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Introduction to Business Documents and Correspondence Translation

Business Communications can be considered as any form of
correspondence between a company and any other person or entity. It can
exist on various levels and include communications among a certain
company’s employees, or communications between a company and its
clients, a business and other businesses that it interacts with. These
businesses can include governmental agencies, suppliers, distributors,
partners, etc. Business communications also entails all forms of
communication but the most important one is a written form.

A. Types of letters:

There are basically two types of letters — Formal letter and Informal letter.
A formal letter is written when you do not know the reader in person, and
the topic of communication is thoroughly professional. Some types of
formal letters are

- Application letters

- Sales Letters

- Appeal letters

- Legal letters

- Inquiry letters

- Termination letters

- Tax letters, etc.

An informal letter on the other hand is written to someone you know in
person, or have a close relation with. The topic of communication is
thoroughly personal. Some types of informal letters are

- Condolence letters

- Christmas letters

- Farewell Letters

- Invitation letters

- Recognition of Achievements letters

There are a lot of such letters. Each letter is written with a specific purpose.
To write perfect letters we must know the basic of every letter. For
example, if you need to write a terms of payment letter, you must know
what the use of such a letter is, and what you aim to communicate via this
letter.



Letter writing is thus very important in personal and professional life. We
might not know all the types of letters, but some basic knowledge of all
letters and the ability to write some common types of letter is essential.
Task 1. Match each of the extract from business letters (a-k) with the type
of letter (1-11) from which it is taken.

. Letter of invitation i
. Response to an enquiry

. Letter requesting payment
. Letter of rejection

. Letter of apology

. Letter of enquiry

. Letter of application

. Letter of complaint

. Written warning

10. Order

11. Reservation

O 001 ON DN K~ W —

a) Mr. Wright would like a double room with shower and full board from
12 to 14 September inclusive.

b) I am extremely sorry about the incident last week during the visit of
your representative to our offices. Unfortunately ...

c) This 1s not the first time that this has happened and I must inform you
that if it happens again we shall be compelled to issue a format reprimand.
d) I regret to inform you that your application for the post of Deputy
Catering Manager has been unsuccessful. Thank you for ...

e) Please find enclosed my CV and a recent photograph.

f) I should be grateful if you send me more information about your range
of products including details of prices and discounts.

g) Thank you for your letter of June 9. Please find enclosed a price list and
full details of ...

h) Please would you send to the above address 37 units of products
reference number 37/LK/450006 (brown) and send the invoice to our west
central office in the usual way.

1) Phillips Communications would be pleased to welcome Udo Schmidt to
the opening of its new ...

7) With reference to outstanding invoice number 9602132\64, we should be
grateful if you would settle ...

k)I wish to draw your attention to the very poor treatment our
representative received when she called on you last week.
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Task 2. Name each form using words from the box.

Business forms and documents.

Accident  Application  Appraisal =~ Attendance Employment
Expenses Hehdays Income Tax Maternity Warning

1. I would like to take a week at Easter and two weeks in July if it is
possible. Holiday Request

2. Mr. Lee had just taken off his regulation cap and gloves when his hair
got caught in the machine. Report

3. It tells you about your pay, hours, holidays, pension, and discipline
procedures. Statement of terms of
4. The duties attached to this post are as follows ...
Description

5. He has been away sick three times already this month.
Record

6. She already has two children and ten years’ service so she will get quite
a lot of time off this time. Leave Form

7. There is a vacancy in the IT department which I wouldn’t mind trying
for. Form

8. I tell her about how far I think I have achieved my objectives during the
past year and she writes it all down and then we talk about next year.

Form
9. He got it for failing to follow instructions and because he broke the
health and safety rules. Employee Notice

10. I am happy to pay for his flight in business class but I don’t think we
can accept his reasons for staying in a five-star hotel for four nights!

Claim Form
11. You pay more if you are a higher-rate earner and you pay a lot less if
you have several dependent children in full-time education.
Return

B. Find out if you know these words

Attachment — extra document or image that is added to an email
Block format  — most common business letter format, single spaced, all
paragraphs begin at the left margin.

Body — the content of the letter; between the salutation and
signature



Certified mail — important letters that sender pays extra postage for in
order to receive a notice of receipt

Coherent — logical; easy to understand

Concise — gets to the point quickly

Confidential, personal — private

Direct mail, junk mail — marketing letters addressed to a large audience
Enclosure — extra document or image included with a letter

Formal  — uses set formatting of business language, opposite of casual
Format  — the organization of a document

Headin  — a word or phrase that indicates what the text below will be
about

Inside address — recipient’s mailing information

Letterhead — specialized paper with a (company) logo or name
printed at the top

Logo — symbol or image that identifies a specific organization

Memorandum (memo) — document sent within a company (internal),
presented in short form

Proofread —read through a finished document to check for mistakes
Reader-friendly — easy to read

Recipient — the person who receives the letter

Salutation — greeting in a letter (e.g. «Dear Mr. Jonesy)

Sincerely — term used before a name when formally closing a letter
Transitions — words or phrases used to make a letter flow naturally

(e.g. «furthermore», «on the other hand»)

C. Writing an Effective Business Letter

E-mail may be the quick and convenient way to relay daily business
messages, but the printed business letter is still the preferred way to convey
important information. A carefully crafted letter presented on attractive
letterhead can be a powerful communication tool. To make sure you are
writing the most professional and effective letter possible, use the business
letter format and follow these basic business letter-writing.

1. Select a professional letterhead design for your business
Your business letter 1s a representation of your company, so you want it to

look distinctive and immediately communicate "high quality."



2. Use a standard business letter format.
The most widely used format for business letters is "block style," where the
text of the entire letter is justified left. The text is single spaced, except for

double spaces between paragraphs. Typically margins are about 1 inch
(2.54 mm) on all sides of the document.

3. This business letter format illustrates the specific parts of a business
letter:

Date: Use month, day, year format, e.g., March 10, 2016 or 10 March 2016
Sender's Address: 1t is a good idea to include sender's email and url, if

available. Don't include this information if it's already incorporated into the
letterhead design. This will allow customers to find your business more
quickly.

Inside Address: Use full name. Mr. /Ms. is optional

Salutation: Be sure to use a colon at the end of the name, not a comma as
in personal letters

Body Text: State why you are writing. Establish any connection/mutual
relationship up front. Outline the solution, providing proof in the way of
examples and expert opinions. Group related information into paragraphs.
Closing "Call to Action'': State what the reader needs to do and what you
will do to follow up

Signature Block: Sign your letter in blue or black ink

Enclosures: Use if you have an enclosure

Carbon Copy: Use if you are sending a copy to additional person(s)

4. Tips how to write a business letter

Use a professional tone.

Save casual, chatty language for email - your printed business letter should
be friendly but more professional. The tone must be confident, courteous,
and sincere; use emphasis and subordination appropriately; your letter
should contain nondiscriminatory language.



Write clearly.
State your point early in your letter. To avoid any miscommunications, use

straightforward, concise language. Skip the industry jargon and instead
choose lively, active words to hold your reader's attention.

“THERE REALLY ARE NO TRUE SYNONYMS.”

Concise writing strikes a balance between abstract words that imply
qualities (like beauty, and inflation), general words (like management,
team, and culture), concrete words (such as duck, lamp, lightning, and
water, which we know by our five senses), and specific words that limit a
general class. Building is a general word while a skyscraper is a specific
building.

Task 1. In the following table, eliminate any unnecessary words in the
following phrases.

Wordy Phrase Better Phrase
At this point in time

In the near future

In the event that

For the purpose of

With regard to

[ am of the opinion that

Please do not hesitate to let me know

I wish to take this occasion to express my thanks
The early part of next week

Your check in the amount of

It 1s quite probable that

A large number of

At the present time

There is no doubt that

Most of the time

In the same way

During the time that

Remember the fact that



Not in a position
In view of the fact that
Until such time

Task 2. Write the following sentences more concisely.

1. In the event that payment is not made by January, your license will be
suspended.

2. The invoice was in the amount of $50,000.

3. He ordered desks which are of the executive type.

4. There are four rules which should be observed.

5. The department budget can be observed to be decreasing each new year.

Organize your information logically: Group related information into
separate paragraphs. In a long, information-packed letter, consider
organizing information into sections with subheads.

Be persuasive

Establish a positive relationship with your reader right away. If you have a
connection to the reader - you've met before or have a mutual colleague,
for example - mention it in your introductory paragraph. Whether you
think your reader will agree with the point of your letter or not, it is
important to find common ground and build your case from there.
Understand your reader well enough to anticipate how he or she will react
when reading your letter. Address his or her needs or wishes, or a specific
problem, and then outline your solution. Provide proof in the way of
examples and/or expert opinions to back up your point. Make sure to
maintain a friendly tone.

Conclude your letter with a "call to action." State clearly what your reader
needs to do or believe to achieve the desired solution and then state what
you, the writer, intend to do next to follow up.

Proofread vour letter!

All your careful crafting and printing can't cover up spelling or punctuation
errors, which leave a lasting negative impression.

Now that you've learned the secrets of writing an effective business letter,
you're ready to start composing.



Task. Read the article below and proofread it, marking your changes in a
different colou pen. Things they are to look for include: Punctuation
errors, Spelling errors and Run-on/unclear sentences.

Appraisal systems working, poll finds
By Virginia Galt

WORKPLACE REPORTER
Performance management efforts are paying off, Canadian employers say
with only 2 per cent of employees deemed to be unsatisfactory and 7 per
cent falling into the "needs improvement" category.
The vast majority 60 per cent are performing standardly, the Conference
Board of Canada reports in its 2004 compensation outlook survey, while a
further 24 per cent exceed most requirements and 7 per cent are rated as
outstanding employees - "water-walkers," as Conference Board economist
Prem Benimadhu calls them.
To delegates to a recent human resources conference in Toronto, Mr.
Benimadhu said that performance management has been a key priority for
human resources managers for many years, and employers are starting to
reap the benefits.
"This year, for the second year in a row, there is an increase in the number of
organizations reporting their performance management system its effective,"
the Conference Board says in its compensation outlook report. "Almost 40
per cent reporting that their performance management system is 'very
effective’ (5 per cent) or 'effective’ (34 per cent) compared to two years ago
when just one-quarter of organizations assessed their programs this way."
Mr. Benimadhu said 363 organizations took part in this year's
compensation planning survey and, of those, 87 per cent currently use a
performance appraisal rating system.
There is a growing focus on help good employees becomes even better, the
survey found. "This year, one third of responding organization indicated
that they segment their work force, based on criteria such as performance
or potential, for the purpose of targeting specific employees or groups for
retention strategies or initiatives," the report said.
The survey found that base pay remains the key element of compensation,
but that employers are becoming more selective about who gets raises and
are introducing more "variable pay" plans, such as bonuses, to their
compensation packages.
Not everyone will get a pay raise next year; although most employees can
expect a wage increase that will keep them a head of inflation. Those non-
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unionized employees who get raises will see their base pay go up by 3.4
per cent next year, while unions are expecting to negotiating increases
averaging 2.6 per cent.

5. How to start a letter

Ham HeoOxoauMbl (hpa3bl BCTYIJICHUS
JUTSL UCTIONIb30BaHUS CCHIJIOK Ha MPEABIAYITYI0 KOPPECTIOHICHIINIO; JITIs
yKa3aHHsl, KaK MbI Y3HAJIU O HAIIeM IOoJIy4aTelie; cKa3aTh, IoYeMy IMHIIEM
TUCHMO H T.]I.

o With reference to your letter of 7 September, I ... .

o [ am writing to enquire about ... .

o« After having seen your advertisement in ... ,  would like ... .

o« After having received your address from ..., I ...

o [ received your address from ... and would like ... .

o We/l recently wrote to you about ... .

o Thank you for your letter of 3 November.

o Thank you for your letter regarding ... .

o Thank you for your letter/e-mail about ... .

o Inreply to your letter of 2 June, ...

6. How to close a letter

Ham HeoOxoaumel hpa3pl OKOHUAHUS:
JIJIs CCBUTKM Ha TTOCJIETYIOIINE COOBITHS; TOBTOPHOU MPOCHOE MPOIICHUS;
IIPETOKEHUS TIOMOIIN U T.J.
« Ifyou require any further information, feel free to contact me.
o [ look forward to your reply.
o [ look forward to hearing from you.
o [ look forward to seeing you.
o Please advise as necessary.
o We look forward to a successful working relationship in the future.
o Should you need any further information, please do not hesitate to
contact me.
o Once again, I apologise for any inconvenience.
o We hope that we may continue to rely on your valued custom.
o Iwould appreciate your immediate attention to this matter.

7. >Yours faithfully’ or ‘Yours sincerely’?

Korna Bel He 3HaeTe MM MOTy4YaTeIIs:
o Dear Sir ... Yours faithfully
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o Dear Madam ... Yours faithfully

o Dear Sir or Madam ... Yours faithfully
Korma Bei 3Haete nMs momydarters:

o Dear Mr. Thomson... Yours sincerely

o Dear Mrs. Thomson... Yours sincerely

o Dear Miss Thomson... Yours sincerely

o Dear Ms. Thomson... Yours sincerely
Korma Bel numrere xoporemMy ApyTy WM KOJUIETe:

o Dear John... Best wishes/Best regards
Koraa muceMo aapecoBaHo 1e710My OTACITY WIH MHOTHUM IOTY4YaTesIsIM:

o Dear Sirs ... Yours faithfully

Task 1. Paccmasbme 6.10ku nucoma 8 npaguibHom nopsioxe.

a) Dear Dr. Comely,

b) Should you have any further questions, do not hesitate to contact me via
this email address.

c¢) On behalf of the Committee of the IV International Symposium and
Tom White we are glad that you will be a speaker during out Symposium.
d) In order to provide you with high quality simultaneous interpretation of
your report during the Symposium we kindly ask you to provide us with
the abstract of the article.

e) Sincerely,

f) Thank you very much in advance.

g) Amanda Black,

Symposium producer,

tel. 678 099088

Task 2. This letter is mixed up. Put the sentences in the right order.

Dear Mrs. Weinberger:

Please give my regards to Steven Hill.

It was interesting to hear your views on our new products.

I would be very grateful, therefore, if you could send me a list of agents —
perhaps from the yellow pages.

As you know our company is planning to open a branch in Los Angeles.

I was wondering if you could help me.

It was a pleasure to meet you at the Trade fair last month.

12




We are now looking for office space in the town center and we need to
know the names and addresses of some property agents.

With best wishes,

Hans Seitz Divisional Director

Task 3. Choose the right word and insert it in the sentence.

I. 1. I think it would be a good idea to ......... in your letter that you have
worked in that type of business previously: (a) describe; (b) mention; (c)
show; (d) demonstrate

2. You need to improve the ......... of this letter because one or two things
are in the wrong place: (a) description; (b) indication; (c) layout; (d)
picture

3. Before you put the letter in the envelope, make sure you ......... it in the

right way: (a) fold; (b) double; (¢) treble; (d) hold

4. If you want this letter to reach the bank tomorrow, you have no choice
but to send it by ......... mail: (a) speed; (b) express; (c) excess; (d) fast

5. When you are going to write an important letter like that, it is absolutely
essential that you ......... all the facts first: (a) connect; (b) join; (c) deliver;
(d) assemble

6. When you read something you've written on the computer screen, it
often looks all right although you should always ......... read it first: (a)
check; (b) prove; (¢) proof; (d) proven

7. I advise you to check ......... with a letter or a phone call if you intend to
pay them a visit in order to save a wasted journey: (a) previously; (b) prior;
(c) ante; (d) beforehand

8. Since that package contains valuable items, you must send it by .........
post: (a) required; (b) resigned; (¢) registered; (d) repeated

9. Quite honestly I cannot trust this particular letter to be sent by post and
so I am using the services of a ......... to deliver it for me: (a) courier; (b)
runner; (c¢) traveller; (d) carrier

10. I'm sure that computer program you use creates a very good letter
design but it's far too ......... for me: (a) comprehensive; (b) complicated; (c)
concentrated; (d) composite

13




Task 4. Letters to write.

1. Last week, you met a business friend who you had not seen for years.
You talked for a long time about a new bakery that he had started. Your
friend invited you to the opening of his bakery next month. Unfortunately,
you have just discovered that you have an important meeting on that day.
You will telephone him after the opening and arrange a visit. Write and tell
him this.

2. Write down a formal letter to make an appointment between Julia
Bucket MD to Constructive Toys Company and her new western district
manager, John Quinn. You should also arrange for a tour-visit of the new
factory and a lunch meeting.

14



UNIT I. ENQUIERY LETTER

A. Find out if you know these words

To make an enquiry about a
product

To enquiry about a product
A supplier

A customer

A wholesaler

A retailer

A bulk buyer

A principal

An associate

A representative

A subsidiary

A co-operative society

A Trade Association

A brochure

A booklet

A prospectus

A price-list

A leaflet

A showroom

A demonstration

A circular letter

A trade journal

Samples

Patterns

To offer concessions

To quote a price

To suggest/state terms
Cash discount

Trade discount

Quantity discount
Monthly/quarterly statement
Documents against acceptance

Cnenatp 3ampoc o MpoOayKTe

3anpamuBarh HHOOPMALIUIO O IPOAYKTE
IToctaBmink

Knuent

OnToBas ToproBas Gpupma
Po3nuunas Toprosas ¢pupma
OnToBkIN MOKYNATEIb
[TpuHMman

KommanboH

IIpencraBurens

Ouman

KoonepaTtuBHOE COTpYIHHUYECTBO
Toprosas accounanus

bpomrropa

byxkier

[Ipocriext

[Ipanic-muct

Pexmamusrii Oyker
JIEeMOHCTpalMOHHBIN 3aJ1
JlemoHcTpanuus

[upKyasspHOE NUCHMO
OtpaciieBou KypHal

O6pasiib

Monenu

[Ipemmarats CKUaKM

Ha3znauarts neny
[IpennaraTe/onpenensrTsb yCIoBuUs
CkuIKH 32 pacy€T HATUYHBIMH
Toproseie CKUIAKHU

CKUJIKH 32 KOJIMYECTBO
EsxemecsuHble/KBapTaIbHBIE OTUETHI
Ilepenaya OKyMEHTOB Ha IIPaBO
BJIaJICHUS] COOCTBEHHOCTBIO MOCIIE
MIPUHATHS TOKYMATEJIEM Y€Ka K OIJIaTe
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Bill of exchange

To place an order
Goods on approval
Goods on sale or return

To stock a product

To hold/carry (a) stock of a
product

To 1nvite/seek a tender or
estimate

To provide/supply a tender or
estimate

A reference

To ask for trade references

To provide/supply trade
references

Bexkcens

Pa3mecTuth 3aka3

ToBapsl i1 O3HAKOMJICHUS

ToBapbl ¢ BO3BMOXXHOCTHIO BO3BpaTa (B
cilydae, eclii OHU He OyyT IPO/IaHbl)
HNwmets TOBap Ha ckiajae

JlepkaTh B HUIMYMHK 3a11ac TOBApa

[IpoBOAUTE KOHKYPC WJIU OLICHKY
Y4acTBOBaTh B KOHKYPCE 10 LIEHE

OT3bIB, pEKOMEHIALIUSI
3anpamuBaTh HHHOPMAIUIO O
COCTOSIHMH Jie]1 (PUPMBI
[IpenocTaBisaTe HHGOpPMAITIIO O
COCTOSIHMH JIEJT

B. Yacmo ucnonv3zyemvie (hpazvl npu nanucanuu nucoma-3anpoca

* We would be obliged if you could quote your best prices and terms of
delivery and payment. — Mbl ObuTH OBl IpU3HaTENBHBI Bam, ecnu Obl B
Ha3HAYaJIM BaIllH Jy4ITHe IIEHbI U YCIOBHUS ITOCTABKHU M TUTATEXKA.

* Could you please send me your most recent brochure? — He mornu Obl
Brl BeICIIaTh MHE Balll MOCETHUN OyKIeT?

» We should like you to give us a quotation for ... — MbI xoTenu Obl, YTOOBI
Bbl ganu Ham Barry KOTUPOBKY Ha ...

* Could you fax me the results of the market survey? — He moriu 6b1 Boi
MHE OTIPABUTH PE3YJIbTAThI UCCIEAOBAHUS PhIHKA MO (akcy?

* We saw your product at the exhibition and would ask you to send us your
latest catalogue. — Mb1 Bugenu Bain nmpoayKT Ha BbICTaBKE M XOTENIU OB,
4yT0OBI BBI MpHcCIaan HaMm Balll MOCIEIHUM KaTaJor.

* I would like to order ten copies of this book. — I xoTen Obl 3aka3aTh
JIECSATH IK3EMILISIPOB ITOU KHUTH.

» Please send us samples of your product. — byasre m00pbl mpuciaaTh
oOpas3iibl Balllero MpoayKTa.

« We are interested in goods produced by your company. — Mbl
3aMHTEPECOBAHbBI B TOBApE Baileil KoMIIaHuu.

* Please return the enclosed envelope with your payment. — IIpock0a
BEPHYTH NPHUJIATa€MbIii KOHBEPT C BaITUM IIJIATEKOM.
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* Your prompt reply will be appreciated. — Mb1 OyneM npusHaTeNbHBI 32
Bam ckopsblii OTBET.

* [ would be very grateful if you could send me this information. — 5 6bL1
Obl OUYEHb MpU3HATEJICH, eclii Obl BbI mpucianu MHe 3Ty HHPOPMAIIHIO.

C. Kparkue 3anpocsl (Samples)

1. Date

Name/Title
Business/Organization
Address

City, Zip Code

Dear Name:

A business associated of ours, Berend Kasius of the Hilbers in Albany,
New York, mentioned your name and showed us your company’s
brochure. We own and operate six medium-sized hotels in the Moscow
area and are looking for a reliable fire prevention/sprinkler system for
these properties. Could you mail us your latest sales catalogue and price
list? Thank you very much.

Sincerely yours,
Signature
Name

2. Date

Name/Title
Business/Organization
Address

City, Zip Code

Dear Name:

One of our business associates — Mr. Ben Nevins of Gorham Brothers in
Hong Kong — informed us that your company is a major manufacturer of
pure cotton — striped or solid polo shirts and terry jumpsuits in all sizes for
young women. We would like you to send us detailed information and
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your export price list, as well as several samples of the shirts and
jumpsuits.

Thank you very much!

Sincerely yours,

Signature

Name

3. 3ampoc B OTBET Ha OOBSBICHUE

251 rue des Raimonires

F-6000 Poitiers Cidex

Tel: (33) 99681031 Telcopie: (33) 102163
Ref: PG/AL

The Sales Dept.

R.G. Electronics AG

Havmart 601

D-5000 K?In 1

Dear Sirs:

We are a large record store in the centre of Poitiers and would like to know
more about the tapes and cassettes you advertised in the month’s edition of
“Hi F1 News”.

Could you tell us if the cassettes are leading brand names, or made by
small independent companies, and whether they would be suitable for
recording classical music or only dictations and messages? It would also be
helpful if you could send us some samples and if they are of the standard
we require, we will place a substantial order. We would also like to know
if you are offering any trade discounts.

Thank you.
Yours faithfully,

18



P. Gerard
P. Gerard

4. 3anpoc OT MEHEIKEPOB MO 3aKyMKaM

Sanders & Lowe Ltd.

Import and Export, (London
Office), Planter House, Princes
Street, London EC1 7DQ
Birmingham Office: 2 Bradshaw
Street, Birmingham B5 1TQ
Manchester Office: 343 oxford
Street, Manchester M 27 2 LR
Liverpool Office: 54 Bakers Road,
Liverpool U 9HW

Stockport Office: 5 Island Road,
Stockport SM3 12K

Directors: L.W. Lowe, D. R. Sanders

Your ref: Our ref: 10/MB

The Sales manager
Glaston Potteries Ltd.
Clayfield

Burnley BB10 IRQ

Dear Sir or Madam,

Telephone: 071 5431615
Fax: 071543 1925
Telex: 928537

Reg. No. England 155134
VAT No. 013 7001 21

Date: 7 JULY 2005

We are writing to you on behalf of our principals in Canada who are

interested in importing chinaware from England.

Could you send us your latest cataloque and price-list, quoting your most

competitive prices?

Our principals are a large chain store in North America and will probably
place substantial orders if the quality and prices of your products are

suitable.
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We look forward to hearing from you soon.
Yours faithfully,

L.Lowe (Mrs)

D. Tasks

Task 1. Match these words with their definitions.

1 catalogue a. details of conditions of sale
2 trade discount b. price reduction to a company in the same
3 order business

c. a small amount of a product offered free
4 quantity discount to a potential customer
5 sample d. book giving details of items for sale
6 terms of trade e. request from a customer to supply goods

f. price reduction for a large order

Task 2. Rewrite the following questions in a less direct form, beginning
with the words given.

Examples: 1. What are your terms of trade? — Please let us know what your
terms of trade are.

2. Are you able to offer us trade and quantity discounts on large orders? —
Could you also tell us if you are able to offer trade and quantity discounts
on large orders.

1) Could you send me a copy of your latest brochure?

I would be grateful
2) How much discount will you give on orders of 5,000 units?
Could you please tell us
3) When can we expect to receive the cheque?
[ am writing to enquire
4) Would you like us to arrange an appointment with one of our
representatives?

Please let us know

5) Has Mr. Crane returned from the Menswear Exhibition yet?
Do you happen to know
6) Does your company export to South Korea?
Could you tell us
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Task 3. Make words from the jumbled letters and match them with the

definitions in the sentences below.
a UEAGTOCLA c METIESAT e IDISYUSRAB

g OSSUTCREPP b LAOEEHSLWR  d RENTED
f ETSMCOUR

1 A company or organization that is part of a larger one.

2 A person who buys items from a shop or company.

3 A kind of magazine giving details of the items a company sells.

4 A prediction of how much an item or service is likely to cost.

5 A written quotation for a large job such as building a factory.

6 A kind of magazine giving details about a school, college, or university.
7 A company or person that buys and sells items only in bulk.

Task 4. Complete the following letter of enquiry with the correct
prepositions.

Admissions Dept. Avda. San Antonio 501

The International College 80260 Bellaterra

Falmer Barcelona

Brighton BN1 9QN 12 October 20 —

Dear Sir/Madam,

[ am a Spanish student (1) the University (2)  Barcelona doing
a Master's Course (3) Business Studies, and I intend to spend six
months (4) England, (5) January next year, preparing

(6) the Cambridge First Certificate.

Your college was recommended (7) me (8) a fellow student
and I would like details (9) the First Certificate course, including
fees and dates. Could you also let me know if you can provide
accommodation (10) me (11) Brighton (12) an
English family.

Thank you for your attention, and I look forward to hearing from you soon.
Yours faithfully,

Maria Ortega
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Task 5. Compose enquiry letters:

1) to Fujitsu Co. to know about their latest models of computers. Tell them
that you have learnt about their products at the Exhibition in Paris on
October, 15 2015.

2) to Mr. Link, the Head of Sales at “Mercedes” and ask him to send your
company a catalogue and a price-list on spare parts of the trucks.

E. Reply to the enquiry

Task 1. Translate into Russian

1. In reply to your letter dated April 22nd I wish to inform you that our
Sale Department is willing to discuss your proposal. 2. Further to our letter
of October 21st I am happy to inform you that everything has been
arranged for meeting your representatives. 3. With this letter I am sending
you the list of names and the titles of the reports. 4. Thank you for your
letter of the 20th December and for the material which you enclosed with
it. 5. In accordance with your letter we have the pleasure of sending you
the material you need. 6. On behalf of our company I wish to acknowledge
with sincere thanks the receipt of your letter of the 18th May. 7. Thanking
you in anticipation, and with all good wishes, 1 remain, Yours sincerely,
David Foulie. 8. With my own keen anticipation of your visit to this
country in February 20..., I am, Yours sincerely, Ms. Rosy. 9. It was a
great pleasure to make your acquaintance at the Exhibition in Sofia and I
look forward to the possibility to meet you again in this country. 10. I trust
you will inform me of the date I am to come to London, and hope to be
there in time. 11. We shall be looking forward with pleasure to receiving
samples of your equipment in September.

Task 2. Read the samples of letters, translate them into Russian and be
ready to write the enquiries to which they are answers.

1) Date
Name/Title

Business/organization
Address

City, State Zip Code

Dear Name:
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Thank you very much for your request of April 16 for the samples of our
new ABC fabrics. We have asked our agent in San Diego, Arthur Roth
Company, to supply you with a copy of our current sales cataloque and
price-list and a full line of samples.

We appreciate your interest and thank you for writing to us.
Sincerely yours,

Signature
Name

2) Date
Name/Title

Business/organization
Address

City, State Zip Code

Dear Name:

Thank you for your interest in our sales management training programme.
Per our telephone conversation of yesterday, I am closing detailed
information about this programme.

If you have any questions, please do not hesitate to contact me.
Sincerely yours,

Signature

Name

3) Date

Name/Title

Business/organization
Address

City, State Zip Code
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Dear Name:

Thank you for expressing an interest in Elyxx/Automated Simulations. In
response to your request for further information on our product line of
computer games, we enclose our latest catalogue and price-lists.

We are in process of expanding our distribution channels internationally as
the demand for high-quality computer games increases. Our games are
unique and positioned for your market. Take a few minutes and review the
enclosures, and you will see why so many top retailers have added the
Elyxx computer games to their product mix.

Please contact us if you have any questions regarding the product line or
material enclosed. We look forward to hearing from you in the near future.

Sincerely yours,

Signature

Name

F. The rejection of the proposal

1. The reason for the rejection: too high price
Dear Name:

Thank you for submitting you proposal for name of project. Unfortunately,
your proposal makes it clear that the project would be prohibitively
expensive. We cannot, therefore, proceed.

Please, be assured that we appreciate your prompt attention to our request
for a proposal, and we will keep you in mind for future projects.

Sincerely yours,

2. The reason for the rejection: the discrepancy market conditions

1). Dear Name:

Thank you for your project for name/type of project. We read the proposal
with great interest, but have concluded that it is inappropriate for our
market needs, customers, etc.
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We appreciate your thinking of us.

Sincerely yours,
Name

2). Dear Name:

Your proposal is very impressive, but the merchandise you have available
does not meet the specifications outlined in our RFP. We invite you to
reexamine the RFP and, if you can supply more appropriate merchandise,
please resubmit your proposal before the deadline of date.

Sincerely yours,
Name

3. The reason for the rejection: inappropriate conditions

After a long and careful consideration of proposal from various vendors for
name of project/product, we have concluded that your offer is not quite
right for us, and we have elected to go with the proposal of another vendor.
We appreciate your taking the time to prepare and submit the proposal.
Sincerely yours,

Name

4. The reason for the rejection: excessive specialization

Dear Name:

I have received and reviewed your proposal to create a name of product.
The 1dea is a very interesting one, but [ am convinced that the market for
such a product is, at this time, too narrow, specialized, and limited to
warrant the investment necessary to put your proposal into production.
I’1l be happy to go into greater detail, if you like. Give me a call.

Sincerely yours,
Name
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5. The reason for the rejection: inadequate warranty terms

Dear Name:

Your product looks great. Unfortunately, the warranty you offer falls well
below our minimum guidelines, which specify terms. We will not consider
purchasing additional coverage, but if you can extend the standard
warranty as specified, we will be delighted to reconsider your proposal.

Sincerely yours,
Name

Task 1. Write the rejection to the following proposals:
a) Dear Sir or Madame:

As an experienced tax consultant, I can probably save you a great deal of
money! By doing your tax return, I often can find enough missed
deductions to pay my fee and more.

Below is a list of questions and answers that should convince you on using
my services:

1. Personalized Service. No two people are alike and no two people possess
the same tax returns.

2. Reasonable Fee. The basic price 1s for an itemized state and federal
return. Business schedules, stock sales, and other complications are
additional.

3. Fast, Confidential Service. There is usually no waiting time for an
appointment and your returns are returned within a week.

We would like to include you as one of our satisfied customers. Please
place this letter with your tax papers and when you are ready to work on
them give us a call.

b) Mr. Fred North
Purchasing manager
Broadway Autos November 11,20

26



Dear Mr. North,

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

The most suitable of our products for your requirements is the Artemis66A
Plus. This product combines economy, high power output and quick

charging time and i1s now in stock.

I enclose a detailed quotation, specifications and delivery terms. As you
will see from this, our prices are very competitive.

If you would like further information, please telephone me 01779902, my
extension number is 776.

I am looking forward to hearing you.

Sincerely yours,
Fred Stock
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UNIT II. ORDER AND PAYMENT/DELIVERY
A. Check if you know these words and expressions

1. Backorder, outstanding order — HEBBIIOTHEHHBIH, 3aJeP>KAHHBIN 3aKa3
If we unfortunately have an item out of stock and we back order for you,
we will not charge for the second delivery. — Ecnu y Hac, K HECHaCThIO, HE
OKa)KeTCsl KaKOro-1M00 HeOOXOJAMMOTO BaM TOBapa M Mbl 3aIMIIEM €ro B
KadecTBe 3aJIeP’KaHHOTO 3aKa3a, TO IOCTAaBUM €ro OeCIUIaTHO.

2. Order book — knura 3aka3oB; a record of how many goods or services a
company has been asked to provide, which shows how successful it is
financially: Our order books are full at the moment.

3. Packing charged at cost — ynakoBka BKJIFOU€Ha B CTOUMOCTh

4. Payment by installments — paying for goods by a series of small regular
payments

In special hardship cases reimbursement can be waived, or delayed
payment or payment by installments can be granted as an alternative. — B
O0COOEHHO CJIOKHBIX CUTYaIUsIX 3Ty CYMMY pa3pelmiaercs He BO3BpaIaTh,
WIM K€ TIOJydYaTell0 TPEJOCTaBIsAeTCS OTCpOYKa TIUIaTeXa WM
paspeniaeTcs B Ka4eCTBE aJbTEPHATUBHOIO BapHaHTa BEPHYTh 3Ty CyMMY
10 YacCTsIM.

5. Date of receipt — nata noaydeHus

The appeal must be decided by the Directorate within a maximum period
of days from the date of receipt. — 3asiBieHne 00 OTMEHE MOIJICKUT
paccMoTpeHuio [J1aBHBIM yIpaBlieHHEM B TEUYCHHE MAaKCUMyM padodnx
THEH, HaYrHAas C AaThl €r0 MOJavH.

6. Sample— o6paszerr; a small part or amount of something that is examined
in order to find out something about the whole.

Samples of devices shall be selected at random from the production of a
uniform batch. — O0pa3ibl NPUCTIOCOOJICHUI OTOMPAIOTCS TPOU3BOJIBHO U3
MapTHUH TOTOBBIX OJHOPOIHBIX U3ICTTUH.

7. To grant a discount — npeIOCTaBUTh CKUAKY

A discount of about ... (%) to ... (%) per cent of the purchase price is also
granted to the lessee, depending on the year that the option to purchase

was availed. — Apenaatopy Takxe MpeAoCTaBISIETCS CKUIKA B pa3Mepe OT

% n0* % OT MOKYNMHOW CTOMMOCTH B 3aBUCMMOCTH OT rojia, Korja Obuia

MIPEIOCTABICHa BOBMOXHOCTD BBIKYTIA.
8. To sell off — pacnipoiaBaTh co CKUIKON
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In 19 the Company began to sell off its land to private local ownership.
— B 19 roxy Komnanus crana pacnponaBarb CBOM 3€MJIM MECTHBIM
YaCTHBIM BJIa/ICIIbIIAM.

9. To submit an invoice — IPeI0CTaBUTh CUET-(DAKTYPY

Under the terms of the force majeure clause, Delft was to submit an

invoice within days of terminating the contract for unpaid work. —
CornacHo mnosoxennto o ¢opc-maxope, "Henbdt" momkHa ObuLla
MPEJACTaBUTh CUET-PaKTypy B TEUCHHUE JTHEW Tocie MpeKparieHus

KOHTpaKTa B OTHOIICHUH HEOIUIAY€HHBIX PadoT.

10. Wholesale — the business of selling goods in large quantities at low
prices to other businesses, rather than to the general public.

More and more wholesalers and retailers throughout Europe are ordering
their products online from Weerman. — IloCTOSHHO yBeIWYHUBaETCSA
KOJIMYECTBO €BPONEHCKUX ONTOBBIX W PO3HUYHBIX IPOJABIIOB, KOTOPHIC
TIOJIB3YIOTCS BO3MOXKHOCTBIO pa3MEIeHHsI 3aKa30B B KoMIaHuu Weerman
B PEKUME OHJIANH.

11. Sight draft — TparTa (mepeBoHOI BEKCENb) 0 BOCTPEOOBAHUS

The sight draft allows an exporter to delay the shipment of an order until
the importer deposits the payment to the exporter. The importer signs the
sight draft and agrees that whenever the exporter demands, the importer
will make the deposit of the full payment either before the order is
delivered or after the importer receives the delivery.

B. Text “How to Compose a Purchase Order letter”

A Purchase Order Letter is a document that confirms to the seller that the
customer in a specified time frame requires a particular quantity of the
product. Nowadays one company to the other confirming the order, which
1s generally a bulk order, writes Purchase Order Letters or it is written by
an individual to a company again in the case of placing a bulk order.

A Purchase Order Letter should be written as soon as the decision for the
purchase has been made.

The company with whom the order is being placed should be given enough
time to execute the order.

The letter should clearly indicate the product code or item number, the size
and the quantities being ordered.

The date when the Purchase Order Letter is being generated is very
important because that identifies when the order was placed.
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If the order is being placed by a company then it usually should be in a
Purchase Order format.

The Purchase Order Letter should also indicate the date by when the order
is expected to be executed or delivered.

The mode of delivery of the material should also be identified in the letter.
The letter should also carry the mode of payment by which the payment
will be made.

If any advance has already been paid against the order, it must be
mentioned in the Purchase Order Letter.

The address where the order has to be delivered should be very clearly
mentioned in the letter along with any landmarks, if any, to locate the
address.

The Purchase Order Letter should give the details of the costing of the
price including taxes, etc. so that there is no confusion while making the
payment.

The name of the company or dealer with which the order is being placed
should be clearly written on the letter to avoid any miscommunication of
details.

There is no scope for any grammatical or punctuation errors in the
Purchase Order Letter.

The contents of the letter must be carefully read through to ensure that the
order details have been correctly mentioned.

The Purchase Order Letter should ideally be typed but the signatory should
personally sign it.

SAMPLE PURCHASE ORDER LETTER:
I. Personal Purchase Order Sample

Ms. K. Hutchinson 154 Green Avenue
Beller Company, Inc. New York, USA
424 Park Avenue January 5, 2010

New York, New York 10021

Dear Ms. Hutchinson :
Thank you for sending your catalogue so promptly. It arrived within a few
days of my request. Please send me the following items by parcel post:
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1 copy Emmet and Mullen,

High School Algebra @ $7.50 $ 7.50
25 copies Pinehurst,

Plane Geometry @ $8.75 $ 218.75
Total § 226.25

I am enclosing a money order for 226.25. If there are additional charges,
please let me know.

Please mail the books to the address given above.

Very truly yours,

Brandon Michael

II. Company Purchase Order Sample

TokoEnglet Seven Siblings Limited

11 Main Street 17 Sweet Road, West Bandung Tlp.
San Fransisco, USA 022-8765432 Post Code 41134

ZIP CODE 91234 July 9, 2013

Purchase Order
Attention : Miss Kim Jackson

Dear Miss Jackson:

Please accept this purchase order for the following:

No. Product Quantity Unit Price Total
1 Single Brush |4 $ 3,000 $ 12,000
Polisher
Colombia
2 Extractor SX |4 $ 2,000 $ 8,000
144
Total $ 20,000
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We require shipment by August 17, 2013 to:
PT Pama

No. 1 JI. Cileungsi,

Bogor, Indonesia

Post Code 40156

Please refer to this order as “purchase order # SS01234”. Should you need
more information, please contact me at 62-22-756756 at your earliest
convenience or email me at siblings@seven.com.

Sincerely,

Dede Prana
Purchasing Manager

A. Read the letters and translate them into Russian
1) Dear Name:

We acknowledge receipt of our samples and quotation of October 3. Please
find enclosed our order No. GW/RK 1193-DdeO for 450 Martrix 100 per
cent cotton thermal blankets for twin- and full-size beds.

We would remind you that as stipulated in our letter of August 29, the
blankets must be delivered to our warehouse in Salt Lake City before
October 15, because our special Winter Sales Week will start on Monday
morning, October 27.

2) Dear Name:

Enclosed you will find our order No. X776 for 550 Brass Finish Table
Lamps Model 33D. In accordance with your terms of payment we have
instructed International United Commerce Bank to open a credit for $
18,710.40 in our favour at their branch office in Newark, New Jersey. This
branch office will accept your draft on them for the amount of your
invoice.
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3) Dear Name:

We thank you for your quotation of July 3 for the supply of vacuum bottles
and find your terms acceptable. We are pleased to enclose our order, Xo.
993 for 1.500 unbreakable stainless steel vacuum bottles (Cat. No. 330C 1-
quart Bottle) at $19.75 per bottle.

We would appreciate delivery within one month and look forward to your
acknowledgement.

C. Useful phrases for orders and prices

We would like to place an order with your company for ...
Please confirm receipt of our order.

I am pleased to confirm receipt of your order ...

Please send us your price list.

You will find enclosed our catalogue and price list.

Thank you for your quotation of...

We are pleased to place an order with your company for...

We would like to cancel our order Ne...

I am pleased to acknowledge receipt of your order #...

Your order will be processed as quickly as possible.

It will take about (three) weeks to process your order.

We can guarantee delivery before...

Unfortunately these articles are no longer available/are out of stock.
You will find enclosed our most recent catalogue and price list.
Please note that our prices are subject to change without notice.
We have pleasure in enclosing a detailed quotation.

We can make you a firm offer of...

Our terms of payment are as follows:

Writing patterns

1. We look forward to your acknowledgement. — [Ipocum noarBepauthb
HOJyYeHHE 3aKa3a.
2. We would like to state that ... — [Ipocum yuecTs, 4TO...
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3. We hope we can be of service in the future. — Haneemcs Ha
IPOJIOJDKEHHE HAIIIETO COTPYTHIYECTBA.

4. We hope that you will be satisfied with the arrangement. — Haneemcs,
yT0 BBI OyeTe y10BIETBOPEHBI HATUMU JEHCTBUSIMHU.

5. We will submit further orders, if this one is completed to our
satisfaction. — MBI TIpOJOIIKKUM COTpyJaHHUYECTBO ¢ Bamu, ecnu Oyaem
yJIOBJIETBOPEHBI HCTIOJTHEHHEM JTOTO 3aKas3a.

6. We will advise you of the date of dispatch/shipment. — Mgl cooOum
Bawm maty oTnpaBKu/OTrpy3KH.

7. The order is placed strictly on this condition/This is a firm condition of
the order. — MBI TOTOBBI pa3MECTUTh 3aKa3 B ClIydae COOJIIOICHUS TaHHOTO
yCJIOBHS.

8. ...we shall have to cancel the order. — ...Mbl OyJeM BBIHYXXJICHBI
aHHYJIUPOBATH 3aKas3.

9. If the goods sell as well as we hope we shall send further orders/we will
submit further orders. — Eciau Bamm TtoBapel OyayT mnoJb30BaThCs
O0JBIIIUM CIIpocoM, BBl MOKeTe 0KHIaTh OT HAC HOBBIX 3aKa30B.

10. We regret to inform you that we are unable to accept your order. — K
CO’KaJICHHUIO, MBI HE MOKEM TIPUHSATH Baill 3aka3 K UCIOJTHEHUIO.

11. We regret to inform you that at the present time we cannot make use of
your offer. — C coxxanmenueM cooOImiaem, 4To B HACTOAIIEE BpeMs Mbl HE
MO’KEM BOCIIOJIb30BaThCs Bammm npeaiokeHneM.

12. I regret that we cannot meet you halfway and have to turn down your
order. — K coxanenuto, Mbl He MOXeM molTM Bam HaBcTpeuy, u
BBEIHY’KJICHBI OTKJIOHUTH Baiie mpeaioxeHue.

Task 1. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense forms.

to cancel, order books, in stock, marking, to quote, assorted, strictly, to
reject, popularity, to transfer, firm, to weigh, near, alternative,

to make up, dispatch, to accept, airfreight, to review, trial, acceptable, to
take place, board, to sail, patterns, to measure, circumstances, to satisfy,
arrangements, items, to run out, irrevocable, to bear, sailings,

to apply, packing, to execute, ready, understandable, to contact, to
prepare, to turn down, substitutes, to give a trial, unable, competitive
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1.  Please find enclosed our order for swimwear in ... sizes, colours and
designs.

2. We hope that this allowance can ... at some time in the near future.

3.  If the colours we have chosen are not ..., we will accept an ...
provided the designs are those stipulated on the order.

4.  Delivery before June is a ... condition of this order, and we reserve
the right to ... goods delivered after that time.

5. Wearenow...it...

6.  We will advise you of the ... in the ... future.

7. Your order has now been placed on ... the SS Condor ... from New
York on 30 April.

8. ...will ... on 28 March.

9. Payment CW.O. s ... to us.

10. The couplings are packed in two boxes ... 2.05 m. x 1.20 m. x
1.10m., and ... 241 kgs each.

11.  We hope that you will ... with these ...

12.  We would like to confirm that payment is to be made by ... letter of
credit which we ... already ... to the bank for.

13. There are regular ... from London.

14. We give you on the attached list details regarding ... and ...

15. The instructions must be ... observed.

16.  Your order ... to our Bournemouth plant and ... there.

17.  We apologize for the delay which was due to ... beyond our control.
18. If'you wish ... the order it will be quite ...

19. We would appreciate it if you could ... with us till then.

20. We believe that ... of this quality will find a ... market here.

21. We... to give the goods a ...

22. We are sorry to say that we must ... your order as we have full ... at
present.

23. Now we have seen your patterns and are prepared to ... them ...

24. If you do not have the listed ... in stock, please do not send ... in
their place.

25. To our regret, we ... of patterns you asked for.

26.  We hope you will ... us then.
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27. Thank you for your offer which we ... on the terms ...

28. Weare ... to accept your order.

29. We hope you will find the prices quite ... if you take into account the
... of the goods.

Task 2. Fill in the gaps with prepositions/particles where necessary.

1. Please find enclosed our order ... swimwear ... assorted sizes, colours
and designs.
2. We hope that this allowance can be reviewed ... some time ... the near

future.

3. If the colours we have chosen are not ... stock, we will accept an
alternative provided the designs are those stipulated ... the order.

4. We accept the delivery dates stated ... you viz. delivery ... the next six
weeks, but we would like to state that delivery ... June is a firm condition
... this order, and we reserve the right to reject the goods delivered ... that
time.

5. We would like to advise you that your order has now been placed ...
board the SS Venus sailing ... London ... 1 May and arriving ... Moscow
... 21 May.

6. The shipping documents and sight draft ... €10,000 have already been
sent ... Eximbank, Moscow.

7. Thank you ... your order, and we hope we can be ... service ... the
future.

8. Payment C.W.O. is acceptable ... us.

9. The goods are being airfreighted tonight ... BA 100 London—Moscow,
time ... arrival 22:45.

10. Our invoice ... $5,000 and the certificate ... origin are inside the box.
11. We hope you will be satisfied ... these arrangements.

12. We would like to confirm that payment is to be made ... irrevocable
letter ... credit which we have already applied ... the bank ...

13. There are regular sailings ... London.

14. We give you ... the attached list details ... packing and marking.

15. We will submit further orders, if this one is completed ... our
satisfaction.
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16. Thank you ... your order which we are now dealing ...

17. The ordered goods will be ready ... dispatch ... next week.

18. We will advise you ... date ... dispatch.

19. This 1s due to a fire ... our Glasgow plant which destroyed most ... the
machinery.

20. We would appreciate it if you could bear ... us ... then.

21. The enclosed order is placed strictly ... this condition.

22. We have full order books ... present and delivery could not possibly be
promised ... the time given ... your letter.

23. Please find enclosed our order ... 15,000 metres of «Rainbow» pattern
silk cloth which we understand you can supply ... stock.

24. As agreed you will draw ... us ... 90 days, documents ... acceptance,
... the documents being sent ... our bank.

25. If you do not have the listed patterns ... stock, please do not send
substitutes ... their place.

26. ... our regret, we have run ... ... patterns you asked ...
27. Thank you ... your offer ... 5 June which we accept ... the terms
quoted.

28. We have received a huge response ... other customers ... our special
offer.
29. We hope you will be interested ... our offer and look forward ... your

reply.
Task 3. Translate into English.

1. ITpunaraem 3aka3 Ne 257/J1 Ha NETCKYIO OJEXKAY Pa3IMYHBIX IIBETOB M
pa3MepoB.

2. bnaromapum 3a pegoCTaBICHHYIO HaM 15% CKHIIKY ¢ KOIM4YECTBA.

3. MBI TOTOBBl pa3MECTUTh 3aKa3 IMPHU YCIOBUU, YTO IOCTaBKa OyaAeT
OCYIIECTBJIEHA B TEYEHHUE TPEX HEEIb C AAThl MOJTYUYECHHUS 3aKa3a.

4. IIpocum OATBEPAUTH MOJyUYCHHUE 3aKa3a.

5. Bce 3akazanHble Bamu ToBaphl MMEIOTCA B HaJIUYWH, U Mbl CMOXKEM
OCYILIECTBUTD IMOCTABKY B T€UCHUE OJMKaNIIIEeH HEJIeI .

6. B Ommxkaiiiiee BpeMss Mbl W3BECTUM Bac 00 OTHpPAaBKE 3aKa3aHHBIX
TOBapOB.
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7. Bl MOXETE OXHJIaTh OT HAC HOBBIX 3aKa30B, €CJIM UCIIOJHUTE NAHHBIN
3aKa3 B COOTBETCTBUHU C HAIIIMMU TPEOOBAHUSIMU.

8. CooO1maeM, 4TO B HACTOSIIEE BpPeMs Mbl 3aHUMAEMCS HCIIOJHEHHUEM
Bamiero 3aka3a, KOTOpbIii Oy/1eT TOTOB K OTIPABKE Ha CJIEAYIOIIEH Helee.
10. B HacTosimiee Bpemst Bamn 3aka3 BRINOJIHSIETCS HA HAILllEM MPEANPUATAN
B [Inmumyre.

Task 4. Translate the following letters into Russian.

1) Dear Sirs,

We were very pleased to receive your order of 19 June for cotton prints,
and welcome you as one of our customers.

We confirm supply of the prints at the prices stated in your letter, and
rearranging for dispatch by our own delivery vehicles early next week. We
feel confident that you will be completely satisfied with these goods and
that you will find them of exceptional value for money.

As you may not be aware of the wide range of goods we have available, we
are enclosing a copy of our catalogue. We hope that our handling of your
first order with us will lead to further business between us and mark the
beginning of a happy working relationship.

Yours sincerely,
2) Dear Mr. Crane,

We would like to advise you that your order has been shipped on the SS
Marconissa and should reach you within the next ten days. Meanwhile our
bank has forwarded the relevant documents and sight draft for Pounds
2,354.00 to the Northmister Bank (City Branch) Birmingham.

We are sure you will be pleased with consignment and look forward to

your next order.
Yours sincerely,
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D. PAYMENT (terms of payment/confirmation of terms of

payment/business loans)

Check if you know these words and expressions

An invoice

A remittance

A pro-forma

A statement of account
A credit/debit note

A balance

A refund

Open account facility
Account rendered

Due date

Prompt payment

To clear/settle an account
Overdue account

To extend credit

A first/second/third request
A final demand

To recover a debt
Carriage forward

Trade discount
Cash discount

Goods on approval/sale or return

A postal order

A Giro

COD (cash on delivery)
A cheque

A current account

A savings account

A bank transfer

CuéTt, UHBOMC

JIeHeKHBIN MepeBOL
[IpenBapurtenbHbIi CYET (TIPO-popma)
OTU€T 0 COCTOSTHUM CUETA
YBenomiieHue 0 KpeauTe/nedere
bananc cuéra

Bo3Mmelienne yObITKOB
OTKpBITBIN CUET

OrutadeHHbIN CUET

Jlara yruiarsl

CBoeBpeMeHHas yriata
Oriatutk CU4E€T

[IpocpodeHHBIN CUET
[IpenocTaBisiTh KpeauT
[IepBbIit/BTOpOIA/TpETHIA 3aTTPOC
OxoHuaTeapHOE TPeOOBaHUE

B3bickuBaTh nonr

CTOMMOCTh IEPEBO3KH, MOJJICKUT
yIUIATE MOJIy4yaTeIeM

Cxuaka pO3HUYHBIM TOPTOBIIAM
Ckujika npu oriaTe HATMYHBIMU
ToBapsbl AJ1s1 03HAKOMJICHHUS/YCIIOBHS
MPOJIXKU WIIM BO3BpaTa
JIeHeKHBIN MEpEBO/ 10 TT0YTE
['upo-cuér

HanoxeHHbIM I1aTe:KoM

Yek

Texymmi cuer

J1eno3uTHBIN CUET

baHKOBCKUI IEpEBOT
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A telegraphic transfer (TT) TenerpadHsblii iepeBo

A mail transfer (MT) [TouToBBIN TIEpEBOT

A bank draft bankoBckuii cuéT, TparTa

A sight draft Bekcenb Ha npeabIBUTENA

A bill of exchange Bexkcenb

A letter of credit AKKpeUTHB

A money order JIeHEeKHBIN MOYTOBBIA EPEBO/T

A promissory note [IpocToii Bekcenb

Documentary credit JloKyMeHTapHbI aKKPEIUTUB

Value Added Tax (VAT) Hanor Ha 100aBJ€HHYIO0 CTOUMOCTh

(HAC)
Postage andpacking (p&p) [TouTOBBIE PACXO/Ibl U YIIAaKOBKA
Errors and omissions are excepted (E&OE)  OumumOku u nponycku
JOITyCKaroTCA

The Society for Worldwide Interbank Financial Telecommunications

(SWIFT) MexyHnapoaHasi Me:kOaHKOBCKast
cucTeMa nepeaayr UHPOPMAIIMKU U COBEPILICHUS

TUIATEXKEN

Writing patterns

1. We would appreciate it if you could bear with us till then. — Mu1 Oyem
IpU3HATENbHBI, €cliu BbI coryiacutech mpeloCTaBUTh HaM 3Ty OTCPOUKY.

2. Thank you for your offer which we accept on the terms quoted. —
bmaromapum Bac 3a npemiokeHue, KOTOPOE Mbl IIPUHUMAEM Ha
yKa3aHHbIX Bamu ycrioBusix.

3. The discount on the price applies to the orders exceeding... — Ckumka ¢
IIEHBI PACIPOCTPAHSIETCS Ha 3aKa3bl, MPEBHIIIAIOIINE. .

4. It would not be worthwhile supplying on allowance you have asked for.
— Mpbl He cuMTaeM Ieneco0Opa3HbIM TIOCTaBKYy TOBAapOB CO CKHUIKOM,
KOTOpyro Brl 3anparusacre.

5. Please confirm prices and terms as soon as possible. — [Toxxainyiicra, kak

MOKHO CKOpP€€ MOATBEPUTE LIEHBI U YCIOBHUSL.
6. We can now offer you our new range of ... at a reduced price for large
orders. — Mbl cMOkeM TIPEASIOKUTh BaMm Haill HOBBIN aCCOPTUMEHT ... TO
CHM)KEHHOM 1IeHE Ha KPYIIHBIE 3aKa3bl.
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7. We accept your price and the terms stated in your letter subject to our
General Conditions enclosed here with. — MguI cornacusl Ha Bamy 1ieHsl u
yCIIOBUS, YKa3aHHbIC B BaiieM nucbMme, Ipu YCITIOBUHM COOJIOICHUST HAIITUX
OOmmX yCIOBHM, MPUIIOKEHHBIX K JAHHOMY MHCHMY.

8. Much as we should like to do business with you, we find it impossible to
sell goods of reasonable quality at the price you ask for. — Kak 661 MbI HU
XOTeNn BeCcTH ¢ Bamu nema, MBI cuyuTaeM HEBO3MOXXHBIM IIPOJIaBATh
TOBaphl XOPOIIEro/MPUEMIIEMOT0 KadecTBa IO 3ampaiirBaemMor Bamwu
IICHE.

9. We are at your disposal for any further information you may require. —
MpbI TOTOBBI MPENOCTaBUTH JIIOOYI0 MH(POPMAINIO, KOTOpas MoxkeT Bam
MOHAIOOUTHCS.

10. Please note that as the price of ... stipulated in your quotation seemed
considerably high to us we have to reduce the quantity of the order
accordingly.— OoOpamiaem Bamie BHMMaHuW€ Ha TO, 4YTO IIEHBl Ha ...,
yKa3aHHble B Bameli KOTHpPOBKE, 3aBBINICHBI, W Mbl BBIHYXKICHBI
COOTBETCTBEHHO COKPAaTUTh O0BHEM 3aKa3a.

Task 1. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

to meet smb’s requirements, to decrease, ample, allowance,
respectively, discounts, to be subject to(2), efficiency, working,
characteristics, repeat order, to allow, to apply, to secure, to make
use, competitive, accordingly

1. All orders received before 30th August ... discount.
2. Immediate delivery is guaranteed as we hold ... stocks.

3. Our prices are extremely ... and it would not be worthwhile supplying
on the ... you have asked for.

4. Please note that as the price quoted in your offer seemed much too high
to us we have regretfully had ... the overall quantity of our original order

41



5. Should you be able to grant us ... off your unit price for Model A and
Model C of 3% and 5% ..., we would be very happy to place larger orders
with your firm.

6. The discount on the price does not ... to the cost of packing.

7. The quality of the goods ....

8. This offer ... immediate acceptance.

9. This, with the cash discount, which we ..., should enable you to offer
the goods for sale at competitive prices.

10. We hope you will place a ... soon.

11. We look forward to ... your order.

12. We regret to inform you that at the present time we cannot ... of your
offer.

13. You notice that the ... is high and the ... of our equipment are superior
to those offered by our competitors.

Task 2. Fill in the gaps with prepositions/particles where necessary.

1. We thank you ... the samples sent ... you ... parcel post.
2. The price ... the equipment stipulated ... your quotation seemed too high

... US.

3. Should you be able to grant us a discount ... the price, we would place
larger orders ... your firm.

4. Payment will be ... documents ... the Bank ... Trade.

5. ... ... modernisation ... our plant we can offer new range ... the goods ... a
reduced price ... large orders.

6. We are willing to grant a 4% discount ... all orders received ... 30th
August... That implies all orders received ... 30th August are ... ... discount.
7. This offer 1s subject ... immediate acceptance.

8. It would give us pleasure to supply you ... the machines you wish to
order.

9. The working characteristics ... the machine are inferior ... those offered
... your competitors.

10. The goods reflect the latest achievements ... the corresponding branch
... Industry.
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11. The discount works ... ... 5% ... the price. This will enable you to offer
the goods ... sale ... competitive price.

12. We accept the terms stated ... your offer subject ... General Conditions
enclosed herewith.

13. ... the present time we cannot make use ... your offer.

14. We cannot offer trade discounts ... the goods you have asked...

15. We find it impossible to produce goods ... reasonable quality ... the
price you ask ...

16. We have to turn ... your order as we cannot supply ... the allowance you
have asked...

17. We are ... your disposal ... any further information.

18. The Buyers pointed ... that the price was high. It was inferior ... the
quotations ... the competitors.

19. We agree to buy the goods ... the terms stated ... your letter if you
reduce the price ... 10 per cent.

20. We confirm the terms and conditions ... ... the contract enclosed.

21. We will ship the engines ... a first vessel available ... St. Petersburg.

22. We are sure that the quality ... the goods will be suitable ... you.

23. The price, less a discount ... 5%, works ... ... $145.00 ... unit.

24. ... the circumstances we regret we cannot accept your offer ... the terms
and ... the price quoted ... you.

25. The design ... the machine should conform ... all respects ... the
technical conditions.

26. Our experts have come ... the conclusion that an engine ... 2,000 kW
capacity will not meet our customers’ requirements.

27. We will revert ... this matter next week.

28. We regret to advise you that we cannot make any use ... the defective
goods shipped ... you ... Contract 67-654.

29. Neither the price ... the machine nor the cost ... packing nor the cost ...
transporting the machine ... our works ... the port ... loading are subject ...
discount.
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SAMPLES OF LETTERS ON TERMS OF PAYMENT

1. Dear Name:

As we have done business with your company for more than 18 months on
the basis of payment on invoice, we would now like to request you to grant
us open credit terms with monthly settlement.

You may check our credit rating with Mr. Williams Hamilton, branch
Manager of the Bank of Indiana, 000 Orchard Street, Belleville, Indiana
0000.

For information concerning our company’s promptness in paying invoices,
we refer you to the following credit references:

Wells Export Company, 000 Oxford Street, Phillipsville, PA 00000.
Nathan Kane, Inc., 000 West 42™ Street, Nathan, MA 000000.
If you would require additional information, we will be glad to supply it.

2. Dear Name:

For the past six months, we have been purchasing household appliances
from your company on a C.O.D. basis. However, we would now like to
open a line of credit. Please, let us know your usual credit terms and also
credit references and other business information you require to open such
an account.

We hope your company will be willing to comply with our request.

3. Reply to the request of granting a credit
Positive
Dear Name:

Thank you very much for your purchase order #CC-373. So that we may
extend our normal credit terms of 30 days, please provide us with the
following information:

1) Your company’s most recent financial statements

2) Names of three suppliers with whom your company is recently doing
business
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3) Name of your bank

Thank you for cooperation.

Negative
Dear Name:

Thank you for the order No. 00530 of January 19 for 600 Bambo Quartz
Clocks Model ISA at $ 19.95 per unit. We have these clocks on stock and
will be able to deliver them before the date — March 6 — you requested.

However, we are sorry that we cannot supply your order on the credit
terms you requested and for that reason request prepayment. Enclosed you
will find our pro-forma invoice. We would be obliged if you would arrange
payment for this invoice by either irrevocable letter of credit or banker’s
draft as soon as possible in order that we can ship the goods F.O.B.

Buenos Aires.

4. A letter of reminder

Dear Mr. Wilson:

We have not received your payments. This is to remind you that both your
first and second payments of $100 are now overdue. This $ 200 plus the
balance of $ 119.04 is due on August 15.

In the credit agreement you signed, you agreed to pay off your bill in three
payments. The first payment of $ 100 was due June 15, 20XX, the second
payment of $ 100 was due July 15, 20XX, and the final payment of $
119.04 is due August 15, 20XX. Please send the full amount in 10 days.
Failure to pay on time will affect your ability to charge merchandise at our
store. If you want to discuss your account, call me at 800-555-9875.
Perhaps we can arrange a more comfortable payment plan.

Thank you for your immediate attention.

Sincerely,

45



5. Insistence
Dear Mr. Wilson:

Your bill of § 319.04 is now overdue 60 days. Send $ 319.04 within 10
days. If you cannot send the total, please call me at 800-555-9875.

Failure to respond may mean that your bill is turned over to a collection
agency. Thank you for your prompt attention.

Sincerely,

Task 1. Translate into English.

1. IIpocum Bac causuts uensl Ha copta A u b Ha 4% n 5%
COOTBETCTBEHHO.

2. MBI TOTOBBI pa3MeCTUTh 3aKa3 Ha 00opyaoBaHue y Bamei ¢pupmel, eciu
Bs1 npegocTaBuTe CKUAKY B pazmepe 3%.

3. Ecau Bel cornacHel nepecMOTPETh HEHY U YCIOBUS IIJ1aTEXka, MbI
TOTOBBI paccMOTpeTh Bailie HOBOe npeiyioKeHue Py YCIOBUH, YTO OHO
MOCTYIUT K HaM He mo3aHee 15 okTa0ps.

4. B cB43U ¢ MojiepHU3aIMEN TPOU3BOCTBA U MOBBIIIEHUEM
POU3BOAUTENBHOCTH 000PYAOBaHUSI MBI TOTOBBI MPEIJIOKUTh BaM HOBBII
ACCOPTUMEHT TOBAPOB IO CHM)KEHHBIM LICHAM.

5. IlpomaBen; rOTOB MPEAOCTABUTh CKUAKY HA 3aKa3bl, MOTy4YeHHbIE 10 30
amnpess C.T.

6. Llenn! ykazanel CU® Kanuaunrpan. CoBepIIEHHO O4€BUIHO, YTO OHH
3HAUUTENbHO HUXE 1IeH KOHKYPEHTOB Ha aHAJIOTUYHBIE TOBAPHI.

7. MbI ipeiyiaraéM CKUJIKM HE TOJBKO Ha MMOBTOPHbBIE, HO U HA
NepBOHAYAIbHBIE 3aKa3bl.

8. HecMoTps Ha Hallle xelaHrue pa3BUBaTh ¢ Bamu aeoBble OTHOLIEHNS,
MBI HE MOKEM IPEJUIOKUTh 3alpOolIeHHbIe BaMu 1IeHBI U yCIIOBHS U
IOCTaBJIATh TOBAP CO CKUAKOMN B 5% CO CTOMMOCTH 3aKa3a.

9. B cOOTBETCTBUM C YCIOBUSMH ILIATEXKA MbI OTKPBLIU BO
Buemroproanke akkpenutus Ha Bamie ums 1 B Banry mosis3y Ha HOJHYIO
CyMMY KOHTpaKTa co CpOKOM jeiicTBus 10 31 mapra c.r.

Hacrosmmm akientyem Bamry Tparry, BEICTaBIEHHYIO Ha HAc, Ha Cpok 60
IHEW Ha cyMmy Bamero cyera.
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10. VYBaxkaemnle rocrnona!
[TonTtBepxaaem nonydenue Bamero nucema ot 15 mapra.

Mg cornacHbl cHU3UTH 1ieHy Ha 10%, ecnu 00beM 3aka3a MpeBBICUT 15
000 nonmmapoB CIHIA. Xotenoch Ob1 00patuTh Baiie BHUMaHue Ha TOT
(dakT, 4TO HAIllK TOBAPHI OTPAXKAIOT MOCJIEIHHUE IOCTUKEHUS B
MaIlIMHOCTPOEHUH, & COOTHOIIEHUSI [IEHA-KAa4€CTBO SIBJISIETCS
ontTuMalibHbIM. Hamie o0opynoBaHue HaJIeKHO, TO3TOMY MBI TOTOBBI
MPOJJIUTH CPOK TAPAHTHUH €lIE Ha 2 MecsIIa.

JlaHHOE TIpeIoKEHNE AEUCTBUTEIIBHO IIPU YCI0BUM Bamero
HEMEJIEHHOTO aKIEITA.
C yBaxkeHuew,

Task 2. Letters to make up.

1. Make up a letter from the Buyers to the Sellers asking for reducing the
price in accordance with the following plan:

— thank the Sellers for the offer received;

— ask for a discount (give reasons);

— encourage further co-operation with you;

— don’t forget about a complimentary close.

2. Write a letter from the Sellers to the Buyers raising the questions of
discounts in accordance with the following plan:

— thank the Buyers for the enquiry received;

— 1inform the Buyers of the terms of granting a discount;

— don’t forget about a complimentary close.

E. BUSINESS LOANS

Business loans are generally classified as either short-term or long-term
loans. For short-term loans, the principal (the amount borrowed) must be
repaid within one year. Long-term loans mature (come due) in more than a
year. Creditors, people which make loans, expect to receive interest,
payments for the use of their money, and the return of the principal (the
amount loaned) at the end of a specific period of time. Interest is expressed
as a percentage of the principal. Short-term loans are used to finance the
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everyday costs of doing business, such as payrolls, raw materials and
merchandise. Long-term loans are more likely to be used to purchase
equipment, buildings and other high-cost items. The most common types
of short-term financing are trade credit, loans from financial institutions,
and loans from investors. Long term financing is money that will be used
for a year or more. Building a factory, purchasing equipment, launching a
major research effort are the kinds of projects that require long-term
financing. The most common sources of long-term financing are retained
earnings, long term loans and the sale of stocks.
Long-term loans are repaid over more than 1 year. The most common form
of long-term loan is the mortgage, a loan secured by real estate (land or
buildings). If the borrower fails to make payment on the mortgage, the
lender may take the property.
Lexical Items
funds - ponnbl internal funds — BHyTpeHHuE HOHABI
external funds — BHemHue pouapl depreciation — aMOpTU3AIIMOHHbBIE
OTYHUCIJICHHUS, U3HOC

assets — aKTUBBI to wear out — I3HAIINBATHCS

earnings — MpuObLTH to pay bills — orutatuth cuera

operating costs — onepanuoHHbIe  to cover operating costs - MOKPHIBAThH

U3JIEPKKU OTIEPALIMOHHBIE U3JIEPKKU

stock - akmms to reduce spending — COKpaTUTh
pacxojibl

loan - 3aém short-term - KpaTKOCPOYHBII

long-term - goarOCPOUHBIH to make a loan- maBaTh B3aliMBbI

to secure a loan by- o0ecneunts 3aeM  principal — cymma 3aiima

mature — CpoK IJjaTexa interest- IPOLECHT

payroll — miarexHast BEIOMOCTh raw materials - cbIpbe

merchandise - ToproBath, TOBap trade credit - kpenut

to repay- BBIIUIAYUBATH mortgage -3aKJiaJiHas

real estate — HEIBUXKMMOCTD to borrow- 6path B 3aliMbl

to lend — naBaTh B3aiimMbl to make payments —oCy111€CTBUTh

property- COOCTBEHHOCTh BBITLIIATHI

Answer the questions

1. What are the two types of funds?

2. What funds come from the sale of product and services?
3. What is depreciation?
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4. What can the firm do if it doesn't have enough money to cover operating
costs?

5. How are business loans classified?

6. When does each type of loan mature?

7. What do we call a principal?

8. How is interest expressed?

9. What are short-term loans used for?

10. What is the most common type of long-term loan?

HOW TO APPLY FOR THE LOAN IN A BANK

Tips in Writing a Business LLoan Application [ etter
Remember the technicalities:

Put the correct full name of the person you are writing to

Single spaced

Edit, edit, edit

Left align not justify

BOLD the name of the person you are writing too

Keep it in one page

Say what you want to say in the first sentence. You are not the only

person requesting for a business loan. If they have to flip a page just

to know what you want, it will reflect the kind of person you are and
it’s the kind they don’t like.

8. Make sure you explain what your business is all about in one short
paragraph. You should be able to explain what you do in one or two
sentences. If it requires more than that, you either don’t know your
business or you really don’t have a business.

9. Make sure you explain what the loan is for in a short paragraph. The

details of which should be in the business plan.

Nk L=

The structure should be:

1: How much you are asking for and what it is for.
2: Describe your business

3: Loan purpose

4: Target Market (if not mentioned in Para 2)

5: Your own investment

6: Closing
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Business Loan Application Letter Sample
Mr. JOHN DOE
Branch Manager
Biggest Bank in America
1234 Pasadea St.
California 90210

Re: Loan Request for $40,000.00
Dear Mr. Doe,

I write to request for a small business loan of $40,000.00 to start my paper
collection and recycling business. My business is already a duly registered
company with the Secretary of State under the name Eco Twist Paper
Company.

I have a contract with more than 50 offices/companies in California. I
collect all their used papers, newspapers, magazines, posters, and other
printed materials they wish to dispose of. I pay $1 per 10 kilograms of
papers. | then resell this to different companies who use papers to make
papers, furniture, and materials.

The $40,000.00 will be used to set up a facility that will allow me to do the
recycling myself. I entered into a contract with 5 schools to supply them
with exam books, papers, and papers for their books. Each school has
signed a $3,000.00 contract.

[ am pursuing 15 other schools and 10 companies for a similar deal.

My major competitors are ABC Recycling and Eco-Loving Recycling.
Both of these companies are also collecting used papers from different
companies and are reselling it to different businesses. However, neither of
these companies 1s making a move to do their own recycling. We are also
indirectly competing with manufacturers of recycled products.

I have already invested $30,000.00 of my own money.

My collateral consists of business assets having a fair market value of
$20,000.00 and personal assets valued at $10,000.00.
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Please review the attached business plan which details how the money will
be used. If you have any questions, please contact me at [insert phone

number].

Yours truly,

[Your name under your signature]

Task. Write a loan application letter for developing your own business

using the sample above.

F. TERMS OF DELIVERY
Forwarding agents
Clearing agents

To make/eftect delivery
Ahead of time

Behind schedule

Prompt immediate delivery
Late delivery

Scheduled delivery

To give priority to the
Delivery of the goods under
the contract

To arrange early shipment
To speed up/ expedite
delivery

To deliver from stock
Incorporate modifications
Meet the delivery deadline

Writing patterns

TPAHCIIOPTHO-IKCIIEIUIIMOHHBIE ar€HTCTBA
areHThl M0 KJIUPUHTY, 00€CIIeUunBarOIne
IIPOXOXKJICHHUE TOBapa 4epe3 TAMOKHHU U
OTIIPABKY UMIIOPTEPY

IIPOU3BOJIUTH ITIOCTABKY

JOCPOYHO

C OIIO3/1aHUEM

CpOYHas HEMEIJIEHHAsI TOCTaBKa
3a103/1aBIas II0CTaBKa

MOCTaBKH MO rpapuKy

[IPUJABATH NIEPBOCTEIIECHHOE 3HAYECHUE
IIOCTAaBKE TOBAPOB IO KOHTPAKTY

OpraHU30BaTh JTOCPOYHYIO MOCTABKY
YCKOPATH TOCTaBKY

IIOCTABJISITH CO CKJIada
BKJIIOYATh U3MCHCHUA
YJIOXKHUTBCA B CPOK

1. If we are to respect the delivery dates and meet the deadline mentioned
in your letter... — Eciiu Bol XoTHTE, 4TOOBI MBI BBIIEPKAIIN JAThI TOCTABKU
Y JIOCTaBWJIM TOBAp JI0 KpailHeTo CpoKa, yka3zaHHOTO B Bariem nucebMme. ..

2. Most of the goods required are available for sale. — bonbinas dactsb
HeoOXoauMBIX Bam TOBapoB MMeeTCs B HAJTUIHH.
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3. We are extremely sorry for this state of affairs and regret that we cannot
comply with all your requirements. — MbI coxalieem, 4TO B CIIOKUBIIUXCS
00CTOSITEILCTBAX MBI HE MOKEM BBITIOTHUTEL Bamm TpeboBaHusI.

4. We have given careful attention to/looked into (the matter, etc.)... — Msi
OYEHb TIIATEIBHO U3YYWIU (3TOT BOMPOC H T.1.)...

5. We will advise you of the date of dispatch/shipment. — MbI cooOuium
Bam naTy oTnpaBKu/OTTpy3KH.

6. Mbl coobmmm Bam naty otnpasku/otrpy3ku. — Hac ycTtpauBarot
npeaIoKeHHbIe BaMu cpoky OCTaBKH.

Task 1. Translate the following sentences and phrases into Russian.

1. We are pleased to confirm that your order is completed and awaits
collection at our works.

2. We have every reason to believe that we will be able to meet the
delivery date.

3. The goods are ready for dispatch. We would be glad to have your
instructions.

4. We have already advised you that outstanding balance is being delivered
now and the contract will be completed by the middle of this month.

5. We would like to have your confirmation that you agree to the delivery
date being extended to 15" February without the penalty clause applied.

6. We wish to explain why there was a delay in shipment of ...

7. We trust that the delayed delivery of one part of the contract will not
interrupt the harmonious business relationship which we have built up
between our companies.

Task 2. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

to quote, merchandise, to deliver, to embody, deadline, mutually
beneficial,to comply, to be identical, ex-works, to meet, to be
available, state of affairs, to itemize, cancellations, to respect, to
confirm, replacement, to cancel, substantial order

1. However, we would be able to give you a ... to make up for these ...
subject to your discount of 5% from the price.

2. If we are ... the delivery dates and ... the deadline mentioned in your
letter you should let us know your decision as quickly as possible.

3. Most of the goods required ... for sale.
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4. Since we must have this ... for the annual fair, please confirm that you
will ... by 30th September at the latest.

5. The goods should be delivered by the ...

6. The order will be delivered ... by 15th February at the latest.

7. This letter of credit will be ... by the Bank of Moscow.

8. We ... delivery of 5 fixtures out of 15 initially ordered.

9. We thank you for your offer ... us prices and indicating the delivery
time.

10. We ... the price of the fixtures.

11. We accept ... of Model A by Model A1 as we require them urgently.
12. We also suggest that the contract for this equipment should ... our
General Conditions, which ... with those submitted to you at our last
meeting.

13. We are extremely sorry for this ... and regret that we cannot ... with all
your requirements.

14. We are willing to establish ... cooperation with your company.

Task 3. Fill in the gaps with prepositions/particles where necessary.

1. We would be pleased to place our order ... accordance ... the
specification ... 10th August subject ... your shortening the delivery time ...
least ... three months.

2. As we should obtain the goods ... the annual fair please deliver them ...
30th September ... the latest.

3. As ... the terms ... payment proposed ... you we consider them to be
more favourable than those ... other manufacturers.

4. These conditions are identical ... those submitted ... you ... our last
meeting.

5. The delivery should be ... the deadline otherwise we will not be able to
furnish you ... the order.

6. We have looked ... the time required ... delivery.

7. We agree to shorten delivery ... 12 weeks and reduce it ... 2 weeks.

8. We cannot accelerate delivery due ... the pressure ... orders.

9. Taking ... account the size ... your order payment should be effected ... ...
LC.

10. Machine-tools Model 2000 designed ... semi-finishing operation are ...
... stock now.

11. We are extremely sorry ... this state ... affairs and regret that we cannot
meet your requirements.
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12. We suggest you replace the goods ... those ... ... the catalogue enclosed
... this letter.

13. ... comparison ... previous models this one is practically ... a new
design.

14. The improved working characteristics resulted ... some increase ... the
price.

15. We cancel delivery ... 5 lots ... ... 15 initially ordered.

16. We would be able to place a substantial order ... you to make ... ... the

previous cancellation subject ... your discount ... 3% ... the net price.

17. ... accordance ... the terms ... payment we have instructed the bank to
open ... your name and ... your favour an irrevocable LC ... the amount ...
the contract valid ... 31st March.

18. Our terms ... payment are identical ... those stated ... our last contract ...
your company.

19. We should like to have your confirmation that the price will not be
increased ... case ... an advance ... the price ... raw materials.

20. If the price is acceptable ... you we shall speed ... the delivery ... the
goods.

21. We are writing to inform you that we have to replace the m.v. Victoria
... another motor vessel ... the same tonnage.

22. Unfortunately Model KX-45 you are interested ... is ... ... stock ... the
moment but we could substitute Model KX-46 ... it.

A Sample of a business letter on delivery

Delta Computers Ltd.
Bradfield Estate, Bradfield Northamptonshire NN8 4MB Road,

Wellingborough,
Telephone: 0933 16431/2/3/Reg. England 18317134

Your ref: ax: 0933 20016

Dear Mr. Simpson,

Could you please pick up a consignment of 20 C2000 computers and make
the necessary arrangements for them to be shipped to Mr. M. Tanner, N.Z.
Business Machines Pty., 100 South Street, Wellington, New Zealand?

Would you please handle all the shipping formalities and insurance, and
send us seven copies of the bill of lading, five copies of the commercial
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invoice, and the insurance certificate? We will advise our customers of
shipment ourselves, and would appreciate it if you could treat the matter as
urgent. Your charges may be sent to us in the usual way.

Yours sincerely,

N. Smith
Senior Shipping Clerk

Task 4. Translate into English.

1. KpalilHumM CpOKOM MHOCTaBKH, IPUEMIIEMBIM IJIsi HAC, SIBJISIETCS KOHEL
CEHTSOPAI.

2. Mpbl cudTaeM COBEpPUIEHHO HEOOXOIUMBIM COOJIOJIEHHE OCOOBIX
YCJIOBHM YIIAKOBKHU U TPAHCIIOPTUPOBKH TOBApA.

3. MBI rOTOBBI COKpAaTUTh BpeMmsi mocTaBku Ha 4 Henmenu 10 10 Hepenb
COOTBETCTBEHHO.

4. B cBA3U C HAIUIBIBOM 3aKa30B Mbl HE UMEEM BO3MOKHOCTHU YCKOPHUTH
OTTPY3KY.

5. ToBap OyJeT MOCTaBIATHCSA CO CKIIaa aBUATPAHCIIOPTOM.

6. Llenpl He mnojIeXaT HM3MEHEHHMIO BHE 3aBUCUMOCTH OT croco0a
TPAHCIIOPTUPOBKYU TOBAPA.

7. Ilpocum Bac mpuaep:KuBaTbCsA CPOKOB IMOCTABKM U MOCTABUTH TOBAP
TOYHO B CPOK.

8. MbI BBIHYXKJIEHBI COOOIIUTH O 3aJIEPKKE B TMOCTABKE 3aKa3aHHBIX
TOBapOB.

[IprunHOM 3aE€pKKU B IOCTABKE SBISIETCS IOKAP HA HAIEM 3aBOJAE B
bpanTone.

9. Mbl cMOXeM IIOCTaBUTh TOBap uepe3 2 HeAelu, U Obuld Obl
MpU3HATEIbHBI, €CIU Obl BbI cornacuiuch NpeoCcTaBUTh HAaM OTCPOUKY.
10. YBaxaemble rocniozal

Hacrosiimum cooOmaeM, 4To Mbl OTIpaBuwiIn Baiie mpeayioxkeHne Halium
KJIMEHTAM Ha PAaCCMOTPEHHE U TMOJYYUIM OT HHUX KOHTPIPEIIOKEHUE
CIEAYIOLIEro coaepxkaHus. Hamm KIMEHThl rOTOBBI Pa3MECTHUTh 3aKa3 y
Bamieit oupmbl 1ipy yCI0BUU:

1) yckopeHusi MoCTaBKM Ha 2 HEJleNu;

2) 3aMEHbl aBUATPAHCIIOPTUPOBKU HA aBTOJIOPOKHYIO C COOTBETCTBEHHBIM
MIePeCcYeTOM ILIEHBI C Pa30MBKOI 1O MO3UIIMIM;
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3) anHynupoBaHUs 6 €IWHMI] MO3UIMU 156 U 3aMeHbl €€ Ha 8 €IUHUII
nmo3unuu 155;
4) u3MeHeHus 06a3uca 1MocraBku «c 3aBoja» Ha JIJII1.

Mpb1 xotenmm Obl oOpaTuTh Bamie BHMMaHWEe Ha TO, YTO COOJIOJICHHE
BBIIIEIIEPEUNCIICHHBIX TPEOOBAHUM SABIIAECTCS 00513aTEIIHHBIM YCIOBUEM.

C yBaxxeHueM,
Task 5. Letters to make up.

1.  Make up a letter from the Sellers to the Buyers offering a substitute.
Follow the plan:
— refer to the number of the order;

— 1inform the Buyers that it is impossible to deliver the goods ordered;
— offer a substitute (give reasons);

2. Write a counter offer from the Buyers to the Sellers offering to change
the terms of delivery and payment. Follow the plan:
— refer to the number of the offer;

— 1nform the Sellers of your readiness to place an order with them on
your own terms (more preferable to you; the Sellers offered payment
in advance);

— ask if it is possible to speed up the delivery and suggest that the
terms of delivery should be changed (the Sellers offered ex-works);

— don’t forget about a complimentary close.

— don’t forget about a complimentary close.

56



UNIT III. TRANSPORTATION OF THE GOODS

A. Check if you know these words and expressions

Transshipment OTrpy3ka TOBapoB BOJHOTO CyJIHA Ha
JPYTO€ B OJTHOM U TOM K€ IMOPTY

Haulage(tracking) [lepeBo3Ka rpy30BbIMU MallIMHAMHU

A freight company Komnanusi, 3aHrMaromasics
rpy301epeBO3KaMu

An airline ABHaIVHUA

A forwarding agent

A clearing agent

A private carrier

A consignor

A consignee

A checker

A packer

In transit

A lorry

A van

A container

A passenger liner

A passenger/cargo vessel (SS)
A tramp

A tanker

A bulk carrier

A container vessel
Roll-in roll-off facilities

A ferry

A barge

A lighter

A goods depot

A terminal

A consignment

A shipment

Cargo

A bulk commodity

Perishable goods

TpaHCOPTHO-3KCIEAUIIMOHHBINA ar€HT

ATEHT MO0 KJIUPUHTY

YacTHast TpaHCIIOPTHAs OpraHu3aIus

['py3ooTIipaBuTEIIH
['py3onomyyarens
KonTponép

YnakoBIIUK

B nytu (o rpysax)
['py30oBuK

@yprox, TOBapHbI BaroH
Konreinep

[Taccaxupckuil naiiHep
[Taccaxxupckoe/rpy30Bo€ CyTHO
['py30oBoe cy1HO

Tankep

Cyxorpy3s

KonTennepoBo3

MoiHocTH 4151 TpEHUIECPHOMN
MOTPY3KHU U Pa3rpy3Ku CyJHa
[Tapom

bapxa

Jluxtep

ToBapHbIN CKIa

Tepmunan

[Taptus ToBapa, rpy3s
[TocraBka

['py3

becTtapHblil (HaChITHOM, HABAJIOYHBIN)

rpy3
CKOpOnOpTSAIINECS TOBAPHI
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Size Pasmep
Volume (cubic m) O0BEM (KyOHUUuecKre METpbI)
Weight (cubic kg) Bec (kyOnueckue KuiorpaMmbl)

B. Transport Documents: CMR, Bill Of Lading, Air Waybill

Transport documents lies at the heart of international trade transactions.
These documents are issued by the shipping line, airline, international
trucking company, railroad, freight-forwarder or logistics company.

To the shipping company and freight forwarder transport documents
provide an accounting record of the transaction, instructions on where and
how to ship the goods and a statement giving instructions for handling the
shipment. There i1s a Type of Transport Document for each mode of
transport (CMR for road transport, Bill of Lading for shipping, etc.). Those
goods carried in multimodal transport units (mainly containers) use a
document called FIATA multimodal Bill of Lading (FBL). The responsibility
for the management and processing of shipping documents will depend on
the sale conditions (Incoterms) agreed between the parties.

We describe below the main transport documents explaining for each one:
what are used for?, who prepares them? and to whom they are addressed?
CMR DOCUMENT: The CMR transport document is an international
consignment note used by drivers, operators and forwarders alike that
governs the responsibilities and liabilities of the parties to a contract for the
carriage of goods by road internationally.

The carrier usually completes the form, but the sender — in other words the
exporter — 1s responsible for the accuracy of the information and must sign
the form when the goods are collected. The consignee will also sign the form
on delivery, which is essential for the carrier to be able to confirm the
delivery of the goods and to justify the payment for its services.

The CMR transport document is not a document of title and is therefore non-
negotiable.

This document is prepared by the exporter and the freight forwarder and is
addressed to the importer and the carrier.

BILL OF LADING B/L: A Bill of Lading (B/L) is a document issued by
the agent of a carrier to a shipper, signed by the captain, agent, or owner of
a vessel, furnishing written evidence regarding receipt of the goods
(cargo), the conditions on which transportation is made (contract of
carriage), and the engagement to deliver goods at the prescribed port of
destination to the lawful holder of the bill of lading.
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A Bill of Lading is, therefore, both a receipt for merchandise and a contract
to deliver it as freight. There are a number of different types of bills of
lading and a number of regulations that relate to them as a group of
transport documents.

Since this is a negotiable instrument, the Bill of Lading may be endorsed
and transferred to a third party while the goods are in transit.

This document is prepared by the shipping and addressed to the exporter,
the shipping company through the agent, and the importer.

AIR WAYBILL AWB: An Air Waybill AWB is a non-negotiable transport
document covering transport of cargo from airport to airport.

The Air Waybill must name a consignee (who can be the buyer), and it
should not be required to be issued “to order” and/or “to be endorsed” as it
1s not a title of property of the merchandise. Since it is not negotiable, and
it does not evidence title to the goods, in order to maintain some control of
goods not paid for by cash in advance, sellers often consign air shipments
to their sales agents, or freight forwarders’ agents in the buyer’s country.
The Air Waybill is not a negotiable document. It indicates only acceptance
of goods for carriage.

This document is prepared by the IATA Transport Agent or the airline
itself and is addressed to the exporter, the airline and the importer.

CARGO INSURANCE CERTIFICATE: The Cargo Insurance Certificate
1s a document indicating the type and amount of insurance coverage in
force on a particular shipment. It includes the name of the insurance
company and conditions of coverage.

The original copy of the Cargo Insurance Certificate is required in the
filing of a claim. Copies of documents necessary to support an insurance
claim include the insurance policy or certificate, bill of lading, invoice,
packing list, and a survey report (usually prepared by a claims agent).

In addition to these transport documents prepared and managed
transportation companies, it should also mention three other documents
prepared by the exporter which accompany the goods during
transportation: international commercial invoice, packing list and delivery
note.

INTERNATIONAL COMMERCIAL INVOICE: The International
Commercial Invoice is an administrative document which contains all the
information about the international sale. The item, quantity, price for the
products/services sold, delivery and payment conditions, as well as the
taxes and other expenses that might be included in the sale, are detailed in
an International Commercial Invoice.
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The importer, with the original of the International Commercial Invoice,
declares to the tax authority of his country the amount that it must pay, to
who it is going to pay and the agreed means of payment. For the exporter,
this document means a documentary evidence of the sales that it has made
in foreign markets.

In operations with third countries, the International Commercial Invoice is
part of the customs declaration, upon which, the taxes and tariff rights
applied, must be paid at the moment at which the products enter the
country. In operations with EC countries, this document is used as a
declaration of the transaction and tax exemption to comply with the basic
tax settlement conditions.

This document is prepared by the exporter and addressed to the importer
and the import customs clearance.

PACKING LIST: The Packing List is a more detailed version of the
commercial invoice but without price information. It must include, inter
alia, the following: invoice number, quantity and description of the goods,
weight of the goods, number of packages, and shipping marks and
numbers.

A copy of the Packing List is often attached to the shipment itself and
another copy is sent directly to the consignee to assist in checking the
shipment when received.

Although not required in all transactions, it is required by some countries
and some buyers.

This document is prepared by the exporter and addressed to the importer,
the carrier and the import customs clearance.

DELIVERY NOTE: A Delivery Note is one of the transport documents
accompanying the shipment of goods that list de description and quantity
of goods delivered. A copy of the Delivery Note, signed by the buyer or
consignee is returned to the seller or consignor as a proof of delivery.
Delivery Notes have a dual function for the exporter: justify the removal of
the products from its store and proof credit delivery to the importer and
therefore it 1s important that de importer sign the copy provided by the
carrier. For the importer, Delivery Notes serve to verify that the goods
received match those listed on the purchase order or contract. For the
carrier is the document used as a proof of delivery of the goods.
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TEPMUHBI JUISI OFO3HAYEHU S YCJIOBUM JIOCTABKU
TOBAPOB

1.  GROUP C —3a nepeBo3Ky yILUIaueHO

2. CFR — (Cost and Freight) ... ymoTpebnsercs ¢ ykazaHuem TMopTa
NpHUOBITHA IPy3a — KOHEUHOTO MOPTa CIIeI0OBAHUS TOBapa

3.  CIF — (Cost, Insurance and Freight) + ynorpebmnsercs ¢ Ha3BaHUEM
nopra
4.  CFR u CIF — ucnonb3yercs 11 MOPCKUX U PEYHBIX ITEPEBO30K

5 CPT — (Carriage Paid To) + mecTo Ha3HaueHUs

6.  CIP — (Carriage and Insurance Paid) + mecto Ha3HaueHuUs

7. GROUP D — no npubsitun

8.  DAF — (Delivered at Frontier), Ha3BaHue Mecta

9.  DES — (Delivered Ex Ship), Hazpanue nopra

10. DEQ — (Delivered Ex Quay — Duty Paid), Ha3BaHue nopra

11. DES u DEQ — ncnonp3yercs 11l MOPCKUX M PEYHBIX IEPEBO30K

12.  DDU — (Delivered Duty Unpaid), mecTo Ha3HaueHUs

13. DDP — (Delivered Duty Paid), mecTo HaznaueHus

14. GROUP E — ormpaBka rpy3sa

15. Ex-Works (EXW) — nanpumep, ¢ ¢padbpuxu uim ckiaga

16. GROUP F — HeomnnaueHHast nepeBo3Ka

17. FCA — (Free Carrier), MecTo niepejiadu rpy3a nepeBO3UHKY

18. FAS — (Free Alongside Ship), Ha3BaHue nmopTa nocTaBKH, HAIPUMED,
opTa OTIPABKH Ipy3a

19. FOB — (Free on Board), HazBaHue nmopTa OTOBITHS

20. TATA — (International Air Transport Association) — MexayHapoaHas
OpraHu3amus BO3IyITHOTO TPAHCIIOPTa

21. AWB — (Air Way bill) — aBuarpy3oBas HakiaaHast

22. Bill of lading (b/l) — nHaknagHas, 7a€T MpaBO BIAJEHUS TOBAPAMHU
JUIY, YKa3aHHOMY B HEH

23. Bill of lading “to order” — (Ha 3aka3), TaHHBIN JOKYMEHT TMOJICKUT
KYIUTE-TIPOJIaxKe

24. Shipped bill of lading — ornpaBnenHas HaknagHas O3HAYAET, YTO
TOBap MOTPYKEH

25. Freight account — cuér-dakTypa, oTnpasisemMas KOMITaHUEH-
MEPEBO3YMKOM IKCTIOPTEPY, B HEM YKa3aHbI TapUQBI

26. Shipping note — opaep Ha OTTPY3KY

27. Dock receipt/wharfinger’s receipt — KBUTaHIMS, Bpydyaemas
MEPEBO3UUKY IOCIIE TTOTPY3KU TOBapa
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28. Mate’s receipt — KBUTAHIIUS IIOMOIITHAKA KallMTaHa,
MOATBEPIKIAIOIIIAs TIOTPY3KY TOBapa

29. Freight prepared — ppaxt onnauen 3apanee

30. Clean — ToBap morpy>keH B XOPOIIIeM COCTOSTHUU

31. Dirty/claused — (rpsizHBIE/ C OrOBOpKaMH) — TpPH MPOBEPKHU OBLIN
OOHapy>KEeHbI HETIONAAKU

C. Samples of letters
1. Road transportation
Dear Sir,

Would you please quote for collecting, from the above address, and
delivering the following consignment to R. Hughes & Son Itd, 21 Mead
Road, Swansea?

6 divans and mattresses 700cm x 480 cm

7 bookcase assembly kits packed in strong cardboard boxes, measuring 14
cubic metres each

3 coffee table assembly kits, packed in cardboard boxes, measuring 10
cubic metres each

4 armchairs, 320 x 190 x 260 cm

The divans and armchairs are fully protected against knocks and starches
by polythene and corrugated paper wrapping, and the invoiced value of the
consignment is $ 1,660.50.

I would appreciate a prompt reply, as delivery must be made before the end
of next week.

Yours faithfully, ...

2. Marine transportation
Dear Sirs,

We would like to charter a vessel for one voyage from Newcastle.

New South Wales, Australia, to St Malo, Brittany, France, to take a
consignment of 4, 000 tons of bauxite.
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Our contract states that we have to take delivery between 1st and 5th
August, so we will need a ship that will be able to load during those dates.
Please advise us if you can get a vessel and let us know the terms.

Yours faithfully,

D. Raven

D. Raven

3. The seller notifies the buyer of the shipment of the goods

Our ref. 56/GN Your ref.

February 22,20

SuperOil Inc.

1740 WestEnd Avenue
Chicago, Illinois 60624
USA

Dear Sirs,
Contract No. 67-654/78 dt 12.09.20

With reference to the above contract we are glad to inform you that we
have nominated the tanker ROSNEFT to lift Oil Products at Novorossijsk
on March 15-22,20 .

After loading this cargo the balance of Oil Products to be shipped by us
against Contract No. 67-654/78 will be about 68,000.00 tons. We will
advise you in a few days of our proposals for shipping this quantity to
complete the contract.

Yours faithfully,
V Klinov

V Klinov
Logistics Department
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4. The buyer asks to amend the shipping program

Dear MrKlinov,

We have received your letter 56/GH of February 22, 20, for which we
thank you.

However, we are to inform you that we cannot accept the cargo to be
loaded in the tanker ROSNEFT with position for March owing to storage
congestion at our refinery.

We would be obliged to you if you could suspend deliveries and nominate
another tanker with position for April, amending the shipping program
accordingly. We express our agreement to your not maintaining the
original delivery estimates.

We are ready to extend the LC upon your confirmation of the amendments.

Looking forward to your early reply, we remain.

Yours sincerely,
Ellen Morgan

Ellen M.Morgan (Miss)
Purchasing Manager

5. Advice of shipment
Dear Sirs,

We have received your indent No. 3211, and we are pleased to inform you
that we have dispatched today the following goods to Helsinki by our own
lorry: 6 stapled cases of Gzhel china, numbered consecutively 101-106.
The consignment will be loaded on the MV Sunrise which is due to leave
Dock No. 9 on June 29 for Hamburg.

We have drawn on you for the invoice value, 56,098.00 euros, at 60 days
after date through Handels Bank, to whom we have given the consular and
commercial invoices, the Bill of Lading, and the insurance policy taken out
with the Fidelity Insurance Company.

These documents will be delivered to you by the Hamburg Branch of
Handels Bank on the date you honour our Bill of Exchange.
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As soon as these cases are delivered to Hamburg, we would appreciate
your notifying us.

We trust that your satisfaction with this initial order will afford us further
opportunities of doing business with your firm.

Yours faithfully,
A.Gusev
A.Gusev
Manager

6. Advice note of the readiness of the goods for dispatch
Dear Sir,

We are pleased to confirm that your order is scheduled for delivery on:

(1)  MS Ocean Star, ETD Odessa 16 August, 20 , ETA Piraeus 03
September, 20 (item 1 — 70 pcs in 5 crates, 1.50 m x 2.00 m x 1.00 m,
678 kg).

(2) MS Pioneer Seregin, ETD Odessa 26 August, 20, ETA

Piraeus 15 September, 20 (item 2 — 27 pcs in 4 crates, 2.50 m x 1.00 m x
1.00 m, 245 kg).

As agreed, we have packed the goods most carefully in six wooden
crushproof crates which should stand up to the roughest handling. Each
crate is marked with the name of your company and the order number.
They are numbered consecutively 001-006.

The shipping documents — B/L in 3 originals + two copies, commercial
invoice, Certificate of Origin, Tally List and Release Note — are currently
being legalized at the Greek Trade Representation in Moscow. We will
forward them to you in due course for presentation to the Customs
authorities. It will be appreciated if you can advise us of the arrival of each
consignment.

We hope you will be pleased by these arrangements and look forward to
doing further business with you.

Yours faithfully,
Victor Suchov

V.Suchov
Commercial manager
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D. Writing patterns

1. We have charted the space in the tanker... — M1 3appaxToBasi MecTo
Ha TaHKepe. ..

2. Please note that the first consignment was shipped in due course. As to
the second consignment we are hopeful that we will have it available
during the first half of November. — [IpocuM oT™MeTHUTB, 4TO NE€pBasi MapTUS
TOBapa OblTa OTTPYy’KEeHa BOBpeMs. UTO KacaeTcs BTOPOH MApTHH, TO MBI
HAJIEEMCsI, YTO MOTYyYUM €€ B Te€UEHUE MTePBOI TTOJIOBUHBI HOSIOPSI.

3. We have secured tonnage... — Mpbl oOecnieunnu (QpaxToBaHUE
TOHHAXA. ..
4. the balance of ... to be shipped against Contract No. ... — ocTarok...,

KOTOPBIN TOJDKEH OBITh OTTPYXKEH MO KOHTPAKTy Ne. ..

5. As you know the world wide shortage of the metal during the 9 months
has resulted in delayed shipments from many producers. — Kak Bawm
U3BECTHO, HEXBAaTKa MeTajlyla BO BCEM MHpE B TEUYCHHE JIEBATH MECSIICB
IpUBeIia K MPOCPOUCHHBIM MOCTaBKaM MHOTHX MIPOU3BOAUTENCH.

6. The vessel is scheduled to leave on... — Ilo rpaduxky cyiHO JOJIKHO
MOKUHYTH MOPT... (1aTa).
7. The goods will be collected by our Consignee at... — ToBap Oyner

TIOJTyY€H TPY3010JTydaTesieM B. ..

8. We are pleased to inform that we have dispatched ... to ... by... — MnI
pazbl COOOUIUTD, UTO ... (TOBAp) OTMpPABJICH B ... (MECTO Ha3HAUCHMS) Ha
... (TpaHCTIOPTHOE CPEJCTBO).

9. We trust that the delayed delivery of one part of the contract will not
interrupt the harmonious business relationship which we have built up
between our companies.

Task 1. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

to nominate, in transit, to complete, position, crates, storage,
congestion, possession, in due course, lorry, to suspend, to extend,
to cover, fragile, cargo, crates, to collect, to quote, indent,
consecutively, roughest handling, to notify, crushproof, to legalize

1. As agreed, we have packed the goods most carefully in six wooden ...
crates, which should stand up to the ....
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2. As soon as these cases are delivered to Hamburg, we would appreciate
your ... us.

3. The ... are numbered ... 001-009.

4. The accessories will, of course, be packed in accordance with the usual
... requirements and dispatched in 3 ..., each weighing approximately 500
kg.

5. The goods ... by our Consignee at the Blau Warehouse.

6. The shipping documents are currently being ... at the Greek Trade
Representation in Moscow. We will forward them to you ... for
presentation to the Customs authorities.

7. We are glad to inform you that we ... the tanker ROSNEFT to lift Oil
Products at Novorossijsk.

8. We are ready ... the LC upon your confirmation of the amendments.

9. We are to inform you that we cannot accept the cargo to be loaded in the
tanker ROSNEFT with ... for March owing to ... at our refinery.

10. We have received your ... No. 3211, and we are pleased to inform you
that we have dispatched today the goods to Helsinki by our own ....

11. We should like to know if you could ... us to the extent of $32,000
with the policy coming into effect immediately after the goods leave our

12. We will advise you in a few days of our proposals for shipping this
quantity ... the contract.

13. We would be grateful if you could ... urgently for the insurance of this
shipment against all risks, warehoused and ....

14. We would be obliged to you if you could ... deliveries and nominate
another tanker with position for April, amending the shipping program
accordingly.

Task 2. Fill in the gaps with prepositions/particles where necessary.

l.... loading this cargo the balance ... the goods to be shipped ... the
contract will be ... 78,000.00 tons.

2. We are to inform you that we cannot accept the cargo loaded ... the
tanker Rosneft ... position ... March owing ... storage congestion ... the
refinery.

3. We would be obliged if you could nominate another tanker ... position
... April.

4. We should like to know if you could cover us ... the extent ...

USD 45,098.00, the value ... the consignment, the policy is to come ...
effect immediately ... the goods leave our possession.
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5. The accessories will be packed ... accordance ... the usual requirements
... fragile cargo and dispatched ... 3 crates.

6. We would be grateful if you could quote urgently ... the insurance ... all
risks, warehoused and ... transit, ... this shipment.

7. We have drawn ... you ... the invoice value ... 60 days ... date ...
Lloyds bank, ... whom we have given the consular and commercial
invoices, the BL, and the Insurance Policy taken ... ... the Fidelity
Insurance Company.

8. We are pleased to confirm that your order is scheduled ... delivery ...
MS Pioneer Eremeev.

9. The goods are packed ... six wooden crushproof crates which should
stand ... ... the roughest handling.

10. Each case is marked ... the name ... your company.

11. The shipping documents are currently being legalized ... the Trade
Representation.

12. The shipping documents will be forwarded ... you ... due course ...
presentation ... the Customs authorities.

13. We hope that you will be pleased ... these arrangements and look
forward ... doing further business ... you.

14. The Sellers claimed ... the Buyers ... damages.

15. Claims ... quality of the goods shall not be considered ... expiration ...
2 months ... the date ... the BL.

16. As the last cargo ... Fuel Oil shipped ... you ... Contract No. 480
arrived only a few days ago, we cannot accept another cargo ... the 15th ...
January.

17. ... view ... your agreement to cancel the Lipetsk cargo which was to be
shipped ... the end ... January, we agree to accept 20,000 tons ... Fuel Oil
instead ... 10,000 tons.

18. We will inform you ... a few days ... our proposals ... lifting Fuel Oil
... May and June.

19. We are ... negotiations ... chartering space ... the tanker Konakovo ...
loading Machine Oil ... the beginning ... November.

20. We shall be obliged if you will send us your program ... loading ... the
second quarter ... 20 ... 15,000 tons ... Gas Oil sold ... you ... Contract
410.

21. We must insist ... your including ... least 3,000 tons ... Crude Oil ...
the Ocean Star cargo.

22. We are surprised that no mention is made ... you ... any shipments ...
October.
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Task 3. Translate the following into Russian.

1. Your order for shipment per S.S. Dover Castle on March 3 was collected
yesterday by your forwarding agent.

2. Your goods were dispatched this morning, carriage forward as
requested.

3. In view of the urgency of the order, we have dispatched it today by train,
so that the goods should reach you tomorrow.

4. Your order has been dispatched by road transport to avoid risks of
frequent handling.

5. We enclose our pro-forma invoice, on settlement of which your order
will be dispatched without delay.

6. We will advise you of the date of dispatch/shipment.

7. We accept the delivery dates stated by you.

8. If we are to respect the deliveries dates and meet the deadline mentioned
in your letter...

Task 4. Translate the following into English.

1. MBI TOTOBBI pa3MECTUTh 3aKa3 MPU YCIOBUU, YTO IOCTAaBKa OyaAeT
OCYIIIECTBJIEHA B TEYEHHUE TPEX HEJEIb C AAThl MOJTYUYECHHUS 3aKa3a.

2. Bce 3aka3zannbie Bamu TOBaphl MMEIOTCS B HAJIWYUU, U MBI CMOXKEM
OCYILIECTBUTH MOCTABKY B T€UEHUE OMKaUIIEH HEJIeIH.

3. Coobmaem, uto 3aka3 Ne 251 morpyxeH Ha 6opT nmapoxoja «Komymoy,
oTIuisIBaroniero n3 Jlongona 1 mas.

4. B Ommxkaiiiee BpeMs Mbl HM3BECTHMM Bac 00 OTIIPaBKE 3aKa3aHHBIX
TOBAPOB.

5. TlockoyibKy MBI 3aMHTEPECOBAHBI B HE3AMEIUTEIBHOM IIOJyYEHUHU
3aKa3a, MPOCUM OTIPABUTh TOBAphl CaMOJIETOM. MbI COTJIaCHBI HA TIATEXK
IIPU BBIJIAYE 3aKas3a, HO HAJAEEMCs, 4YTO B JalbHeumeM Bbl cMmoxkere
PEUIOKUTH HaM 00Jie€ BBITOJIHBIC YCIOBUS IIATEXKA.

6. Jlo Hacrosiero BpeMeHn Bbl He M3BeCTUNM HAC O (PpaxTOBAHUU MeCTa
IS TIEPEBO3KU TPY30B IO KOHTPAKTY.

7. Mbl HajeeMcsi, 4To Bbl CMOXKETE OCYILECTBUTH IIOCTABKY B yKAa3aHHBIE
CPOKH 6J1aroiaps HaJIMUMIO PEeryIspHbIX peiicoB 3 Hero-Mopka.

8. ToBap OyAeT MOCTaBIATHCS CO CKJIaJIa aBUATPAHCTIOPTOM.

9. ToBap nocTaBisAeTCA € 3aBOJia ABTOTPAHCIIOPTOM.

10. Tomap mpomxeH OBITH MOTPYKeH Ha OOpT cynHa banTtuiickoro
napoxoactea «Kamutan bopucoB», KOTOpO€ [OIKHO OTIUIBITH U3
Kamuaunrpaga B 'amOypr 15 suBapst 20 ropa.
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11. B mHacrosimiee BpeMsi TPaHCIOPTHBIE JOKYMEHTBI: KOHOCAMEHT,
KoMMepueckas (akTypa, cepTU(UKAT MPOUCXOXKACHUS, CIIUCOK MECT Tpy3a
— otmnpasieHbl B Bame ToproBoe llpencraButensctBO B MOCKBE UIst
YIOCTOBEPEHUS UX MOJIUHHOCTHU. [Tocie atoro Bel MoxeTe npeacTaBUTh
ATU IOKYMEHTBI B TAMOKEHHbBIEC OpPTaHBbl.

12. YBaxkaemsle rocmo;a!

Hacrosiimum coo61iaeM, 4To MbI OTIpaBuiIM Baie mpeayiokeHre Hamum
KJIMEHTAaM Ha PAacCMOTPEHHE M TOJYYUIU OT HHUX KOHTPIPEIOKECHHUE
CIEAYIOUIEro cojepkaHusi. Hamm KJIMEHThl TOTOBBI Pa3MECTUTh 3aKa3 y
Bameit ¢upmbl ipu yCa0BUU:

1)  yckopeHHs TOCTaBKHM Ha 2 HEJENU;

2)  3aMeHbl ABUATPAHCIIOPTUPOBKHU Ha aBTOJIOPOKHYIO C
COOTBETCTBEHHBIM II€PECUETOM IIEHBI C Pa30MBKOM O MO3UIIHIM;

3) aHHyJIUpoOBaHMS 6 eIWHUI] TO3UIMHU 156 U 3aMeHbI ee Ha 8 €IUHUII
rmo3uruu 155;

4)  u3MeHeHus Oa3mca IoCTaBKHU «c 3aBoja» Ha JIJII1.

Mgb1 xotenu Obl oOpaTuTh Baille BHMMaHuWE Ha TO, YTO COOJIOJICHUE
BBIIIEIIEPEUNCIICHHBIX TPEOOBAHUI SBIIAECTCS 00513aTEIIHLHBIM YCIOBUEM.

C yBa)xeHUEM,

Task 5. Letters to make up.

1.You are a Russian exporter of chemical products. You have received an
order from an English importer. Write a letter of acknowledgement and
promise delivery by a certain date.

2. Write a counter offer from the Buyers to the Sellers offering to change
the terms of delivery and payment. Follow the plan:

— refer to the number of the offer;

— inform the Sellers of your readiness to place an order with them on
your own terms (more preferable to you; the Sellers offered payment
in advance);

— ask if 1t 1s possible to speed up the delivery and suggest that the
terms of delivery should be changed (the Sellers offered ex-works);

— don’t forget about a complimentary close.

3. Make up a letter informing about the readiness of the goods for
shipment. Follow the plan:

— quote the contract number and indent number;
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inform that the goods are ready for shipment, give the shipment data:
means of transportation, etc.;

give details about packing and marking;

advise that the goods have been covered with the insurance company
for the full invoice value;

ask the Buyer to acknowledge receipt of the consignment;

don’t forget about a complimentary close.
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UNIT IV. INSURANCE OF THE GOODS

A. Check if you know these words and expressions

An insurance company
A broker

A proposal form

A quotation

A policy

Cover

All risk

Underwriter

A syndicate

A cover note
Indemnification
Original position
Subrogation

To cover against

To take effect from

To bond some one

To renew a policy

A claimant

To make/reject a claim
Compensation

To inspect damage
Negligent

To overvalue

An independent assessor
An assessment
Valuation

Arbitration

Life assurance
Average

Benefit payment
Endowment

Fire insurance

‘Special perils’ policy

Consequential loss insurance

CrtpaxoBasi KOMIaHUs
Maknep

3asBJICHUE

Pacuenkn

[Tosmc

[ToxpeiTHE

Bcee pucku

CtpaxoBa KOMITaHHS;
CTPaxOBIIIUK

CuHAMKAT, KOHCOPLIUYM
YBegomieHue 0 NOKPhITUU
Bo3menienue, komneHcaius
HcxoaHoe mosioxkeHne
CyOporaiusi, 3aMeHa 0JJHOTO
KpeIuTopa Apyrum
["apanTus

Bcerynuts B cuny €

IToanuceIBaTh J0JTOBOE 00513aTeIILCTBO

B0300HOBIATH MOJHC
[IpenbsaBistomui mpasa
[TonaBaTh/OTKIOHATH TpeOOBaHUE
KommieHcanus

[IpoBepaTs yiiepo

HeOpexHpiit

[IepeoneHnuBaTh

HezaBucuMEbIil O1IEHIIINK

Oneunka

Oneunka

ApOutpax

CtpaxoBaHHE KU3HU
ABapust/yObITKH

Brimuiata ctpaxoBoil CyMMBI
Bxnan

CtpaxoBaHHE OT MOXKapa
CrtpaxoBaHue OT 0OCOOBIX PUCKOB
CrtpaxoBaHue OT KOCBEHHOTO yIiepoa
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Accident insurance
Insurance liability

Property insurance
Personal accident insurance

Insurance of interest
Fidelity bonds

Marine insurance
All risk policy
Valued policy
Time policy
Voyage policy
Mixed policy
Floating policy

Open cover policy

In arrears

A clause

Free from particular average

With particular average

Declaration form

An insurance certificate

To ship clean

A clean bill of lading

The American Insurance Association

Lloyd’s of London
Lloyd’s List

Lloyd’s Shipping Index
Lloyd’s Register of Shipping
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CtpaxoBaHME OT HECHACTHBIX
CIIy4acB

O0s13aTenbCcTBa O CTPAXOBAHUIO,
CTpaxoBasi OTBETCTBEHHOCTh
CrtpaxoBaHue COOCTBEHHOCTH
NHauBuayassHOE/TUYHOE
CTpaxOBaHUE OT HECUACTHOTO
ciay4dast

CrpaxoBaHu€e MPOLIECHTOB
["apanTus, BeiIaBaeMasi OJTHUM
JULIOM JIPYTOMY MPOTHUB
3JI0yTOTPEOJICHUS TPETHETO JINIA
Mopckoe cTpaxoBaHue

[Tonuc oT Bcex puCKOB
TakcupoOBaHHBIN MOJIUC

[Tosc Ha cpok

ITosmc Ha penc
KomOuHMpoBaHHbIN MOKC
['enepanbHbIi (TOCTOSTHHBIN )
MIOJIUC

['enepanbHBIN MOJIUC

NmMeTp 3a101KEHHOCTD

Cratbs

be3 oTBETCTBEHHOCTH 3a YaCTHYIO
aBapuIo

C OTBETCTBEHHOCTHIO 32 YACTYIO
aBapHIO

TamoxeHHas AeKIapamnus
CrpaxoBoe CBUAETEIBCTBO
Hucrasg nocraBka

HucCThIil KOHOCAMEHT
AMepuKaHCKast acCOLHaINs
CTPaxOBIIUKOB

JInoiin (Mex1yHapOIHBIN
CTPaxoOBOU PBIHOK)

Peructp JInoinna

HNunekc mocrasku Jlnoiina
Peructp JInoiga Ha moctaBky



B. Read and translate the following texts
Types of Business Insurance

Today, Insurance coverage is available for almost every conceivable risk
that your business might face and costs and level of coverages of policies
vary widely among insurers & underwriters. Depending on the nature of
your business, some types of risks may be more significant than the others
and would consequently require more protection than the others. This
could cause wide fluctuations in your insurance rates. So, the cheapest
insurance issued by a fly-by-night insurer may not offer adequate
protection to businesses. Property insurance insures against loss or damage
to the location of the business and its contents. It can also insure the
property of others in your control when the loss occurs. Property insurance
can be for a specific risk. For example, a fire insurance policy insures only
against a fire loss to the location. A tornado is not a fire and, therefore, that
loss would not be covered. The insured location can be owned, leased or
rented.

Casualty Insurance: Some insurers will lump property and casualty
insurance together and refer to the coverage as “property and casualty”
insurance. In fact, “packaged” policies of property and casualty are often
the best purchase a business owner can make. However, to have an
understanding of the difference between the coverage, we will discuss this
as a separate type of insurance. Casualty insurance insures against loss or
damage to the business.

Liability insurance insures against liability legally imposed upon your
business because of the negligence of the business or its employees. That
is, it protects your business when the business is sued for negligence.
Commercial Auto: Your personal automobile policy does NOT cover
vehicles used by your business. If your business uses vehicles or anything
that is required to be titled by your state, then you need a commercial auto
policy. Commercial auto coverage insures against property damage to
vehicles and damage caused to others by those vehicles.

Workers Compensation: You will need to insure your employees against
on-the-job injuries. Every state is different. But, most states have put into
place some form of workers’ compensation system. Workers’
compensation is a system where the employee is not allowed by statute to
sue their employer for on-the-job injuries; but, in return, the employer must
participate in a system that provides nearly automatic payment to the
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employee in case of injury for medical bills and damages. There are many
options for workers’ compensation coverage. Some states allow an
employer to opt-out of the system if the employer is self-insured, some run
the system through private insurers while others use state agencies. Finally,
some states, by virtue of case law or statute, require additional insurance
above workers’ compensation such as “stop-gap” coverage or “scaffolding
liability” as just two examples.

Life and disability insurance protects the business against the death or
disability of key employees. For example, one partner carries a life
insurance policy naming the partnership as a beneficiary. If that partner
dies, and the business has planned properly, the proceeds of the policy can
be used by the business to buy out the share of the decedent’s partnership
interest from the estate.

Other Insurance: Business interruption insurance insures against loss or
damage to the cash flow and profit of a business caused by the business
being unable to operate because of interruption. The easiest example is to
think about a critical piece of machinery being struck by lightning. The
repairs to the machine may be covered by other coverage such as property
or casualty insurance. But, if you can’t make widgets for three months,
then there 1s no replacement of that income without this coverage.

Marine Insurance Policies
Most of the world’s business in marine insurance is centred in London
though there are other important markets.
At the heart of these activities is Lloyd’s, a London corporation of insurers
who issue most kinds of policy but are especially active in marine
insurance.
Lloyd’s membership comprises insurers (or underwriters as they are
called) and brokers. The underwriters work in syndicates specializing in
different types of risk.
All insurance business with an underwriter member must be placed
through Lloyd’s brokers, but anyone who chooses to place business with
insurance companies rather than with Lloyd’s may employ any broker, or
may deal with matter directly.
Under the Marine Insurance Act of 1906 all marine insurance contracts
must be in the form of a policy.
Marine policies may be either valued or unvalued. A valued policy is the
one based on values agreed in advance, that is on the stated value of the
30%, etc. profit margin for the consignment.
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An unvalued policy is the one, when the value of the goods has not been
agreed in advance and is assessed at the time of loss (within the limit of the
sum insured). This means the consigner will, if his goods are damaged or
destroyed, get the market price as compensation. The owner of the bill of
lading has the right to claims of compensation.

All consignments can be covered against all risks in the form of a valued or
unvalued policy. These policies are subdivided into voyage policies, time
policies, mixed policies and floating or open policies.

1 Voyage policy, like a voyage charter, coves a particular ship for a
stated voyage (e.g. London to Melbourne).

2 Time policy insures goods or, the vessel for twelve months, e.g. 1
September 2004 to 31 August 2005.

3 Mixed policy combines the features of both time and voyage
policies. It covers a voyage from A to B and then for a further period of
time. This may be used when a ship is going from, say, Southampton to
Bermuda, then doing a series of trips from Bermuda to ports along the
North American coast.

4 Floating policies are sometimes used by merchants engaged in
regular overseas trade. A policy of this kind covers a number of shipments
by any ship to any port or ports that may be agreed. The merchants take out
a policy for a round sum, say $ 100,000. As each consignment is shipped it
1s declared on a special form provided by the underwriter who records the
value on a duplicate copy of the policy and issues a certificate of insurance
stating that the consignment is covered. When the sum insured has been
fully declared (or, used up), a new policy is taken out. Floating policies are
sometimes referred to as “Open” or “Declaration” policies; but they are not
greatly used today, being largely replaced by long-term policies issued on
open cover.

5 Open cover policies extend the floating policy principle and cover all
shipments for certain voyages or trades for an extended period, usually a
year, irrespective of their aggregate value, which may not be known, but
with a specific limit for each shipment. The arrangement avoids any risk
that a shipment will be left uninsured through oversight.
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C. Samples of letters

1. Enquiry for comprehensive insurance
Dear Sirs,

We would like to know if you could offer a comprehensive insurance
policy covering us against fire, flood, accident, industrial injury, and theft.

We are a large warehouse selling furnishing to the retail trade, and
employing a staff of thirty. The building we occupy belongs to us and is
valued, along with textures and fittings, at $ 250,000 and at any one time
there might be stock worth $ 70,000 on the premises.

When calculating the premium, would you please take the following into

consideration:

There are no open fires on the premises as central heating is used, and we
have a fully operational sprinkler system which is served regularly. There
are also numerous fire extinguishers strategically placed throughout, and

fire exits on every floor. The only danger from flood would be from burst
pipes, as we are some distance from the river.

Since we began trading six years ago we have never had to claim for
industrial injury, and damage to stock has been minimal. Finally, pilferage,
which is common in warehouse, has only cost us $ 400 per annum on
average.

Our present policy runs out at the end of this month, so we would require
cover as from 1 May, and we would point out that we are changing
insurance companies because of the increased rates that our former insurers
are charging. So a competitive quotation would be appreciated.

Yours faithfully, ...
2. Dear Sirs,

We will be sending on behalf of our clients, Delta Computers Ltd., a
consignment of 20 computers to N.Z. Business machines Pty., Wellington,
New Zealand. The consignment is to be loaded on to the SS Northern
Cross which sails from Tilbury on 18 May and is due in Wellington on 25
June.
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Details with regard to packing and values are attached, and we would be
grateful if you could quote a rate covering all risks from port to port.
As the matter is urgent, we would appreciate a prompt reply. Thank you.

Yours faithfully,
3. An enquiry about insurance
Dear Sirs,

Thank you for your cooperation in insuring the goods under Contract
56-87.

In two weeks we shall be forwarding a new consignment of accessories to
refrigerators to APG, Hamburg, with whom we have a CIF contract.

We should like to know if you could cover us to the extent of $32,000, the
value of the consignment, with the policy coming into effect immediately
after the goods leave our possession.

The accessories will, of course, be packed in accordance with the usual
fragile cargo requirements and dispatched in 3 crates, each weighing
approximately 500 kg. They will be loaded on board the MV Kapitan
Borisov of the Blue Sea Line, which is scheduled to leave Kaliningrad
docks on 15th October 20XX for Hamburg. There the goods will be
collected by our Consignee at the Blau Warehouse.

We would be grateful if you could quote urgently for the insurance of this
shipment against all risks, warehoused and in transit.

Yours faithfully,
4. Insurance Quote Request Letter Sample
Dear Sir/Madame,

I am writing this letter to request a quote from your company for
comprehensive insurance against theft, fire, accident and flood for my
business.

My business is a pottery shop that sells handmade pottery and home décor.

There are five employees along with myself, the owner. I have three rooms
in the building including an office, display shop and large area for making
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and storing the clay pots and decorations. There is a kiln in the pot making
area. My shop is in a shopping centre that has full-time security guards.

Please consider the following when calculating the quote:

— The kiln has been certified safe by the local fire department

— The shop is on high ground, so flood damage, if any, would be
minimal

— The shop centre has had no break-in for the past seven years

I would like a quote from your company because my present insurance
company raised my premium, and I believe it is unjustified. I would
welcome someone from your company to come to my shop and consider
my situation. Either I or my employees will be here Monday — Saturday,
from 9 a.m. — 6 p.m., and we would appreciate it if you would call before
coming. I can be reached at 555-123-4567 or a Name@email.com

Sincerely yours,
5. Dear Mr. Adams,

We would like to inform you that a number of pieces of tableware were
damaged on our shipment to Lopez and Co. of Barcelona. The
consignment was shipped clean on the SS “Mediterranean” which left for
Barcelona on 16 September, and you have our declaration form No.11/35.

We have already sent our customers replacements but would like a claims
form to complete.

Yours sincerely,
E.Goodman

6. Dear Mr. Goodman,

I am sending you the claims form you requested in your letter dated 30
September and we will consider the matter once we have full details.
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I think I ought to point out this is the third time you have claimed on a
shipment, and though I appreciate that in each case the goods, have been
shipped clean, it would be in your interests to consider new methods of
packing. I agree that the claims have been comparatively small, but in
future you will have to ask your customers to hold consignments for our
inspection to assess the cause of damage. I should also mention that future
claims may affect your premium when the policy is renewed.

Yours sincerely,
D.Adams

7. Dear Sir,

We are a large export company dealing with merchandise which we ship to
Europe and North America. We would like to know if you can supply us
with a quotation for a comprehensive policy covering our warehouse at
Dock Road, Southampton.

The policy will include fire, flood, theft, burglary, and the usual
contingencies affecting this kind of enterprise. At any one time, there may
be about $ 250,000 in stock on the premises.

If you offer us competitive rates, we will consider further policies with you
on our other interests.

We look forward to hearing from you soon.
Yours faithfully,

D.Writing patterns

1. Thank you for your cooperation in insuring the goods. — biaromapum
Bac 3a noMoI1b B CTpaxOBaHUM TOBapa.

2. We should like to know if you could cover us to the extent of ... with
the policy going into effect... — Mpsl xoTenu Obl 3HaTh, CMOXKeTE U Bbl
o0ecneunTh CTPaxoBOe MOKPHITHE B pazMepe... CTpaxoBOi MOJIKC T0KEH
BCTYIIUTH B CUITY ... (J1aTa).

3. We would be happy if you could quote urgently for the insurance of this
shipment against ... risks. — MsI OyneM npu3HaTeNnbHbI, €cii Bbl cpodHO
yKaXeTe CyMMY CTPaxOBOHM MPEMHUH JJI CTPAXOBAaHUS 3TOTO I'py3a OT ...
PHCKOB.
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4. To take out Insurance Policy with... — mosyuars cTpaxoBoii moJyuc B...,
3acTpaxoBaTrh TOBAp B...

Task 1. Translate into Russian

1. Sellers are to insure the goods for their account against usual marine
risks including risks of leakage exceeding 1% with Ingosstrakh of Russia
in accordance with the Transport Insurance Rules of Ingosstrakh for the
amount of the invoice value of the goods plus 10 per cent. The goods may
be insured against war and other risks upon special request of Buyers and
for Buyers’ account. The Insurance Policy is to be made out in the name of
Buyers or another person according to their instructions and is to be sent
together with other shipping documents.

2. The Seller shall insure the goods delivered under the present contract
against usual marine risks with Ingosstrakh of Russia in accordance with
the Rules of transport insurance of Ingosstrakh, Russia, for the invoice
value of the goods.

The goods may be insured against other risks only on instruction of the
Buyer and at their own expense.

3. Insurance is designed to cover a business or individual against risks such
as loss, damage, or injury. Numerous types of policy are available to offer
cover against various eventualities. The client has to decide which hazards

apply.

Task 2. Fill in the blanks with one of the following words, use the correct
verb-form

1. particular average 9. underwriters

2. to be covered against 10. to cover a number of shipments

3. insurance cover 11. the claimant

4. valued 12. the right to claims of compensation
5. a proposal form 13. the premium

7. through (an) oversight 14. loss outside the terms of the policy
8. unvalued

1. ... is completed by the firm or person who wants ....

2. ... who will pay compensation in the case of a claim, and then work out
..., 1.e. the price of insurance.

3. The insurance company will not pay compensation if ... was negligent,
or suffered the injury or ....
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4. Marine policies may be either ... or ....

5. The owner of the bill of lading has ....

6. A policy of this kind ... by any ship to any port or ports that may be
agreed upon.

7. The arrangement avoids any risk that a shipment will be left uninsured

8. The compensation which is paid for loss or damage depends on types of
risk the insured ....

9. ... means partial loss or damage caused by accident to the ship or to
some particular cargo.
10. As in the case of large claims in non-marine insurance ..., i.e.

assessors, are called in to examine damage and estimate compensation,
Task 3. Complete the following sentences

1. The premium for (cTpaxoBoil MoJKC, MOKPBHIBAIOIIUA BCE PHUCKHU) 1S
naturally higher than that for a policy with (ocBoGoxnenune ot
OTBETCTBEHHOCTH).

2. (3asBka Ha cTpaxoBanue) is completed by the firm or person who wants
(cTpaxoBO€ MOKPBITHE).

3. If the (cTpaxoBmuku) are satisfied with the information on the proposal
form, they will issue (BpemeHHOE CBUIETEIHLCTBO O CTPAXOBAHUM).

4. The insurance company will not pay compensation if (MaTepuanbHbIii
yiiep6 He MmomnaaaeT Mo yCIOBUs CTPAXOBKH).

5. (Ilomuc HEOOBABICHHOM cTOMMOCTHIO) 1s the one, when the value of the
goods has not been agreed in advance and (o1ienuBaetcs) at the time of loss.

6. As each consignment is shipped it (3asBnsercs) on a special form
provided by the underwriter who (perymupyer croumocts) on a duplicate
copy of the policy.

7. ('enepanbHble cTpaxoBble mosinchkl) cover all shipments for certain
voyages or trades for an extended period, irrespective of (ob6mieit
CTOMMOCTH).

8. Companies and individuals (mpeabsBisitor ucku 3a yositkn) by filling in
(dbopmy O BBIIIATE CTPAXOBOTO BO3MEIIECHUS ).

9. As in the case of large claims in non-marine insurance (OICHIINKU
yOBITKOB), 1.€. assessors, are called in to examine damage and (onpeaenuTh
pazMep KOMIIEHCAIUN).

10. If the policy has “a with particular average” clause, then (4acTu4HbIit
yoniTok) will be compensated for.
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Task 4. Fill the gaps with the prepositions

1. Companies and individuals protect themselves ... loss, damage, or
injury ... taking ... insurance policies, which are contracts ... possible
future risks.

2. If the insurers are satisfied ... the information given ... the proposal
form, they will issue a cover note.

3. Underwriters, who will pay compensation ... the case ... acclaim, then
work ... the premium, i.e. the price ... insurance.

4. ... the heart ... these activities is Lloyd’s, a London corporation ...
insurers who issue most kinds ... policy but are especially active ... marine
insurance.

5. A valued policy is the one based ... values agreed ... advance, that is ...
the stated value ... the invoice, plus insurance and freight.

6. All consignments can be covered ... all risks ... the form ... a valued or
unvalued policy.

7. A policy ... this kind covers a number ... shipments ... any ship ... any
port or ports that may be agreed upon.

8. Claims ... loss or damage should always be made promptly ... letter and
supported ... whatever information or evidence can be offered ... the time.

9. Companies and individuals make claims ... loss, damage or accident ...

filling ... a claims form, which tells the insurance company what has
happened.
10. If a policy is free ... particular average, ... the case ... deliberate
damage, 1.e. damage caused to save the rest ... the cargo, as say, ... the
case ... a fire ... a ship, only total loss will be paid ... the insurance
company.

Task 5. Translate into English

1. IlpocuM COOOHIMTH O CyMME€ CTPaxOBOM NMPEMUU MPU CTPAXOBAHUU
rpy3a B Baiieli KoMITaHUH ¥ Ha TOJIHYIO (PaKTYpHYIO CTOMMOCTb COTJIACHO
PUIAraeMbIM JOKYMEHTAM.

2. CtpaxoBO# NOJIUC BCTYyNAET B ACHCTBUE HEMEUIEHHO NIEPEXO TOBapa B
pacropspKeHUE NOKYTaTeleH.

3. Ilpocum cooOumTh Bamm pacueHku 1o CTpaxOBaHUIO TI'PY30B Ha
CKJIaZlaX U B IIyTH IIPOTUB BCEX PUCKOB.

4. Cnenyromas naptus OyJeT OTIpy»eHa uepe3 2 HeAeHH, NpUYeM
CTPaxOBOM MOJIUC JOJIKEH BCTYINUTH B cuily ¢ 1 HOs0pst 20X X roaa.
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5. ToBap MOXxeT OBITh 3aCTpaxOoBaH OT BOEHHBIX U APYTMX PHUCKOB IO
crenraIbHOMY 3arpocy llokymaresns u 3a ero cuer.

6. IlponaBerr AOJDKEH 3acTpaxoBaTh TOBAap 3a CBOM CUET OT OOBIYHBIX
MOpPCKHX PHCKOB, BKJIIOYas PHUCK YTE€UKH, B KoMmmaHuu IHroccrpax B
cooTBeTcTBUM C [IpaBuiiaMu TpPaHCIOPTHOIO CTPAaxOBaHUS Ha IOJHYIO
(aKkTypHYIO CTOMMOCTb TOBapOB.

7. CTpaxoBoO# MOJUC JOJKEH OBbITh BhIUCAH Ha uMsl [lokymnaTens.

8. IIpu mocraBke Ha ycmoBusx CHU® TtoBap crpaxyercs [IpomaBinom Ha
MOJIHY}O KOHTPAKTHYIO CTOMMOCTb OT OOBIYHBIX MOPCKHUX PHUCKOB B JIFOOOU
CTPaxOBOM KOMIIAHHUH I10 €TI0 BHIOOPY.

9. MBI MOXEM 3acTpaxoBaTh TOBAP OT BOEHHBIX PUCKOB HA €r0 MOJHYIO
(bakTypHYyIO CTOMMOCTb, HO 3a Bamr cuer.

Task 6. Letters to write

1. Compose a letter to an insurance company to request a quote for your
business.

2. Write a letter to the insurance company asking for insurance cover for
the goods you intend to export. Specify the nature of your goods, type of
the insurance cover you would like to have and how long.
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UNIT V. CLAIMS AND COMPLAINTS

A. Check if you know these words and expressions

to infringe terms HapymaTh yCJIOBUS

commitment 30. 0043aTENbCTBO MO KOHTPAKTY

dissatisfied party HEYJIOBJIETBOPEHHAS] CTOPOHA

claimant HCTEIl

syn.plaintiff

party concerned 3aMHTEPECOBAHHAS CTOPOHA

to claim smth TpedoBaTh 4ero-inuoo,
PEABSBIATH TPETECH3UIO HA YTO-
oo

to make a claim on/against smb for smth npebsSBISITH TPETEH3UIO KOMY-
a100 Ha YTO-TMO0

to claim damages TpeOOBaTh BO3MEIIEHUS YOBITKOB

claim for damages TpeOOBaHNE O BO3MEILICHUHN
yOBITKOB

due adjustment CBOEBPEMEHHOE YPETYJIUPOBAHHE

to refer a dispute for settlement nepeaaBaTh A€o, ClopHa

by arbitration pPacCMOTpPEHUE B apOUTPAKHOM
TIOPSIJIKE

panel of arbitrators CITMCOK, TpyIITa apOuTPOB

to admit a claim PU3HABATh MPETEH3UIO

to waive a claim OTKJIOHSITh IIPETEH3UIO

unjustified complaint HE0OOCHOBAHHAS TIPETEH3US

to withdraw a claim OT3bIBATh IIPETEH3UIO

syn. to abandon a claim

amicable settlement JIPYKECTBEHHOE YPETyIUPOBAHKE

B. Read the following

It often happens that one of the parties to the contract considers that the
other party has infringed the terms of the contract. In such cases the
dissatisfied party, (which is called a claimant), may think it necessary to
send the other party a letter of complaint which often contains a claim, i.e.
a demand for something to which the sender of the letter, in his opinion,
has a right as, for instance, a claim for damages or for a reduction in the
price etc. Complaints and claims may arise in connection with inferior
quality of the goods, late delivery or non-delivery of the goods,
transportation, insurance and storage of the goods and in many other cases.
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If you complain make sure you get your facts right. And if you have to
answer an unjustified complaint, be polite and restrained. Remember that
complaints are not accusations; they are requests to correct mistakes.
Therefore, write calmly; use an impersonal tone, clearly presenting all the
relevant information.

Very often the parties (claimant and respondent) agree upon an amicable
settlement of the claim in question. That means that the claim is
considered, admitted and satisfied. Then, the other party withdraws or
abandons the claim. If, however, an amicable settlement is not arrived at,
1.e. the claim is declined, the dispute is settled by a court of law or, which
is more often the case, by arbitration.

When the parties refer their dispute to the Arbitration Court at the Chamber
of Commerce and Industry of the country, each party chooses its arbitrator
from among the panel of the Court.

Samples of claims and regulations
1. Dear Sirs,

Order No. VC 58391

We are writing to you with reference to the above order and our letter of
July 28™ in which we asked you to expedite delivery of the 60 engines
(Model 55) you were to have supplied on July 15",

We have been greatly inconvenienced by this delay because the lorries
have been completed except for the engines that need to be fitted.

Unless we receive the components within the next five days the order will
be cancelled and placed elsewhere.

Yours faithfully,

2. Damage of the goods and answer to the complaint
1) Dear Sirs,

Order No. 14478

86



We are writing to you to complain about the shipment of cardigans we
received yesterday against the above order. The boxes in which the
cardigans were packed were damaged and looked as if they had been
broken open in transit. From your Invoice No. 2985 we estimate that thirty
cardigans have been stolen to the value of GBP 150.00. And because of the
rummaging in the boxes, quite a few other garments were crushed or
stained and cannot be sold as new articles in our shops.

As the sale on a c.1.f. basis we suggest you contact your forwarding agents
or the Insurance Company with regards to compensation.

You will find a list of the damaged and missing articles attached.
We are looking forward to your early reply.

Yours faithfully,
2) Dear Sirs,

Thank you for informing us about the damage to our consignment (Inv.
No. 2985).

From our previous transactions you will realize that this sort of problem is
quite unusual, nevertheless we are sorry the inconvenience it has caused
you.

Please would you return the whole consignment to us, postage and packing
forward, and we will ask the sipping company to come and inspect so that
they can arrange compensation.

If you want us to send you another shipment as per your Order No. 14478,
please let us know. We have garments in stock and would be no trouble to
send them within the next fortnight.

Yours faithfully,

3. Delivered goods aren’t equal to the samples

Dear Name:
We are sorry to have to inform you that the bulk of the acrylic loungewear

(button-front robe with V-neck; our order no. SSLW-V2) that was
delivered is not up to the samples which we received on March 15.
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Our comparing the loungewear received with samples, we were
unpleasantly surprised to discover that the models are not the same high
quality. We can only assume that a mistake was made and that the
loungewear we ordered was wrongly delivered.

We cannot accept this delivery because we pride ourselves on the fact that
our stores carry only the very best quality in ladies’ fashions. For that
reason, we must ask for replacement of this entire collection. Please let us
know what you wish to do with this order.

Sincerely,

4. Missing articles

Dear name:

On checking the waterproof parkas with taffeta lining (Model 555L and
999XL; our Order No. 7778) we received this morning, we find that 32
parkas listed on your packing lists as well as on your invoices have not
been included in this shipment. For that reason, we enclose a list of the
missing articles. Please check with your packers before we make a formal
claim.

Sincerely,

5. Complaint of short-delivery
Dear Mr. Al Saudi,

Orders No. YH 678-98, 99, 67

We regret to draw your attention to the fact that a shortage in the weight of
4 bales was found after the goods had been discharged, viz. the landed
weight 1s of 2,640 lbs against the shipped weight of 2,960 Ibs., thus
showing a loss of 320 Ibs. The consignment contains only 33 bales
whereas 37 bales are stated on the Bill of Lading.

We would like to hear from you as soon as possible when we could expect
the delivery of the balance of Mohair against the above orders.
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This is not the first time the goods have been under-delivered and we are
far from being satisfied with the service you offer. Unless you can fulfill
our orders efficiently and in complete we will have to consider other
sources of supply.

It is essential that we could deliver the full consignment to our Slovenian
customers on time as this was an initial order from them and would give us
an access to the Slovenian market.

Our deadline is November 5, and the consignment is ready for shipment
except for the bales of Mohair.

Unless the Consignees receive the lot within the next week, the balance
against the order will be cancelled and placed elsewhere. We should warn
you that we are holding you to your delivery contract and if any loss results
from this short delivery we will be taking legal action.

Yours sincerely,

6. Claim for inferior quality of beans
Dear Sir,

We are sorry to inform you that we are not satisfied with the quality of the
consignment shipped by s/s “MARUSJA™.

We have examined the consignment of Beans shipped by s/s “MARUSJA”
and, in accordance with the terms and conditions of the contract we hereby
make a claim against you for inferior quality of the goods. While
discharging the cargo of Beans we found the quality not up to the sample
and in the circumstances we are compelled to give you formal notice of
claim for inferior quality.

We find that 45,000.00 bags of beans ex vessel “MARUSJA” sold to us
contain an excessive quantity of unripe, broken and defective beans. The
bulk of the goods discharged from the vessel do not correspond to the
sample submitted (and on the basis of which the contract was concluded).
Therefore we claim an allowance of 35.90 cents per pound on the ground
of inferior quality.

Failing your acceptance of our claim, it will be submitted for arbitration.
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C. Writing patterns

1. We regret to inform you ... — K coxanenuto, mbl cooOmaem Bawm ...

2. It 1s with great regret that we have to inform you that ... — C Benukum
CO’KaJIeHHEeM HaM MPUXOJUTCS COOOIHTH Bam, 4o ...

3. We are writing to complain about ... — Mpl mnumem, YTOOBI
MO’KAJIOBAThCS HA ...

4. We wish to lace on record the company’s extreme displeasure at ... —
MbI XOTUM BBIPa3HTh YPE3BBIYAMHOE HEYIOBOJBCTBHE KOMITAHWH TIO

HIOBOJLY ...
5. We wish to emphasize that we are holding you fully responsible for non-
delivery of the cargo in question. — Mbl XOTUM MOJYEPKHYTH, YTO

BO3JIaraeM Ha Bac BCI0 OTBETCTBEHHOCTH 3a HEMOCTABKY 3TOTO Tpy3a.

6. We have inspected the damaged machine and we submit you below a
description of the damage. — MbI ocMOTpeNH MOBPEXKIAEHHYIO MAIUHY U
HIKE MPEACTaBIIAeEM BaMm onrcanmue noBpexIeHU M.

7. As you are probably aware we have been experiencing a considerable
inconvenience due to wrong material being delivered to our customers. —
Kak Bam, BeposiTHO, W3BECTHO, MbI HCHBITHIBAEM 3HAYUTEIHHOE
HEYyJA00CTBO W3-3a TOTO, YTO HAIIMM KIHWEHTaM IIOCTaBISETCS HE TOT
MaTepual.

8. The material i1s not up to your usual standard. — Marepuan He
COOTBETCTBYyeT Bamiemy oObIYHOMY CTaHAAPTY.

9. We have been greatly inconvenienced by this delay and unless we
receive this item within the next week we shall have to cancel our order. —
DTa 3aJiepKKa yKe MpUHEecia HaMm OOoJbllMe HEeyJ00CTBa U, €CIU MBI HE
MOJIyYUM 3TOT TOBAap B TEUYCHHUE CICAYIOIICH HEAEeNHW, TO HaM TPUAETCS
aHHYJIUPOBATH HAIIl 3aKas3.

10. Please ensure that this sort of problem does not a rise again. —
[Toxxainyiicra, M03a00ThTECh, YTOOBI TAKOTO POJia MPOOJIEMbI HE BO3HUKAIIN
BHOBb.

11. Here by we make a claim on you for damages. — HacTtosimum wmbi
npeabsBisieM Bam mpeTeH3uio 0 BO3MEIICHUH YOBITKOB.

12. The claimant and the respondent have come to an amicable settlement
of the claim in question. — VcTel 1 OTBETYMK MPHUIILIU K IPY>KECTBEHHOMY
YPETYJIMPOBAHUIO BHITIIEYTIOMSIHYTOTO CIIOpA.

13. We intend to refer the dispute for consideration to the Arbitration Court
at the Chamber of Commerce and Industry of Belarus. — MsI HamepeHbI
nepeaarb crnop Ha paccmoTpenne B ApOutpaxubii Cyn mpu TIII
benapycu.
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14. The party to the contract has infringed the terms of the contract. — Orta
CTOpPOHA KOHTPaKTa HapyIIHia yCIOBUS KOHTPAKTA.

15. Complaints and claims may arise in connection with inferior quality,
late delivery or non-delivery and in many other cases. — JXanoOwl u
IPETeH3UH MOTYT BO3HUKHYTh B CBSI3M C HHU3KHUM KadeCTBOM TOBapa,
HEIOMOCTaBKOM WJIM HE MOCTaBKOM TOBapa, a TakkKe BO MHOTHX JIPYTHX
CITyqasix.

16. The Seller holds the Buyer responsible for... — IIpongaBer; cuuraet
[Tokymaresist OTBETCTBEHHBIM 34. ..

17. The dispute was settled by arbitration.— Criop Obl1 yperyaupoBaH B
apOUTPaKHOM TIOPSIKE.

18. We in no way want to jeopardize our current and future business
relations. — Mpl HUKOUM 00pa3oM HE XOTHUM ITOCTaBUTH TIOJ YTPO3y HaIle
TeKyIiee u Oy IyIiee JeJI0BOe COTPYIHUIECTBO.

Task 1. Translate into Russian

1. We apologize for failing to give you the due notice of chartering the
vessel.

2. It would seem that the difference/the balance $... has been mistakenly
deducted as agreed and liquidated damages for delay in delivery of ...
weeks.

3. We would/should appreciate it if you would pay discrepant $... into our
account as soon as possible.

4. We insist that the problems we experienced were due to your
negligence, not ours.

5. There is only one point we would like to raise. It is the penalty clause
regarding time of delivery.

6. Due to bad stowage 10% of the cartons were damaged and in very bad
shape.

7. We refer to several tons of ... which appear to have been included in the
shipment in error.

8. This is the third time this mistake has occurred and we are far from
satisfied with the service you offer.

9. We regret that unless we hear from you by return we will be obliged to
cancel the order.

10. Although the quality of the material is not up to standard we are
prepared to retain the goods if you reduce the price, say, by ...
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11. Unless special instructions are given, the Sellers will insure goods to
destination and insurance premium will be

invoiced. Please notice when postal shipments are required (airmail, parcel
post etc.) no insurance will be covered by the Sellers.

Task 2. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

agreed and liquidated damages, chartering, discrepant, positions,
to charge, to charter, delivery book, to order, Release Note, due,
notice, prompt, settlement, to maintain, contractual, commitment,
account, in full

1. It would seem that the balance has been mistakenly deducted as ... for
delay in delivery of 4 weeks.

2. May we respectfully remind you that our prices were quoted on the basis
of C&F Singapore and with the ... having been signed on 14th September
20XX, we have clearly met our ....

3. We fail to understand why you have not paid this invoice ....

4. We must apologize for failing to give you the ... of chartering the tanker
“SIBIR™.

5. We must insist that in future you should inform us of the names of the
vessels ... by you as well as of their approximate ... at least two weeks
before the expected arrival of each vessel at the port of loading.

6. We must stress the point that ... of our invoices on your part is essential
if we are ... mutually beneficial relations.

7. We should therefore appreciate it if you would pay the ... $13,098.00
into our ... as soon as possible.

8. We would be obliged if you could check your ....

9. We would like to state that up to the present moment we have not had
from you any advice of ... this vessel.

10. You ... our account for a delivery of Pumps RG-560, which were
neither ..., nor received.

Task 3. Fill in the gaps with prepositions/particles where necessary.

1. Thank you ... your fax informing us ... the arrival ... the vessel “Volga”
... lifting the cargo ... the contract.
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2. ... the moment we are not ... possession ... your advice ... chartering the
vessel. This puts us ... a difficult position.

3. This amount was omitted ... the invoice ... an oversight.

4. As we have pointed ... ... you, prompt settlement ... accounts ... your part
is essential.

5. All expenses ... connection ... arbitration proceedings will be charged ...
your account.

6. Your Invoice No. L987.98 is undercharged. The balance will be credited
... your account.

7. We would appreciate your paying $678.99 ... our account.

8. We fail to understand why the invoice was not paid ... full.

9. No credit has been listed ... the wallpaper which was returned ... July.
10. You have charged me ... a delivery ... paint brushes but I have never
ordered or received them.

11. T have deducted a total ... $5,678.98 ... your statement ... account as ...
31 August 20 .

Task 4. Translate into English

1. MBI XOTUM 3asBUTh O(DUIIHATIBHYIO MPETEH3UIO0 B OTHOIIICHUH. . .

2. M1 HanpaBuiiv BaM konuu muceM 3aka3yuKkoB, KOTOPHIE TOBOPSIT CaMU
3a ceOsl.

3. Jlyust Toro, 4To0bl OTPEMOHTHUPOBATH OMHCAHHOE IMOBPEXKICHHUE, OBLIN
MOJACYUTAHBI CIIEAYIOIIUE PACXOIBL. . .

4. Mbl HaCTpPOEHBI OYEHb PEIIUTEIBHO B OTHOILICHUHU 3TOW MPETEH3UU U
CUMTAEM, YTO UMEEM MOJIHOE MPaBO TPeOOBATH MOJHYIO CYMMY.

5. Jauublii 3aka3 Obul pasmemieH y Bamieit ¢upmsl B cuimy Baimero
0053aTENHCTBA OCYIIECTBIIATH MOCTABKY KOMILJIEKTHO U TOYHO B CPOK.

6. B ciyuae ecnu mpocpouka B mocTaBke mpoaiutcs Oonee 10 nHei,
[IponaBenr 00si3aH yIJIaTUTh COTJIACOBAaHHBIE U 3apaHEE OTOBOPECHHBIC
yOBITKH B COOTBETCTBHUM C TyHKTOM KOHTpakTa «llITpadHbie canKimmy.

7. Mbl HE MOXEM HECTH OTBETCTBEHHOCTh 3a MPOCPOUYKY B IOCTABKE,
MOCKOJIbKY OHA MPOU30IIIA HE 0 Hallleil BUHE.

8. Mn1 oOpamtaem Bamie BHUMaHne Ha HEOOXOAMMOCTh MPHUACPKUBATHCS
ycioBuil koHTpakTa. (We hold you to...)

9. 3abacToBKa pabouux TIpHBENa K 3aKPBITUIO 3aBOJla HAa 3 HEAENd, U B
HACTOSIIIee BpPeMsi MbI MPEANPUHUMAEM BCE€ MEPhI, YTOOBI BOCCTAHOBUTH
HapyIIeHHbIN rpaduK TPOU3BOJICTRA.

10.YBaxaemsie rocriogal
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[loaTBepk1aeM Halll BU€palTHUN Pa3roBop Mo TeleoHy, BO BpeMs
KOTOPOI'0 Mbl cOOOLIMIN BaM ycinoBus, HA KOTOPBIX MbI COTJIACHBI
YPEryJIHpOBaTh JIPYKECTBEHHBIM MIYTEM HAIlly IPETEH3UIO K (hrupMe
«Frantz&Co.» B CBSI3U ¢ HU3KUM Ka4eCTBOM TOBapa IO KOHTPAKTY

Ne 78-098.

Kak Bam n3BecTHO, MOCTaBIUIMKH ObUTH BBIHYEHBI PU3HATH HAILY
MPETEH3HI0, HO OHU CUUTAIOT TPEOYEMYIO HAMU CYMMY 3aBBIIIIEHHOM,
3asIBJISIs, UYTO KAYECTBO CIAHHOTO TOBApa JIMIIIh HE3HAYUTEIBLHO
OTJIMYAETCS OT Ka4ecTBa 00pa3ia, Ha OCHOBAHUM KOTOPOTO OBbLI 3aKIHOUYEH
KOHTPAKT. MbI TOTOBBI CHH3UTHh cymMMmy nipeTeH3uu Ha 5000,00 nomnapos
CIIA npu ycnoBUHM HEMEJIEHHON OTIPY3KH OCTaTKa TOBapa Io
KOHTPAKTy.

B cnydae OTKJIOHEHUS U HEYAOBJIETBOPEHHUS HAILIEW MPETEH3UU MBI Oy1eM
BBIHY>KJICHBI TIEPEAATh HAlll CTIOP Ha pa3pelieHne B apOuTpaxHOM

TOpPsIJIKE.

C yBa)xeHUEM,
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UNIT VI. MINUTES of MEETING and MEMORANDUM of
UNDERSTANDING

Negotiating a contract is a complicated business as there are a lot of terms
and conditions to be agreed upon. Each party pursues its own goals and
wants to protect its interests. That is why the process of negotiation is a
way of finding a compromise to reconcile differences. This goal is
achieved through a series of negotiations. At all stages various issues are
discussed, and parties may come to an agreement on some specific terms
and conditions. To summarize the results of each stage of negotiations
parties must draw up and sign minutes of meeting (MOM) in which the
reached agreements are stated. This document is aimed at facilitating the

signing of the contract.

A. Check if you know these words and expressions

minutes of meeting (MOM)
syn. protocol of negotiations
pursuant to

to reach an agreement

syn. to come to an agreement
syn. to arrive at an agreement
pre-design phase documentation

exhaustive answer
draft contract
to complete technical review

performance and operational
requirements

to define position

to the extent of

divergence in smth

to agree about an acceptable price
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TIPOTOKOJT IIEPETOBOPOB

10 UTOTraM, BBITCKAKOIINN
13, COOTBETCTBYIOLIUM
MIPUXOJUTH K COTJIAILICHUIO

JIOKyMEHTAaIu,
NpeBaAPSIONIAs MPOSKTHHIE
pa3paboOTKu
HMCYEPIBIBAIOIINN OTBET
MPOEKT KOHTPAKTA
3aBepuIaTh MEPECMOTP
TEXHUYECKOUN
JOKYMEHTAIUU
TpeOOBaHUs K paboTe U
AKCILTyaTaluu
(obopyoosanus)
dbopMyTupOBaTh MO3UIUIO
B pazMmepe, B Mpeaenax
pacxoskJIeHueE,
HECOOTBETCTBHUE
JIOTOBAPUBATHCS O
IIPUEMIIEMON 1IEHE



to prolong the validity of an offer
to finalize contract negotiations

to adjourn
syn.to suspend
unanimously

for and on behalf
memorandum of understanding (MOU)

whereas

to perform a contract
syn.to execute a contract
syn. to fulfill a contract
hereinafter referred to as...
syn. hereinafter called...
contract provisions

to undertake to do smth

to that effect

syn. to this effect
to refrain from an action

to hinder the performance of
a contract
to remove obstacles

B. Read and translate the following

MINUTES OF MEETING

IIPOJUJIEBATH CPOK ACUCTBUSA
MPETIOKECHUS

3aBEPIIATh ITEPETOBOPHI 10
KOHTPAKTY
IIPUOCTAHABIINBATH,
JIEIaTh MEPEPHIB
€IUHOTJIaCHO

OT UMEHHU U T10 MOPYUEHUIO
MEMOpPaHAYM O
B3aUMOIIOHUMAaHUU
IIPUHUMAsI BO BHUMAaHUE,
MOCKOJIBKY

BBITIOJIHATE 00s13aTENILCTBA
10 JIOTOBOPY

VMEHYEMBIN B
JIAJIbHEHIIIEM. . .
TIOJIO’KCHHST KOHTPAKTa
Opath Ha cels
00s13aTEIBCTBO AEIaTh YTO-
100

C DTOH IIEJIbIO, B 9TOM
CMBICIIE

BO3JIEPKUBATHCS OT
IEUCTBUSA
MPEMATCTBOBATh
BBITOJIHEHUIO KOHTPaKTa
YCTPaHATh MPENSATCTBUS

These Minutes of Meeting (MOM) are drawn up pursuant to the visit of
representatives of TELECOM CO. to Moscow and meetings held with V/O
ROSEXPORT.

MOSCOW January 16,20
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During negotiations which took place within the period from 10 to
16 January 20 the Parties summarized the results of activity on «<STAR»
project and reached the following agreements:

1. On technical issues of «<STAR» project:

1.1. The basis for technical aspects reports was pre-design phase
documentation delivered under Contract No. 68 handed over to
ROSEXPORT.

1.2. The Parties have discussed in detail all technical issues raised by the
experts of TELECOM CO. While studying pre-design documentation and
other issues relating to the project ROSEXPORT have given exhaustive
answers and additional information that are described in APPENDIX 1 to
the present MOM.

1.3. As a result of technical negotiations the Parties have agreed, that
after signing the present MOM, they have completed basic technical
reviews as well as determined requirements for the project as per the draft
of Contract No. 68.

1.4. ROSEXPORT within two months of the date of present MOM
signing will prepare all the necessary corrections of «Performance and
Operational

Requirements» and submit to TELECOM CO. the documents in question.

2. Financial issues of «STAR» project:

2.1. As aresult of the price negotiations: TELECOM CO. has defined its
position concerning the total price of «<STAR» project to the extent of 85
million (eighty five million) US dollars.

2.2. ROSEXPORT has defined its position concerning the total price of
«STAR» project to the amount of 105 (one hundred oh five million) US
dollars. This price can be arrived at by granting the 11 (eleven) per cent
discount off the total project price to the amount of 121 (one hundred
twenty one thousand) US dollars as specified in Financial annex No. 1.
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2.3. Any other financial schemes of the project different to those defined
in Clause 2.1, 2.2 will be a subject for additional negotiations.

2.4. Notwithstanding the divergence in the Parties’ positions in respect to
the price, they have agreed to take positive efforts in making their positions
closer in order to come to an agreement on a mutually acceptable price.

With this purpose it is decided:
a. ROSEXPORT prolongs the validity of its financial offer subject to
Clause 2.3 till February 25,20 .
b. It is agreed by all present that the Parties will hold a meeting in Moscow

after February 5, 20 to finalize the contract negotiations.

c. Without coming to any agreement on Point 8 on the agenda (Delivery
time) the negotiations are adjourned till further meetings between the
Parties.

d. Everyone agreed unanimously on the idea that all

the members of the negotiations express their satisfaction with the format
of the reports presented.

e. A new system of conducting negotiations is proposed whereby each
Party will take it in turn to chair the meeting.

The minutes circulated after the meeting are duly signed.
For and on behalf of ROSEXPORT

For and on behalf of TELECOM CO.

MEMORANDUM OF UNDERSTANDING
This Memorandum of Understanding (MOU) is made on this day of

May 31, 20 by and between: Ministry of Telecommunications of India
and ROSTELECOM Agency:
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Whereas, TELECOM CO. of India, incorporated in India and
ROSEXPORT incorporated in the Russian Federation have decided to
conclude Contract No. 69 for designing, developing, manufacturing,
testing, launching, and delivering a satellite communication system,
hereinafter referred to as «Contracty;

Whereas, the parties recognize that the proper fulfilment of the
Contract and the satisfactory operation of the satellite system during its
lifetime, also depends on the proper training of personnel for in-orbit
service of Satellite in accordance with Contract provisions;

Whereas, the complete fulfilment of the Contract is of
importance for strengthening friendly relations and
economic cooperation between the two countries.

The Parties have agreed on the following:

1.  The Contract shall be fulfilled in complete and in accordance with
the conditions agreed upon therein and the parties undertake to do their
utmost to that effect.

2.  The Parties shall respectively encourage TELECOM CO. and
ROSEXPORT to perform all their obligations under the Contract in strict
accordance with the delivery and payment schedules agreed therein.

3. The Parties shall provide TELECOM CO. and ROSEXPORT with
all such assistance that may be required for the proper fulfillment of their
obligations under the Contract in strict compliance with the delivery and
payment schedules agreed upon therein.

4.  The Parties shall grant TELECOM CO. and ROSEXPORT all
licences, or other authorizations that may be required for meeting their
obligations under the Contract.

5.  The Parties shall refrain from any action that may hinder the proper

fulfillment of the Contract in accordance with conditions agreed upon
therein and undertake to remove such obstacles.
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For and on behalf of
Ministry of Telecommunications of India

For and on behalf of
ROSTELECOM Agency

Task 1. Answer the questions to the text above
Comprehension questions.

Why is it necessary to draw up minutes of meeting?
What is this document aimed at?
What main issues do MOM cover?
What is the subject of the negotiations?
What have the Parties agreed upon in the course of technical
negotiations?
What are the results of the price negotiations?
What possible steps is ROSEXPORT going to take to make the price
positions closer?
8. What issues are stated in the appendix to the MOM?
9. What is the aim of this MOU?
10. What does the proper fulfillment of the contract depend on?
11. Why is the complete fulfillment of the Contract so important?
12. What do the Parties undertake to do to facilitate the execution of
the Contract?
C. Writing patterns

SNk =

~ o

1. These Minutes of Meeting are drawn up pursuant to... — JlaHHBIN
[TpoTOKOI IEperoBOpOB COCTABIIEH IO UTOTAM. ..
2. The Parties have summarized the results of activity on... — CTopoHbI

MIOJIBEJTM MITOT TI0 pe3yIbTaTaM JAesATeIbHOCTH. ..

3. The basis for technical aspects reports was pre-design phase
documentation. — OCHOBOM JJisl JIOKJIAJIOB MO TEXHUYECKUM aCIEKTaM
MIPOEKTA CTajla IOKYMEHTAIIMS, TIPEABAPSIOIIas MPOSKTHBIE pa3paOdOTKHU.

4. The Supplier has given exhaustive answers and additional information
relating to the project. — IlpeacraBurenu IlpogaBia mnpeacTaBUIN
WCYEPITHIBAIOIIME OTBETHI HAa BOMPOCHI U JIOTOJHUTEIBLHYIO HH(OPMAIUIO
110 TAHHOMY TTPOCKTY.
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5. The Buyers have defined their position concerning the total price of the
project. — IlpencraBurenu [lokynarenst copmMyIHpOBaIA CBOIO MO3ULIUIO
1o (MHAHCOBOM CTOPOHE MPOEKTA.

6. This price can be arrived at by granting a ... per cent discount off the
total project price to the amount of USD .... — JlaHHas 11eHa MOXET OBITh
MoJIydeHa MyTEeM MPEJOCTaBICHUS ... CKHJIKHU C OOIIEH IIEHBI MPOEKTa B
pazMmepe ... nomnapon CIIIA.

7. Notwithstanding the divergence in the Parties positions in respect of ...,
they agreed to take positive efforts in making their positions closer. —
HecmoTpss Ha pacxoXxAeHHs] B MO3ULHUAX IO ..., CTOPOHBI COTJACHIIHUCH
MPEANPUHSTH BCE HEOOXOAMMBIE MEPHI JJISI HAXOKICHHS KOHCEHCYCa.

8. The minutes circulated after the meeting are duly signed. — [IpoTokoun,
NepelaHHbli  CTOpOHAM TOCJE€ BCTpPEeYH, ObUT JOKHBIM  00pazoM
MOJTMKCAH.

9. The Parties shall refrain from any action that may hinder the proper
fulfillment of the Contract. — CTopoHbl 00SI3yIOTCSI BO3JECPKUBATHCA OT
THOOBIX JEHCTBHM, MPEMATCTBYIONINX TOJDKHOMY BBITIOJTHCHHIO KOHTPAKTA.

Taskl. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

Pursuant, additional negotiations, to summarize, draft, to reach,
to define, pre-design phase, documentation, financial offer,
mutually, acceptable price, divergence, in detail, to conduct
negotiations, unanimously, satisfactory operation, to grant, proper
fulfillment, delivery and payment schedules, authorizations,
agenda, to adjourn, to incorporate(2), to undertake, satisfaction,
to finalize, to fulfill, to refrain, assistance, to conclude, obligations,
obstacles

1. A new system of ... is proposed whereby each Party will take it in turn
to chair the meeting.

2. Any other financial schemes of the project different to those defined in
Clause 2.1, 2.2 will be a subject for ....

3. As a result of technical negotiations the Parties have completed basic
technical reviews as well as determined requirements for the project as per
the ... of Contract No. 68.

4. As a result of the price negotiations ZAO Romashka ... its position
concerning the total price of the project.
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5. During negotiations the Parties ... the results of activity on the project
and ... the following agreements.

6. Everyone agreed ... on the idea that all the members of the negotiations
express their ... with the format of the reports presented.

7. It 1s agreed that the Parties will hold a meeting in Moscow ... the
contract negotiations.

8. Notwithstanding the ... in the Parties positions in respect to the price,
they have agreed to take positive efforts in making their positions closer in
order to achieve a ....

9. ROSEXPORT prolongs the validity of its ... till February 25, 20 .
TELECOM CO. of India, ... in India and ROSEXPORT ... in the Russian
Federation have decided ... Contract No. 69.

10. The basis for technical aspects reports was ... delivered under Contract
No. 68.

11. The Contract shall ... completely and in accordance with the conditions
agreed upon therein and the parties ... to do their utmost to that effect.

12. The Parties ... from any action that may hinder the proper fulfillment
of the contract.

13. The Parties have discussed ... all technical issues raised by the experts
of ZAO Romashka.

14. The parties recognize that the ... of the Contract and the ... of the
equipment during its lifetime, also depends on the proper training of
personnel.

15. The Parties shall grant the companies all licences, or other ... that may
be required for meeting their obligations under the Contract.

16. The Parties shall provide ... to the companies that may be required for
the proper fulfillment of their ... under the Contract in strict compliance
with the ....

17. The Parties undertake to remove any ... to the proper fulfillment of the
contract.

18. These Minutes of Meeting are drawn up ... to the visit of
representatives of Business Ltd. to Moscow and meetings held with ZAO
Romashka.

19. This price can be achieved by ... a discount off the total project price.
20. Without coming to any agreement on Point 8 on the ... the negotiations
21. ... till further meetings between the Parties.
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Task 2. Fill in the gaps with prepositions/particles where necessary.

1. Without coming ... any agreement ... Point 8 ... the agenda, the
meeting was adjourned.

2. Additional information ... «STAR» project is given ... Appendix 1 ...
the present MOM.

3. The mutually acceptable price can be achieved ... granting 15%
discount ... the total price ... the extent ... $150,600.

4. First meeting ... representatives ... TELOCOM CO. will take place ...
the period ... the 6th ... the 10th ... September 20XX.

5. ... discussing amendments ... the document ... the Buyer the Seller has
prolonged the validity ... his offer ... January 10.

6. ... negotiations the Parties agreed ... the following.

7. ... signing the present MOM the Parties have determined ... the
requirements ... the project ... question.

8. A new system was proposed whereby each member ... the group took it
... turn to chair the meeting.

9. The Agreement ... the future ... the Unost project was reached ... a
heated debate lasting ... an hour.

10. It is agreed ... all the present that Ben Johnson take the chair ... the
absence ... the CEO.

11. It was reported that some members ... the group were dissatisfied ...
the format ... the reports.

12. The authorities will provide the Parties ... the Contract ... necessary
assistance required ... the proper fulfillment ... their obligations.

13. The basis ... price negotiations is financial documents handed ... ...
VO NOVOEXPORT.

14. The Buyer undertakes to refrain ... any action that may hinder ... the
proper fulfillment ... the Contract.

15. The Contract ... development, manufacturing and delivery... a satellite
system was signed ... the 26th ... June, 20XX.

16. The Contract will be fulfilled ... accordance ... the conditions agreed
... the MOU.

17. The draft contract discussed ... detail was drawn pursuant ... the talks
... ROSEXPORT and TELECOM CO.

18. The minutes, circulated ... the meeting, were duly signed.

19. The Parties having summarized the results ... the negotiations reached
essential agreement both ... technical and financial issues.
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20. The fulfillment ... the Contract ... question is ... importance
strengthening ... friendly relations ... the two countries.

21. The satisfactory operation ... the equipment ... its lifetime depends ...
the proper training ... the personnel.

22. To fulfill the obligations ... the Contract the Parties may require ...
additional authorization.

23. Who is to sign the Memorandum ... Understanding ... and ... behalf
... the Ministry ... Foreign Trade?

Task 3. Translate into English.

1. CTOpOHBI NOJBITOXKWIA PE3YIbTATHI, JOCTUTHYThIE B X0/1€ pabOThl HAJl
npoektoM STAR, u BHecnu cooTBeTcTBYIOIME U3MeHeHust B TpeOoBaHus
K paboTe 1 IKCIUTyaTallii 00bEeKTa.

2. IlpomaBen wu Ilokynarenb cGOpMYyIUpPOBAIM CBOM TMO3HUIUU TIO
(bUHAHCOBOM CTOPOHE MPOECKTA.

3. IIpoTtokoa meperoBopoB ObLI COCTaBJIEH B COOTBETCTBUM C (hOpMaTOM
IpOLIEIypPHI U NIepeAaH yYaCTHUKAM ISl TOAIUCAHUS.

4. Y4acTHHKM NIEPETOBOPOB €AMHOIVIACHO MPUIIN K COTJIAIEHUIO O TOM,
YTO NPEJICTABUTEIN KaXKJI0M CTOPOHBI OyayT NpeicenareabCTBOBaTh BO
BpEMsI IEPETOBOPOB MOOUYEPETHO.

5. He pocturnyB cornamenusi 1Mo MyHKTYy 10 MOBECTKH JHS, CTOPOHBI
IIPEPBAIIN 3aCEAHNUE.

6. pyrue Bompockl, HE 3aTparuBarouue (PUHAHCOBYIO CTOPOHY MPOEKTA,
CTaHyT MPEIMETOM JOMOIHUTEIBHBIX ITEPETOBOPOB.

7. IlppuHrMasi BO BHUMaHHE TO, YTO MTOJIHOE UCIIOTHEHUE KOHTPAKTA SIBUTCS
BAKHBIM BKJIQJIOM B JI€JI0 YKPEIUICHUS JAPYKECTBEHHBIX CBSI3€H MEXKITY
CTpaHAMH, CTOPOHBI JOCTHUIJIM JOTOBOPEHHOCTH IO  CJIEIYIOLIUM
BOIIPOCAM. ..

8. Jns ucmoiaHEHusi KOHTPAKTa B CTPOTOM COOTBETCTBUM C TpaduKoOM
NOCTaBKM CTOPOHBI JIOJKHBI OOECHEYHUTh MOJYyYeHHE HEOOXOIUMBIX
JOTNOJHUTEIBHBIX PA3pELICHUN B IOJKHBIE CPOKHU.

9. CTOpOoHBI JOJIKHBI BbIIaBaTh HEOOXOAUMBIE JTULEH3UH, KOTOPHIE MOTYT
noTpeOOoBATHCS JIJIs1 UICTIOTHEHUS! KOHTPAKTHBIX 0053aTEIbCTB.

10. MemopaHyM O B3auMOTNIOHMMaHUU ObuT moAnucad 1 utons 20 rona
Mexay MuHucrepctBoM KoMMyHuKauni Kopen u  MuHHUCTEPCTBOM
Toprosiu Pb.

11. Croponbl  00s3yIOTCS  YCTPaHATh IMpErpajbl, MNPEnsTCTBYIOLINE
HaJJIEkKAIEMY MCIIOJTHEHUIO KOHTPAKTA.
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Task 4. Letters to make up.

1. Make up a protocol of negotiations (minutes of meeting) between the
Belarusian company AO Promtech and the German company CEBIT
Gmbh.

The negotiations were held in Moscow within the period from 15 to
20 May, 20XX.

The parties discussed the possibility of delivering an assembly line to
Belarus.

The technical provisions of the future contract, delivery time and
schedules were agreed upon.

The parties have not yet come to a final agreement either on the
terms and schedule of payment or on the total amount of the contract.
A further meeting will be held between the parties in Frankfurt from
15 to 20 June, 20XX.

2. Draw up a MOU between a Belarusian shipper and a Pakistani buyer on
cooperation in heavy trucks supply. Give relevant details.
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UNIT VII. MISCELLANEOUS LETTERS

1) apologies for bad service
Dear Ms. Winston:

The purpose of this is to convey to you my sincere any inconvenience you
may have experienced last month with respect to the installation of your
Internet high speed service.

I just returned from vacation this week and found your file in my in-basket.
As soon as | reviewed your case it was clear that somehow your May 20th
request for a change in service had somehow slipped through the cracks.
The only possible explanation I can give is that we have recently had a
number of key staff changes which might have resulted in your letter being
overlooked.

Consequently, I have directed our Installation Group to contact you by the
end of this week to set up a time convenient to you when they could go to
your house and install your new router and make the necessary adjustments
to your software.

Because of this serious oversight, and as a testament to our appreciation of
you as our customer, we are going to provide you with your first three
months of high speed service free of charge. Therefore, your account will
not be billed until October of this year.

Ms. Quinlan, let me assure you that what happened in your case is not
typical of CableNet's level of customer service. We continue to be
committed to providing you and all of our customers with the highest
standards of service in the industry.

If you have any questions please don't hesitate to call me at 205-754-9785.
Yours in service,

2) repeated request for payment
Dear Mr. Macdonald:

Final Notice: Invoice 279-04 - May 10, 20xx - $1,755.68
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You have repeatedly ignored our written requests for payment of the
above-noted invoice and you have not contacted us with any explanation.

Consequently, unless we receive payment in full by the end of the business
day, August 30, 20xx we will have to take the unpleasant step of turning
your account over to a professional collection agency. We would rather not
be forced do this since it will result in damage to your personal credit
rating.

To prevent us from taking the final step of turning this matter over to a
collection agency, could you please make payment in full by the end of the
business day, Friday August 30, 20xx.

We urge you to please give this matter your full attention now, before it's
too late, and send your payment to us immediately.
Sincerely,

3) a “thank you” letter
Dear Ms. Todd:

This i1s just a quick follow-up note to thank you for dropping in at
Downtown Toyota and entering our "Miles of Smiles" contest. Your entry
has been processed and is entered in the draw which will take place on
April 10, 20xx.

I enjoyed our brief chat about the various models of Toyota cars that might
be of interest to you. Your observation about the low interest rates we are
offering on our lease financing was absolutely correct. As you said, it is the
period of economic prosperity the economy is now experiencing that
allows us to offer such low rates.

As I mentioned, when the time comes for you to trade in your current
vehicle, I would be very pleased to brief you on the entire line of Toyota
passenger vehicles so that you will be able to make an informed decision
about which vehicle best suits your needs. Any time you would like to

discuss your personal transportation needs, please give me a call at 234-
7865.
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In the meantime, I would ask you to please accept the enclosed key chain
as a small token of your visit to Downtown Toyota and your entry into the
"Miles for Smiles" draw.

At your service,

4) reply on the request of mortgage loan
Dear Mr. Treadway:
Re: Mortgage Application - 457 Cornelia Lane, Perth, Ontario

This is to advise you that we have completed our review of your recent
application for a homeowner's mortgage on the above-noted property and
have approved it for a total loan amount up to $175,000.

The initial term of the mortgage is 5 years, at an annual fixed interest rate
of 5.75%. You will have the option of taking out low-cost mortgage life
insurance when you sign the papers.

You will soon be contacted by Susan Laurent of my office who will set up
an appointment with you so that you can sign the final papers and
formalize the agreement.

We thank you for your interest in working with our mortgage department
and we look forward to a long and mutually beneficial relationship.

For any additional information regarding the terms of your mortgage,
please do not hesitate to contact me at (613) 865-2595.

Sincerely,

5) rejection to the loan application

Dear Ms. Bragg:

Further to your recent loan application, this i1s to advise you that we will
not be able to extend credit to you at this time.

After a thorough review of your application and the supporting documents
you supplied, we have concluded that your current financial situation
precludes this institution from extending further credit to you at this time.
When your financial picture changes and your current level of risk-
exposure becomes lower, we would be happy to reconsider your
application.
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On behalf of Meridian National Bank I thank you for your ongoing
business and trust that we will continue to serve you in the future.

If you have any questions about the details of your loan application review
please feel free to contact me at (219) 882-1753.

Yours truly,

6) a letter of advertisement of the company
Dear Mr. and Mrs. Baker:

Welcome to Village Green Estates!

I was just advised by Sandy, one of our front desk customer service agents
that you and your family have recently moved into our neighborhood.
Please accept this as my personal welcome to your entire family!

You've made an excellent choice on where to put down roots, if only for a
while. I'm sure that you and your three children will love this closely knit
little neighborhood we have here. Great people, good schools, lots of
parkland, and a very active community association are what make this one
of the most desirable communities to live in anywhere in the province.

In addition to welcoming you as a neighbor; as President of the local
merchants association I would also like to welcome you on behalf of my
fellow merchants. You'll find that Village Green Estates has an exceptional
group of small merchants and service companies ready to serve you with
competitive prices and a focus on customer service.

As President and Owner of Clean Rite Dry Cleaning Systems Inc., I would
like to offer you a welcome wagon special for new members in our
community, as follows. For three (3) months from the date of this letter
your entire family is eligible for a 15% discount off of our regular prices
for all dry cleaning work that is done by Clean Rite. In fact, I have taken
the liberty of having the staff enter your family name and address into the
computer so that the moment someone in your family drops something off
for cleaning, the discount will be applied automatically.

We look forward to serving you and getting to know you.
At your service,
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7) a letter of advertisement of the goods
To All Editors and Publishers,

Come and See A Snapshot of Our Latest Products!

Genoptik Laser Photo and its network of dealers in the United States,
cordially invite you to drop by our booth at PhotoPlus East for a close-up
look at our latest technological breakthroughs in digital camera technology.
Eyelike twilight™ - Just released in September, this is the first digital
camera product that enables presentation of multiple exposures with a
reliable preview image. Before this innovation it was impossible to overlay
a second exposure over another digital image. With twilight™ it is now
possible to overlay several images and display the resulting montage in
preview mode before the final exposure is made eyelike winder - Also just
released, this digital camera software is specially designed for the capture
and processing of either moving objects or still portraits. It allows the
shooting and capture of multiple images in sequence, at a speed of
approximately one image per second for later review. Using winder™ the
photographer can later view all of the memory-stored images one shot at a
time, in "digital contact sheet" format, on a color computer monitor.

These leading-edge software modules are just the latest additions to
Genoptik's line-up of products that make its eyelike™ Digital Camera
System. a world leader They are available to all users of the eyelike™
system whether they work in a PC or a Macintosh based environment.
20xx good reasons to check us out!

Genoptik Laser Photo manufactured its 20xxth digital camera in 20xx.
These cameras are used by professionals worldwide in the fields of:
photography, prepress, archiving and, microscopy. The basis of this
technology 1s the ProgRes 3000 family of cameras that have evolved over
the past decade. In 2004, the ProgRes 3012 camera won the internationally
recognized Seybold Award as best digital camera for professional use.

The longevity of Genoptik Digital Camera Systems is legendary
throughout the industry. All new hardware and software developments
made over the years have been designed compatible with the original base
products so that users of the very first modules are able to work with the
latest technological advances without changing their equipment.
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Come and scan our products at Booth 929 and we will also give you an
insider's look at our latest innovation, a revolutionary new Electronically
Controlled Lens System.

I hope to see you at PhotoPlus East!
Sincerely,

8) a letter of invitation

Dear Mrs. Huffman:

Re: Private Preview Showing - Spring Collection 20xx - Ticket No. 12-
0127

As one of our longtime valued customers we would like to invite you to
our special Private Preview Showing of our Spring Fashion Collection for
20xx. The showing will take place at our downtown store at 4550
Sherbrooke St. West, Monday evening, February 19, 20xx from 7:00 pm to
11:00 pm. Limited free parking will be available in our parking garage on
the Mountain Street side of the store.

In addition to the continuous fashion show that will be running all evening
long, there will be a number of spring merchandise draws, as well as a door
prize for a $2,000 unlimited shopping spree. So, don't miss out on the fun!
For entry into the show and to be eligible for any of the draws you will be
required to produce this original invitation with your ticket number printed
on it.

In order that we may plan for snacks and refreshments appropriately, if you
plan to attend, we ask you to please call Danielle Laporte at (514) 982-
7593 and advise her by February 12th.

Please note: If Danielle doesn't hear from you by Friday, February 10th we
will assume that you are not attending the show and we will issue your
ticket number to someone else.

Everyone here at The Fashion House looks forward to meeting you and

sharing our Spring Collection with you at our Preview Private Showing.
Yours sincerely,
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9) introducing a new employee
Dear Carl:

I am happy to introduce our new sales representative, Terry King, to you.
Terry will be in charge of servicing your account.

Terry is a graduate of the University of Maine and holds a degree in Sales
and Marketing. For the last five years he has worked as a salesman for
Boston Fisheries and Equipment. We are proud to have him on our staff
and are sure he will be able to give you the kind of service you have come
to expect from Sea Lanes.

Please call us if there is anything we can do for you. Terry will be
contacting you within the next two weeks to personally introduce himself,
discuss his monthly schedule and answer any questions you might have.
Ask Terry about his family’s secret recipe for lobster!

Sincerely yours,

10) a letter of condolence

Dear Jim:

Please accept my sincere condolences for the sudden loss of your dear
brother Ray last week. I can only imagine what a shock it must be to you
and the PMI extended family. Indeed, it was only two weeks ago that Ray
and I shared a table at the Mayor's annual fundraiser.

I know what a difficult loss this will be for you in particular. Not only will
you miss your cherished brother but also a trusted business partner and
advisor. I can only imagine the depth of the void that it will leave in your
personal, family, and business lives.

As you know, Ray and I go back more than 20 years both as friends and
business associates. Not only was he a great person to do business with, he
was also an excellent golfing partner with whom [ spent many memorable
days on the links over the years. He had an amazing sense of humor and
was a gifted storyteller. In business dealings Ray was always
straightforward and as honest as the day is long. In short, your brother Ray
was an exceptional friend, colleague and customer who will be deeply
missed by all who knew him.
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Would you please pass on my sincere condolences to all of the employees
at Penn Manufacturing and let them know that we here at Allied Building
Systems collectively mourn Ray's loss.

Sincere condolences,
Brad Fender

11) booking of the conference facilities
Dear Sir,

We are holding our annual conference this year in Nantes and are looking
for a hotel which can offer us accommodation and conference facilities
from 15 to 18 November inclusive.

There will be 60 delegates, 15 of whom will be bringing their wives.
Therefore, we will need 45 single rooms an 15 double with full board for
the three days. Provision should also be made for serving morning coffee
and afternoon tea in the conference room.

For the meetings we will need a room that can accommodate 60 to 70
people, with sound equipment, and if possible a stage from where lectures
and demonstrations can be given.

We will be bringing our own visual aids with us, so it will not be necessary
to provide projectors, boards, or screens.

Please would you send us a list of your tariffs and let us know if you are
prepared to allow discounts for a block booking. If you can offer a
competitive quotation, and satisfactory accommodation and facilities, you

can reply on regular bookings from us in the future.

Yours faithfully,
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