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BBEAEHHE

IpakTnkym «Kommepdeckas JOKyMEHTAIHS M KOPPECIIOHICHIMS Ha aHT-
JUHCKOM SI3BIKE» TPEAHA3HAuYCH Ul CTYAEHTOB 3 Kypca CIEIHAIbHOCTH
«Kommepuust (ToproBoe nesno)». [IpakTHKyM COCTOMT M3 YETHIpeX IJiaB, KaxK-
Jias U3 KOTOPBIX COJAEPIKUT TEKCThI U YIIPAXKHEHHs IO IPOrpaMMe MpeaMeTa.

Lenp xypca — u3ydeHue OCHOB JEJIOBON KOPPECIOHECHIIUHU, COCTaBIIe-
HUE MHUCEM, 3alpoCOB, 3aKa30B, UCIIOJIb30BAaHHE JJICKTPOHHOI MOYTHI, OT-
npasieHue (akcoB, padoTa C IIIATEKHBIMH JOKYMEHTaMH, a TaKKe COBEp-
IIEHCTBOBAHUE HAaBBIKOB YTEHHUS, MEPEBOJAa U JUAJOTHUECKOW pedu ¢ Hc-
MI0JIb30BaHNEM NPO(ECCHOHANBHOM JTEKCHKH.

JlaHHBIA NPAaKTUKYM PEKOMEHIOBAH IJIsl Pa3jIMYHBIX CIIELUATbHOCTEM,
MIPOIOJDKAOIINX N3YyUCHHE JEIOBOTO aHTTIMHCKOTO SI3BIKA.



Part I. BUSINESS LETTER LAYOUT

1. Read this information about business letters
and translate it into Russian

With the introduction of email correspondence on paper has reduced a
lot in recent years.

However, letters are still used in a number of situations, such as when
something is sent (e.g. brochures), when the email address is not known,
when the topic is very serious and important and a formal record is necessary.

Business letters nowadays contain little or none of the very formal Eng-
lish that could be found in the past. For example phrases such as “with refer-
ence to your order”; “due to the fact that”; “forward”; “in compliance with”;
“in the event that”; “subsequent to” are considered very dated and should be
replaced by such analogues as” we have received your order”; “because”;
“send”; “as you requested”’; “in case”; “after”.

Modern business letter are much more direct and have clearer style of
expression.

Many formerly strict conventions have also been relaxed, and it is quite
usual to find a lot of variety in the way business letters are written.

Writers now often use informal expressions and forms (e.g. contrac-
tions), which used to be avoided previously.

Still, some conventions remain very much alive. Presentation, for ex-
ample, is still very important. Few people will want to do business with a
company that sends out badly typed, badly laid out letter.

2. Study the example letter and the rules connected
with the layout of a business letter in general

Salutation

Mr. Douglas White IM Breweries When you don't know
Vending Machines Inc ~ SmbH the name of the
Box 97 Baubergerstr 17 recipient:

Dear Sir/Madam (BrE)
Ladies and Gentlemen

80991 Munich
Los Angeles

(AmE)
When you know the
name of the recipient:
Dear  Mr/Mrs/Ms/Miss
Winch (BrE, AmE)
Note: In the US Mr. and
Mrs, include
A full stop/period e.g.
Mr.Winch

15 March

Dear Mr. White



South East Asian opportunities

I was very pleased to have met
you again at the open day we held in
our Munich brewery last week. | hope
you enjoyed yourself and felt that your
visit was useful.
I found our discussion about the
activities of your organization in Korea
very interesting. It seems to me that
there are a lot of ways in which our
organizations could work together to
our mutual advantage in South East [ Endings \
When you don’t

Asia. | have enclosed a brochure with know the name of

further information about our products. the recipient:
| propose that we get together soon to Yours faithfully
discuss the matter in more detail. (BrE)

| hope this suggestion is of in- Sincerely yours

. AME
terest and look forward to hearing (AmE)
from you. When you know the
name of the
recipient:
Yours sincerely

(BrE)
Sincerely (AmE)

Yours sincerely

name and

Sign the letter. Then print your
position under your signature.

Agnes Howe
Sales Manager
Encl. product brochures

Common abbreviations \
Re. regarding

pp. (on behalf of) when you
sign the letter for another
person

encs.  Documents  are
enclosed with the letter

cc  copies, the name of the
people who receive a copy

are included in the letter j




3. Study the following text and translate
it into English, using the Word List below

JlenoBble ¥ KOMMEPYECKHE ITChbMa UMEIOT P OOIIUX MPHUHIHUIIOB, KO-
TOpbIe HEOOXOIUMO 3HaTh. Yalle Bcero mucbMa IMUIIYTCS Ha OaHKax.

3arosoBoK OilaHKa COJCPKUT HaMMEHOBaHWE (UPMEI, ajpec, HoMepa
TeneoHOB U (akca. B aHIIIOS3BIYHBIX JETOBBIX NMHChMAaX Jara IHUILETCS C
mpaBoii cTopoHsl nucta. OHA THUIIETCS IOJHOCTBHIO, HATIPHMEP 4™ March,
2009 nu March 4, 2009, uu March 4™, 2009.

B amepukaHckuX mHMChbMax Jara IMHUIIETCS CileAyromuM odpasom: No-
vember 10, 2008. Ha3paHue Mecsiia MOXKET OBITH COKpAIlICHO (HAmpHMep
July to Jul. September to Sept).

Ecnu nata Hanmcana nm¢pamu, 3TO BBINIIIUT CIEAYIOIIUM 00pa3oM:
MecsI/9uciio/ro, Hanpumep, 03/04/2007.

OO6patuTe BHUMaHNE Ha MMOPSIOK HAIMCAHUs ajxpeca noyvareis. BHa-
yaje clegyeT UM ajpecara WM Ha3BaHHE KOMIIAaHHMH, 3aTeM HOMEp IOoMa,
Ha3BaHME YIHIBI, FOpoJa, rpadcTBa WM INTaTa. 3aTeM yKa3bIBaeTCs HOMEp
MOYTOBOTO HMHAEKca. Ha mocnemHeidl CTpoke yKas3bIBaeTCs CTpaHa, €CIU
MIHCHMO aJIPECOBAHO 3a TPaHHMILY.

Word List

6mank — blank form

3aronoBok Onanka — letter head

nara — date

MO’KeT OBITh COKpalieHo — may be abbreviated
Hamicano 1ubpamu — is written in figures
crenyroummM obpazom — as follows

azpec mony4varens — inside address

rpadcTBO — County

mrat — State

oYTOBBIN HHIEKC — POst code (Br.E), zip code (Am.E)

4. Translate the following sentences from English
into Russian, using the Word List below

1. The letterhead (the heading) gives the name of the company, the
postal and telegraphic addresses, the telephone numbers, the numbers of te-
lexes and telefaxes.

2. In spite of the development of email, telephone and telex ways of
communication and the increasing personal contacts in the international busi-
ness, the writing of letters continues.



3. The use of Messieurs (the French word for Gentlemen) in front of the
name of a limited company should be typed mostly when a partnership is
being addressed.

4. More modern and clearer style of expression in business letter is par-
ticularly important, as very often neither the writer nor the reader of the letter
is a native speaker of English.

5. The fully blocked layout is now the most widely used method of dis-
play for all business documents.

6. Some companies may prefer the indented style, but the most impor-
tant thing is consistency, that is ensuring all the documents are displayed in
the same format.

7. The name and address of the recipient should be typed on separate
lines as it would appear on an envelope.

8. The name of the country should be always shown on the final line
when writing letters abroad.

9. It is customary to end the letter in a polite way by using a complimen-
tary close. The two most common closes are “Yours faithfully (used only
with Dear Sir/Sirs/Sir or Madam) and Yours sincerely (used with persona-
lized salutation).

10. The layout and presentation of your letter are important as they give
the reader the first impression of the firm’s efficiency.

Word List

letterhead (heading) — 3arosioBok

in spite of — mecmoTps Ha

partnership — maptHepcTBO

modern — coBpeMeHHbI

clear — yerkuii, scHbIN

neither...nor — vu...HH

fully blocked layout— mosHOCTBIO COJOKHPOBAHHOE PACHOJIOKEHUE
(tmcpMa)

indented — ¢ orctynom, ¢ ab3anamu

consistency — nociea0BaTeabHOCTb, JOTHYHOCTD

ensure — ybeaurscs; 06ecreunTh; rapaHTHPOBATh

recipient — monyvareins

it is customary — mpunsTO

complimentary — npuBeTCTBEHHBII; JIECTHBIN; XBaIECOHBIN

close — koHerr; 3aBepilicHAE; 3aKITFOUCHHUE

salutation — npuBeTcTBUEC

efficiency — penrabenbHOCTD, SKOHOMUYECKAst 3D (DEKTHBHOCTb.



5. Translate the following sentences from Russian
into English, using the Word List below

1. He cokpamaiite naThl B A€NOBBIX NHCbMax. Vcnonp3oBanue nudp
BMECTO CJIOB IIPU HAIIMCAaHHUU AT MOXKET CO34aTh MPOOJIEMBI.

2. OGpamiaiite ocoboe BHUMaHUE HA TO, YTOOBI MPaBUIBHO 0003HA-
YUTH CTATYyC ajpecara B Hayaje nuchbMma. Eciin Bel He yBEpeHBI, 3aMyKeM
KEHIIMHA MM HET, HCIOJIb3yiiTe 0003HaueHne Ms.

3. HasBanme W ajgpec KOMIAaHHM, KOTOPOW aJpECOBAHO IHCHMO,
OOBIYHO IUIIETCS ClieBa OT Kpas, BCE CTPOKU HAYMHAIOTCS C OAHON JIH-
HUM.

4. Ccpuika (TeMa nucbMa) TapaHTHPYET OTIpaBlIeHHE NUChbMa 0Oe3
3a/lep’)KKH U HY)XHOMY azapecary. OHa me4aTaercs MoJi oOpalieHHeM Mo
LEHTPY TEKCTa MUChMa.

5. Ilpu moNMHOCTBIO COJIOKMPOBAHHOM CIIOCOOE PAacIOIOKEHUS MTUCh-
Ma BCE ero YacTH HaYMWHAIOTCS OT JIEBOTO Kpas MmoJis. DTO caMblidi OBICT-
PBIH U pacpoCTpaHEHHBIH COCO0.

6. OOparuTe BHUMaHHUE: B aHIJIMHCKOM SI3BIKE MOCHE 00palleHus HH-
Koraga HC CTaBHUTCA BOCKHHHaTCHLHLIﬁ 3HAK, a TOJIbBKO 3amsdTas, HJIN XC
IIYHKTYalUOHHBIN 3HAK OTCYTCTBYET.

7. B aMepuKaHCKOM BapHaHTe MHOTJa IMHChMa HayMHAIOTCA ¢ o0pa-
menus “Gentlemen(:)”, mocie KOTOPOro CTaBUTCS ABOETOYHE, WIHM 3HAK
npenrHaHUuA OTCYTCTBYCT.

8. B meBOM HUXHEM YTy MHUCbMa YKa3bIBAaeTCA KOJIHMYECTBO NMPUIO-
)KeHPII71, €CJIM ¢ JaHHBIM MUCbMOM OTHPABJIAIOTCA Pa3JIUYHBIC JOKYMCHTHI.

9. Vka3pIBas KOJUYECTBO NMPUIOKEHUH, BBl YBEIUINBAETE TapaHTHIO
TOTO, UTO OHH HE 3aTEPSIOTCS U JOHAYT 110 ajxpecara.

10. Ipemnoxxenus u ab3arpl clienyeT eaaTh KOPOTKUMU, UTOOBI O bI-
JIO JICTYC YHUTATh U IOHUMATh MUCHMO.

Word List

cokpariats — abbreviate

ucrnons3oBanue udp Bmecto cios — the use of figures instead of words
co3nasaTh — Create

obpainaiite ocoboe BHEManue — Make sure

craryc — 3. title

ccplika (Tema michma) — the subject line

rapaHTupoBaTh — ensure

6e3 3amepkku — without delay

reyarars — type

noyt obparennem — below the salutation

8



10 IIEHTPY TeKCTa muckMa — is centered over the body of the letter

MOJIHOCTBIO COANAHCHPOBAHHBIN CII0CO0 pacmooxenus mucsma — fully
blocked layout

pacnpocTpaHeHHbIH — COMMON

BOCKJIMLIATENbHBIN 3HAK — eXclamation mark

3areiTast — comma

MyHKTYaIllMOHHBIN 3HaK — punctuation mark

nBoeToume — colon

B JICBOM HIKHeM yrity — at the bottom left-hand corner

npmIoxenne — enclosure

ykaseiBaTh — indicate

3atepsThes — get lost

noittu 1o aapecara — reach the recipient

6. There are many ways to lay out a business letter.
The two letters below are examples of the most
common way. Look at the letters and complete

the gaps

top bottom right left after under

a) The address of the sender (the person who is writing) is at

b) The name and address of the addressee (the person you are writing

to) is at the........... ,onthe.........

c) The date is at the............. yonthe...oieeens peeneere s the address.

d) The subject heading is.............. Dear...

e) The paragraphs start at the.................. margin. Between the para-
graphs, here is a space.

f) The signature is............... Yours...

g) The name and title of the sender is at the................. pereereere s the
signature.

h) There is no punctuation in the addresses Or............cccceevrennee. Dear...
OF et Yours faithfully/sincerely.



Ne 1

California Commercial Bank

Your ref:* 74 Main Street

Our ref: JR/fh/520 Los Angeles 23269

USA

Tel 232 5677002

Mr. J Newby Fax 232 5677223

NY Furniture www.californiacommercialbank.com/usa
466 Busy Street

New York 35182 30 June 2007

Dear Mr. Newby

Order 5673

I am writing in connection with your email of 24 May concerning the
above order for some office furniture.

Unfortunately, we have not yet received the filing cabinets which
were a part of this order. We would be grateful if you could deliver these
as soon as possible or refund our money.

We look forward to hearing from you.

Yours sincerely

Ms James Roe
Office Manager

10




No 2

James Roe NY Furniture
Office Manager 466 Busy Street
California Commercial Bank New York 35182
74 Main Street
Los Angeles 23269 3 July 2007
*Your ref: JR/th/520
Our ref: IN/SL

Dear Mr Roe

Order 5673

Thank you for your letter of 30 June enquiring about the Linton filing
cabinets.

We must apologize for the delay in delivering these cabinets. As I
said in my email of 24 May, this is a result of problems at our supplier's
factory. As these problems are completely beyond our control, I should
like to point out that we are not able to refund your payment. | enclose a
copy of our Terms of Sale for your reference.

We expect to receive the goods next week, so | hope that you will not
have to wait much longer.

With apologies once again,
Your sincerely

Joel Newby
Sales Executive

*The reference includes the initials of the writer and the typist, a file or depart-
mental reference may also be included.

e.g. Our ref. 42 TN/JF (Ham ucxosimii Homep 42; OyKBbI IMOCIIEe HOMEpa
O3Ha4Yar0T MHUIMAJIBI aBTOPa NMUCbMa U CEKPETaps, N€4YaTaBIICTO HI/ICBMO)

Your ref. 85 BN (Bam ucxoasmmii Homep 85. bepercs u3 mucema, oT-
BETOM Ha KOTOPOE ABIACTCA JaHHOEC HI/ICBMO)

11



7. Before you write a reply to a letter, it is best
to carefully read the letter you received. This will
help your reply. Match the numbers 1-6 to comments a-f

a) Mention the date.

b) Notice the style (formal/informal).

c) Copy the address carefully.

d) Read the main part of the message carefully.
e) Use subject headings and references.

f) Notice how the writer refers to him/herself.

California Commercial Bank
Your ref: 74 Main Street

Our ref: JR/fh/520 @) Los An-
geles

23269
USA@®
Tel 232 567 7002
Fax 232 567 7223
www.californiacommercialbank.com/usa
26 September 2007 @
Mr. J. Newby
NY Furniture
466 Busy Street
New York 35182

Dear Mr. Newby

Order 5673 @
I am writing in connection with the above order for Digby filing cab-

inets. @

It is now over seven months since we placed the order, and we are
still waiting for the cabinets.

I should like to remind you that we have already paid for these cabi-
nets. We must insist, therefore, that you deliver them | immediately or
refund our money. @

Unless we hear from you within seven days, we will be forced to take
legal action.

Your sincerely

James Roe@ Office Manager

12
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8. Study carefully the information given below.
Translate it into Russian

Informal business letters and emails

If you are a friend of the person that you are writing to, you will want to
make your letter informal. You should:

Open with the addressee’s first name

Use contractions

Use short, direct phrases

Use a friendly style and make personal comments
Sign with your first name (i.e. not your title).

The use of first names varies from culture to culture. In Europe and in
English-speaking cultures, first names are frequently used in business corres-
pondence.

In other cultures, this may cause offence. If you are in doubt, use the
same style that the addressee uses to you.

Informal language: short phrases and contractions

Informal written language is much closer to spoken English than the
language used in formal letters. For example, in spoken English we often use
contractions, like this:

I’'m going for a walk. I’d like a cup of coffee.

In the same way, contractions are often used in informal written lan-
guage.

It’s a pity that we couldn’t meet. I’'m enclosing some brochures.

Here is a very simple rule that is usually (but not always!) true:

Longer phrases are more formal than shorter phrases.

For example:

I would be grateful if you could tell me your prices.

is more formal than:

Please could you possibly tell me your prices?

and that is more formal than:

Please can you tell me your prices?

Some words sound more formal than other words. For example:

I regret to advise you that our prices have increased.

sounds more formal than:

I am sorry to say that our prices have gone up.

In the same way:

We have not yet received your invoice.

sounds more formal than:

We have not yet got your bill.

13



9. Look at the following twelve sentences and group
together those which have a similar meaning. You should
have four groups. Then put the sentences in each group
in order according to how formal they are, with the most
formal first

a) If you need any more information, please feel free to ask me.

b) Iamin receipt of your letter dated 16 March.

¢) When do you think the goods will get here?

d) I am writing in connection with your advertisement in The News.

e) | have just seen your advert in The News.

f) Thanks for your letter of 16 March.

g) Please could you tell me when the goods will arrive?

h) If you’d like any more details, please ask me.

i) 1 would appreciate it if you could tell me when the goods will arrive.

j)  Thank you for your letter dated 16 March.

k) If you require any further information, please do not hesitate to con-
tact me.

I) 1am writing with reference to your advertisement in The News.

10. Read the sentences, and match the words in italics
with the words in the box below.

m) | am writing to enquire about your prices.

n) This is due to the fact that our costs have risen.

0) If you require any further information, please contact me.

p) | regret to advise you that the delivery will be delayed.

q) Unfortunately, | have to inform you that | will not be able to attend
the meeting.

r) Please find enclosed some brochures describing our prices.

s) We have been forced to increase our prices.

t) We have opened a letter of credit in your favour.

cannot come to more here are tell foryou
because tell need amsorry ask hand to

14



11. Here is a formal business letter. Rewrite it so that
it sounds more friendly and informal. Then compare
it with the example answer given below

Best Pesticides Co Ltd
52 THE HIL, EXTON PTH 8TS Tel 2516225336

Mr. Graham Davis Your ref.
British Garden Su Our ref. GW/pk
Manchester 20 May 2008
TF4 3MP

Dear Mr. Davis

I am writing in connection with your telephone order of 14 May, in
which you enquired about our ATTACK fly spray.

Unfortunately, | regret to inform you that we stopped producing and
distributing this fly spray last year due to the fact we now specialise in
agricultural products. | suggest you contact Harper's Online Home Sup-
plies, www.harperonline.co.uk., as they purchased all our stock.

With apologies once again.
Your sincerely

Simon Hotkins
Sales Executive

email best@uknet.co.uk

15
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Example answer

Best Pesticides Co Ltd
52 THE HILL EXTON PTH 8TS Tel 2516225336

Mr. Graham Davis Your ref.
British Garden Suppliers Our ref. GW/pk
Manchester 20 May 2008
TF4 3MP

Dear Mr. Davis

Thank you for your order of 14 May for our ATTACK fly spray. I'm
sorry to say that we stopped making this fly spray last year because we
decided to specialise in agricultural products. We passed all our stock to
Harper's Online Supplies, so please contact them. | am sure that they can
help you. Their address is www.harperonline.co.uk.

Sorry | can't be of more help.

Best wishes

Simon Hotkins

12. You have already got acquainted with the rules
of laying out a business letter. Read them again
and translate them into English. Then study the business
letter given below and see if it corresponds to these rules

Eme pa3 oOparure BHUMaHHE Ha CIEYIOIIHE >JIEMEHTHl 0(OpMIICHUS
MTUCHMA!

1. [lanka nuckMa npezctaBisier coO0OH HareuaTaHHbIE TUIIOTPa(CKUM
crocoOOM Ha3BaHHE M aJpec KOMIIAaHMM-OTIIpaBUTeNnsd. Eciau y oTnpaButens
IMUCbMa HET OJIaHKa C IIANKOM, aJapec redaraeTrcs B BEPXHEM NPABOM YTy
ITHUCHMA.

2. Ccpuikd. B 1anHOM ciiydae B Ka4ecTBe CCBUIOK MCTIONIB3YIOTCS HHH-
LUanbl JHIA, COCTAaBIIIOLIETO MUCHMO, 32 KOTOPBIM CIEIYIOT WHHULMAIBI
CeKpeTapsl, Hale4yaTaBIIero NUCbMO.

16
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3. [ara.

4. Oamuius 4 aJpec JULA WK Ha3BaHUE U apec KOMIAHUH, KOTOPBIM
aJipecyeTcs IMCbMO.

5. Dear Sir. Ota popma obpaiieHust BCeria UCIONMb3yEeTCs NP HAIK-
caHuu ouIHAIbHBIX mHceM. Ecnu damunust agpecara U3BeCTHA, TO K HEMY
obpamarores o ¢pammin. Hanpumep: Dear Mr. Osman.

6. OcHoBHas 4acTh muchMma. Kaxkaas HOBasi MbBICIb BBIIEISAETCS B OT-
JeTbHBIN a03all.

7. IluceMmo, HaumHaromeecs co cinos Dear Sir, Bcerna MOKHO 3aKaH-
yuBaThes cinoBamu Your faithfully (scerma Bar). ITnceMo, HauMHaroIEecs ¢
bamunun, Hampumep, Dear Mr. Davis..., crenyer 3akaH4YuMBaTh CIOBaMH
Yours sincerely (uckpense Bari).

8. Tloamnuce.

9. Uwms u pamunust oTpaBUTEIS.

10. {oJoKHOCTD OTHPABUTEIIS.

Vans and Trailers LTD
25 First Avenue Street, Norfolk, Engines CT3 XY2

Your ref:
Our ref: AE/CP 6" May 2008

The Export Manager
Max Velicles
Janowice Grove
Montreal

Canada

Dear Sir,

We are interested in importing trailers and would be grateful if you
would send us a copy of your latest catalogue, your price list and export
terms. Could you also let us know the name of your import agent in En-
gines?

We look forward to hearing from you.

Yours sincerely

Renee Martin
Marketing Manager

17



Word List

mranka — headings; banner
tunorpadckuii — typographical
“HANMAIEI — initials

cocTaByaTs — make up

reyarars — type

obpamtatbcs k — address smb
3akaHuuBaTh — end with; close with
HOAMKUCH — Signature

oTmpasuTels — sender

13. Answer the questions about the letter given above

Who wrote the letter?

What is the company he works for?

What is his position in the firm?

What are the initials of secretary who typed the letter?
Who is the letter to?

Who do you think will answer the letter to Max Vehicles?

ook wnpE

14. You can see some notes, that the secretary of Renee
Martin made before writing the letter of enquiry. Make up
the sentences based on the notes given. Then compare
them with the example answers and correct
your mistakes, if necessary

1. attend/ Trade Fair/ this year. send/ application form. also/ opening
hours of the fair

2. buy/ trailers in bulk. send/ copy latest catalogue. also/ what discount
you are prepared to offer

3. order/ spare parts for trailers. send/ price list. also/ name of our
nearest supplier

4. expand/ our factory. send/ planning application forms. also/ name of
planning officer

5. export/ trailers to Engines. send/ list of import agents in Norfolk.
also/ their addresses, telex numbers and Emails

1. We are interested in attending the Trade Fair this year and we would

be grateful if you would send us an application form. Could you also let
us know the opening hours of the fair.

2. We are interested in buying trailers in bulk and we would be grateful
if you would send us a copy of your latest catalogue. Could you also let
us know what discount you are prepared to offer.

18



3. We are interested in ordering spare parts for trailers and we would
be grateful if you would send us your price list. Could you also let us
know the hame of our nearest supplier.

4. We are interested in expanding our factory and we would be grateful
if you would send us planning application forms. Could you also let us
know the name of the planning officer.

5. We are interested in exporting trailers to Engines and we would be
grateful if you would send us a list of import agents in Norfolk. Could
you also let us know their addresses, telex numbers, and emails.

15. Here you can see the main part of a formal letter,
that Jack Davis sent to Renee Martin's letter of enquiry.
Correct punctuation marks and write the whole letter
in accordance with the rules of laying out the letter.
There should be 3 paragraphs in the letter body.
Then compare your variant with the example answer
given below

Thank you for your letter of 6™ may requesting information about our
trailers | have pleasure in enclosing our latest catalogue and price list at the
moment our export terms are negotiable and we are in the process of signing
a contract with an import agent in Norfolk we will contact you about export
terms as soon as the contract is completed in the meantime however if | can
be of any further assistance please contact me again thank you for your inter-
est in the firm.
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Example Letter

Max
Vehicles

Janowice Grove. Montreal, Canada
Renee Martin
Marketing Manager
Vans & Trailers Ltd
25 First Avenue Street
Norfolk
Engines

11" May 2007

Our ref: JD/DL
Your ref: RM/CP

Dear Mr. Martin,

Thank you for your letter of 6™ May requesting information about our
trailers. | have pleasure in enclosing our latest catalogue and price list.

At the moment our export terms are negotiable and we are in the
process of signing a contract with an import agent in Norfolk. We will
contract you about export terms as soon as the contract is completed. In the
meantime however, if | can be of any further assistance, please contact me
again.

Thank you for your interest in the firm.

Yours sincerely,

Jack Davis
Sales Manager

Encs

NB. Encs at the bottom of the letter stands for enclosure (things which
are being sent with the letter). In this case the enclosures are the catalogue
and price list.

20



16. Translate the text into English,
using the Word List below

CTHiIb aHTJIMHCKHX JACJTOBbIX IMUCEM

IIpu HanucaHuM ENOBBIX NUCEM HA aHIVIMMCKOM SI3BIKE CTapalTeCch HE
MIOJTb30BATHCS YCTAPEBIINMHU CHPAaBOYHMKAMHM, TaK KaK MMEHHO 3TOT CTHIIb
MIOJIBEPKEH TTOCTOSIHHBIM M3MEHEHMAM. C Ka)KIbIM TOJIOM OH HECKOJIBKO yTI-
polaeTcss ¥ CTAHOBUTCA MEHee o(pHUIUAIbHBIM. BMECTO NPHHATOTO paHbIIE
“We are in receipt of your favor” teneps numryt: “Thank you for your letter”.
3a UCKIIIOYEHHEM HEMHOTUX (UPM, KOTOPBIE MPUIEPIKUBAIOTCS YCTaPEBIIETO
cTHIsL, OOJBIIMHCTBO JIETOBBIX JIIOAEH CEroJHs MPEeNNOYUTAIOT MPOCTO, HO
SICHO BBIp@)XKaTh CBOU MbICIH. HacTosiemy OM3HECMEHY AOpOro ero Bpems,
U OH HE XOYEeT TPATUTh €ro Ha YTEHHE [UIMHHBIX MOCIaHUH ¢ YHMOW HEHYX-
HBIX cioB. Ho cocraBuTesnb JEJI0BOrO MHChbMa JOJDKEH YMETh HMPOU3BECTH
OnarompuATHOE BIIEYATICHHWE Ha ajpecara, OCOOCHHO €CIi OH coOmpaercs
4T0-1100 mpoaaTh emy. [103ToMy HE MOCKyIHTECh Ha HECKOIBKO OOpOXke-
JIaTeNbHBIX, PAcIoNIaraloIux K BaM cinoB. OIHAKO mocTapaiiTech HE 3110-
YIOTPeOIATh KOMIUIEMEHTAMHU: 3TO MOKET MPOM3BECTH 0OpaTHbIN 3ddekT —
BacC 3aI10/I03pST B HEHCKPEHHOCTH.

[Ipn HanucaHuuM ENOBBIX MUCEM HA AHTJIMMCKOM S3bIKE MOJIE3HO PYKO-
BOJICTBOBATHCS CIEAYIOIIUMHI PEKOMEHIALUAMHU:
1. Kaxpgas HOBasi MBICIh JOJKHA HAUYMHATHCS C HOBOTO a0-
3ana.
2. UznoxeHue conepkaHus JOJDKHO ObITh MAKCUMAJBHO SIC-
HBIM U TIPOCTBIM.
3. Ecmm BB coOmpaereck 4YTO-THOO TPONATh, MpeAaraiTe
CBOIi TOBap B HEHABS3UMBOH (hopMe.
He 3moynotpeOsaiite KOMILIMMEHTaMH.
[TomHHUTE, YTO MCKPEHHHE YYBCTBA MMEIOT OONBIITHHA (-
(hekT, yeM MPUTBOPHBIE.

Word List

o ks

crapaiitecs He — be careful not to

ycrapesimne crpaBounuku — 0ld-fashioned commercial instruction
books

MeHee oduiransHenii — less formal

3a UCKJIFOUEeHHEM — except

HacTosIIEMY OM3HECMEHY J0pOro ero Bpems — time is precious to a
busy executive

COCTaBHUTEIb — 31.Writer

NPOU3BECTH ONAronpHUsATHOE BIIeYaTIeHHe — Create a good impression
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MOATOMY HE MOCKYMUTECh HA HECKOJbBKO... CJIOB — SO a few words.. are
not wasted

He 370ynoTpebisiTe kommmuMenTamu — compliments must not be ex-
aggerated

OBITH HEMCKPEHHMM — be insincere

pykoBozcTBoBathes — 311. follow

a03ar — paragraph

HaBs34MBO — aggressively

npHuTBOpHBIC TyBcTBa — pretended feelings

22



Part II. SOME TYPES OF BUSINESS LETTERS

Unit I. ENQUIRIES

1. Read the text and translate it into Russian

Enquiries for information about goods and services are very common
and frequent in business correspondence. An enquiry can be sent by email,
made by telephone or fax. But if you need to provide the supplier with more
information about your company and to ask for more information, you should
write a letter. The contents of the enquiry depends on the following items:
how well you know the supplier, whether the supplier is a foreign or a na-
tional company; what kind of product you are interested in.

When dealing with a new supplier for the first time it is helpful if you
mention how you obtained his name and give him some details about your
own business. Then, in the main part of your enquiry you should ask for
some descriptive materials, information about the goods you are interested in.
You may also ask the addressee to send you the samples of the goods and
make enquiries about the conditions of the future deal — prices, discounts,
terms of payment.

A simple “thank you” is sufficient to close an enquiry. However you can
mention that a prompt reply would be appreciable or that certain terms or
guarantees would be necessary.

2. Answer the following questions

1. In what way can an enquiry be sent?

2. How often do you have to use enquiries in business correspondence?

3. In what particular cases do you have to send your enquiry by letter,
but not by email or telex?

4. What does the contents of the enquiry depend on?

5. What information should you give your suppliers if you contact them
for the first time?

6. Describe the body of the enquiry.

7. Should you ask the addressee for some samples of the goods you re-
quire?

8. How should you end your enquiry?
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3. Translate this information about making enquiries
into English, using the Word List below

Korma xommanum HEOOXOAMMO MOIYYHTh WHPOPMALUIO O KaKOM-ITHO0
TOBape WJIN yCIIyre, OHa MHUIIET MUCEMO-3ampoc. [Ipexnae Bcero HyXXHO co-
0o0mMTE, 9TO W3 ce0s MPEACTABIIET Balla KOMITAHUSA. 3aTeM HAIUIINUTE O
TOM, KaK BB y3HaJH O (upMe, B KOTOpyIo oOpamaeTech. bruto OBl Taxke
MIOJIE3HO yKa3aTh, YTO BBl 3HAETEC MAPTHEPOB AAHHON (DUPMBI, WIN TPOHH-
(dbopMupoBaTh ajgpecara, KeM OH ObIJI peKOMEHA0BaH. Bbl MoXkeTe Takxke 1aTh
J00BIe CCBUIKM Ha TO, OTKyJa BBl Y3Halll O NPOAYKIMU AaHHOH (QUPMBL
CnpammBasi 0 KaTajuorax ¥ Iparnc-Jmcrax, KpaTko YKaXuTe, Kakne KOHKpeT-
HBIE BHJBI TOBAPOB Bac MHTEPECYIOT. bynbTe KOHKpPETHBI M TOYHBI, KOT/a
NpocUTe AaTh WHQOpPMANHUIO O TOBapax W yciuyrax. Eciam BBl mumere Bamn
3ampoc IMocie TOro Kak 03HAaKOMMWIIUCH C PEKJIaMOl TOBapa, BbI JIOJDKHBI yKa-
3aTh Ha3BaHME XXyPHaJIa WJIM Ta3eThl U ATy WX BBITyCKa. BeposTHO, BHI 3a-
XOTHUTE y3HaTh, KaK BBITJLSIIUT TOT WJIM MHOW OOpaselr ToBapa, Mpexiae YeM
pemmTe pa3MecTUTh 3aKa3. BOJBIIMHCTBO MOCTABIIMKOB OXOTHO IPENOCTa-
BSAT BaM 00pa3Ibl CBOMX TOBAPOB, TAK YTOOBI BB MOTJIH cenaTh BeIOOp. On-
HAaKO €CJIM BaM ITOHAZOOUTCS CIOXKHBIA MEXaHW3M, BAaC MPUTIIACAT MTOCCTUTH
JICMOHCTPAIMOHHBINA 3a7 (A7 moka3a oOpasioB TOBapa), JUOO MOCTABIIUK
MPEAI0KUT MIPUCIIATh CBOETO NPEICTABUTEIISL.

Kommanun uHOTIa yKa3bIBalOT LIEHBI U YCIOBHUS B CBOEH pekjaMe WIH
nurepatype. OHaKO Jake €CM IIeHbl M YCJIOBHS Ha3HAYEHbI, JOIMYCTUMO
YKa3aTb, YTO Bbl pAaCCUUTHIBACTC HA YCTYIIKH,; IPECAJIOKUB Ballll YCJIOBUSA, BbI
JaJJuTe MOHATh, YTO COOJIOJICHNE ONPECICHHBIX YCIOBHH CMOXKET YOeIHUTh
Bac pa3MECTHUTh CBOH 3aKas.

Bo3M0OXHO, ONITOBBIE M PO3HUYHBIE NPOAABIHI 3aXOTAT yOeAUTHCS, Ha-
CKOJIBKO XOpOIIo OyZIeT MpoJaBaThCs AaHHAS JHMHEHKAa TOBAPOB IEpEN TEM
KaK pa3MecTUThb TBepAbId 3aka3. OHM CMOTYT chenaTh 3TO, €CIH IOJIydaT
TOBAphl Ha YCIOBHAX KOHCHUTHaUWH. B mro00M ciydae mocTaBIIMKY MOHA0-
OUTCS XOpOIIO Y3HATh 3aKa34MKa MM MOJIYYUTh TOPTOBBIE PEKOMEHIALNH.
OH TaK)Ke MOXET YCTaHOBUTH CPOK, B T€YEHHE KOTOPOTO TOBAp JA0JIKEH OBITh
00 BO3BpAIICH, JIN0OO OIUTaYCH.

Word List

MHCHMO-3ampoc — enquiry

4T U3 ceOs MpeCcTaBiIseT Bama kommanus — what sort of firm you are
cebuiku — references

kparko — briefly

yKa3bIBaTh — point out

KOHKPETHBIC BHIBI TOBAPOB, HAMMEHOBaHKe ToBapa — particular items
OynbTe KOHKPETHBI M TOUHBI — be precise and specific
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€CJIM BbI MHIIETE BAIll 3aMpoC MOCIE TOro, KAK 03HAKOMUJIUCH C PeKiia-
Moi#i ToBapa — in replying to an advertisement

pasmecTtuth 3aKa3 — place an order

nocTaBIIuKy — suppliers

0XOTHO TpemocTassaT — are willing to provide

obpasisr — samples

CIIOKHBINM Mexanu3M — complex piece of machinery

JIEMOHCTPAHOHHEIH 3211 — Showroom

npecTaBuTEND — representative

yKa3aTh IIeHbI U ycioBus — state prices and conditions

ycIoBHs HazHaueHsl — conditions are quoted

YCTYIKH — CONCESSIONS

JIaTh MOHATE — 311. indicate

ybenuthb — persuade

omToBble npoaasisl — Wholesalers

PO3HHUYHBIE TIPOIABIIEI — retailers

TBepablii 3aka3 — firm order

Ha yCJIOBHSIX KOHCHUTHAIIMU — ON consignment basis

B JI000M city4ae — in either case

ToproBeie pekoMeHmanuu — trade references

ycTraHoBHUTh cpok — place a time limit

4. Translate the following expressions into Russian,
using the Word List below

1. We saw your products demonstrated at the Amsterdam Fair earlier
this year, and would like to know whether...

2. Messrs. Benton and and Kraig of Montreal who we understand have
been doing business with you for some years, inform us that you may be able
to supply us with ....

3. We have seen your advertisement in last Friday’s Observer, and
would be grateful if you would let us have details of...

4. Your advertisement in this month’s issue of the magazine state that
you can offer...

5. There is a steady demand here for high quality spare parts you manu-
facture.

6. There is no market here for articles of this type in the higher price
range, but less expensive models sell very well throughout the year.

7. Will you please quote prices c.i.f. Murmansk for the following items
in the quantities stated in our letter.

8. We would be glad to receive specifications of your new items, togeth-
er with your current export price list and detail of trade discounts.
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9. If we place orders with you we shall have to insist on prompt deli-
very. Can you guarantee delivery within three weeks of receiving orders?

10. If the quality is right and the price competitive, we think we can
promise you good results.

11. As we are the leading dealers in the town (area, country)...

12. Since we have connections throughout the country...

13. We would like to know whether you would be willing to grant us a
special discount.

14. As we are under contract, please let us know whether you can guar-
antee shipment by 5 August.

15. We require the goods by 2 May at the latest.

Word List

supply with — moctaButs (4T0-11160)

let smb have the details — manpaButs (komy-1160) TOAPOOHYIO HHBOP-
MAIHo

there is a steady demand for — HaGiroraeTcsi MOCTOSIHHBIH CIIPOC Ha

there is no market for — net cipoca Ha

throughout the year — kpyrubiii rox

quote prices — yKa3bIBaTh LCHBI

C.i.f. — Ha ycrnoBusix cud

in the quantities stated — B konu4ecTBax, yka3aHHBIX

prompt delivery — HememieHHast tocTaBKa

competitive — KOHKYPEHTOCTTOCOOHBII

leading dealers — 3a. Bemyiast Toprosas pupma

be under contract — 65ITh CBSA3aHHBIM KOHTPAKTOM

guarantee shipment — rapaHTHPOBaThH OTIPY3KY

at the latest — camoe mo3nnee

5. Translate the following expressions into English,
using the Word List below

1. Ha nHac mpou3sBen BIeYaTICHHE IIUPOKUH aCCOPTHMMEHT KyXOHHBIX
MIPUHAAJISKHOCTEH, BBICTABICHHBIX Ha BallleM CTEHIE MPOBOJMUMON B 3TOM
rOJly BBICTABKHM TOBapoB 1 foMa B bepHe.

2. MBpl ObuTH OBl PU3HATENBHBI, €CIIM ObI BBl BHICJIAIIM HAM CaMbIi MO-
cleJHUM IpeCcCKypaHT 1IeH Ha Ballll Yachl.

3. CMoykere M Bbl IIOCTABUTH TOBAp B TEUCHHUE ISATH HEAETb CO JIHS
MIOJTyYEeHUs HAIIETO 3aKa3a?

4. Tak Kak, IO MMOJICUETaM, HAIHN €XEeMECSIUHbIE TIOTPEOHOCTH COCTAB-
TSI0T npuOIH3uTeNbHO 900 AMHUKOB, ...

5. Ecnu BBl MOKeTe rapaHTHpPOBaTh PEryJsipHbIE NOCTaBKU TOBapa H
o0emare 1MocTaBKy B TEUEHHE JBYX HEJEJb CO JIHS MOIYyYeHMs HAIIUX 3aKa-
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30B, y Hac He OyZeT HUKAaKuX 3aTPYAHEHHUH B cOBITE BAIIMX TOBApOB B HAIICH
CTpaHe.

6. Taxk kak Hamia JenoBasi akTMBHOCTH 10 3THM TOBapaM JOBOJBHO
3HAYUTEJbHA, MBI HaIeeMCsl TIOJTyYUTh XOPOIIYIO IIeHY.

7. MBbI TakxKe XOTeIH Obl y3HATh YCIIOBHS TUIATEXKA U CKUIKH, KOTOpPBIE
BBI IIPE/UIAraeTe 3a PETyIIIpHbIC 3aKyIKU U OOJIBIIIE 3aKa3bl.

8. HampaBpTe HaM, mOXalylcTa, Ballld KaTaJOTH M NPEHCKypaHT Ha
aBTOMOOWIIH.

9. BB MOXeTe pacCUUTHIBaTh Ha OBICTPHIN TOBapOOOOPOT, ECITU LIEHBI
OyIyT KOHKypEHTOCIIOCOOHBIMH, a TOCTABKH — HEMEIJICHHBIMH.

10. Cnpoc Ha CTaHKHU 3TOTO THIA HE OYEHb BBICOK, HO MPOZAaXa B 3TOM
TO/1y BO3MOXKHO TIPEBBICUT 25 ThIC. 10IIapOB.

11. Ha nac npou3sBena OoJbIIOe BIEYATJICHHWE Balla pekiama, ormyoJu-
KOBaHHas B aBI'YCTOBCKOM HoMepe xypHana «O¢ucHas MeOenp); OHa BbI-
3Bajia y Hac OoJbmIoN MHTepec. Ham OaHK OTKphIBaeT HOBBIE (uimansl B
BupmuaTeme n Jlnnce, mo3ToMy HaM CpOdYHO MOTPeOyrOTCA opuCHAT MeOeTh
n obopynoBaHue. Ml HAMEPEHBI Pa3MECTUTh KPYNHBIN 3aKa3 B Balleil KOM-
MIAHWH, a CIJIE0BATEIbHO, PACCUUTHIBACM IOJNYIHTh CKHUAKY 32 KOJINYECTBO
OT LIeH, NMPEAJIOKEHHBIX B BamieM mpeiickypante. OOBIYHO MBI IIATUM HH-
Kacco WJIM, B Ka4eCTBE O0COOOH YCTYNKH C Hamleld CTOPOHBI, — C MOMOIIBIO
aKKpeAWTHBA. byneMm mpu3HaTenbHBI, €CIIM BBl BRIIUIETE HAM Balld OpOIIIO-
PBI, IPOCTIEKTHI U KaTaJIOTH B JABYX SK3EMILIspax.

12. Mpl siBisieMcsl HOCTOSIHHBIMH MTOKYIATENSIME MEAUIIHCKOTO 000pY-
JIOBaHMS Ha BalleM pblHKe. Ha exeroqHoii sipmMapke B MPOILIOM MeECSIE MbI
YBHIEIH Ballli MHCTPYMEHTBHI M O3HAKOMHJIMCH C PSIIOM IyOJMKalHi O 1Mo-
CJIEIHUX MOJIENISIX. MBI 00paTWIINCh B TOPTOBYIO MajaTy M HAIIUIK Balll aJipec.

13. MsI npounTany Bally pekiamy, onyOJHMKOBaHHYIO B KypHaie «Me-
JWILIHA ¥ XKU3HBY», U Y3HAJM, YTO BaIllM LIEHBI COKpameHsl Ha 6%. [Ipuanmast
BO BHHMaHHE Ballll NEpeOBbIe TEXHOJIOTHN M TPHUBJICKATEIbHBIE IIEHBI, MBI
MIPOCHM Bac MpHUCIaTh HAM JONOJHHUTENbHYI0 MH(POPMAIUIO OTHOCHTEIHEHO
BaIllMX YCJIOBHH OIUIATHI U ITOCTABKH, & TAK)KE TEXHUUECKYIO IOKYMEHTAIHIO.

14. Me1 o0srgHO paboTaeM Ha OCHOBE 25% TOPTOBBIX CKHIIOK C JOTOJ-
HUTEJNBHBIMU CKHJIKAMH 32 KOJMYECTBO 3a 3akKasbl, mpesbimatoniue 900 Ha-
MMEHOBaHUI TOBapa.

15. ByaeM mpu3HATENbHEI, €CIIM BBl HAIpPaBUTE HaM 00pa3lbl KaXkKIOTO
HaMMEHOBAHUS, YKa3aHHOTO BhIIIE.

Word List

accOpTHMEHT — range

KyXOHHBIE TIPHHATEKHOCTH — COOKware
BeICTaBJIATH — display

npoBoauTh — hold

BBICTaBKa TOBapoOB st foma — 31. Home Exhibition
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caMblil MOCHeHNI IpelcKypaHT LeH — an up-to-date price

nocraButh — deliver

B TeueHue 5 aueit — within 5 days

nosydeHue — receipt

10 TOJCYCTaM, HAIIA EXEMECSYHBIe TOTpeOHOCTH — Our estimated
monthly requirements

nocraBku — supplies

cowiT — marketing; sale

Hallla J1eJI0Bas aKTUBHOCTH 10 STHM TOBapaM JOBOJBHO 3HAUYUTEIbHA —
we do a considerable trade in this line

ckuaku — discounts

peryisipHbIe 3aKynku — regular purchases

paccunThIBaTh Ha OBICTPBIH TOBapooOopoT — count on brisk turnover

crpoc Ha ctanku storo tuma — demand for this type of machine

npoxaxa — sales

npeBbIIaTh — exceed

B aBTYCTOBCKOM HM3JaHUM XypHaia «O¢ucHas mebenb» — in the August
edition of the «Office Furniture» journal

¢umuan — branch

cpouHo — urgently

pa3MecTuTh KpYIHbIii 3aka3 B — to place a considerable order with

cnenoBarenbHo — therefore

CKHJIKA 33 KOJMUYEeCTBO — quantity discount

OT IIeH, MPEIOKEHHBIX B BaleM mnpeiickypante — Off list prices

IUIaTeXX Ha MHKacco — payment for collection(monyuenue, nepenava u
NpEenbsBICHAC UIS TUIATEXXAa IUIATEKHBIX JOKYMEHTOB HHKACCHPYIOIIMM
OaHKOM /IS KJIMCHTA U MOCIIENYIoIee HAMPABICHIE ICHEKHBIX CPEACTB Ha
CYeT 3TOT0 KIMCHTA)

B KauecTBe 0C000# yCTyIKH ¢ Halleit cTopoHsl — as a special concession
on our part

¢ moMotbko akkpeautuBa — by Letter of Credit (akkpeIUTHB — MUCHMO,
apecoBaHHOE ONHHMM OaHKOM APYroMy, B KOTOPOM COJACPIKUTCS yKa3aHHE
BBITUTATUTH JTHILY, YKA3aHHOMY B MTHCHME, OMPEICIICHHYI0 CyMMY JIHET MpH
OTPE/IeNICHHBIX OTOBOPEHHBIX YCIIOBHUSIX)

Gpornropa — brochure

npocnekt — booklet; prospectus

B IByX 9Kk3emIuisspax — in duplicate

MOCTOSIHHBIE TTOKymaTeny — regular buyers

Ha BallleM pbIHKe — 0N your market

Ha exeroHoi spmapke — at the annual fair

obpatuthes B — apply to

Toprogas [anara — the Chamber of Commerce

COKpaTuTh Ha...% — to reduce by... per cent
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nepenosbie TexHonoruu —advanced technology

JononuuTensHas uapopmarus — further data (information)

OTHOCHTENBHO — CONCerning

MbI paboTaeM Ha ocHOBe 25% ToproBeix ckumaok — We deal on a 25%
trade discount basis

HanMEHOBaHHe ToBapa — item

00pasipl Ka)KA0r0 HAaMMEHOBAaHMs, yKa3aHHOro Beime — a sample of
each of the items listed above

Unit II. OFFERS AND ORDERS

1. Read the text and translate it into Russian,
using the Word List below

In an offer a supplier usually answers an enquiry of a client. He sends
the offer to his potential customer. In his offer he describes the quality of his
goods, the price and the terms on which his goods are offered.

The distinguishing feature of a firm offer is that it is made only for one
potential buyer and the goods cannot be offered to anyone else within the
time indicated in this offer.

An offer without engagement or a free offer is sent to several potential
customers at the same time. The seller is not bound by any obligations. He
sells the goods to the first customer that accepts the offer.

It should be noted that there is a significant difference in the legislation
of different countries. In Russia, for example, the buyer is bound by the offer
either within the indicated period or, if the time is not stipulated, within the
time that would be reasonable for acceptance.

Word List

offer — mpeanoxenue
supplier — mocrasmuk
enquiry — 3anpoc
quality — xkagecTBO
terms — ycioBus
distinguishing feature — otinunTenbHast yepra
firm offer — tBepa0e mpeaoxkenue (TBepaas opepra)
indicated time — yka3zannoe Bpems
offer without engagement — odepra (npeanoxenue) 6e3 00s3aTENLCTB
free offer — cBoGoxHas odepra (npemioxkeHue)
is not bound by — e cBszan
obligations — o6s3arenbeTBa
accept — akIenToBaTh; MPUHUMATE
significant — sHauuTeNBHBIN, HONBILIONHN
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legislation — 3akoHOAATENBCTBO

either.....or — mu6o0...m60

within the indicated period — B TeueHHe yKa3aHHOIO CpoKa
stipulate — oroBapuBath, CTaBUTh YCIIOBUEM

acceptence — akuenT; IPUHSATHE; COTIIACHE

Insert the missing words in the text given below.
Translate the text into Russian

appeal payment discounts regular basis terms
enquiry confirms firm receipt acceptance
several stated
OFFERS

Sometimes a supplier is interested in selling the goods to the cus-
tomers he has been dealing with on a..... In this case without waiting for
an.... from his customer he sends him an offer describing the goods of-
fered, the price,... of payment, delivery time. In this offer there must be
something that will certainly.... to the customer, such as:...., unexpectedly
low prices, favourable terms of...., in one word something which makes
this offer different from a standard quotation.

Offers can be firm (blinding) or without obligation (subject unsold).
A.... offer is made by the seller to only one prospective buyer and indi-
cates the time it remains open for..... If the buyer accepts the offer the
goods are considered to have been sold at the price and on the terms.... in
the offer.

If an offer without obligation (subject unsold) the seller can make such
an offer to.... prospective buyers. If the buyer accepts such an offer, the goods
are considered to have been sold to him only when the seller upon.... of the
buyer's acceptance,.... having sold the goods to the buyer at the price and on
the terms stated in the offer.

3. Translate the sentences into English,
using the Word List below

1. TIuceMOM-TIpeIOKEHHEM ITOCTABIINK OOBIYHO OTBEYACT HA IHCH-
MO-3aIIpoc.
2. OrtBeT Ha CHENUANBHBIA 3aIpPOC MpeaycCMaTpUBAacT OTBETHI Ha BCe
BOIPOCHI MOTEHIIUAIBLHOTO KIMEHTA.
3. CrpyKTypa nUcbMa-IpeaoKeH st MOXKET ObITh CIIEAYHOIIast:
a) TIOBO/I HATTUCAHWSI
b) oTBETHI Ha BOMPOCH! MOTEHITUAILHOTO 3aKa34uHKa
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C) JOTIOJIHUTEIILHBIC PE/II0KEHHS

d) BeIpakeHHe HAEKIBI HA 3aKa3
[MuceMma-npeasoxkeHuss MOCHIIAIOT Takke 0e3 IMpPEeAlIeCTBYIOIIETO
3ampoca, eCJIM MOCTAaBLIMK JKeIaeT MPUBIICYh BHUMAaHUE MOTEHIIH-
aNbHBIX KIMCHTOB WJIM HaWTH HOBBIX 3aKa3YMKOB HAa KOHKPETHBIC
HPOIYKTEL
OTBeuas Ha OOmIHMIT 3ampoC, MOCTABIIKMK OJaroapuT 3a MpPOSBIICH-
HBIi MHTEpeC W OOBIYHO MpWiIaraeT NMPeHCKypaHTHI, KaTaJord WIH
YCJIOBHS THIIOBOTO JIOTOBOpA.
OTzHeNbHO peInarTes BOIPOCH! PACcXOJOB Ha YIAaKOBKY, TPaHCHOPT-
HBIX PAacX0JI0B, YCJIOBHUI OCTABKU M OILIATHI.
TBepmoe npeuIoKeHue IpeycMaTpuBaeT 0coObIe YCIIOBHS, HAIIPH-
Mep, KOHEUHBIH CPOK MOJYyYeHHMs 3aKa3a U CUCTEMY CKHIOK B 3aBH-
CHUMOCTH OT KOJIMYECTBA TOBApa M APYTUX YCIOBHH.

Word List

nucekMo-npeioxkenue — offer
MOCTaBINKK — Supplier

MHCHMO-3a1poc — enquiry

moBo — ground; reason
nornojaHuTeNbHbii — additional
npeauiecTByronmii — preceding
npHBJIeYb BHUMaHKe — attract attention
KOHKpETHBIC POAYKThI — SPecial products
acCcOpTHMEHT — range

npuiarate — attach

npeiickypant — price-list

KaTajor — catalogue

ycioBus — terms

TunoBoi nqorosop — Typical Contract
pemiath Bompockl — Settle questions
ymnakoBka — packing

TPaHCIIOPTHBIE pacxobl — transportation costs

ycnoBus moctaBku — terms of delivery
ycnoBus omtatel — terms of payment
TBepmoe mpemnoxenue — firm offer
KOHeuHbIH cpok — deadline

ckuxu — discounts

B 3aBucumoctH ot — depending on
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4. Study this Sample of Offer
and translate it into Russian

Mr. Robert Gurney
Purchasing Manager
Batteries Plus
912 Galahad St.
Manchester
15 April 2009

Dear Mr. Gurney,

Thank you very much for your enquiry. We are of course very famili-
ar with your range of vans 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 Excel 5B Plus.

This product combines economy, high power output and quick charg-
ing 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. | have
arranged for our agent Mr. Brown of Sentmore S.N. to deliver five of these
batteries to you next week, so that you can carry out the laboratory tests.
Our own laboratory reports, enclosed with this letter, show that our new
Excel 5B Plus performs as well as any of our competitor's product and, in
some respects, outperforms them.

If you would like further information, please telephone, or email me.

Or you may prefer to contact Mr. Tom Brown of Sentmore S.N. in
Ne . his telephone number is 52-44-21-05.

I look forward to hearing from you.
Yours sincerely
Donald Smith

5. Make up your own offer using
the following expressions

® we are glad to say that we can reserve you.... — Ml pajibl cCOOOIIUTB,
YTO MOKEM OCTaBHTb 3a BaMHU....

® we enclose our catalogue with the latest price-list — MsI mpunaraem
HaIl KaTaJIOT ¢ HOBEHIIINM HpeﬁCKypaHTOM
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our detailed price-list will convince you in diversity of our assort-
ment — Hamr monpoOHbIil npefickypaHT yOenuT Bac B pa3sHOOOpasuu
HalICro aCCOpTUMCHTA

our proposal is valid till.... — Hame npepnoxenue aefCcTBUTEIBHO
J0...

the price covers packing and transportation expenses — LeHa BKIIO-
YaeT YIIaKOBKY U TPAHCIIOPTHBIE PACXOIbI

as you can see from our price-list, our prices are at least by 4% low-
er than market ones — kax BHIHO W3 HAIIETO TPEHCKypaHTa, HAIIH
LIEHHI TI0 KpaliHei Mepe Ha 4% HIXe PHIHOYHBIX

besides among mentioned goods our company produces also... —
KpOME YIOMSIHYTHIX BBILIE€ TOBAapOB Hamla (upmMa IMPOU3BOIMUT TaK-
XKe...

the model.... will most meet your requirements — ms Bammx ueneit
BaM JIy4lI€ BCETro HOI[OﬁZ[CT MOACIIb...

I ask you to make the order faster as the quantity of this product at
our warehouse is limited — st npomry Bac ObicTpee 0pOPMUTH 3aKa3,
TaK KaK KOJIMYECTBO 3TOI0 TOBApa Ha CKJIAAC OIrPaHUYICHO

if you are not happy with our proposal please inform us about the
reason — eciu Bac HE YCTpanBaACT HAIIC MPCATTOKCHUC, HO)I(aJ'nyICTa,
COO6H.[I/ITC HaM O Npu4HrHEC.

6. Read the text and insert the missing words,

given below

The order is a request to supply a certain number of goods; it can be an
answer to the... or quotation. In some cases the order can be based on the
advertisement, price list,.... and so on.

The order is made when it is placed either in a free form or on a spe-

A special order form is often used by big companies or when making....

Independently of how the order was made, the following information
should be.... in it: the name of the product, its quantity, the date and terms
of...., the price, the terms of...., the description of the product and its technical
terms. Other documents, for example, a...., can also be.....

attached e offer e order form e catalogue e certificate of origin e
export e payment e included e delivery
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7. Translate the following text into English,
using the Word List below

3aka3pl 4acTo OGOPMIIIIOTCS Ha OPHUIHAIFHOM OJaHKE 3aKaza KOMIIa-
HHUH, Ha KOTOPOM MMEETCs JlaTa U HOMEP CCBUIKH, KOTOPYIO CIEOYeT yKa3bl-
BaTh B JIF000I MepenncKe, OTHOCSIIEHCS K 3aKa3y.

Taxoke OaHKH y)Ke TIPOHYMEPOBAHBI, TIO3TOMY Ha HHX JIETKO CCBHIIATh-
cs1. Ha 06opoTe HEKOTOPHIX OTaHKOB yYKa3aHbI OOIIIE YCIOBHA, IPU KOTOPBIX
pasmemiatoTcs 3akas3bl. CCBUIKM Ha 3TH YCJIOBHS CIlieIyeT AaTh Ha JIMIEBOU
CTOpOHE, HHAaYe MOCTABIINK HE 00sI3aH 110 3aKOHY COOJIIOATh UX.

Komnanum momeHbllle MOT'YT HE MMEThH CIIeIHajlbHble ONaHKH 3aKasa.
Bwmecrto aToro oHm pasmemaror 3akasel B popme nucbma. Ilochuias 3aka3 B
BHUJIE IMChMA, CIIEAyeT 00ECIIEUUTh €r0 TOYHOCTh U ICHOCTb, BKJIIOYHB B HETO
TOYHOE U MOJHOE ONHMCaHHe TPeOyeMbIX TOBapOB, HOMEpa KaTaloroB, KOJH-
4ecTBO, LIEHBI, TPeOOBAHMS OCTaBKH (MECTO, CPOKH, BUA TPAHCIIOPTA H T.1.),
YCIIOBUSI OIIIATHI.

Jaxe ecnu 3aka3 ObUI cAeaH Mo TenedoHy, OH T0JDKEH OBITh MOATBEP-
XKIICH MHCHbMEHHO, M OJIaHK 3aKa3a JOJDKEH COIPOBOXIATHCS CONPOBOIH-
TEJILHBIM MTUCbMOM. OHO MO3BOJISICT MEPEUUCIUTH BCE HEOOXOANMBIE ITyHKTHI
3aKa3a ¥ HOATBEPAUTH YCIOBHSA, O KOTOPHIM Oblja AOCTUTHYTA NpeIBapH-
TeJIbHasl JIOTOBOPEHHOCTD.

B comnpoBoauTeNbHOM MUCHEME TaKKe KEJIaTeNbHO YIOMSHYTh CHOCO0
JOCTaBKM M OIIaTbl, CTPAxXOBKY M YIAKOBKY, CIICHHUAJIbHBIC IOKYMCHTHI
(tarke xak CepTudukar npoucxoxaeHus topapa u Cuer-paxrypa).

Word List

ounmansHelil 6GnaHk 3akasa — official order form

HOMep cchuike — reference number

MPOHYMEPOBaHbI — are pre-numbered

Ha HUX JIETKO cchuiathest — reference is easy

Ha obopote — on the back

npu KoTophix — Under which

pasmecTuTh 3aKa3 — place an order

Ha JMIEBO# cTopore — on the front

He 00s13aH 10 3aKoHY cobuonaTh ux — is not legally bound by them
TOYHOCTb — accuracy

sicHocTh — clarity

TpeboBanus nmocrasku — delivery requirements

noATBepxkaatTh — confirm

COTIPOBOXKIAaTH — accompany

COMPOBOUTEIBHOE THCHMO — COVering letter

CepTudukat o npoucxoxaenuu ToBapa — Certificate of Origin
Cuet-dakrypa — Invoice
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8. Read the text and translate it into Russian,
using the Word List below. Answer the questions
after the text

After the order has been received, and its receipt acknowledged it is first
checked to see whether it is correct and whether it agrees with the original
quotation. If the order is for future delivery it is entered into order books of
the firm; orders which can be executed from stock are passed to the ware-
house.

In many cases, however, some difficulty or other may arise: goods may
be out of stock, a customer may ask for special terms or for extension of cre-
dit, delivery dates may have to be adjusted or references to be taken up in
case of a new customer. In all these cases special correspondence is neces-
sary and the execution of the order may be held up until these points have
been cleared.

The arrangement between the Supplier and the Buyer is not legally
binding until the Supplier has accepted the order. After that both parties are
legally bound to honour their agreement.

— The buyer's obligations

When a binding agreement comes into force, the Buyer is required by
law to:

— Accept the goods supplied as long as they comply with the terms of
the order.

— Pay for the goods at the time of delivery or within the period specified
by the supplier.

— Check the goods as soon as possible (failure to give prompt notice of
faults to the Supplier will be taken as acceptance of the goods).

— The supplier's obligations

The Supplier is required by law to:

— Deliver the goods exactly as ordered at the agreed time.

— Guarantee the goods to be free from faults of which the Buyer could
not be aware at the time of purchase.

If faulty goods are delivered, the buyer can demand either a reduction in
price, a replacement of the goods or cancellation of the order. Damages may
possibly be claimed.

Word List

acknowledge receipt of an order — moaTBep AT TOMyUCHHE 3aKa3a
for future delivery — ¢ Gyaymieit nocraBkoii

enter into order books — BHeCTH B KHUTY 3aKa30B

execute — BBITIOJIHATh
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stock — ckiaz (3amac ToBapa Ha CKIIAJIE)

pass to the warehouse — nepeaars Ha ckiaz

extension — mpojenue

adjust (delivery dates, prices) — ckoppeKTHpOBaTh (IATHI TOCTABKH, IICHBI)

to hold up an order — 3amep:xarts 3axa3

binding — oGs3bIBaroLIMii, 00sA3aTENBHBIN

to be legally bound (to do smth) — mo 3akomy GbITE 0Os3aHHBIM (CIETATH
YTO-TO)

come ino force — Bcrymars B criry

be free from faults — 6erTb cBOGOAHBIM OT Me)eKTOB

be aware of — 3HaTh; GBITH OCBETOMIICHHBIM

reduction in price — cHuKeHHE 1IEH

replacement — 3amena

cancellation — ormena, aHHYTHpOBaHHME

claim damages — TpeGoBath Bo3MeIeHus yiepba

Answer the questions

What should be checked after the order has been received?

Where should the order be entered if it is for future delivery?

What kinds of orders are passed to the warehouse?

What kind of difficulties concerning orders may sometimes arise?
What should be done if such difficulties arise?

When does the arrangement between the Supplier and the Buyer be-
come legally binding?

What are the buyer's obligations?

8. What are the supplier's obligations?

ALY

~
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Study this sample of order and translate
it into Russian

April 20, 2009
Apparel Mtrs, Ltd.,
7014 Seventh Ave.,
New York,
USA

Dear Sirs,
Order No. ... Trans No. ...
Please supply and deliver the goods described below on the terms and

conditions specified herein and on the reverse side of this order as well as
those enclosed herewith.

TYPE OF EQUIPMENT:

TOTAL AMOUNT OF ORDER:

DELIVERY:

DELIVERY TIME:

TERMS OF PAYMENT:

CONSIGNEE: Postal address...

Destination...

MARKING: In English ...

In Russian...

Quantities, description, prices and technical conditions — see follow-
ing pages.

This order contains ... pages.

ITEM QUANTIYT DESCRIPTION | PRICE PER UNIT AMOUNT

Richard Dean Stores, Ltd.

President
Manager of Sales Department

Encl.
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10. Translate the following sentences
from English into Russian

1. We find both the quality and prices satisfactory and are pleased to
give you an order for the following items on the understanding that they are
supplied from stock at the prices named.

2. Our usual terms of payment are 15 days from date of invoice and we
hope they will be satisfactory for you.

3. Please find enclosed, our Order No RH 523, for women’s dresses in
assorted size and colors.

4. We have decided to accept the 10% trade discount you offered.

5. Would you please send the shipping documents to Manchester
Bank, ....

6. We would appreciate delivery within the next 4 weeks.

7. If the colors we have chosen are not in stock, we will accept an al-
ternative provided the designs are those stipulated in the order.

8. The goods should be packed in 8 crates, ten sets per crate, with each
piece individually wrapped.

9. We agree to pay by letter of credit which we discussed on the phone
last week.

10. We hope this discount can be reconsidered in the nearest future.

11. Please supply and deliver the goods described below on the terms
and conditions specified here in and on the reverse side of this order.

12. If you do not have any of the listed items in stock, please do not
send substitutes in their place.

13. In response to your letter of 15" April we thank you for sending us
your catalogues of women'’s silk blouses.

14. We expect to find a good market for these machines and hope to
place further and larger orders with you in the near future.

15. Please note that delivery is required by March 7 without fail.

11. Translate the following sentences
from Russian into English

1. lmeeM yaOBONBCTBHE NPWIOKHUTH K JAaHHOMY IHCBMY Halll 3aKa3
Ne 353.

2. MbI IprHUMaeM Ballle NPeUIOKEHUE U IMEEeM yI0BOJILCTBUE pa3Mec-
TUTH Y Bac 3aka3 Ha 40 QyproHos.

3. MbI xoTenu OBl pa3MeCTHTh y Bac NMPOOHBIN 3aKka3 HA MEIUIMHCKOE
00opymoBaHUE.

4. MBI coxpaHsieM 3a coOOH NMpaBO OTMEHHTH 3aKa3 B JIIOOOH MOMEHT
nociue 10 anpens.
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5. Ecnu Bamu ycnoBus OyayT Juisi Hac MPUEMIIEMBI, MBI XOTEJHU ObI pa3-
MECTHUTB Yy Bac NMpOOHBIN 3aKka3 Ha 4 HaMMEHOBAaHMUS, IEPEUHCICHHBIC B MTPH-
JIO)KEHHH, 110 5 MITYK KaXKJ0Tr0.

6. MbI HazeeMcs1, YTO BBl HEMPEMEHHO IOCTABUTE HaM TOBAap B OTOBO-
PCHHBIE CPOKH.

7. Eciin 6b1 BBI MOTJIM TapaHTHUPOBATh HAM IO KpaitHel Mepe 6% cKua-
Ky, MBI YBEIUYMIN OBl KOJIMYECTBO BCEX BHIOB TOBApPOB, TaK YTO OOBEM Ha-
IIEro 3aKa3a OblI OBl JEHCTBUTENFHO 3HAYUTEIHHBIM.

8. Bamre moaTBepkaeHHE 3aKa3a JOJDKHO IMMOCTYIHTH K HaM K 20 Mas.

9. bnaromapum Bac 3a OOHOBJEHHBIH KaTaJlol MEXaHHU3MOB, KOTOpPBIC
Hac UHTEPECYIOT.

10. MBI ObI XOTENIHM MOAYEPKHYTH, YTO 3TO Hall MPOOHBII 3akas, mocie
KOTOPOTO TIOCIIEIyeT 3aKa3 Ha ellle JecATh LITYK TOBapa, €CJIN IepBast apTHs
TOBapa yIOBJIETBOPUT HAIIUM TPEOOBAHUSIM.

12. Make up your own order in English, using
the words and expressions below

B OTBET Ha Baile MUCBMO OT...— in reply (response) to your letter of
(dated)

MBI pajpl co00IMTL BaMm — we are glad to inform you...

pa3mecTuTh NpoOHBIH 3aka3 — to place a trial order for

MBI Ipunaraem — We enclose

ourmansHelil Gnank 3akasza — an official order form

BhIlIIENIEpEYHCIIeHHBIE ToBaphl — the above goods

3aka3 npeaycmarpusaet — the order will provide for

npodopma; TpuMepHas (GakTypa; mpeaBapuTenbHas dakrtypa — profor-
ma invoice

BKJIFOYAs BCE TIOAPOOHOCTH, KacaroInecs

ckuok u croumoctu nepesosku — including full details concerning dis-
counts and freight rates

MBI OCTaBJIsIeM 3a co00it ipaBo — We reserve the right

BEpHYTH OTIPABICHHBIH ToBap — return the shipment

OTMEHUTH 3aKa3 — cancel the order

Ha Bamr puck u 3a Bamr cuer — at your risk and expense

Tak Kak 3TO Hamra mepsast caesika — since this is our first transaction

0e30T3bIBHBIN akkpeauTHB — irrevocable Letter of Credit
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Part III. FAXES AND EMAILS

Faxes

1. Read the information about faxes and translate
it into English, using the Word List below

CooOmienne 1o (akcy UCIONB3yeTcs B TeX CllydasX, KOTJa OCOOCHHO
Ba)KHA CKOPOCTH ITOJYYCHHUS M IOJTy4aTellb HE UMEET DIIEKTPOHHOH MOYTHI.
OHO 0COOCHHO MOJIC3HO AJISL TOKYMEHTOB, COCPIKAIUX AUAarpaMMBbl, dyepTe-
KU WIA PUCYHKH.

CnoBo «¢akc» MPOUCXOIUT OT «(HaKCHMIIIE, YTO O3HAYAeT «TOYHAsS
KOIUS» WM «BOCIIPOHM3BEICHUEY, «PENPOLYKIHD». DTO CIOBO MOXET HC-
MI0JIB30BATHCS B AHTTIMHCKOM SI3BIKE KaK B KaueCTBE CYLIECTBHUTEIBHOTO, TaK
U B Ka4eCTBE IJIaroja, HalpuMep: MbI yiKe OTIpaBwin BaM (akc («We have
already sent you a fax») unu «Msbl cooOumM BaMm 1o ¢akcy nozxe» («We
will fax you later»).

Kak u anekrpoHHoe mocianue, (Gakc MOKeT OBbITh OBICTPO OTHpaBIICH
0O0JIBIIOMY KOJIMYECTBY IMoOJIydarelnieil oqHoBpeMeHHO. OJTHAKO TaK JKe KakK U
AJIEKTPOHHOE IMOCIaHue (haKc — 3TO OTKPBITasi CUCTEMa, TO €CTh IIOCTOPOHHHE
JIETKO MOTYT MOJNYYHTh K Hel HOCTYI; CIEIOBAaTeNbHO, (haKkec HEe CIeNyeT Hc-
MOJIB30BATh VIS Mepenadr KOHQUACHINATEHOH HHPOPMaLIUH.

Otnpapisis 1o (akcy cooOlIeHNs, HANMCAHHbBIE OT PYKH, HCHOJIB3YiTe
TEMHBIH I[BET; NHCATh HY)KHO YETKO ¥ KPYITHBIMU OYKBaMH.

Bce dakchl SBISIOTCS KONUSMHU JTOKYMEHTOB, OHH HE MOTYT OBITH HC-
MOJIb30BaHbI B TEX CIIydasix, KOI/a TPeOYIOTCsl OPUIHHAIIBI TOKYMeHTOB. Ha-
MPUMEp, OPUIHHAI KOHOCAMEHTa JIaeT TOBapaM IOpUANYECKOe IMpaBo coOCT-
BEHHOCTH (TO €CTh BBI SBJSIETECH BIIAJIEJIbIIEM TOBApa, €CJIM B BallleM pacrio-
PSDKEHHH €CTh KOHOCAMEHT); B TO )K€ BpeMsi KOHOCAMEHT He SIBJISETCS ACHCT-
BUTEJILHBIM, €CJIM 3TO KOIHUS, EPeIaHHas 1o hakcy.

dakchl MPUHUMAIOTCS MIPU PACCMOTPEHUM JIeNl B CyJEe HapsIy C IHCh-
MaMHd B KauyeCTBE HOATBEPXKICHWS WM JI0KA3aTeNbCTBA B OIPENEIICHHBIX
00JIaCTSIX MEXKTYHAPOIHOM TOPTOBIIH.

Pa3nble anmapatsl HaKCHMIIBHOM CBA3M NPEJIaraloT IHUPOKUIA THATo-
30H TEXHHYECKHX CPEICTB, BKIIFOYas MOBTOPHBIA HaOOp, €ciu 3a/1eiicTBOBaH
anmapaT MoJy4aTesis; OTY4eT O COOOIICHNH, KOTOPBIA yKa3bIBaeT TaKUe IO~
POOHOCTH Kak BpeMsi, IaTy, OTHPABUTEINS, OTydaTelis, KOJMUIeCTBO CTPAHHIL,
JUIMTCJIBHOCTDh U PE3YJIbTAT, 3HAK IMOATBEPKICHUA B HIDKHEW 4acTH CTpaHu-
ObI 111 3aCBUJACTCIBCTBOBAHUA TOT'O, YTO (baKC OBLT OTHPAaBJICH; XpaHCHUEC B
maMATH HOMEPOB I TEX U3 HUX, KOTOPBIC YaCTO OTIIPABJIAIOTCS.

dakc Takke MOKHO OTIIPaBUTH C MIOMOIIBIO KOMIIBIOTEPA.
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Word List

nosyvaTesp — recipient

3NIEKTPOHHAs TouTa — e-mail

npoucxoauTh — come from

(daxcumuite — facsimile

MIOCTOPHHKME MOTYT JIETKO MOJYYUTh K Hel moctym — it can easily be
accessed by outsiders

HaITICaHHBIe OT pyKH — handwritten

opuruHan kKoHocamenTa — an original Bill of Lading

FOPUIIMYECKOE MPaBo cobCcTBeHHOCTH — title

UMeTh B pacmiopsbkenun — have in somebody's possession
neictBuTenbHbIN — Valid

npuHUMaThest — be accepted

npH paccMOTpeHuH e B cyne — in legal cases

B Ka4eCTBE MOJTBEPKACHHUS WIIH JIOKO3aTeNbCTBA — 311 aS evidence
anmapat (akcuMuiIbHO# cBs13u — fax machine

TexHu4yeckue cpeacta — facilities

MoBTOPHBIN Habop — repeat dialling

3aneiicTBoBaH — IS engaged

3HaK nmoarBepxkaeHus — verification mark

2. Read the text about faxes and translate
it into Russian. Use the World List below

Faxes are a well-established means of communication in modern busi-
ness. They are likely to continue to be used widely because of their speed,
convenience and flexibility. Apart from the time it takes to actually prepare
the message, they are as fast as a telephone call to send and — because of their
speed — are relatively cheap. They are more convenient than e-mail (though
more expensive) because any sheet of paper (if A4 size) can be put through a
fax machine, and they can be used by companies with no computers or Inter-
net connections. They are also flexible inasmuch as they are capable of send-
ing both text and graphics (in any format). No special hardware or software is
required to prepare a document which includes graphs, photographs or dia-
grams; these simply need to be photocopied onto a sheet of A4 paper.

The format used for faxes varies widely but will mainly be dictated by a
company's preference or the software used to generate the faxes. There are
certain practical considerations which affect some aspects of the layout, e.g.
the need to know how many pages are being sent and the need to specify
senders' and receivers' telephone numbers in case of failed transmission.
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The style of text in faxes is similar to that used in letters but can some-
times be much more informal. This informality comes from the speed — and
consequent feeling of informality — of the technology.

Points to remember:

e Addresses are not always written out in full in the same way in faxes
as in letters.

e Each page of a fax will be clearly numbered (e.g. page 2 of 7 or 2/7).

e Faxes sent through a normal fax machine will include a full signa-
ture, not just initials.

e Faxes sent through a modem will not include signatures because of
the difficulty of «getting them into» the computer!

e Handwritten faxes may also be acceptable in some lines of business
or in certain situations because faxes are primarily used to transmit written
messages quickly.

e Impressions are made when sending faxes, as with any other type of
business communication so care about details may be equally important when
sending faxes!

Word List

well-established — npouHo ycraHoBUBHIHIiCS

means of communication — cpexcTBo cBsi3u

convenience — ymo6cTBo

apart from — kpome

inasmuch as — mockosbKy, Tak Kak; BBHIY TOTO, YTO

capable of — cocoGHBI

hardware — anmapaTtrHoe oGecrieueHne

software — mporpammHoOe obecneueHme

vary — BappupoBaThCsl, MEHATHCS

generate — IPOM3BOINTh, BBITYCKATh

affect — BnusiTe

layout — pacmosioskeHue, MIaHUPOBKA

specify — ycraHaBuBaTh, yKa3bBaTh, yTOUHSTH

in case of failed transmission — ecnu cooO1ieHue He yaanoch MepeaaTh
consequent — SBISAOIIMKACS pe3yIbTaTOM, CIEIYIOLIUN 32 3TUM
in full — monHOCTHIO, LIENTMKOM

signature — moamuchk

make an impression — co3marts BrieyatiieHUe

equally — B paBHoii cTenenu
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3. Study an example dialog about sending a fax
and expressions given; then correct the mistakes
in dialog A

Tom Wayne in Baltimore, USA, is on the phone to Jane Black in Van-
couver, Canada.

Jane: Yes, | think you'll be interested in our latest designs.
Tom: Can you send them by fax?

Jane: Sure. I'll fax you right now. What's your fax number?
Tom: 1 for the US, then 514 875 2342

Jane: OK. I've got that.

Tom: Can you fax the information you think we need?

Jane: I'll fax you everything we have. There are about 25 pages.
Tom: If you could fax it all over to us, that would be great!

Expressions to be remembered:

¢to send something by fax

o to fax someone

o to fax something

o to fax someone something

o to fax something (over/across) to someone

Dialog A

Kate Smith of New Style in Sydney is talking to David Owen of Effec-
tive Designing in London.

D: Yes, I think you'll interested.

K: Can you telefax your most excriting designs?

D: Sure, I'll fax to you the drawings. What's your number of fax?

K: 46 for Australia, then 8 753 4298.

D: 46 8 753 4298. I've got that.

K: You know the sort of thing we sell. Can you telefax to me the designs
our customers will be most interested in?

D: I'll fax to you straightaway. There are about ten pages.

K: If you could fax everything between, that would be great!
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4. Study the following fax and translate it into Russian.
This fax is from Dale & Co, who received a damaged
consignment and were told by their supplier,
Pronix. s., to return it

F. Dale & Co. Ltd

Head Office
Barton House
Ashley Street

Manchester

B3 3EL

Telephone: +44 (0)21 236 6571
Fax: +44 (0)21 236 8592
Email: pcrane@lynch.co.uk
www.lynch.com

Fax message

To D. Mario, Pronix.s

From J.Holmes

Fax no. (06) 481 5473

Subject Replacement of damaged order no. 14478
Date 19 October 20

Page/s 1

This is an urgen request for a consignment to replace the abive order,
which was damaged during delivery. We informed you about this in our
letter of 10™ March.

Please airfreight the following items:

Cat.No. Quantity

R30 50
R20 70
N26 100

The damaged consignment will be returned when we receive the re-
placement.

John Holmes

John Holmes
Chief Buyer
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5. Study the following fax and translate
it into Russian. Pay atention to the formal style
of the fax, which is due to the fact
that the companies have just started their business
relationship

American Silverware Ltd.

Silver House - Industrial Road - Santon PE1 IRT
Telephone: +44 (0)1332 45790 - Facsimile: +44 (0)1332 51977
Email: houseyp@silverware.com - www.americansilver.com

Fax Message

To S.A. Importers From P.Housey, Marketing Manager
Fax no. (966) 134981 Subject Fine Dishes designs
Date 15 May 20 Page/s 4, including this one

Thank you for your enquiry about our Fine Dishes range of plates. There
is a revival of interest in this period, so we are not surprised that these prod-
ucts have become popular with your customers.

I am sending with this fax pp. 1-3 of our catalogue with CIF Riyadh
prices, as you said you would like an immediate preview of this range. |
would appreciate your comments on the designs with regard to your market.

I look forward to hearing from you.

P.Housey

P.Housey
Marketing Manager
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6. Constructing Works, USA, ordered some drills
from Merkting, Netherlands. They arranged a letter
of credit, but after two months, Merkting had still
not sent the goods. As Constructing Works wanted
to get an immediate reply, they decided to send a fax.
As you read their fax and the reply, find the answers

to the questions, which you can see below the faxes
Fax +34 58 345545 13-06-2006 16:14 p.1

FAX COVER SHEET

For the attention of: Export Manager
CONSTRUCTING WORKS

Organisation: Merkting, Amsterdam,
Netherlands

Austin, USA Fax no. +46 31 638420
Tel/Fax +34 58 345545

Date: 18 April 2009

nfo@constructing.am
www.constructing.am

Dear Sir or Madam

Our order No. 2886: 5 Stunt drills

As it is now more than two months since we opened a letter of credit in
your favour, we would be grateful if you could arrange shipment of the goods
as soon as possible. We would appreciate it if you could let us know exactly
when the goods will arrive.

We look forward to receiving the drills.

Yours

Peter Walls

Name: Peter Walls

Title/Department: Manager, Purchasing
No. of pages to follow: 0
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15-05-2006 12:06 AVS. Merkting Netherlands +46 31 638420 p01

~M~

Your ref:
Our ref: PW/ps/20B

MERKTING

Senkjuratan 5m
Peter Walles Amsterdam 41877
Manager, Purchasing Netherlands
Constructing Works Tel: +46 31 453423
20 Elm St Fax: +46 31 638420
Boston, Ms m@merkting.net.se
USA 20 April 2009

Dear Mr Walles

Thank you for your fax dated 18 April concerning your order for five
drills.

We must apologise for the delay in shipping this order. This was due to
unforeseen circumstances. However, we are dealing with your order now,
and it will be sent without further delay.

With apologies once again,

Yours sincerely

Anna Kenland
Export Manager

Questions:
a) What do Constructing Works want Merkting to do?

b) How exactly did Merkting apologise?
¢) Why haven't Merkting sent the goods?
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7. a) Study the fax layout given below,
paying attention to the expressions given

ADVANCED ENGINEERING

FAX COVER SHEET
Box 1212, Ottawa, Canada
Tel: 61 2 329 9220
Fax: 61 2 329 9221
Date: 12 October  To fax number: +1 213 976 3421

To: Grace Green From: Kate Nowey

Number of pages including this cover sheet: 27

Dear Grace

It was good to hear from you again. The following pages give details of
the latest additions to our range. If you require any further information,
please do not hesitate to contract me.

Best regards,
Kate Nowey

This fax may contain confidential information. If you are not the intended reci-
pient, advise the sender and destroy this document.
If you do not receive all pages, or if any pages are illegible, please phone +61 2
329 9220 immediately.
12/10/01-11:30:42 FROM: 61 2 329 9221 TO: +213 976 3421

1. cover sheet: the ferst pade of a fax showing who it’s
from, who it’s to, ect.

2. confidential information: things that others should not know

3. indended recipient: the person who should receive the fax

4. advise the sender: tell the person who sent it

b) Tom Brown sends a fax to Glasgow. The person

receiving the fax phones Tom. Read what is said,

and complete the statements, using expressions
given above

advise; sender; confidential; illegible; intended; recipients; destroy;
cover sheet

48



1. «Paper Products here. We've received a fax from you to a company
called New Designs. Our fax numbers are very similar. There must
be some mistake.» Paper products (PP) are not the................... , and
so they tell the person sending the fax: they......... the..........

2. «The designs you received are top secret. Please could you tear them
up and throw them away.»

The information is............... Tom wants PP to............. the fax
50 that no one else can see it.

3. «Don't worry. There's something wrong with our fax machine so we
can't read it anyway, including most of the first page.»

The person can't read the fax: the fax, including most of

8. Read the dialog and translate it into Russian.
Then choose appropriate forms of the expressions
in brackets of the commentary to the other fax

Dialog

Jack: Did you get my fax?

Kate: You're not going to believe this. but the paper got stuck and the
machine jammed.

Jack: No problem. I'll send it through again.

15 minutes later.......

Jack: Did the fax go through OK this time?

Kate: Yes, but pages two and three weren't legible: | couldn't read them.

Jack: No problem. I'll resend them.

Commentary

Tom Brown sends the fax again, this time to the correct number.

There were no problems when she........ (1 send again/resend) the fax.
The faX...occocoveviieeienns (2 send through/go through) perfectly: the pa-
0] E (3 not get stuck/not get through) and the
Maching.........cccvevvnennenn, (4 legible/jam). Tom did not have to............
anything............... (5 go through/send through) again. The fax was...........

(6 legible/stuck) and Lisa could read it.

9. Read this information about transmitting faxes.
Fill in the gaps, using the Word List given below

Check that you have the.......... fax number. Check that the paper on
which your........... [T or written is suitable. If it is too big, too small, or
in poor......... , photocopy the message on paper that can be............... by the
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fax machine. Before using the machine, check that you know how to di-
al,........ , Clear a paper jam, and send.

When you send a fax it is a good idea to use a fax transmission...........
This will help to ensure that the fax reaches its........... recipient safely. Most
companies use their own.......... fax transmission form, but you can easi-
|V one for yourself, e.g.:

COVENT MACHINES Ltd.
Gentry House

Park Lane

DE12RT

FAX MESSAGE
To:

From:

Fax no.:

Subject:

Date:

Page/s:

Generally, faxes are............ to letters in style, level of.......... , and the use
of conventions. However, a fax may be shorter and the language more.......... ,
like an email, as there is a time element in the......... of sending them. As with
email messages, beware of using too informal a tone with customers
(o] APR you do not know well.

Word List.

cover form
correct
accepted
create
printed
cancel
intended
message
headed
condition
formality
cost
direct
similar
suppliers
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10. Read the text and retell it in English

Do you send and receive many faxes or do you rely mainly on email?
What are faxes particularly useful for?

FAX

To a great extent, fax has been overtaken by email. However, where a
signature needs to be shown on a message or where original documents need
to be sent quickly, fax is still often used. Fax is also often used when imme-
diate attention is required, since the message can be seen immediately. In
replying to fax messages, the receiver may also sometimes write a brief
handwritten reply and send the same fax back. For example, in replying to a
booking request faxed to a hotel, for example, the hotel might simply write
«OK — confirmed» on the fax and send it back.

In most other cases, however, faxes will be more or less identical to normal
business letters and follow normal conventions in letter layout, levels of formality
and phrasing. Sometimes, when sending a fax, a company will send the «top
copy» (original) by post at the same time if the document is important. This iS
partly because faxes received on older machines are only readable for up to six
months (beyond that, the print starts to fade). For the purposes of business
records, a more permanent copy is required. In addition, faxes are literally copies
and thus cannot form part of a contract or agreement.

Emails
11. Read the text about emails and retell it in English

E-mail is used increasingly in international business to replace letters, faxes,
memos and even telephone calls, partly because it is convenient and inexpensive
and partly because e-mail is so easy to use within a networked system. The style
of writing can vary as much as for letters or faxes (depending on relationships of
correspondents and the purpose for writing) but is usually much more informal
than in other types of written communication. Headings are usually put in auto-
matically by the computer so are little cause for concern! Some sample messages
are provided on the following pages for information.

12. Here are some notes for students on e-mail.
Translate them into Russian

Business English «Think spot»
Why use e-mail? How to use it?

E-mail is fast, reliable and easy to use... once you know how!
However...
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e Think carefully about who you are writting to and what they might be
thinking. Impressions are important because you probably want agreement
and action!

e Think carefully about your purpose for writing before you start and
organise your ideas, just as you would when writing a letter.

e Adapt your style of writing according to who you are writing to.

e Beware of humour. Although writing an e-mail might feel like chat-
ting over the telephone, a written joke is very different from its spoken
equivalent.

e Consider who else might read your message. Since parts of your mes-
sage can easily be copied and conveyed to other people using e-mail, check
that you would be happy for other people to read what you have written be-
fore sending off your message.

e If you are sending something important, follow up with a fax and/or a
letter because some people may not read their e-mail regularly!

o Keep track of e-mail in the same way as you would any other form of
written correspondence, printing out and filing copies if this seems useful.

13. Study this extract from e-mail. Translate them
into Russian. Think up your own topics for e-mail

Dear Mr Sena,

I have read with interest your contributions on the IMTA web page and
have tried to contact you at the number given but have since discovered that
you have now set up your own company and therefore have found a way to
contact you directly.

I am undertaking a study for the Australian National Space Centre look-
ing at market opportunities for Australian manufacturers in the GPS market
and would therefore be interested in talking to you about your views on the
in-car navigation market potential. Below | have put my views, followed by a
few questions, which I would be grateful if you could consider.

It seems to me, from my research, that Australia has rather missed the
boat on the GPS hardware area. As far as | can tell, almost all GPS cards. or
chip sets are manufactured by American companies.

However,...

Thank you in advance for any answers you may have been able to pro-
vide.

With best regards,

Fran Lodge
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14. Study this information about emails and translate
it into English, using the Word List below

DrexTpoHHas mouta (cokpamieHHo — email) — 3To cpemctBo oTmpasie-
HUS COOOIIEHHH U3 OJJTHOTO KOMITBIOTEpA B IPYTOM.

UroOBI OTTIPaBUTH WIIM MOJTYYIHUTH email, BaM HY>KHO BEIATH B MIHTEpHET.
WuTepHeT-npoBaiinep oOecneduT Bac MpOrpaMMON Ui BEIXOZA B CETh, KO-
Topasi 4acTto mpenpocraBisieTcss OecriatHo. C ee TIOMOIIBIO BEI IMOYYUTE
noctyn B VIHTepHET, XpaHeHHE BXOJSIICH MOYTH (TIOYTOBBIH SIIHK) H BO3-
MOKHOCTh YMTaTh Ballld cooOuieHus. Bam Taroke moHamoOHTCS mporpamm-
HOe 00ecreYeHue HIEKTPOHHOI MOYThI, KOTOPOE OOBIYHO Y)KE YCTAHOBIICHO B
COBPEMEHHBIX KOMIIBIOTEpPaX, TaK YTOOBI BBl MOIJIM HAIlUCaTh, OTIIPABUTH,
MOJYYUTh U IIPOYUTATH COOOIICHHE.

Vcnonp3oBaHue 3J€KTPOHHOW IMOYTHI MMEET psia npeumymiecTB. OHa
HOCHT YaCTHBIH XapakTep M €0 JIETKO MOJB30BaThCS — KaK BHYTPH KOMIIa-
HUH, TaK ¥ MSKAY KOMIAHUAME; 3TO 3PPEKTUBHBIN CIOCO0 OBICTPO H JIETKO
CBSI3BIBATHCS C JTFOJBMH 0 BCEMY MUPY. DJIEKTPOHHAs MOYTa 0COOEHHO 3 -
(eKTHUBHA U1 OTHPaBKH KOPOTKHX COOOIICHUH W AJIS €KEITHEBHOU KOppec-
MTOHJCHIINU. BBl MOKeTe MOTyYnTh COOOIICHHE IO AIEKTPOHHON MOYTE JTaXke
BO BpeMs MMOE3J0K U MYTEHIECTBHH NMPH MOMOILIM HOYTOYKOB M KapMaHHBIX
KOMITBIOTEPOB.

C TIOMOIIBIO COBMECTUMBIX CUCTEM BBl MOXKETE MOJYYUTH JOCTYIl K TCK-
CTOBBIM I'paUUECKUM JOKYMEHTaM M 3JICKTPOHHBIM TabiuiaMm. Bce, 9uTo BB
MoJIydaeTe, Jerko M OBICTPO COXPaHSETCS U YIIOPSA0UYUBACTCSL.

HenocTraTku 35eKTPOHHOM MOYTHI — 3TO TPEXKAE BCEro TEXHHYECKUE
MpOoOIIEMBI, B Pe3yJIbTaTe KOTOPBIX COOOIICHHS HEOXHUIAHHO IIePECTaI0T J0-
XOIHTH JI0 TTONMyYaTess, a MPUIOKCHUS CTAHOBUTCS HEBO3MOXKHO MPOYHTATh.
HemocraTok HETEXHHYECKOTO XapakTepa — 3TO TO, YTO B pe3yibTaTe TOU
MIPOCTOTHI U JIETKOCTH, C KOTOPOW MOKHO OTIIPaBHTH COOOIICHHE, TI0 JIICK-
TPOHHOH IOYTE, MPUXOTUT OONBIIOE KOJIHISCTBO «MycOpa» M HEHYKHBIX
COOOIIEHNH, 9TO OTHIMAET BpeMsl.

Kak u B ciyuae ¢ (hakcamu, TJIaBHBIA HEJJOCTATOK 3JICKTPOHHOM MOYThI —
OTCYTCTBUE KOH(pHUICHIMANLHOCTH W Oe3onacHocTH. OpnHako wnudposas
(3neKTpOHHAs) MOANKCH U HU(pOBaHKUE (3aKOAMPOBAHHAS MH(GOPMAIHS, TaK
YTO TOJBKO aBTOPM30BAHHBIE IMOJb30BATEIM MOIYT MPOYHMTATh €€) JIEeNaloT
AJIEKTPOHHYIO MOUTY OoJiee OE30MaCHOM.

Cy1iecTByeT HECKOJBKO oOjacTed NIEJI0BOTrO OOIEHUs, Te MO-TIPEeK-
HeMy 0Oojee YMECTHBIMHU SIBISIFOTCS TPATUIIMOHHBIC CIIOCOOBI TEPETHCKH.
Hanpumep, KoppecmoHIEHIWs JTHYHOTO W ICTUKATHOTO XapakTepa, TakKas
KaK I03/IpaBJicHIE, COOOIC3HOBAaHUE WIIH JKan00a, OOBIYHO OCYIIECTBIISICTCS
B BHJIe OOBIYHOTO TicbMa. OOBIYHO HE PEKOMEHIYETCS OTIPABIATH 10 JIEK-
TPOHHOW TOYTE ITOATBEP)KICHHUE KOHTPAKTOB, AUPEKTHBHI (CiIy>KeOHbIE 3a-
MMMCKH), KOTOPBIC SBISIOTCS KOH(DHUIEHITUATBHBIMU U JIOJDKHBI OBITH IO~
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CaHbl AJIsI NOATBEPXKJICHUS MOJYYEHHs, a TaKkxke JiIo0as KOPPECIOHICHIINS,
KOTOpasi MOKET NMOHaJ00MUThCS sl ropuandeckux neneil. Uepes MHTtepHer
MOJKHO HalTH paboTy, HO B OOJBLIMHCTBO KOMIIAHUH TO-TIPEXHEMY CIIECAYET
MIPEOCTABIISITh 3asBJICHUE, COCTOSIIEE M3 3arojJHEHHOH (OPMBI W HPHUIIO-
KEHHOTO COIIPOBOANUTEIHHOTO MHCHMA.

Word List

cpezcTBO — Means
nporpaMma Uit BRIX0oJa B ceTh — connection software
JIOCTYII — ACCESS

XpaHeHue — storage

BXOJsi11as mo4ra — incoming mail

BO3MOXHOCTB — capability

nporpammHoe obecrneyeHue — Software
ycranaBiuBaTh — install

npeumyiectBo — advantage

HOCHTh YacTHBIH xapaktep — be personal

HOyTOYK — laptop

KapMaHHBIHA KoMITbroTep — palmtop

coBMecTuMBIi — complatible

JNeKTpOHHbIe Tabnuipl — Spread sheets

COXpaHATHCA, YIIOpsAAOUnBaThHCS — 34. be filed
Henocrarok — disadvantage; drawback

npuioxenne — attachment

«mycop» — junk

orcyrctBue — lack

KOH(HICHIIMATBHOCTD — 3]1. privacy

uudposoii — digital

MOJIIKCH — Signing

uudposanue — encryption

aBTOPU30BaHHKIE TOJIb30BaTesu — authorized users
Oe3omacHEIH — Secure

o0acTh 1enoBoro oomenus — areas of business communication
YMECTHBIN — 371. suitable

JIeNTMKaTHBII — 311. sensible

cobornesnoBanue — condolence

xanoba — complaint

noaTeepxaeHue — confirmation

JMpekTHBa (cayxeOHas 3amucka) — memo (memorandum)
noaTBepauTh — acknowledge

noyuyeHue — receipt

ropunuyeckue uenu — legal purposes
COIPOBOAMTENBEHOE TUCHMO — COVEring letter
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15. Read the text about email addresses and answer
the questions after the text. Study the sample
of email given below

Email addresses
Typical email addresses look like this:

dfranks@intchem.co.no
corneyg@kingsway.ac.uk

The first part of the email address is usually the surname and initial of
the person you are contacting, or the name if it is a department, or a short-
ened version of it. The second part, which appears immediately after the @
(at), is the name of the ISP or organization, or again an abbreviation of it.
Usually, the last part of the address includes the domain name suffixes refer-
ring to the type of organization (e.g. «co» for «company, «ac» («academicy)
for a university) and to the country from which the message was sent (e.g.
«no» for Norway. «.uk» for the United Kingdom).

Other examples of domain name suffixes referring to types of organiza-
tion include:

.biz business

.gov government office

.org non-profit-making organization (e.g. a charity)

.pro profession (e.g. medicine, law)

If the name of a country in its main language differs significantly from
its name in English, this is reflected in its domain name suffix, e.g.:

.de Deutschland (Germany)

.es Espaiia (Spain)

.za Zuid Afrika (South Africa)
LAYOUT

Below is a typical email message.
Header information

The header gives essential information about the message. In addition to
the basic details shown in the sample, it may include:

C.C.

This stands for carbon copies, which means much the same as it does on
a letter. Here you insert the email addresses of anyone you want to send cop-
ies of the message to.
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b.c.c.

This stands for blind carbon copies, which, as in a letter, you should use
if you do not want the main recipient to know who has received copies.

Attachments

Icons of any ATTACHMENTS will appear here.

The amount of header information, and the order in which it appears,
will vary according to the software being used, so do not worry if the mes-
sages you send and receive do not look exactly like the one in the example.

Message text

The presentation of the text in an email is usually less formal than in a
letter. In this example Ms Taaben has used the formal Dear Sir / Madam, but
she could simply have headed her message For the attention of the Sales
Manager. Rather than ending with Yours faithfully, she uses the less formal |
look forward to hearing from you.

Signature

This is like the signature block in a letter, although it usually includes
more details, e.g. the sender's company or private address, and telephone and
fax numbers. You can program your email software to add your signature
automatically to the end of outgoing messages.

1. Header information To.... 1. Compuvision Ltd
Cc....
Subject:  Quad sound systems
2. Message text 2. Dear Sir / Madam

Please would you send me details of your
quad sound systems, advertised in the
April edition of 'Sound Monthly'?

I am particularly interested in the Omega
range.

I look forward to hearing from you.
3. Signature block 3. Anna Taaben (Ms)

Bredgade 43

DK 1260

Copenhagen K.

Tel/Fax: (+45) 741583

Email: taabena@intertel.net.dk
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Questions

What is usually the first part of the email?

When does the second part of the email appear?

What does the last part of the address include?

What does the header usually include?

What is the order of the header information?

Is the text of the email more or less formal than in a letter?

Does the signature in the email include more or less details than in a

NoorwnE

D

letter?

16. Study these email terms and then say,
which of the features you would use in the situations
given below

Emails is electronic mail. You can send an email to someone, or email
them. They will reply to your email or email you back.

Reply to all: send an answer to the person who sent an email, and every-
one who received a copy of it.

Reply: send an answer to the person who sent an email.

Delete: get rid of an email you don't want.

cc:_send a copy to...

bcc: send a blind copy to... (the other people don't know you're sending
this copy).

Forward: send an email you have received to someone else.

Attach: send a document, for example a picture, with an email.

Send and receive: send all the emails you've written and receive all the
ones that are waiting for you.

1. You are sending an email to John and you want to send a copy to

Ann without John knowing.

2. You receive a reply from John, and you want Tom to see it.

3. You get an email from Kabe, who has also sent copies to Jack and
Barbara, and you want to send the same answer to all three of them.

4. With the email to George, you want to send another document.

5. You've written three emails. You want to send them, and read any
that are waiting for you.

6. You receive two emails, but you don't want to keep them.
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17. Read the following statements about faxes

akrwbdE

~No

9.
10.
11.

12.

and emails and decide which are true
and which are false

Confidential information should not be sent by fax and email.

If necessary, faxes can be used as substitutes for original documents.
Fax is a short form of the word facts.

Emails must end with Yours faithfully or Yours since rely.
Emoticons can be added to business emails to make them look frien-
dlier.

Using capital letters to write an email is the same as shouting.

@ in an email address means automatic.

A letter or card is usually more suitable than an email for a personal
message.

In email header information, c.c. stands for confidential copies.
Emails are usually less formal than letters.

It is not as important to use correct grammar and spelling in a busi-
ness email as it is in a letter.

The addressee's name comes after the @ sign in an email address.
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Part IV. PAYMENT

1. Read the text and translate it into English,
using the Word List below. Study the notes
after the Word List

CueTt-dakrypa (uHBoiic) [1] — 3T0 0AUH U3 OCHOBHBIX JOKYMEHTOB, HC-
MOJIB3YEMBIX B TOPTOBIIE. DTO HE TOJBKO Mpockba 00 oruiaTe, HO TaKXKe U
opHUIUANEHEIA TOKYMEHT, MOATBEPIKIAIONI CIENKY W AafOIIUi MPOJaBIy U
MOKYTIATEII0 HHPOPMAIHIO O KyIUIEHHOM U IIPOJAAHHOM TOBape, 00 yCIOBHUIX
MPOJaKH M Aetansix caenku. Cuer-(akTypa MOXKET CONPOBOKAATHCA KOPOT-
KM CONIPOBOJMTEIBHBIM MHCEMOM HJIH COOONIEHHEM IO 3JIEKTPOHHOW MOY-
Te, IZIe CONEPKUTCSA AOTONHUTENbHA HH(YOPMALUS, KOTOPast MOXKET IOTpe-
00BaThCS 3aKA3UHKY.

Cuer-mpodopma [2] — 310 cuer, Ha KOTOPOM ciioBa pro forma Hameuara-
HBI WJIM TpolITeMIieneBanbl. OH UCTIONBb3YeTCs B CIACAYIOIINX CIIyqasx:

— €CJIM KJIMEHT JOJDKEH MPOM3BECTH MpeoIuiaTy (T.e. 3aIUIaTUTh 3a TO-
Bap JI0 €ro MOJIyYeHHs);

— OH IUIATHT IO CUETY-TPOodopMe;

— €CITH KJIUCHT X04eT yOemuThCs, YTO yKa3aHHe LEHbI, 0 KOTOPOH IMpo-
JiaBel] XoTea Obl peann3oBath ToBap (KoTupoBKa [3]), He OyaeT MEHSThCS, B
npodopme OyAeT TOYHO yKa3aHO, KaK U CKOJIBKO KIIMEHT JOJDKEH IJIaTUTD;

— €CII TOBap OTINPABJIAETCS MO CAHKIIMHU, HA YCIOBHSAX «IIpOJaXka WIH
BO3BpaT» WM MO KOHOCaMEHTY [4] areHTy, KOTOPBIA MPOJACT MX OT JIMIA
nosepures [5];

— KaK TaMOXEHHBIN T0KYMEHT.

K cuery-npodopme MOXKeT mpuiIaraTbcs COPOBOIUTEIHHOE MMUCHMO.

Bmecto Tooro uto0ml TpebOBaTh HEMEMJICHHOI OIUIATBI IO CYETy-
(axType, MOCTaBIIMKK MOTYT MPEAJIOKUTh KPEAUT B (POpMeE OTKPBITOTO CHe-
Ta Ha 3apaHee OrOBOPEHHBIH MEpUOJ BPpeMEHH, OOBIYHO MECsL, WHOTAa TPU
Mecsna. B KoHIe 3Toro mepuojia KIMEHTY OTHPABIISETCS! BHINUCKA CO CHe-
Ta [6], roe yka3pIBarOTCS BCE NETaNM CACIKU MEXIY IMOKYyNaTelneM U MpoIaB-
IIOM 3a 3TOT IepHuoJl. Brimucka BkiIroyaeT B ceOsi OaaHC, KOTOPBINA MEepeHo-
CHUTCSI M3 TPEIBIAYIIETO NEPHO/ia U BHOCHTCS IO/ 3ar0JIOBKOM «BBICTaBJICH-
HBIH cueT» [7].

Croza 1ocTaBIsIIOTCS cyera-(hakTyphl u 1eduToBble aBu30 [8], B TO Bpe-
Ml KaK IUIATeXH U KPeIUTOBbIE aBu30 [9] BerumTaroTcs.

Bhinmucku co cueTa peako CONPOBOXKAAIOTCS MHCbMaMH, €CJIU TOJIbKO
MOCTAaBUIMK HE XO4YeT yKa3aTh Ha KaKOW-TO KOHKPETHBIH (aKT, HampuMmep,
YTO CYET MPOCPOUEH MIIM YTO 32 OBICTPYIO OILIATY MPEAOCTABISETCS ONpee-
JICHHAsl YCTYIKa; OJHAKO MOXKET MPHIIAraThCsl «IPUBETCTBEHHbII» JIMCTOK
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[10]. OOpatute BHHMaHHE Ha BBIpQKCHHE «as aty, KOTOpOe O3HaYa-
€T «BIUIOTh A0 3TOW AaThI».

Word List

cuer-(hakTypa — invoice

toprosis — trading

npockba 06 ormtate — request for payment

Oo(HUIHATIBHBIN JOKYMEHT, TOATBEepKAaromuil cuenky — record of trans-
actions

COTPOBOXIATh — aCCOMpany

COTIPOBOAMTENBHOE TIMCHMO — COVering letter

JononauTenbHbi — additional

cuer-npopopma — pro forma invoice

reyaTats — type

mTemMIeneBarb — stamp

MPOU3BECTH MPEIOILIATY — Pre-pay

KOTHUPOBKa — quotation

0 CaHKIMK — On approval

Ha YCJIOBHSIX «IPOIaXka MK BO3BpaAT» — on «sale or returny

0 KOHOCaMeHTy — 0N consignment

ot nuna gosepurens — on behalf of the principal

TaMOXKEHHBIN IOKYMEHT — customs document

BBIITUCKH CO cyera — Statements of account

OTKPBITBII cYeT — 0pen account

crenka — transaction

BBICTABIICHHBIH cueT — account rendered

Jienath epeHoc (cueTa) Ha cieayrolyto crpanuiy — bring forward

nebutoBoe aBu3o — debit note

KpeauToBoe aBu3o — credit note

no6asisaTs — add

BbIuuTaTh — deduct

MpoCpoUeHHBIN — overdue

yCTyIKa — CONCcession

«IPUBETCTBEHHBII cTOK — compliments slip

Notes

1. Cuer-daxtypa (uHBoO¥ic): JJOKyMEeHT, B KOTOPOM YKa3bIBaeTCs CyM-
Ma JIeHeT, MPUYUTAIONIUXCS OPTaHH3allly, BBINHCABIICH €ro B OIUIATy IIO-
CTaBJEHHBIX €0 TOBapoB uiau yciayr. Kommepueckuil cuer-¢akrypa
(commercial invoice) 0ObIYHO COAEPHKUT OMUCAHKE TOBAPOB M yKa3aHHE TO-
0, KOTJIa ¥ T/Ie OHHM OBUTH OTTIPaBJIEHBI IPOJABIIOM, KOTOPBIH OTBEYAET 3a UX
CTpaxOBaHME B ITyTH, a TAK)KE YCJIOBHUS OIUIATHI.
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2. Cuer-popopma (pro forma invoice): Cuer, BbICTABISIEMBIA MPH
OIIpEJETICHHBIX 00CTOSATENbCTBAX MMOKYIATEI0, OOBIYHO JI0 TOT0, KaK CTaHO-
BATCSI U3BECTBIMU HEKOTOphIE AeTanu cueta. Hampumep, B Toprosie ToBapa-
MU c4eT-IpoopMa BEICHIIAETCS MPOJIABIy B MOMEHT OTTPY3KH M OCHOBBIBA-
eTca Ha TpEeAIoIaraeMoM Bece TPy3a, XOTs B KOHTPAKTe W yKa3aHO, UTO I10-
Kynarteib MPOU3BEET OIUIaTy JIUIIb TOTO Beca, KOTOPBIA OyIeT YIOCTOBEPEH
IIpU BEITPY3KE TOBAPOB B IMOPTy Ha3zHaueHUs. [locie yToyHEHHs HEIOCTaro-
IIMX JeTajei — B HallleM IpUMepe 3TO YCTaHOBJIEHHE TOYHOTO Beca Ipy3a —
BBICTaBJISIETCSl OKOHUATENBHBIHN cueT-(hakTypa (final invoice).

3. KorupoBka (quotation): YkasaHwe IEHBI, 10 KOTOPOW TIPOIaBeIl
xexan Obl peamu3oBaTh ToBap. ClielyeT y4HTHIBATh, YTO II€HA KOTHPOBKH
elle He 03Ha4YaeT TBepAoro npeanoxeHus (offer).

4. Ilo koHocamMeHTY (on consignment): C IETBIO UX NPOAAXKHU 10 yKa-
3aHHOM WM 1O HAWITy4Iled pIHOYHOM IIeHe. ATEHT, KOTOPBIH 00bIYHO pabo-
TaeT 3a KOMHCCHUIO, KaK MPaBHIIO, HE PACIUIAYMBAETCS 3a TOBAPHI O TEX 10D,
IOKa OHU HE TIPOJAHBI, U HE BIAJCET UMH, XOTS OH MOXET UMH PacIopsi-
xatbcs. OKOHYATENBHBIA pacdeT, 4acTO HAa3bIBAeMBI KOHCHTHAIMOHHBIM
cgeroM (consignment account), BKIIOUaeT B ceOsl TaKue IETald, KaK CTOM-
MOCTBH TOBAapOB, IIOHECEHHBIC PACXOMIbI, KOMUCCHS areHTa M JI0XOJl OT peaH-
3aIuu.

5. loBeputenn (principal): mumo, oT 9bero WMeHH ACHCTBYET areHT,
Opokep.

6. Bermucka co cuera (statement of account): JIokyMeHT, B KOTOpOM
OTpa’keHBI TPAHCAKIIMH MEXAY OpTaHU3aIel U ee KIMCHTOM 3a OIpe/eeH-
HBII MepUoJ| BpEMEHH U KOTOPBIii OOBIYHO MOKA3bIBAET 3aJI0JDKEHHOCTh Of1-
HOro Japyromy. MHorue (pupMbl MOCBLIAIOT CBOMM KIHCHTaM BBITUCKH CO
cycTra CKECMCCAYHO, IJId TOr'o YTOOBI O6paTI/ITL BHUMAaHHEC KIIMCHTOB Ha HE
OIUTaueHHBIC MU cueTa-(haKTypHl.

7. «BbicTaBiaeHHbI cueT» («account rendered»): oTpumIaTenrbHOE
caNpJ0 Ha cYeTe, MPUCYTCTBYIOIIECE B BHITICKE ¢ OAHKOBCKOTO CUETa, ICTalH
BO3HUKHOBEHUS KOTOPOTO PAa3bsICHEHHI B MPEIBIAYIICH BHIITUCKE CO CUETA.

8. llederoBoe aBmu30 (debit note): JIokyMeHT, moChUTaeMBIN OpraHm3a-
el KakoMy-Tu0o JMIly, B KOTOPOM COOOIIAeTCs, 4TO IMOJy4yaTelb aBH30
JOJDKEH OPTaHM3alliU CYMMY JEHer, yKa3aHHYI0 B 1ebeToBoM aBm3o0. Jlebe-
TOBBIC aBU30 B HACTOAIIEEC BPEMSA HCHOJIB3YIOTCA PEIAKO, TaK KakK 0OBIYHO
BBIITUCBIBAKOTCA quTa-(baKTprI; OHAKO I[e6eTOBO€ aBHU30 MOXET BBIIIHUCHI-
BaThCA B TEX ClIydadX, KOrjaa UCIOJIb30BaHUC C‘IeTa-(baKTypr 10 KaKUM-JIH0O
MIPUYMHAM HEKeNaTeJIbHO MM HEBO3MOXKHO, HAIIpUMEp €CIHM pedub HIET O
KaKOM-ITHOO0 TpaHC(epTe BHYTPH OJHOH KOMIIAHWH, HE SBIISIOIIEMCS Tpo/Ia-
JKEeH TOBapOB WIIH YCIIYT.

9. KpenuroBoe aBmu3o (credit note): [IoOKyMeHT, MOATBEpPIKTAIOIIHIA
HaJIM4YME U BEIMUYUHY 33J0JDKEHHOCTH OPraHM3alliy, BBIMUCABILIEH ero, Kak
IIPaBUJIO Nepes KaueHToM. IIpu mocraBke TOBapOB KIMEHTY BBINHMCHIBAETCS

61



cueT-(hakTypa; €CNId KJIMEHT BEPHYJ MOCTABUIMKY BCIO MAPTHIO MMOCTAaBIICH-
HOTO TOBapa WJIM YacCTh €€, cYeT-(PaKkTypa MOJHOCTHIO WM YAaCTUYHO aHHY-
JIUPYETCS KPEAUTOBBIM aBU30.

10. «IMpuBercTBenHbIii» aucrok (compliments slip/comp slip): Jluc-
TOK OyMmard ¢ HareyaTaHHBIMHA Ha HeM cioBamu «C yBaKeHHEM...», TIOCIE
KOTOPBIX CIIEAyeT YKa3aHWe Ha3BaHWA U anpeca GpupMbl, mocnasmieit ero. OH
BKJIAJIBIBACTCS. B MaTepHall, MOCBUIAEMBIN KaKOMY-JHOO JIMIy Win (upme,
JUISL TOTO 9TOOBI MACHTH(QUIIMPOBATH OTIIPABUTENS B TEX CIydasx, KOTjaa B
MMChME HET HEOOXOUMOCTH.

2. Read the text and translate it into Russian,
using the Word List below. Study the notes
after the Word List

Methods of payment: trade within the United Kingdom

Bank draft [1]

In the case of a BANK DRAFT, the customer buys a cheque from the
bank for the amount he or she wants to pay and sends it to the supplier.
Banks usually require two of their director's signatures on drafts, and make a
small charge.

Bank transfer

A BANK TRANSFER is when a bank moves money by order from one
account to another.

Bill of exchange [2]

In BILL OF EXCHANGE (B/E) transactions the supplier draws a bill on
the customer. The bill states that the customer will pay the supplier an
amount within a stated time, e.g. thirty days. The bill is sent direct to the cus-
tomer or paid through a bank. If the bill is a SIGHT DRAFT [3], the custom-
er will pay immediately (i.e. on «sight» or presentation). If the bill is a
TERM DRAFT [4] the customer signs (accepts) the bill before the goods are
sent and pays later.

Cheque [5]

The customer must have a CURRENT ACCOUNT, or certain types of
SAVINGS ACCOUNT, to pay by cheque. Cheques can take three working
days to clear through the commercial banks, and can be open [6], to pay cash,
or closed (crossed) [7], to be paid into an account.

Credit transfer [8]

In the case of CREDIT TRANSFERS, the custoner fills out a bank
GIRO [9] slip and hands it in to a bank with a cheque. The bank then trans-
fers the money to the supplier.

Debit [10] / credit [11] card payment
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DEBIT AND CREDIT CARD payments can be made either direct on
the phone, or on the Internet.

Letter of credit

A LETTER OF CREDIT (L/C) [12] is a document issued by a bank on a
customer's request, ordering an amoun of money to be paid to a supplier.
Payments by letter of credit can be made within the UK, but this method is
more common in overseas transactions.

Cash on delivery [13]

CASH ON DELIVERY (COD) is a service offered by the Post Office.
They will deliver goods and accept payment on behalf of the supplier.

Post Office Giro

THE POST OFFICE GIRO system allows a customer to send a payment
to a supplier, whether they have a Post Office Giro account or not.

Postal order

POSTAL ORDERS can be bought from the Post Office, usually to pay
small amounts, and sent to the supplier direct. They can either be CROSSED,
in which case the money can only be paid into the supplier's account, or left
open for the supplier to cash.

Methods of payment: trade outside the United Kingdom

Bank transfer

The customer orders a bank to transfer money to the supplier's account.
If telegraphed, this is known as a TELEGRAPHIC TRANSFER (TT). The
Society for Worldwide Interbank Financial Communications (SWIFT) offer a
twenty-four-hour international bank transfer service. Businesses in European
Union (EU) countries often use the SWIFT system. Payments are subject to
EU directives, e.g. transfers have to be made within six days.

Bill of exchange

The procedure is the same as that for trade in the UK, but shipping doc-
uments usually accompany bills when the bank acts as an intermediary in
international transactions.

Cheque

It is possible to pay an overseas supplier by cheque, but it takes a long
time before they get their money. In a transaction between businesses in
Germany and the UK, for example, the supplier could wait up to three weeks
for payment.

Documentary credit

When a letter of credit is accompained by shipping documents it is
called a DOCUMENTERY CREDIT. The money is credited to the supplier's
account as soon as confirmation of shipment is made.

International bank draft

An INTERNATIONAL MONEY ORDERS (IMOs) can be bought at
most banks in the UK and are paid for in sterling or dollars. The bank fills
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out the order for the customer then, for a small charge, hands the IMO over,
and the buyer sends it to the supplier. IMOs can be either cashed or credited
to the supplier's account.

International Post Office Giro

Payment by International Post Office Giro can be made when either
the customer or supplier, or both, do not have bank accounts. An order for
the amount to be paid is filled out at a Post Office, which forwards it to
the Giro Centre. The Giro Centre will send the amount to a Post Office in
the supplier's country, where the supplier will receive a postal cheque.
They can then either cash it, or pay it into a bank account. Giros are
charged at a flat rate.

Promissory note

A PROMISSORY NOTE is, strictly speaking, not a method of payment
but simply a written promise from a customer to a supplier that the former
will pay the amount stated, either on demand or after a certain date. In effect,
a promissory note is an IOU (I owe you).

Word List

bank draft — 6ankoBckuit npadt

signature — moamnuce

transfer — mepeBox; mepenaya

bill of exchange — Bekcens

draw (drew, drawn) — cocTaBisTh, OQOPMISITH (IOKYMEHT); BBIIHCHI-
BaTh (4eK)

sight draft — npeapsaBUTENBCKHIT BEKCEITD

current account — TexyIuuii cuet

savings account — cGeperareNbHbIi cUeT

crossed — KpocCHpOBaHHBIN

credit transfer — kpeauTHbIH nepeBoa

bank giro — 6ankoBckuit XKupo

slip — 31. 6maHK, TUCTOK, KAPTOYKA

letter of credit — akkpeuTuB (KpeIUTHOE MUCHMO)

cash on delivery — omara HaIMYHBEIMH B MOMEHT IIOCTaBKH

subject to — moguMHATHCS

shipping documents — TpaHCIOPTHBIE TOKYMEHTHI

intermediary — mocpenauk

documentary credit — ToKyMeHTapHBIH aKKPETUTHB

promissory note — mpocToi BeKceb

Notes

1. Bank draft (6ankoBckuii apadT): yek, BbIMUCAHHBIA OAHKOM Ha
ce0s WM Ha cBoero areHra. JIMio, 3aj0/pKaBIIee ASHbIH IPYroMy JIHIY,
nokynaer y 6aHka apadT 3a HaJW4YHBIC JCHBIH M PACIUIAYMBAETCS UM C
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KPEIUTOPOM, y KOTOPOrO HE BO3HHMKAeT COMHEHHUI IO MOBOAY OILIATHI
9TOro 4yeka. baHkoBckui IpadT MCONb3yeTcs B TEX CIydasix, KOraa Kpe-
JUTOP HE XKeJIaeT IPUHUMATh OOBIKHOBEHHBIN YEK.

2. Bill of exchange (Bekcesp): 6e3yciioBHBIH MPHUKa3 B MHCbMEHHOMN
¢dbopme, agpecoBaHHBIH OIHHM JHUIIOM (TPAHCCAHTOM) IPYTOMY JIHILY
(Tpaccary), HOANMCAaHHBIN NEPBBIM U TPEOYIOMNUNA OT TpaccaTa BHILIATUTH
110 TPEIBSIBICHAN TU00 B YCTAHOBJICHHBINH MM II0JUICKAIIMKA OMpesee-
HUIO ICHb KOHKPETHYIO CyMMY ACHET OINpENEICHHOMY YEIIOBEKY WIIH JIH-
Iy, YKa3aHHOMY 3THM YeJIOBEKOM (ITOIyHaTeNto IUiaTexa), 100 Mmpeab -
BHUTENIO BEeKcesd. Ecimu Bekcenp MOMJIEKUT OIulaTe B KakKoi-mnbo Oyxmy-
LUK JIeHb, TpaccaT BBIpaXkaeT CBOE coryacue (acceptance), KOTOpoe je-
JaeT €ro NPEeUMYLIECTBEHHO OTBETCTBEHHBIM 3a oriaTy Bekcens. Hc-
II0JIb30BaHNE BEKCeJIeH M03BOJISIET OJHOMY JIUILY IIepeaTh APYroMy JUILY
rapaHTUPOBAaHHOE 3aKOHOM IPaBO Ha HEKYIO CYMMY JIEHET.

3. Sight draft (npeabsBuTENIBbCKHI BeKCeNb): 000 MEpeBOIHOM
Bekcens (bill of exchange), omraunBaemslit IO peabABICHIN, BHE 3aBH-
CHMOCTH OT TOTO, KOTZIa OH OBIII BEITIHCAH.

4. Term draft (bill) (Bexcenb ¢ puKCHPOBAHHBIM CPOKOM): MEPEBO I~
Holt Bekcenb (bill of exchange), ommaumBaeMsbrii He Mo TpeOOBaHHIO, a B
3apaHee YCTaHOBJICHHYIO JaTy.

5. Cheque (uek): 3apanee oTrneyaTanHas Gpopma, Ha KOTOPO# Jar0TCs
pacnopsiKeHUs: OpraHu3aluy, B KOTOPOH OTKPHIT cueT (0aHKy WM CTPOH-
TEJIbHOMY OOIIECTBY), BHIIUIATUTH yKa3aHHYIO CYMMY JI€HEr YKa3aHHOMY
HOJy4aTeNo IuiaTexa. DTo Haubolee pacHpocTpaHeHHas (opma mora-
LICHHS JIOJITOB BCEX BUIOB.

6. Open cheque (OTKpBITHIM YeK): OOBIYHBIA HEKPOCCHPOBAHHBIN
4YeK, KOTOPBI MOXKET ObITh OIUIayeH HAJMYHBIMHM B OaHKE JIUIA, BBIIH-
CaBIIETO YeK.

7. Crossed cheque (kpoccupoBaHHBIN YeK):ABE MapajlielibHbIE Yep-
TBI Ha JINLEBOI CTOPOHE TAKOI'0 Y€Ka YKa3bIBAIOT HA TO, YTO IUIATEX JT0J-
XKeH OBITh NepeBefieH Ha OaHKOBCKHI CUET IOJydaTelis, a He BBIIUIAYH-
BaThCS HAJTMYHBIMU NPH MPEIBIBICHNN YeKa.

8. Credit transfer (bank giro) (kpemutHsiii epeBoa (6aHKOBCKHIA
XKHUpo): (opma moramieHus H0Jra myreM OaHKOBCKOTO HJIM IOYTOBOTO
nepeBoaa jaeHer. JIOMKHUK 3amOJIHSIET CHENHaNbHBIN OJlaHK, B KOTOPOM
yKa3bplBaeT HaNMMEHOBaHHE (MMs) KpEIUTOpa, €ro ajpec U HOMEp CUeTa.
OJHUM TIepeBOJOM MOXHO IEPEBECTH JIEHbI'M Ha CUETa HECKOJIBKUX Kpe-
IUTopoB. KpeauTHbie mepeBogbl 0COOCHHO BBITOJHBI TEM JIMI[AM, KOTO-
pbIe HE UMEIOT 0AHKOBCKHX CUETOB.

9. Giro (cucrema »XHUpPOCUYETOB): OAHKOBCKAs CHCTEMa MOKPBITUS
J0JIra, MHOrue roasl ucnojs3yemas B Epone. B 1968 r. nmoutoBoe Be-
JOMCTBO cozjano OpuraHckuid HanumonanbHbI xupoOaHk. JXupobaHk
MIPEOCTABIISIET MHOTHE U3 YCIIYT, XapaKTEePHbBIX AJIsI KOMMEpPUYECKUX OaH-

65



KOB, UCIOJb3Yys TO MPEUMYIIECTBO, YTO MMOYTOBBIX OTAEICHHUN IO CTpaHe
HECPaBHEHHO OO0JIbIIIE, YEM OTAEICHUH 0aHKOB.

Bank Kupo (Bank Giro) — cucrema )upopacyeToB, KOTOPYIO He3a-
BHCHMO OT XXHpOOaHKa co3Jany B BennkoOpUTaHUM KIMPUHTOBBIE OaHKH.
OTa cucreMa HE MMEET ICHTPaJIbHOW OPTaHM3alNHU, M €€ JESITEIbHOCTh
omnmpaetcs Ha oTaencHUs O0aHkoB. Ciyx0a MO3BOJSIET KIMEHTaM [eNaTh
BBIIUIATHI CO CBOMX CUETOB ITyTEM NEPEBOJA CYMM, B TOM YHCIE U JIHIIAM,
HE UMCEIOINM OaHKOBCKHX CUETOB.

10. Debit card (me6GuroBast KapTOYKa): IJIACTHKOBAs KapTOYKa, BBI-
JaBaeMasi 0aHKOM HJIM CTPOMTEIBHBIM OOINECTBOM, KOTOpas AAaeT KIHEH-
TaM — BJIaJIeJIbllaM YE€KOBBIX CUETOB BO3MOXKHOCTb OIJIAYMBATH B ONpE/e-
JICHHBIX TOYKaX DPO3HUYHOH TOPTOBJIM TOBAapbl M YCIYrd IOCPEJCTBOM
psIMOro 1e0ETHPOBaHMS MX YEKOBOTO cyeTa C HCIIOJIb30BAHHEM TeJle-
¢dboHHOI ceTH.

11. Credit card (kpeauTHas KapTOYKa): IUTACTHKOBAas KapTOYKa, KO-
TOpas BBIITyCKaeTcsl 0aHKOM WM (MHAHCOBOM OpraHU3aIMeil u JaeT BO3-
MOXXHOCTH €€ BJIAJICJIbIly IOJIy9UTh KPEIWUT B Mara3uHax, OTEISX M T.H.
Po3HM4HEIH TOproBel Wik KaKoW-Tu0o APYrod mpeArnpruHAMATENh MOTY-
YaeT e)XEMECAYHbIC IIIaTeKH OT KOMIIAHWH, BBIMYCKAIOUICH KpEeAWTHBIC
KapTOUYKH, B CyMME, paBHOW 00beMy €ro mpojaxk 3a JaHHBIM MecI, OTII-
JIAYEHHBIX 110 KPEAUTHBIM KapTOUYKaM, 3a BHIYETOM IUIATHI, B3UMAeMOH 3a
00cny)XMBaHUE KPEIUTHBIX KapTouek. KIMeHT Takke eXeMecsYHO MoJy-
YaeT OT SMHUTUPYIOLICH KpPEeIUTHbIE KAPTOUYKH KOMIAHHH CUET, KOTOPBIH
OH JIOJDKEH MOJIHOCTBIO OIJIATUTh B TEYCHHE YCTAHOBJIEHHOTO CPOKa.

12. Letter of credit (akkpeauTHB / KpeIUTHOE MUCHMO): MMHCHMO,
aJipecoBaHHOE OIHHMM OaHKOM APYromy, B KOTOPOM COJICPXKHUTCS yKa3a-
HUE BBIIUIATUTH JIMIY, HA3BAHHOMY B IIMChME, OIIPENEICHHYIO CYMMY Je-
HET IIpU ONPEJCIICHHBIX OTOBOPEHHBIX YCIOBUSAX. B TOprosie akkpeauTH-
BBl IINPOKO MCHOJB3YIOTCS ISl IPOBEACHNUS PacuyeToB 3a UMIOPT M JKC-
IOPT.

13. Cash on delivery (COD) (omiata HATHYHBIMH B MOMEHT MO-
CTaBKHM): OopMa TOPTOBIH, KOT/Ia MTOCTABIINK IIOCHIJIAET TOBAPHI ITOKYTIa-
TEJIO MO TO0YTE C YCJIOBHMEM, YTO MOKYyNAaTelb BBIMJIAYMBACT MOYTAIbOHY
WIH JIOCTABIIUKY TOJHYIO CyMMY, YKa3aHHYIO B HaKJIaJHOW, B MOMEHT
JI0OCTaBKH TOBapa.

3. Put the expressions given below into the following
categories

— accompanying invoices
— accompanying pro-forma invoices
— accompanying statements of account
— advising payment
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— confirming payment
— acknowledging payment

1. We are sending the enclosed pro forma (No H9181) for £3,960
gross, for the consignment of chairs you ordered on approval. We would
appreciate it if you could return any unsold chairs by the end of May as
agreed.

2. Our Invoice, No. TR335116 for € 6,780.00 net is attached. We
look forward to receiving your cheque, from which you may deduct 3%
discount if payment is made within seven days.

3. You will be pleased to hear that we have accepted your bill and
now have the documents. We shall collect the consignment as soon as it
arrives in Bonn and pay your bill on the date agreed.

4. We have drawn a cheque for £267.00 in payment of your Invoice
No. 1231 dated 2 August. This can be paid into your account or cashed at
any Post Office.

5. We received your Giro slip today informing us that you had paid
£1,126.00 into our account in settlement of invoice No.1231. Thank you
for letting us know, and we look forward to hearing from you again in the
near future.

6. Our bank informs us that they now have the shipping documents,
and will be transferring the proceeds of our letter of credit to your ac-
count.

7. Our bank informed us today that you accepted our bill (No. BE
2255) and the documents have been transferred to you. We are sure you
will be pleased with the consignment.

8. The enclosed Pro forma No.1164 for £8,253.76 is for your Order
No. C1534, which is now packed and awaiting dispatch. As soon as we
receive your cheque we will send the goods which should then reach you
within a few days.
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4. Complete the invoice below,
using the following information

M. Thompson has ordered dinner services from Clampton Potteries: five
«Lotusy at $25 each, catalogue number K 204; ten «Kentwead» at $35 each,
catalogue number M 315. Cost, insurance and freight are included in these
prices. Clampton have offered him a 10% trade discount.

CLAMPTON
POTTERIES LD

Telephone +35 (0) 224856521
Facsimile +35 (0) 224843823
Email accounts@clampton.co.uk
www.clampton.com
K.J. Thompson 15 April 2009
1150 boulevard Cronex
F-54015 Bill Murrey
Your order No. 2416
Quantity Description Cat. No. £ each £

Clayfield | Burnley | B B10 1RQ

CIF
Less discount off net price
Total

Payment due within 24 days of date of invoice.

E&OE Registered No. 627485
VAT Reg. No. 1226424108
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5. Study the request for payment
and choose the most appropriate words

US Vehicles Ltd

Canes Road Austin MK 14 AB
Telephone: +35 (0) 282482945
Fax: +35 (0) 282662485
Email: unts@usvehicles.co.us
www.usvehicles.co.us

20 March 2010
Tom Brown
Managing Director
Motors NT

Crool st. 15

N — 2415 London

Account No. PN 251510

Dear Mr Brown

We wrote to you on 10 February concerning the above [1]
(account, bill) for $1.900.00 which has now been outstanding
[2] (for, since, about) three months. When we agreed to offer
you credit facilities we pointed out that it was essential to [3]

(pay, clear, handle) accounts [4] (in, at, on) the exact date,
particularly as we generally do not [5] (supply, present, offer)
credit terms.

As you realize, delayed payments can create problems for us [6]

(by, to, with) our own suppliers, therefore we would appreciate it if you
could either let us know why the [7] (balance, credit, payment)
has not been paid, or let us have a remittance [8] (within, for,
during) the next ten days.

We would be grateful if this could receive your immediate attention.
Yours sncerely

Jane Davis (Ms)
Cheif Account
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6. Study the text below, then complete the sentences
using expressions from this text

Trade credit
Jack is talking about his furniture business:

'Of course, we don't expect our business customers to pay immediately.
They are given trade credit, a period of time before they have to pay, usually
30 or 60 days. If a customer orders a large quantity or pays within a particular
time, we give them a discount, a reduction in the amount they have to pay.

But with some customers, especially ones we haven't dealt with before,
we ask them to pay upfront, before they receive the goods.

Like all businesses, we have a credit policy, with payment terms: rules
on when and how customers should pay. This is part of controlling cash
flow, the timing of payments coming into and going out of a business.'

Lo is a constant problem. | get materials from suppliers
on a 30-day payment basis, but I'm supplying large companies who pay me
on a 60-day payment term.

2 With some types of new wine, you can pay a special
PriCe...oiiiiinieins and wait for it to be delivered in about ten months' time.

3  Small businesses ~ complain  that  larger = companies
abuse.....ccoveveieeen, by paying invoices too slowly.

4 We offer a two per cent................ for payment within ten days.

5 We have a Very Strict.........ccocvvenvienenesl OUF i are
that everyone pays within 30 days.

7. Put the following events in the correcr order

Giants dispatched the goods to Puffco.

Puffco ordered goods from Giants.

Puffco eventually settled the invoice.

Puffco did not pay the invoice on time.

Two weeks later, Puffco had still not received an invoice, making
them thlnk Giants' invoicing was not very efficient.

U’.h.c*’!\’!—‘
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6. Someone in accounts at Giants chased the invoice by phoning the
accounts deparment at Superinc.

7. When the goods arrived, Puffco noticed there was no invoice and
asked Giants to issue one.

8. Giants' accounts department raised an invoice and sent it to Puffco.

8. Fill in the gaps in the passage below,
then translate it into Russian

The two principal methods of payment for exported goods are by Bill of
Exchange and by letter of credit. The Bill of E... is an order in writing re-
questing someone (the buyer) to pay a specified sum of money at a s... date.
If the bill must be paid immediately, it is known as a Sight B....The drawer
(the exporter) draws up the Bill of E... naming the person who must pay the
bill. This person (the buyer) is known as the drawee. The d... (the exporter)
then gives the Bill of E... to the bank. When the bank presents the bill to the
d... (the buyer) he must either pay it immediately (if it is a S... Bill) or accept
it by writting 'Accepted’ on it. By a... a bill, a person agrees to pay the bill at a
s... date (usually in three months). When the d... pays or a... the bill, the bank
gives him documents which allow him to collect the goods from the quay
when they arrive. Receiving the d... when the S... Bill is paid is called
'‘Documents against Payment'. Receiving the d... when a bill is a... is called

'‘Documents a... Acceptance'.

Exchange
specified
Bill
Exchange
drawer
Exchange
drawee
Sight
accepting
specified
drawee
accepts
documents
sight
accepted
against

Bill of Exchange — mepeBoaHOit Bekcens, TpaTTa
letter of credit — akkpemutus
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in writing — B miuceMeHHOH B hopme

specified — oroBopeHHbI#, KOHKPETHBIH

Sight Bill — npexssiBuTenbCKHIA BeKCeTb

drawer — TpaccaHT

to draw up — BeITTHCHIBATE (TPATTY)

drawee — tpaccar

to accept — npuHEMaTH

Documents against Payment — moKyMeHTBI 32 HATHYHBIN pacueT
Documents against Acceptance — TOKyMEHTHI IPOTHB AKIIETITa
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