
things cost money.”
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B) Complete the following:

l.
2.
3.
4.

There are good promotion

Salaries are quite

There’s a profit-sharing scheme.
There’s a five week

C) Answer the questions.

1. What benefits does your friend receive?
2. What kind of move is your friend considering.

Exercise 11. Match the expressions underlined in the following sentences

with their meanings below.

1.

The headhunters are looking for managers with hands — on experi-

ence and an excellent track record.

Where I work, a couple of years in sales is the inside track.

Young Linda is a high — flier now. In a couple of years she will be
one of the movers and shakers.

In our organization success is the name of the game!

Top management here prefer to leave the number — crunching to

young executives on the way up.

Example: The fast way to make progress=the inside track.

a) the fast way to make progress.

b) making important calculations.

c) the dynamic people who make things happen.

d) moving up towards the top of the firm.

€) an ambitions person whose results are excellent.

f) practical and direct knowledge of their job.

g) the small number of senior people who run the organization.

h) very good past performance.

1) outside agencies who hire people for companies.

j) the main aim of the firm.
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UNIT 4. CONTRACT

Exercise 1. A) Read and translate the text.

In foreign trade transactions a contract is drawn up to give legal ex-
pression to the intentions of the partners and to guarantee that the obliga-
tions contained in the contract will be fulfilled.

According to the purpose and contents, contracts can cover goods,
services, licences, patents, technology and know-how. Here is an example
of an export contract:

Contract No...
London 15th Januarys, ...

Rossexport, Moscow, hereinafter referred to' as the Seller and British As-
bestos Ltd, London, hereinafter referred to as the Buyer, hereby agree as
follows™:

1. The Seller has sold and the Buyer has bought asbestos of Russian origin
on FOB terms from one of the Baltic ports at the Seller’s option. The
grades, price and quantity are as stated below:

Quantity in | Price per metric

QGrade i )
metric tons | ton in US dollars

Time of delivery

in 2-3 lots within second and
third quarters of 20 .. starting
in the first half of May...

The price for the goods is understood to be per metric ton, packing in-
cluded, FOB one of the Russian Baltic ports. The quantity is understood to
be up to 5% more or less’, at the Seller’s option.

2. Within five days after the receipt of the Seller’s notification by cable
that the goods are ready for shipment, the Buyer shall open® by cable with
the Russian Bank for Foreign Economic Affairs, Moscow, an irrevocable,
confirmed and divisible Letter of Credit in favour of the Seller for the full
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value of the goods plus 5% to cover the option. The Letter of Credit is to
be valid for 90 days, with the right of extension if required by the Seller.
The payment for the goods is to be made in US dollars for 100% (hundred
per cent) of the invoice value of Asbestos on presentation to the Russian
Bank for Foreign Trade, Moscow, of the following documents:

Invoice in 3 copies

Seller’s Certificate of Weight

Set of Bills of Lading
In the event of the change of the exchange rate of the US dollar on or be-
fore the date of payment under the present Contract both parties have the
right to renegotiate the price’ of the goods.

Notes:

1. hereinafter referred to — umeHyemblii B TanbHenIIEM

2. hereby agree as follows — ToroBopmiInch 0 ciaeayoIIeM

3. The quantity is understood to be up to 5% more or less ... — Konnuect-
BO (acOecta) moHnMaetcs Ha 5% Oomblie Wik MEHbIIE (4€M OTrOBOPEHO
B KOHTPAKTe) ...

4. the Buyers shall open — riaron shall B jokyMeHTax o3Ha4yaeT JOJKEH-
CTBOBaHHE

5. to renegotiate the price = to negotiate the price again

B) Answer the questions. Check your comprehension.

[E—

What do contracts guarantee?

Into what 2 groups can contracts be divided?

What important items do contracts cover?

What are the main items of the above contract?

In what way is payment to be made under the contract?
What kind of Letter of Credit is to be opened by the Buyer?
When is the Letter of Credit to be opened by the Buyer?
For what value is payment to be made?

How long is the Letter of Credit to be valid?

WXk WD
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10. In what case do the contracting parties have the right to renegotiate
the price?

C) Agree or disagree with the statements. Prove your point of view.

1. Grades and quantity are not stated in the contract.
2. The price stated in the contract is final.

D) Say what information the text gives about:

1) The purpose of drawing up contracts in foreign trade; 2) the main types
of contracts in business; 3) the subject of this particular contract; 4) the
terms of delivery stated in the contract; 5) the price and the terms of pay-
ment, stipulated in the contract; 6) the factor which may affect the price of
the contract.

E) Think and answer.

1. Why did the Sellers have on option to ship 5% more or less of the
stated quantity of asbestos?

2. In what case were the Buyers supposed to extend the Letter of
Credit?

3. Why did the contract state the right of both parties to renegotiate the
price?

Exercise 2. a) Read the dialog and answer the questions on the content.

Mr. Petrov, engineer of Rossexport, is having talks in Moscow with
Mr. Brown of British Asbestos Ltd. The British company is a regular im-
porter of asbestos from Russia and has often dealt with the Russian trading
organization. Mr. Brown has been instructed by his firm to sign another
contract for asbestos.

Brown: Good afternoon! Nice to see you again, Mr. Petrov! You are
looking well, I must say. How are things with you?

Petrov: Not bad, thank you. And how are you?

Brown: Fine, just fine. I always feel well in beautiful weather like this.
We’re having such a lot of rain in England now. I am happy to
be away. Well, I suppose we had better get down to business.
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Petrov: Yes, certainly. You’ve come to sign another contract, haven’t
you?

Brown: That’s right. For next year, actually.

Petrov: Are you happy with our usual terms of delivery and payment?

Brown: Yes, quite. As a matter of fact, I’ve come here to talk about the
price. I'd like to say that the volume of business in the building
industry in our country has dropped considerably. This affected
the prices of a number of building materials. In this situation it’s
quite natural we expect you to revise your prices for asbestos.

Petrov: I’m afraid this is not sufficient reason for us to lower the price.

Brown: But may I draw your attention to the fact that we wish to increase
the purchases by a few thousand tons if you could offer us reduc-
tion in the price.

Petrov: T’'m sorry to say, Mr. Brown, but we would not be able to make
extra supplies available to you. We’re planning to develop more
industrial and housing projects. Besides, we’re already tied up' to
contracts with other partners. Taking these factors into account
we could offer you the same amount as last year.

Brown: Mr. Petrov, we’ve been in business with you for a long time.
Also we’ve doubled our purchases over the past two years.
Therefore we would be grateful to you if in view of all this you
could reduce the price.

Petrov:  All right. I think we could reduce it by 2%. But only on condi-
tion that the price is subject to further negotiations for the second
half of the year.

Brown: That’s fine. I suppose that’s the best we can do today.

Note:
to tie up — CBSI3BIBATH
b) Check your comprehension:

1. What was the purpose of Mr. Brown’s visit to Moscow?
2. Why did Mr. Brown draw Petrov’s attention to the considerable
drop in the building industry?
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3. In what way could that factor affect the price of asbestos?

4. Why did the British firm ask for bigger quantities?

5. Why couldn’t Rossexport offer a bigger amount of asbestos for
sale?

6. On what condition did Petrov agree to reduce the price?

c) Say what you have learned about:

1) The business relations between Rossexport and British Asbestos Ltd.;
2) the main point discussed by the representatives of both parties; 3) the
reasons why the Buyer asked for a reduction in the price; 4) the economic
plans of our country for the future; 5) the factors which allowed Petrov to
reduce the price.

Exercise 3. Get acquainted with the articles of the contract.

After talks in Brighton Victor Petrenko has signed the contract between
Continental Equipment and TST Systems for the supply of process equip-
ment. Here are some clauses of this contract.

Brighton, England April 10, 1997

Continental Equipment Plc, Brighton, England, hereinafter referred to
as “the Seller”, one the one part, and TST Systems Ltd., Kiev, Ukraine,
hereinafter referred to as “the Buyer”, on the other part, have concluded the
present contract for the following:

1. Subject of the Contract

1.1. The Seller has sold and the Buyer has bought the machinery, equip-
ment, 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 following:

Equipment and engineering FOB U.K. port +documentation £
Supervision, start — up and training £
Spare and wear parts £
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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 a ship, stowing and fastening the equipment in
the hold, and the cost of the materials used for this purpose.

2.3. The prices are firm for the duration of the Contract and shall not be
subject to any revision except on account of any mutual agreed changes or
modifications to equipment specification and / or quantities 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 date of the clean Bill of Lading
issued in the name of the Buyer, destination Odessa port of 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 affected in GB pounds against
the following shipping documents:

4.2.1. Original Bill of Landing issued in the name of the Buyer, destination
Odessa Port of Ukraine.

4.2.2. Shipping Specification.

4.2.3. Certificate of Quality.

4.2.4. Certificate of Origin.

4.2.5. Packing List.

4.2.6. Insurance Policy.
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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 in-
structions contained in Items 1, 2, 3, and 4 of Appendix 2 translated into
Russian.

6. Guarantee of the Quality of the Equipment.

6.1. The guarantee period is twelve (12) months from the date of the start —
up of the equipment, that is reflected in an appropriate Act signed by the
representatives of the Parties to the present Contract, but not more than
eighteen (18) months from the date of delivery of the equipment.

6.2. If the equipment proves to be defective or faulty during the guarantee
period, the Seller has at its expense at the choice of both Parties either to
remedy the defects or to replace the faulty equipment with new equipment
of good quality which is to be delivered without delay to the port of deliv-

ery.

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 tranship-
ment in transit and reasonable long storage of the equipment.

7.2. Each container is not to exceed the following dimensions: length =
12,192 mm, width = 2,438 mm, height = 2,438 mm.

7.3. The Seller is responsible to the Buyer for any damage to the equip-
ment resulting from inadequate packing of the equipment.

8. Marking

8.1. All the containers are to be marked on the three (3) sides. Each con-
tainer should bear the following markings made in indelible paint (in Rus-
sian and English):

Contract No.

Seller: Continental Equipment Plc (Address)

84



Buyer: TST System Ltd. (Address)
Railway Station of Destination: Kiev

Container No.:
Gross weight: kgs
Net weight: kgs

Case dimensions in cm (length * width * height)
8.2. If a case requires special handling, it should bear additional marks:
“Fragile”, “Top” or “This side up”, etc.

9. Shipping Instructions and Notifications

9.1. Within twenty-eight (24) hours after shipment the Seller is to inform
the Buyer by fax regarding the date of shipment, the Bill of Landing num-
ber, 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 1s considered to be a full week.

12. Force Majeure

12.1. The Parties are released from their responsibility for partial or com-
plete 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.
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13. Arbitration

13.1. The Seller and the Buyer will take all possible measures to settle
amicably and 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 dif-
ferences are to be submitted for Arbitration in Stockholm, Sweden, in ac-
cordance 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 techni-
cal requirements for any item of equipment that may not be available for
one reason or another.

14.2. Any changes, amendments or supplements to the terms and condi-
tions 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 Con-
tract are to be considered null and void if conflicting with this Contract.
14.4. The Contract becomes effective and comes into full force from the
date of signing.

15. Legal Addresses of the Parties

SELLER (ITPOJTABELI):

Continental Equipment Plc

9 North Road

Brighton BN1 5 JF

England

for and on behalf of the Seller (o umenu u no nopyuenuto [Iponasia)
Alfred Rogers

Alfred Rogers

Chairman (IIpe3unenr)
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Exercise 4. Read this text. Which of the points do you agree or disagree
with? Give your reasons.

Negotiation

Anyone who has contact with customers is a salesperson — that in-
cludes the telephonist who answers the phone and the service engineer who
calls to repair a machine. So that probably includes you!

The relationship between a salesperson and a client is important: both
parties want to feel satisfied with their deal and neither wants to feel
cheated. A friendly, respectful relationship is more effective than an ag-
gressive, competitive one.

A salesperson should believe that his or her product has certain advan-
tages over the competition. Customers want to be sure that they are buying
a product that is good value and of high quality. People in business are not
going to spend their company’s money on something they don’t really
need (unlike consumers, who can sometimes be persuaded to buy ‘useless’
products like fur coats and solid gold watches).

Some salespeople adopt a direct ‘hard sell” approach, while others use
a more indirect ‘soft’ approach. Which approach do you prefer? Whichever
approach is used, in the end perhaps a good salesperson is someone who
can persuade anyone to buy anything. On the other hand, maybe a good
salesperson is someone who knows how to deal with different kinds of
people and who can point out how his or her product will benefit each in-
dividual customer in special ways. After all a buyer is called a ‘buyer’ be-
cause he or she wants to buy. All you need to do is to convince them that
your product is the one they want. A successful sales meeting depends on
both the salesperson and the customer asking each other the right sort of
questions.

Exercise 5. Fill the gaps in these sentences with these words
before buying client individual product wants weakness.

If you want to be a successful negotiator and salesperson you should:
1. Know your ... and its main features.
2. Know the strengths and ... of competing products.
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Find out who makes the ... decisions on your client’s firm.
Plan each sales interview ... it takes place.

Match what you’re selling to each client’s ... and needs.
Listen to what your ... tells you.

Remember that each client is an ... , not a number.

Nk Ww

Exercise 6. The following text gives you an idea of a typical meeting of a
salesperson and a client. While reading the text answer these two general
questions:

1. What is the talk about?

2. What stages are referred to in the talk?

Each typical meeting consists of three stages.

The first stage is the Opening Stage. Usually this is a phone call. But
you might be preceding it with a letter, or a brochure or something like
that. The first thing you have to do is get past the secretary, that’s the most
important. Find out when exactly you can talk to your prospect. Don’t ac-
cept a promise to ring you back, ever. And you need to explain who you
are what you are selling. And arrange an appointment.

The second step is the building Stage. In other words the sales inter-
view itself. It’s important to prepare well and rehearse doing this sales in-
terview. You can role-play it with a friend or a relation. This person should
try to be unfriendly and uncooperative and difficult, to give you the right
sort of practice. Then dress suitably for the occasion. Behave in a friendly
confident but business-like manner. And remember not to spend too long
on social conversation, it makes people impatient, before getting down to
business. Try and show the client that you are a responsible, trustworthy
person, which of course you are. Tell the client about all the other well-
known firms who use your product. Let the client know the benefits of the
product. Be careful that you don’t do all the talking. Ask him questions.
Make sure they’re open questions, not ones he can just answer with a yes
or no, to find out what his needs are. You should talk only about half the
time. Make sure of that.
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The hardest thing to deal with during the meeting of a salesperson and
a client is objections, that is, when a client starts giving you reasons why
he doesn’t need to buy your product. The client may be looking for argu-
ments to use to justify to his superiors or his colleagues, for buying your
product. And if you can answer these objections, you’re well on the way to
making a sale. But the important thing is to prepare answers to all foresee-
able objections.

So, give your prepared answer or if you don’t have an answer tell the
client about a further benefit. The important thing is not to spend too long
trying to answer an objection. It gives it too much importance. Remember,
don’t argue with the client.

Finally, you get to stage three: the Closing Stage — recognizing that
your client wants to buy and is on the point of confirming that order. Now,
this 1s the hardest part, because it depends on timing. You have to judge
when your client is ready to place that order. Then you can thank him for
the order and go on to your next appointment. Now there’s one more thing.
Once you have a promise of the order, if it’s a new client, do remember to
check their financial status. And sometimes even if it’s an old client, don’t
start work until you have a written confirmation of the order.

Exercise 7. Get acquainted with ten rules for negotiating and do the as-
signment given below.

1. Find out how many points are to be negotiated.

Start from an extreme position.

Assume the other person owes you a concession.

Don’t concede without exchanges.

Don’t give what you can sell.

Exaggerate the value of your concessions, minimize the value of
the other person’s.

If they insist on “principle”, expect a concession in return.
Only threaten what you are prepared to carry out.

Don’t show disrespect to the other person.

10. If you are happy with the result, don’t shout “I’ve won!”

A

NS
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Assignment: Look at the remarks in list A. These remarks are not good for
negotiating. Instead, use phrases from list B.

Example: Instead of “You see? I knew I’d win!” say “I think we can agree

on these terms”.

A

I. You see? I knew I’d win!

2. 1 know what you want to
discuss, so let’s start.

3. I can reduce the price. Does
that help?

4. Delivery? That’s no prob-
lem; no extra charge.

5. It’s against your policy to
give discounts? OK

6. What a ridiculous idea!
Don’t be stupid.

7. Another half per cent? Yes,
that’s very generous offer
you’re making.

8. This is my final offer. If
you refuse, I’ll cancel eve-

rything.

B

. If you increase the order, then

we may be able to reduce the
price.

. Very well, but if you can’t give

discounts, I’m sure you can ex-
tend...

. If you can’t accept this, I may

have to reconsider my position.

. I think we can agree on these

terms.

. I’m afraid that will not be pos-

sible.

. May we go through the points

to be discussed before we be-
gin?

. Half a per cent is a very small

amount.

. Delivery? Well it may be pos-

sible but only if...

Exercise 8. 4) Read the list of the conditions which are common in various
kinds of business agreement. Pay attention to the examples given to each of
the conditions.

Conditions Examples
$ 15.00 per unit
at least 10, 000 units
30 days after invoice

unit price
minimum quantity
credit period
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delivery date
bulk discount
penalty clause

exclusivity

royalty on sales under licence
commission

early settlement discount
option period

method of payment
warranty period

20 June 1993

2 2 % if over 10, 000 units

50% charge if cancelled less than six
weeks beforehand

sole rights over East Coast states

3% of turnover on licensed goods
5% on sales in the territory

2% if paid within 20 days

first option for 12 months after con-
tract

irrevocable letter of credit

18 months warranty from comple-
tion

B) Try to question the conditions on the list.

Model: I’m not too happy about the unit price. I think $8.2 would be more

reasonable/appropriate.

C) When you have questioned all the conditions, try to do the exercise
again with the left-hand column covered.
Exercise 9. In negotiation managers sometimes find themselves in difficult

situations. Here is a list of expressions, which may be used in each problem

Situation.

a) Read them.

[

WX Nk WD
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I think we need to look at the exact figures.

So is that quite clear...?

I don’t think we’re talking about the same thing.
Can we say it’s agreed here and now?

Where does this January figure come from?

So what is your basis of calculation here?

Just give me a moment to do some calculations.
I’m sorry, could you go through that again?
Yes, I think we’re talking at cross-purposes.

I’1l have to come back to you on this.
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b)

11. Let me just check. Could you bear with me a moment?
12. I’m sorry, I don’t have the figures to hand.

Which key expression would you use in the following cases?

Example: The other person has just realized that you are talking about dif-

ferent products! You say “Yes, I think we’re talking at cross-
purposes’.

a) The other person wants you to agree a definite price today, but you

need to consult your boss at the office tomorrow before committing
yourself.

b) He/She suddenly asks you what discount you would make for a very
large order indeed. You need a minute to work it out.

c) He/She asks to see the commission payments for the last three years.
You didn’t bring these figures because they are not really important.

d) He/She suddenly asks the price of similar products in the range. You
have the price list in your briefcase — somewhere.

e) He/She has already explained the commission system twice, but you
are still not really clear.

f) You have been talking about air transportation costs while they have
been talking about costs for transportation by sea. They suddenly re-
alize and point this out.

Datafile
Negotiation

Below are the stages of a negotiation and some expressions, which you

may find useful at each stage.

Stage 1. Conversation

I’m sure/confident we can reach agreement. (optimistic)

I’m sure there’s room for negotiation.

We have a lot to discuss.

Let’s see how we get on. (cautious)
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Stage 2. Presenting position

This is our position.

This is how we see it.

We think the following is reasonable/
Our approach is this.

Stage 3. Questioning the other’s position.

How do you explain (justify ..., account for ..., arrive at ...) your attitude?
Why do you want ...?

Why such a high charge?

Why such a long delivery period?

Why such a low discount?

Stage 4. Refusing to accept.

I’m sorry, I can’t accept 2%.

You’ll have to do better than that, I’m afraid.
I’m afraid it’s not enough.

Other firms offer more than 2%.

Stage 5. Refusing to move.

I’m afraid I can’t agree to that (increase the rate, lower the price, shorten
delivery).

We’ve done our best for you.

We have to maintain a policy.

I have my instructions.

Stage 6. Suggesting a compromise.

May I make a suggestion?

If you ... then we may be able to ...

We may be able to ..., but only if you ...

Unless you ... there 1s no question of our being able to ...

Exercise 10. Complete the dialogue. Use expressions from the correspond-
ing stages of the datafile.

Supplier: Well, let’s get started. You know, with this delivery problem
I’m sure there’s room for negotiation.
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You:

Supplier:

You:

Supplier:

You:

Supplier:

You:

Supplier:

You:

Supplier:

You:

Supplier:

You:

Supplier:
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(1: cautious)

Right, well this is how we see it. We can deliver the first ma-
chine in ten weeks, and install it four weeks after that.

(3: long delivery period)

Well, these are in fact the usual periods. It’s pretty normal in
this kind of operation. Did you expect we could deliver any
quicker?

(2: 6 weeks maximum delivery; 4 weeks installation)

I see what you mean, but that would be very difficult. You see
we have a lot of orders to handle at present, and moving just
one of these machines is a major operation. Look, if I can
promise you delivery in eight weeks, does that help?

(4: too late)

Ah-ha! Well, look ... er... You want the machine in six weeks.
Now that is really a very short deadline in this business. You
said that you couldn’t take it any later, but couldn’t your engi-
neers find a way to re-schedule just a little, say another week?
(5: refuse)

Well, you really are asking us for something that is very diffi-
cult. I’ve already offered you seven weeks. I’ll have to consult
with my colleagues and come back to you, but I can’t see what
we can do.

(6: 1f deliver in 6 weeks perhaps talk about further order)

Well, on that basis I suppose we might be able to look at some
kind of arrangement. In fact, if you can promise another order |
think we could accept your terms.

(7: 6 weeks delivery; 4 weeks installation; decision on next or-
der by 26™ of this month)

Exactly. If you could confirm this in writing I ...



UNIT S. PRESENTATION

Exercise 1. Read the text.

When giving a presentation it is essential to have a clear idea of what
you want to achieve E£.g. Do you want to inform your audience about es-
sential facts, or to persuade them to accept your proposal? This main pur-
pose or aim needs to be briefly stated in the opening part of a presentation.

There are many different techniques you can use to begin a presenta-
tion. One common technique is to state the objectives and the main points
which you will include in the presentation. But if you want to catch your
audience’s attention more quickly, there are other techniques: e.g. you can
relate the subject to the real — life experience of your audience, or use some
surprising facts.

A good introduction should include a brief statement explaining the
purpose of the presentation.

Stating the purpose.

¢ In your introduction state the purpose of your presentation
- why are you there?
- what are you going to talk about?

You can do this

— right at the beginning

— by building up gradually, leaving your statement of purpose until
the latter part of the introduction.

Both ways can be equally effective.

e Here are some useful expressions for stating the purpose of the
presentation.

- In my presentation I’ll be proposing two new techniques which
we need to incorporate in our CBT packages to improve our op-
erator training.

- In my presentation today I’'m going to explain the technical prob-
lems involved in lighting tunnels.

- This morning I’d like to review progress on the AFTA project.

- The subject/topic of this presentation is CBT for operator training.
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e If you want to create more impact, you can change the normal word
order and begin your statement of purpose with the word ‘what’,
eg.:

- What I’d like to do this morning is present the results of our
study.

- What I’'m going to explain this afternoon are the technical prob-
lems involved in lighting tunnels.

- What I’ll be proposing in my presentation are two new techniques
which we need to incorporate in our CBT packages to improve
our operator training.

Many successful introductions include information about the main

points to be developed during the presentation, and the order in which

the presenter will develop these. This is called signposting.

Signposting a presentation.

e Your introduction should contain some kind of signposting for the
audience.

- tell them what you will be talking about.

- tell them in which order you will develop your points.

e Signposting your presentation will help you:

- to define the limits of the presentation.

- to focus the audience on the aspects of the topic you want to talk

about.

e Here are some useful expressions for signposting a presentation.

- I’ll be developing three main points. First, I’ll give you ... Second

... Lastly...

- My presentation will be in two main parts. In the first part I’ll ...

And then I'll ...

- Firstly, I’d like to ... Secondly, we can ... And I’ll finish with...
When giving a presentation it is, of course, very important to engage
the attention of the audience right at the beginning of the presentation.
One way to do this is to make your introduction as interesting and
lively as possible.



Involving the audience

While doing research for your presentation, you may discover un-
usual or interesting facts and statistics about the topic. Include
some of them in your introduction.

Present them in a way that makes it easy for the audience to relate
to them: e.g. one person in four may be easier to relate to than 25
per cent of the population.

Use words like you, your, us, our to make your audience feel in-
volved in your presentation.

[llustrate the point of your presentation with examples or stories
from life. This will help to bring your presentation to life.

Ask the audience to do something, e.g. ask for a show of hands

Ask the audience questions to involve them in the presentation.
This is particularly appropriate for informal presentations when you
have a small audience.

With larger audiences use rhetorical questions — questions which
encourage the audience to think, but which you answer yourself.

Exercise 2. Look at the table below. What would you say to outline the

purpose of the three presentations? Complete the phrases on the right. The

first one has been done for you as an example.

Purpose
a) Analyse the market for luxury
holidays in the US.

b)Review the performance of
Aqua — Sparkle.

c) Examine the case for a new
blend of coffee for the French
market.

Your words
In this presentation I’ll be analys-
ing the market for luxury holidays
in the US.
In my presentation today I’d like
to

This morning I’m going to ...
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Exercise 3. Expand the three introductions. The introduction should in-
clude

- your statement of purpose;

- information about the main points which you will develop.
The first one has been done for you as an example:

Purpose Main points
Analyse the market for 1. Holiday trends over last two years in the
luxury holidays in the US.
US. 2. My ideas for types of holidays to offer.

Example. In this presentation I’'ll be analysing the market for luxury holi-
days in the US. In the first part of the presentation I’1l be looking
at holiday trends over the last two years in the US. Then, I'll
give you my ideas about the type of holidays we should be offer-

ing.

a) Review the performance of Aqua 1. Overview of fizzy drinks market.
— Sparkle. 2. Performance of Aqua — Sparkle.
3. Outlook for the next two years.
b)b. Examine the case for a new 1. General background about types
blend of coffee for the French of coffee.
market. 2. Patterns in coffee consumption in
France.
3. Our proposal for a new blend.

Exercise 4. You are at an international conference on Human Resources.
You are going to give a presentation about selection and orientation pro-
cedures for employees due to go abroad. Develop the notes below as intro-
duction for your presentation. Include:
- A statement of purpose;
- Signposting to outline the main points which you will develop in the
presentation.
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Background Increasing globalization of business — essential to
select right people for overseas assignments.
Look at the factors involved when identifying per-

Purpose sonnel to work abroad.
1. Costs of sending people abroad.
Points to develop 2. Reasons why so many people return home be-

fore the end of their contracts.
3. Characteristics of good assignee.
4. Selection and orientation procedures.

Exercise 5. You are the export manager of a British manufacturer of pres-
tigious sports cars. Your company wants to increase its exports. At the
moment exports represent 30 per cent of the business and are mainly to the
US. The problem is that there are signs that the US market for sports cars
is slowing down.

Context - A company meeting to discuss marketing strategy.
Audience - The management of the company.
Purpose - To present Japan as an attractive new market for your

range of sports cars.

Prepare an introduction for the presentation. Start with some relevant
background and end by stating the purpose of the presentation. Include
these surprising facts as evidence that your cars will sell well Japan.
o A BMW is on display at Tokyo’s Narita Airport.
o left — hand drive Mercedes are bought even though the Japanese
drive on the left.

Exercise 6. The script below is the introduction for a presentation about
sleep patterns and how they relate to executive stress. Re-work the intro-
duction to:

a) Make the style more personal.

b) Give the content more impact for the audience.
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Script.

Most people spend approximately 2,600 hours per year asleep. The
purpose of this presentation is to present the findings of a study into peo-
ple’s sleep habits. The study suggests that the time an individual spends
asleep 1s inversely related to salary — companies which offer high salaries
encourage individuals to substitute work for sleep.

The presentation is divided in two parts. The first part describes the
findings of the study in more details. The second part examines the impli-
cations for executive stress.

Exercise 7. Choose one of the subjects below for a presentation.

— Water — Transportation in my city — Traffic — Energy sources in my
country — the environment — air travel — The press — Pollution in towns —
Stress in life

a) Complete the details about the presentation you are planning.

Context
Audience
Purpose

b) Brainstorm some points which you can develop in the presentation.

¢) Decide on your main points and an appropriate order in which to pre-
sent them.

d) Prepare an introduction for the presentation. Do it in two ways:

— Include a statement of purpose and a clear plan of the points you will
develop.

— Bring your introduction to life.

Include questions, unusual or interesting facts or illustrate it with real life
events.

Exercise 8. Prepare an introduction for your own presentation. Use one of
the frameworks below to help you organize your ideas.
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Opening re- .
State purpose Outline de-
1 mark/relevant —» , >
of presentation velopment
background
State relevant .
. State purpose Outline de-
2 and surprising |—» _ >
of presentation velopment
facts
Give back-

State purpose Show benefits Outline de-

A\ 4

A 4

v

3 ground/ rele-

¢ fact of presentation for audience velopment
vant facts
Involve audi- State purpose of
. Give relevant p. P
4 | ence by partici- —» background » presentation and out-
patory activity line development

Exercise 9. Mr. Lopez is going to give a presentation of a new product to
his colleagues in Citrus Inc., the soft drink manufacturer. He has drawn up
a rough plan of the presentation. The plan shows the sequence of his talk
and some of the phrases he intends to use.

1. Introducing yourself
a) Good morning, Ladies and Gentlemen; b) We haven’t met before, so I’d
better introduce myself, I'm from ; ¢) I hope you’ll
excuse my English. I'm a little out of practice.

2. Preparing the audience
a) Good morning, Ladies and Gentlemen; b) I’ll start with  and then
move on to . Finally, I’'m going to ; ¢) I think, if
you don’t mind we’ll leave questions to the end.

3. Delivering the message
a) Firstly ... secondly ... ; b) This brings me to my next point ... ; ¢) [ must
emphasize ... ; d) At this point we must consider ... ; €) Now, to digress for
a moment ... ; f) To go back to my earlier point ... ; g) Finally ...

101



4. Winding — up
a) Before closing I’d like to summarize the main points again. b) That’s all
I have to say for the moment ... ; ¢) Thank you for listening. ; d) Now if
there are any questions I’ll be happy to answer them.

Exercise 10. A) Read the text.

Good morning ladies and gentlemen; we haven’t all met before so I’d
better introduce myself. I’'m Luis Lopez from the Development Depart-
ment of Citrus Incorporated ... I should say before we start that I hope
you’ll excuse my English, I’'m a little out of practice ... Anyway, I’'m
going to be talking this morning about a new product which we are
planning to launch in two months’ time; its called KOOL-OUT, that’s
K-0O-0O-L dash O-U-T, and it’s a lemon-flavoured drink . . .

Well, I’'ll start with the background to the product launch; and then
move on to a description of the product itself; finally, I’'m going to list
some of the main selling points that we should emphasize in the advertis-
ing and sales campaign. I think if you don’t mind, we’ll leave questions
to the end ...

Now firstly, as you all know, we have had a gap in our soft-drink
product range for the last two years; we have been manufacturing
mixed-fruit drinks and orange drinks for the last ten years, but we
stopped producing lemonade two years ago; I think we all agreed that
there was room on the market for a completely new lemon-flavoured
drink ... Secondly, the market research indicated that more and more
consumers are using soft drinks as mixers with alcohol so, in other
words, the market itself has expanded. This brings me to my next point
which is that we have a rather new customer-profile in mind; I must em-
phasize that this product is aimed at the young-professional, high-
income, market and not the traditional consumer of old-fashioned lemon-
ade. At this point we must consider the importance of packaging and de-
sign, and if you look at the video in a moment, you’ll see that we have
completely revamped the container itself as well as the label and slogan.

... Now to digress for just a moment, the more sophisticated packag-
ing means a high unit cost, and this may be a problem in the selling area,
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but we’ll have a chance to discuss that aspect later ... so ... to go back to
my earlier point, this is a totally new concept as far as Citrus Incorpo-
rated are concerned; as you see we are using both the new-size glass bot-
tle and the miniature metal cans. Finally, let’s look at the major attrac-
tions of the product. In spite of the higher price it will compete well with
existing brands; the design is more modern than any of the current rival
products, and incidentally the flavor is more realistic and natural ... it’s
low calorie, too.

0.K., so just before closing, I’d like to summarize my main points
again... We have KOOL-OUT, a new design concept, aimed at a rela-
tively new age and income group; it’s designed to be consumed on its
own, as a soft drink, or to be used as a mixer in alcohol-based drinks and
cocktails. It comes in both bottle and can and this will mean a slightly
higher selling price than we are used to; but the improved flavor and the
package design should give us a real advantage in today’s market ... Well,
that’s all I have today for the moment, thank you for listening, now if
there are any questions, I’ll be happy to answer them ...

B) Mark true or false against each statement given below.

a) Mr. Lopez 1s English.

b) We are planning to launch the product next week.

c) The new product is an orange — flavoured drink.

d) Citrus Incorporated have not produced a lemon drink for two years.
e) Everyone thinks there is a gap in the market.

f) Market studies prove that the market is shrinking.

g) We are aiming at a new type of consumer.

h) The container design is unchanged.

1) The design of the packaging will mean that the product is cheaper.
j) The drink comes in both bottles and cans.

k) The flavour is rather artificial.

1) The calorie — content of the drink is relatively low.

Exercise 11. Prepare your own presentation.
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