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П

осібник призначений для студентів економічних та інших спеціаль​ностей усіх форм навчання, а та​кож осіб, що вивчають англійську мову самостійно.

Посібник складено згідно з вимогами нав​чальної програми з іноземної мови для не​мовних вищих навчальних закладів на основі оригінальної літератури. Він містить п’ять розділів. Кожний розділ розкриває окремий аспект ділової англійської мови. Пропонують​ся завдання і лексичні вправи, тлумачення окремих економічних термінів, переклад з рідної мови на англійську, а також зразки ділових документів, діалоги, рольові ігри, які призначені для вивчення необхідного обсягу лексичного матеріалу, розвитку мовних на​вичок та практичного застосування набутих знань з ділової англійської мови.

CHAPTER I 
COMPANY

	Unit 1


TYPES OF ORGANIZATIONS

What type of organization do you work in; or would you like to work in? Would you find it easy to classify it as Commercial, Industrial, or Service? Can you see how it fits into general economic activity around you? Did you know it is one contributory element of our mixed economy? What is a mixed economy?

Consider Fig. 1 and see which your chosen organization fits into. Our ‘mixed economy’ is demonstrated by the varied, interrelated, and often interdependent, sectors of economic activity.

	(a)
	primary

fishing

farming

extractive
	----INDUSTRY----
	secondary

construction

manufacturing

	(b)
	trade

wholesale

retail

import

export
	----COMMERCE----
	commercial services
(support)

transport

finance

insurance

	(c)
	public

postal (national)

refuse collection
(local)
	----SERVICE----
	personal

hairdressing

plumbing

retailing


Fig. 1

Within these main sectors there are, as you can see, many different types of organisation, each of which has its own particular characteristics, functions, and benefits. Some are easily recognised as private enterprises, some are definitely public enterprises.

Private Enterprise

	Type of organisation
	Functional area
	Characteristics

	Sole proprietor
	Usually personal services such as hairdresser, corner shop, painter and decorator
	1. The owner provides the necessary capital, operates the business, takes the profits, and is liable for debts.

2. Problems can be limited capital and unlimited liability.

3. Advantages can be independence, direct customer contact, and the ability to change quickly, according to market demands.

	(Unlimited)
partnership
	Can be personal services, small industrial concerns, and small commercial organisations.
	1. The provision of capital is easier with 2-20 partners, and liability for debts is spread.

2. Management of the business is shared and there is wider expertise available.

3. Liability for debts is unlimited.

4. Problems can arise on death or withdrawal of partner.

	(Limited)
partnership
	Some basic principles as unlimited partnership, but some partners, who must not be involved in managing the business, have limited liability for debts.

	(Limited)
private company
	Medium-sized or small organisations:

e.g. building

      wholesalers

      manufacturing

      transport
	1. The company must be registered.

2. Capital comes from the shareholders, and more is usually available.

3. The company is a legal entity in itself – separate from the shareholders.

4. One or more directors are appointed to run the business, but control still lies with the shareholders.

5. There is limited liability for debts.

6. Profits are shared through a dividend paid on shares.

7. Disadvantages are that the company must adhere to quite complicated legal formalities and it is forbidden to advertise for share capital.

	Public limited liability (plc)
	Large-scale organisations:

e.g. construction

      manufacturing

      commercial services
	1. Anybody can become a shareholder, and there is no limit on the number.         

2. Information on the company must be available to the public, and shares are bought and sold on Stock Exchange.

3. Much more capital becomes available.

4. Ownership of shares can be transferred without affecting management.

5. Management is through Board of Directors specially appointed to run the business.

	Продовження табл.

	Type of organisation
	Functional area
	Characteristics

	Multinational company
	Large-scale organisations:

Variety of activities within the general ‘interest areas’ of the company (ies).
	1. Produces goods in more than one country.

2. Owns and controls the producing agencies.

3. Can contribute enormously to the economy of a country by ‘importing’ capital and technology.

4. If a multinational decides to move resources (e.g. capital, or a production process) from one country to another, it can damage the economy of the original country.


Public Enterprise

	Type of organisation
	Functional area
	Characteristics

	Public corporation
e.g. National Coal 

       Board
	Usually key areas of economic activity. Can provide goods or services which would not be profitable for a private concern.
	1. Run by a Board appointed by government.

2. Ownership rests with the public.

3. Unlimited liability.

4. Any losses are borne1 by the public.

5. The government (Parliament) determines the aims and objectives of the organisation.

	Mixed enterprise

(organisation) in which the government has a substantial stake)

e.g. BP2 

       ICI3 
	Any area, but often production.
	1. The State is a shareholder in the company (i.e. public and private enterprise together).

2. The state usually provides capital, but can influence aims and objectives.

3. Usually the company still has to compete in the marketplace.

4. Sometimes a ‘privatised’ public organisation ends up as a mixed enterprise.

	Central government departments

e.g. Employment

      Health

      Social Services
	Basically an administrative role in a specialist area on a nation-wide basis.

Can exert influence over the activities of all organisations, both public and private, and there-
fore affects all eco-
nomic and social life.
	1. Usually bureaucratic and show change.

2. It can be difficult for members of the public to get access to information they require. 

	Local government department

e.g. Rates

      Housing

      Education
	Usually have a statutory duty to provide services to local community.
	1. There are likely to be differences in the le​vel offered by different Local Authorities.

2. Subject to political influence.

3. Local people can have direct access to essential services.


ORGANISATIONAL STRUCTURE AND COMMUNICATION

Two main characteristics of any organisation are (a) the division of labour, and (b) the distribution of authority. The ‘division of labour’ refers to the variety of operations that the organisation must carry out in order to achieve its main objectives. The ‘distribution of authority’ refers to the decision-making apparatus required to plan and control these operations. Both of these characteristics may be shown in the organisation chart.

THE PURPOSE OF ORGANISATION CHARTS

An organisation chart can be thought of as a two-dimensional model of an organisation. No such model can effectively convey the reality of executive responsibilities or the complexity of the interrelationships that exist between the different sub-systems. Organisation charts are, therefore, an attempt to illustrate the formal relationships in an organisation, the main lines of communication, and the flow of authority and responsibility through all levels of the management hierarchy. Above all, organisation charts provide a complete picture of the organisation in a way that is simple to understand.

Charts are used to show the whole organisation (system), the departments (sub-systems) within an organisation, or details of the department or section only. Some organisation charts concentrate on the functions of organisation as opposed to the structure of personnel.

TYPES OF ORGANISATION CHART

Figs 2(a), (b) and ((( show three different types of organisation chart depicting the structure of a drug manufacturing company, Rayco Ltd, whose main products are toothpaste and anti-dandruff shampoo.

a) Vertical charts (‘T’ charts) are traditional method.

b) Horizontal charts are read from left to right and minimise the idea hierarchical levels.

c) Concentric charts are read from the centre outwards, the closeness to the centre reflecting the relative ‘importance’ of the posts.

RELATIONSHIPS IN A BUSINESS ORGANISATION

a) Line Relationship

This is a relationship which exists between a senior and his/her subordinate at any level of the organisation. For example, in Rayco Ltd. (Fig. 2) such a relationship exists between the Production Director and Production Manager, and between the Works Manager and Assistant Works Manager.

b) Functional Relationship

This is relationship which exists between those holding functional (or specialist) posts and those with direct executive responsibilities. For example, in Rayco Ltd the post of Personnel Director is a line management post only in the sense that the holder has authority over the staff in his own department. His main function is to advise and assist all the other departments or personnel matters. Because he is an expert in his field he is also empowered to make rulings which must be compiled with by staff over whom he has no direct line authority. If, for example, the Personnel Director has grounds for recruit a particular job applicant (because, possibly, of poor references), his authority for recruitment will over-ride the line director’s responsibility for selection.

c) Lateral Relationship

This is the relationship between personnel working at the same level — that is, none is superior or subordinate to others. In Rayco Ltd such a relationship exists between the Production Manager and Works Manager.

d) Staff Relationship

The word ‘staff’ here is used in the sense of a support (as in ‘wooden staff’). Such a relationship occurs, for example, between a managing director and her personal assistant. The holder of such a post has no formal relationship with other persons within the organisation, nor does possess authority in her own right. This kind of relationship exists between the Managing Director and the Company Secretary in Rayco Ltd.

e) Span of Control

The number of people who are directly accountable to the same person constitutes the ‘span of control’ of that person.

f) Informal Relationships

Although, in theory, communication should pass up and down the line, if this were carried out in practice every supervisor would become a potential bottleneck4. To avoid this, a sensible working arrangement may allow, for example, for a Progress Chaser in Rayco Ltd to establish ad hoc relationship5 with one or more of the Supervisors. Similarly, the line can be by-passed on occasions: the Sales Director may, for example, find himself in a situation which would benefit from direct contact with one of the representatives.
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The modern approach to relationships within an organisation stresses flexibility as far as sub-system boundaries are concerned. It is one of the tasks of management to link the various sub-systems together, to ensure integration and co-operation, and to act as boundary agent between the organisation and the environment. The area of contact between one system and another is called an interface.
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1 …are borne = are born

2 BP — British Pharmacopoeia

3 ICI — International Commission on Illumination

4 a potential bottleneck — мoжливі перешкоди

5 ad hoc relationship — arranged for this purpose, special
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	1. Proprietor, ~ ress

2. Liable (for, to)

3. Liability

4. To run a risk

5. To adhere (to)

6. Stock

Stock Exchange

Stockholder

7. To get access to information

8. To exert influence (over)

9. Statutory

10. To convey

11. Hierarchy

Hierarchical

12. Personnel

13. Personal

14. Drug

15. Anti-dandruff shampoo

16. Advise

17. To empower

18. To comply

19. To recruit

20. Applicant

21. Span of control
	власник, власниця

відповідальний (за, перед)

відповідальність

ризикувати

дотримуватись (принципів і т. інше)

запас, фонд

постачати, мати у запасі

фондова біржа

акціонер

отримувати інформацію

впливати

встановлений законом

перевозити, повідомляти, виражати думку та інше

ієрархія

ієрархічний

персонал

особистий, персональний

ліки, наркотик

шампунь від лупи

сповіщати

уповноважувати

виконувати (наказ, правило)

вербувати, набирати (членів організації)

прохач, претендент

кількість підлеглих одного керівника
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Exercise 1. Match each definition in column B with 
the proper name in column A:

	A
	B

	1. Company (UK)

2. Corporation (US)

3. Society

4. Enterprise

5. Limited company

6. Cooperative

7. Multinational

8. Parent company

9. Subsidiary (=affiliate)

10. Holding company

11. Public company

12. Private company

13. Nationalized company

14. Government
agency

15. Charity

16. Offshore
company

17. Minority interest

18. Operation

19. Partnership
	a) firm based in a tax haven to avoid higher taxation

b) company in which another firm has less than 50 per cent interest

c) organization which is part of the state administration

d) company owned by the state

e) company whose shares are publicly available

f) firm owned by a parent company

g) company whose shares are not publicly available

h) organization operating to make profit

i) friendly association of people, for example, a sports society (society = firm)

j) new commercial activity; also in some company names (= firm)

k) company which owns another

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

m) organization to relieve poverty, advance religion, or education, etc. benefits from some financial conclusions

n) firm where shareholders’ liability is limited

o) democratic firm owned by its workers

p) organization operating in several countries

q) firm, usually without commercial activity, created to be parent to other companies

r) general word for a company, usually a small one, and part of a large group; it also me​ans activity


Exercise 2. Who’s responsible for Business Systems?

Below is a diagram showing the structure of a ‘mixed’ type of multinational company based in the USA: some activities are organised into domestic, regional and international divisions, other into world-wide divisions.
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Now write questions and answers using responsible for/comes under. Example Who’s responsible for Business Systems in the Pacific? That comes under the Pacific Division.

a) Corporate Planning _________________________________

b) Defence Systems in Africa____________________________

c) Telecommunications in USA __________________________

d) Business Systems in Europe___________________________

e) Telecommunications in SE Asia________________________

Exercise 3. You’ll have to see the Production people about that!

Below is а part of the structure of your company. It is a medium-sized subsidiary of a UK parent company.
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Members of the Group Internal Audit team are visiting your firm, and you must help the auditors by answering their questions. Example You hear: I have a question about the company’s sales budget. You reply: You’ll have to see the Sales people about it.

a) I have a question about the company’s sales budget.

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

c) I’d like to know exactly when you delivered these goods.

d) Our Computer Audit team wants to visit you soon. Who should I ask about it?

e) Do you have purchase contracts with all your suppliers?

f) I’d like to discuss these cash-flow forecasts. Who do you think could help me?

Exercise 4. Who’s the boss?
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The above diagram is called an organisation chart (or family tree). It shows the chain of command in organization. We can say that the Vice-President, Corporate Development is responsible to/reports to the President and Chief Executive Officer.

Can you make similar statements about the chain of command, by completing the following sentences?

a) The Vice-President, Finance __________________________

b) The President, Automotive Operations ___________________

c) The President and Chief Executive Officer ________________

d) The Senior Vice-President, Corporate Staffs _______________

e) The Chairman of the Board____________________________

Exercise 5. Read the text about Rossomon PLC and complete the organisation chart below:

I’d like to say a few words about the organisational structure of Rossomon. Now, if you look at the transparency you will see that the Managing Director, that is Mr. Bunce, is responsible for running the company and is accountable to the Board.

Now, he is assisted by four executive departments. These are Human Resources, which is responsible for personnel, training and management development, then there is the Finance Department which takes care of corporate finance and accounting; next we have the Management Services Department, led by Peter Jenkins who is in charge of rationalisation throughout the company; and finally there is R&D Department — research and development — which works closely with five regions on new product development.
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Now then, the five regions are supported by two sections — Marketing and Technical Services. They are organised on a matrix basis with section leaders accountable to the Regional Managers. They work closely with the regions on the marketing and technical side.

Now, in addition to the parent company, Rossomon has three subsidiaries, namely Rossomon France, Germany and Japan. The subsidiaries report to Export Sales Department, which in turn is accountable to the Board.

Right, well that’s a brief overview. Are there any questions?

Exercise 6.

a). Study some of the language used to describe an organization in terms of:

hierarchy; responsibilities/functions, titles, affiliates, structure:

Hierarchy


[image: image12.wmf]MD (Managing Director)

Sales

D

i

rector


The company is headed by the MD.

The Sales Director reports to the MD.

The Sales Director is under the MD.

The Sales Director is accountable to the MD.
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The Sales Director is supported by Sales team.

The Sales Director is assisted by a Sales Assistant.

Responsibilities/functions

The Finance Department is responsible for accounting.

The R&D Department takes care of new product development.

The Administration Manager is in charge of personnel.
Titles

Below are the main managerial titles with US equivalents in brackets:

Chairman (President)

Managing Director (Chief Executive Officer/Senior Vice-President)

Finance Director (Vice-President — Finance)

Sales Manager (Sales Director)

Note

The Directors and Chairman of a company usually sit on the Board of Directors (Executive Board).

Affiliates

X is parent company.

A, B and C are subsidiaries (more than 50 % owned by the parent).
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Structure
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b). Use the organisation chart in exercise 5 and the language above to complete the sentences:

1. The Managing Director ______________ to the Board.

2. The Managing Director _________________ for running the company.

3. The Managing Director ________________ by four executive departments.

4. __________________ the Managing Director, there are five regional divisions.

5. Each Regional Manager ______________ of a territory.

6. The five regions ________________ by two other sections — Marketing and Technical Services.

7. The Section Leaders _______________ the Regional Managers.

8. In addition to the__________________company, Rossomon has three_: Rossomon France, Germany and Japan.

9. The subsidiaries ____________ to the Export Sales Department.

10. The Export Sales Department is _________ to the Board.
Exercise 7. Choose the proper English equivalent for:

	1. Керівник відділу закупок
	1. Production Manager

	2. Керівник відділу кадрів 
	2. Work Manager

	3. Директор з маркетингу 
	3. Chairman

	4. Управляючий, керівник 
	4. Financial Director

	5. Управляючий, керівник продажу на внутрішньому ринку 
	5. Overseas Sales Manager

	6. Керівник з зв’язків
з громадськістю
	6. Advertising Manager

	7. Керівник виробництва
	7. Chief Accountant

	8. Директор
	8. The Board

	9. Голова
	9. Purchasing Manager

	10. Фінансовий директор
	10. Personnel Manager

	11. Завідуючий (керівник)
експортними операціями
	11. Marketing Director

	12. Керівник відділу реклами
	12. Managing Director

	13. Головний бухгалтер
	13. Home Sales Manager

	14. Радa директорів  фірми
	14. Public Relations Manager


PATTERNS

Dialogue I

Susan: 
Can you give me a picture of the structure of your 
сompany?

Hugh:
       Yes, I’ll try if I can.

Susan:
You are part of the Peterson organization, the main activities of which used to be in newspapers.

Hugh:
Yes, the basic holding company is Australian, an Australian owned private company, I mean owned-majority share ownership of the Peterson family.

Susan:
The British Company is the International Peterson Organization, isn’t it?

Hugh:
Exactly. It has three main activities: oil, travel and publishing, of which newspaper is the major part.

Dialogue II

Jaff:
Are you familiar with the organizational chart for the company ?

Peggy:
No, I am not. What is it like actually?

Jaff:
The chart shows how the employees are divided into groups. It gives on an overview of the chain of command in the company.

Peggy:
The position can be line and staff ones. But Jaff, would you explain me what span of control is?

Jaff:
Span of control refers to the number of people whom one manages directly. The President of our company directly manages the Vice-President of Production, The Vice-President of Marketing and the Controller. Thus, his span of control includes three people.

Peggy:
Now I see. Thank you for the explanation.

Dialogue III

	John Davis:
	Let me tell you about British Electronics company. I’m Financial Director.

	Bogdan Stepko:
	Where’s you head office?

	John Davis:
	It’s in London. But we’ve got our branch offices all over the country.

	Bogdan Stepko
	Your company’s pretty big, isn’t it?

	John Davis:
	I’d say so. Our workforce is over 2000 and our turnover is almost 65 million pounds.

	Bogdan Stepko:
	Are you a public or a private company?

	John Davis:
	We are a family-owned company. We’ve been in it for the last 15 years.


TASK

1. Make your own dialogues according to the patterns above.

2. Describe the typical management structure of a British com​pany using the organisational chart
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3. Describe the typical management structure of an American company using the chart:
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DISCUSSION

Draw the structure of your company or a company you know. Discuss with your group-mate the organisation of the company. The following phrases will help you:

I’m with ………..

I work for ……..

Our company deals with /manufactures/sells …….

The head office is in ………………………

We have branches/subsidiaries/affiliates in ………….

It’s a private/partnership/public ………………….

Its main activities are ……………………

Our turnover is/profits are ……………..

We have a workforce of …………………..
CHAPTER II 
BUSINESS ETIQUETTE

	Unit 1


OFFICE MANNERS

If you really want to be a success as a businessman, promise yourself:

· to be so strong that nothing can disturb your peace of mind;

· to talk about health, happiness and prosperity to every person you meet;

· to make all your colleagues feel that there is something in them;

· to look at the sunny side of everything1 and make your optimism come true;

· to think only of the best and to work only for the best and expect only the best;

· to forget the mistakes of the past and press on the greater achievements of the future;

· to give so much time to the improvement of yourself that you have no time to criticize others;

· to be too large for worry, too noble for anger, too strong for fear and too happy to permit the presence of trouble.

YOUR OFFICE MANNERS

Introductions

Introductions are usually made by your boss or the boss’ assistant or secretary in the formal business pattern.

When introducing people to each other, don’t worry about the technicalities of introductions2, just remember that:

· A man is always presented to a woman, not a woman to a man.

· The honored one’s name is said first, the name of the person being presented follows.

· «May I present?» or «May I introduce?» or «I have the honour to present». They are all correct, but they’re a bit stiff for modern usage. A plain and simple, «Mrs. Hamment, Mr. Crown» is enough — or, if you like, «Mrs. Hamment, this is Mr. Crown». And you needn’t go on to give each a biography.

· Present the young to the old, the lesser to the greater.

When you are introduced you stand, whether being introduced to a man or to a woman.

Please note: it is never correct to call anyone in business like «pal», «bud», «baby», ‘Honey» or «darling». Pet names are considered cheap.

	Don’t say:

How are you?
	Do say:

How do you do? (formal)

Hello. (informal)


Only after this routine you can say «Pleased to meet you», «Nice to meet you».

HINTS FOR THE OFFICE MANAGER, OR THE BOSS

Here are some suggestions:

· Don’t order, ask and be polite. It amounts to the same thing, but it sounds — and works — better.

· Remember that people work with you, not for you. They like to be spoken of as associates, not as slaves.

· Keep your promises3. It’s important to make a note of every promise — whether it is something important or something you think less important.

· Criticize, if you must, only in private4 — and do it objectively. Never criticize anyone in public or in anger.

THE SECRETARY

Drawing room manners5 are out of place in an office, and you are not expected to jump to your feet and hold a chair for your secretary every time she comes into your office. But take care not to treat her as if she were nobody6. You should say a pleasant «Good morning» when you come in and «Please» and «Thank you» at every opportunity.

This is what you should expect from your secretary:

a) Polite handling of the telephone calls.

b) Courteous handling of the visitors.

c) Confidential treatment of the business and private affairs.

d) A business like air.

It means:

· calling you «Mr» in front of outsiders;

· wearing clothes suitable for the office;

· confining her personal phone calls to the minimum7;

· asking you if you will need her any longer before she covers her typewriter (computer).

THE RECEPTIONIST

The receptionist should dress conservatively8, sit quietly9, and attentively, speak softly, address and refer to employees and visitors formally, and stay off the telephone except on matters of business. When the receptionist calls you to say that someone is there to see you, she should always speak in the third person: «Mr. Ross to see Mr. Wright» never «Mr. Wright, there’s Mr. Ross out here to see you».

Here are some «Don’ts» and «Do’s» for the receptionist:

	Don’t say:

Wait a minute.

Who are you?

What do you want to see him about?

He’s busy.
	Do say:

May I help you?

Let me ring his office to see if he is in.

Is he expecting you?


Mr. Wright’s secretary will be right out.

Won’t you sit down for a minute, please?


THE MAILROOM CLERK

Mail clerks should be asked to move around the office quietly and to avoid interrupting others with chit-chat as they make their appointed rounds. They should lay the mail on desks or in file boxes, not dump or throw it.
	Unit 2


HINTS FOR THE BUSINESSMAN’S SOCIAL LIFE

Whether by choice or by chance there’ll be time when business and social lives are entwined, for business reasons.

That’s why there are essentials of everyday etiquette in everyday social life:

· Stand up whenever a woman enters a room if you are sitting, and keep standing until she sits or goes.

· Stand up for introductions, greetings and leave-takings.

· Stand up when someone, man or woman, is trying to pass in front of you while sitting in the theatre.

· Stand out of the elevator (and out of the way), when someone farther back wants to get out and you are blocking the door.

· Walk on the street-side of the sidewalk to «protect» your woman companion. Keep her on your right.

· Take off your hat when you are indoors, except in lobbies, corridors, department stores.

· Shake hands for all introductions and all goodbyes to men, but don’t offer your hand to a woman unless she extends hers first.

· You get off the bus first.

· Hold all doors for the woman.

· Hold all chairs for the woman when she sits and when she rises.

· Help her in and out of her coat.

· Relieve her of heavy things — suitcases, briefcases, books, etc.

AT A RESTAURANT WITH A BUSINESSWOMAN

You check you hat10 and coat first, then you offer to check her things.

· She goes ahead of you to the dining-room.

· First you repeat her order to the waiter, than you repeat your own.

· When speaking to the waiter, you must refer to her «the lady»: «Salad for the lady», not «she will have salad».

· When it’s time to go, you ask the waiter to bring the check.

· Once payment is made, you stand, walk around to help her, then allow her to precede you to the checkroom. You claim your hat and coat, ask the doorman to get you a taxi — and you are off.

BASIC RULES OF SOCIAL ETIQUETTE

In public the best manners are the quietest. Try not to attract attention to yourself.

Be careful of compliments. Give them in private, whenever possible.

Don’t use a lot of foreign words and phrases.

Don’t say, «Huh?» or «What» when you mean «What did you say?» or «Sorry — I didn’t hear what you said».
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1. to look at the sunny side of everything — бадьоро дивитися на життя
2. technicalities of introduction — процедура знайомства
3. to keep promises — тримати слово
4. to criticize somebody in private — критикувати кого-небудь віч на віч
5. drawing room manners — світський тон
6. as if she is nobody — ніби вона пусте місце
7. confining to the minimum — звести до мінімуму
8. to dress conservatively — одягатись строго
9. to sit quietly — триматись скромно
10. to check the hat — здавати шляпу
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	1. To disturb

2. Peace of mind

3. Noble

4. To permit

5. Formal pattern

6. To order

7. To be polite

8. Associate

9. Slave

10. Suggestions

11. Hint

12. At every opportunity

13. The receptionist

14. To speak softly

15. The mailroom clerk

16. To entwine

17. Leave-taking

18. Lobby

19. To shake hands

20. To relieve

21. The doorman

22. Social etiquette

23. To attract attention 

24. In private
	турбувати

душевний спокій

благородний, шляхетний

дозволяти, допускати

певні правила

наказувати

бути ввічливим

колега

раб

рекомендації

порада

при будь-якій нагоді

секретар в прийомній

говорити тихо

кур’єр

переплітатись

прощання

вестібюль

потиснути руки

звільняти

швейцар

етікет спілкування

привертати увагу

конфіденційно
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Exercise 1. Fill in the blanks with the necessary words:

1. Introductions are usually made by your boss or the boss’ assistant or secretary in the … … .

2. If you really want to be a success as a businessman, you must be so strong, that nothing can … your peace of mind.

3. There are some … for the businessman as a new employee.

4. Criticize, if you must, only in … .

5. … should dress conservatively and sit quietly.

Exercise 2. Complete the sentences:

1. … … should lay the mail on desks or in file boxes, not dump or throw it.

2. The receptionist should dress … .

3. … … … are out of place in the office.

4. Confining your personal phone calls to the  … .

Exercise 3. Translate into English:

1. Запросіть, будь ласка, містера Брайта. — Одну хвилинку, я зателефоную йому.

2. Почекайте, будь ласка, хвилинку.

3. Зараз вийде секретар містера Брауна.

4. Не міг би він вам передзвонити?

5. Чим я можу допомогти вам?

6. Вставайте кожного разу, коли в кімнату заходить жінка.

7. Подивіться в люстерко перш ніж вийти з дому.

8. Задавайте питання, щоб підтримати бесіду.

PATTERNS

Dialogue I

Secretary:
Mr. Wright’s office. Miss Brown’s speaking.

Caller:
Mr. Wright there, please?

Secretary:
Sorry, but he’s not available just now. May I help you? … or Is there anyone else you’d care to speak to?

Caller:
No — when could I reach him?

Secretary:
I expect to hear from him in about an hour. … or — He’s at a meeting which will probably last until lunch time. … or He has someone with him just now, I’m not sure how soon he’ll be free. … or — May I tell him who called?

Caller:
Well, I’ll call again this afternoon.

Don’t say «He’ busy» … or: «He’s tied up». It is impolite.

Dialogue II

Caller:
Would you have him call Philip Ross, please?

Secretary:
Will you give me the number please, in case Mr. Wright hasn’t it handy?

Caller:
It’s 3-8-4-1-4-3-8.

Secretary:
Thank you. I’ll ask him to call as soon as he’s free.

TASK

Make your own dialogue according to the patterns:

Caller:
This is Philip Ross. Do you know if he’s had any word on the computers deal yet?

Secretary:
No, I don’t — but I know he’d want to speak to you about it. He’s at a meeting , but it ought to break up soon…

ROLE PLAY

1. You are a secretary. Your boss has gone to another room. His friend is calling him.

2. You are at the restaurant with a businesswoman. You have to introduce her to your partner.

DISCUSSION

1. Discuss what you have learned from the text about the following:

1. the manners of the manager,

2. the manners of the secretary,

3. the manners of the businessman at a restaurant,

4. the everyday etiquette in everyday social life.

2. Think and answer the questions:

1. What hints can you give for the businessman as a new employee?

2. What are the forms of address?

3. What are the hints for the receptionist?

4. What are the duties of the secretary?

CHAPTER III                BUSINESS CONTACTS

	Unit 1


MAKING CONTACTS

Making contact is very important in business. Numerous problems and complications of the business done with firms and companies make the use of different methods of business communications a necesssity.

You may use telex, telephone, telegraphic and SWIFT1 communi​cation for making contact. The growing use of the telephone and telegraph is reducing the need for letter writing. But the writing of letters continues in spite of all modern means of communication; in fact most of telephone and telegraph communications have to be confirmed in writing.

The telex is a very efficient method of making contact. It is as fast as telephone service, and as accurate as a typewriter. A major advantage of the telex is that a sender may transmit a message 24 hours a day, even if the machine is left unattended. The language of the telex message is similar to the language used in telegraphic services, with the same rules, but there are extra abbreviations and conventions. Usually, in companies or firms, there is a telex operator who will send messages for you. Sometimes, however, you may have to send an urgent telex yourself, in English.

Most people prefer phoning in their contacts. This method of communication is fast and simple. A few common expressions are enough for most telephone conversations in making contacts.

The day before the meeting you may want to call your contact to confirm the arrangement before arriving at the firm. But it is not always possible to follow your original plans.

You or your contact may want to change an appointment. If one wants to change the appointed date, it’s better to apologize and suggest another date.

If you make a «cold call»2, you could have difficulty in getting past the secretary of the person you want to see. You should know a few suggestions of things you might say to the secretary.

Before talking about the details of your business, there is usually a period of social conversation (small talk) which can be difficult. A good tactics is to ask questions for «breaking the ice»3. There are three reasons for this: most people like talking about themselves; it is easier for you to listen; you may learn something useful.

If the small talk continues too long, you may want to change the subject to business matters and talk about the reason you have arrived. After every visit to a company, it can be useful to keep in touch.

There are some ways «to keep the door open»: telexing contacts, writing to contacts, paying visits, sending a facsimile and so on.

Some contacts do not keep in touch, you have to telephone them to let them know that you still exist. The most difficult contacts say very little on the telephone. This can be because of their personality, their attitude to you, or their difficulty with English.

If they do not speak, you have to.
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1. SWIFT (Society for World-wide Interbank Financial Telecommunicati​on) — міжнародна міжбанківська електронна система платежів (СВІФТ)

2. to make a «cold call» — нанести візит без домовленості

3. «to break the ice» — зламати кригу, покласти початок (розмові, справі і т.п.)

4. «to keep the door open» — сприяти продовженню подальших контактів (зв’язків)
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	1.Contact

   Contacts

   To contact (with)

   To make contact
	знайомий (звич. діловий)

амер. контакти, знайомства, зв’язки

бути в контакті

встановлювати зв’язок

	2. Complication
	1) ускладнення

2) заплутанність, складність

	3. Communication
	1) сполучення, зв’язок

2) засоби сполучення

	4. Necessity
	необхідність, потреба

	5. To reduce
	зменшувати, послаблювати, знижувати, скорочувати 

	6. To confirm

    Тo confirm an appointment
	підтверджувати, підкріпляти

затверджувати зустріч

	7. Accurate
	точний, правильний

	8. Sender
	відправник

	9. To transmit
	1) передавати

2) відправляти, посилати

	10. Message
	повідомлення, лист, послання

	11. Unattended
	тут: без нагляду

	12. Extra
	особливий, окремий, додатковий, позачерговий

	13. Abbreviation
	абревіатура, скорочення (яке вживають у письмі і розмові)

	14. Convention
	умовність, загальна згода, звичай, договір, угода, конвенція

	15. Urgent
	1) терміновий, негайний, настійний

2) дуже необхідний

	16. Arrangement
	домовленість, угода, улаштування

	17. Apologise
	перепрошувати, вибачатись

	18. To manage
	1) справитися, впоратися з, примудрятися

2) управлятися, керувати, завідувати

	19. To suggest

      Suggestion
	пропонувати, радити

пропозиція, порада, вказівка

	20. Original
	новий, свіжий, справжній, первісний, початковий

	21. Call
	1) візит, відвідування, відвідини

2) виклик, телефонний виклик

	22. Past
	мимо

	23. Social
	світський, товариський, громадський, суспільний

	24. Tactic (s.)
	тактика (вживається як у одн., так
і у множ.)

	25. Touch

     In touch with smb.

     To get in touch with smb.

     To keep in touch
	контакт, спілкування, зв’язок

у контакті з кимось

зв’язатись з кимось

підтримувати контакт (зв’язок)

	26. Facsimile
	факсиміле

	27. Attitude
	відношення, позиція, ставлення

	28. Personality
	особисті риси, особливості характеру, особистість
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Exercise 1. Fill in the blanks with necessary words:

1. Mr. Stock has got … with Mr. Brown for 10.30 tomorrow morning.

2. I’m afraid he is not in the office at the moment. Would you like to leave any … for him?

3. You may want to call your contact to … the arrangements you have made.

4. You have tried to … them by phone.

5. After every visit to a company it will be useful to keep in … .

6. … greets the visitor and finds out who he wishes to see.

7. Usually, in companies or hotels, there is telex … who will send messages for you.

8. Before talking about the details of your business, there is usually a period of … conversation which can be difficult.

9. The most difficult  … say very little on the telephone.

10. The telex is a very efficient method of … .

Exercise 2. Complete the following sentences:

1. Numerous problems and complications of the business done with firms and companies make … .

2. The writing of letters continues in spite of all modern means of communication, in fact … .

3. A major advantage of the telex is that … .

4. You should apologize for not managing the day arranged and then … .

5. If you make a «cold call», you can have difficulty in … .

6. If the small task continues too long, you may want to change the subject business matters and … .

7. There are some ways «to keep the door open» to … .

8. A good tactic for «breaking the ice» is … .

9. There are three reasons for this … .

10. Some contacts do not keep in touch, you have … .

Exercise 3. Translate into English:

1. Якщо у вас є проблеми та ускладнення, зв’яжіться з нами.

2. Більшість телефонних та телеграфних повідомлень доводиться підтверджувати в письмовій формі.

3. Для встановлення контактів використовуються телексний, телефонний та телеграфний зв’язок.

4. Мова повідомлень телексу схожа на мову, яка використовується в телеграфному зв’язку. Але в ній існують особливі скорочення та умовності.

5. Більшість людей надає перевагу встановленню зв’язку по телефону зі своїми діловими партнерами.

6. За день до зустрічі можна зателефонувати діловому партнерові, щоб підтвердити домовленість.

7. Не завжди можливо дотриматися початкових планів. Іноді доводиться змінювати попередню домовленість.

8. Перші слова при зустрічі бувають найскладнішими. Потрібно вміти «зламати кригу», тобто покласти початок розмові.

9. Після кожного візиту до фірми корисно підтримувати зв’я​зок з цією фірмою.

PATTERNS

Make up your own dialogues according to the patterns:

I. Confirming and Changing Appointments
A: 
Hello, Mr. Rossi? This is the Australian Chemical Bank. I’m Mr. Whitley’s secretary. I understand you have an appointment for 10 a.m. on Tuesday 13th. I’m afraid Mr. Whitley is rather tied up then. Could I suggest Monday instead?

B: 
Yes,I’m sure that will be OK.

***

A
Hello, Mr. Rossi? Tim Brown, your agent. Small problem. Our meeting for Friday is all right, but Monday afternoon is likely to be difficult: someone is coming to see us who might be a useful outlet for some of your range. Perhaps we could change our meeting to Tuesday afternoon?

B: 
Yes, OK. Right, that’s fine.

***

A: 
Mr. Rossi? It‘s Jenny Kisella here. From B.I.G. I’m sorry, but my colleagues can’t all make it on Thursday afternoon. Could I suggest we meet on Tuesday instead?

B: 
Er…yes… why not? OK… Well, thank you very much.

***

A: 
Hello again, sorry Tim Brown here again. I forgot; I have some other customers visiting on Friday morning. How about meeting on Thursday sometime, if that’s all right with you?

B: 
Right. Sorry to be difficult. Thanks a lot, Mr. Rossi. Bye now.

***

A: 
Mr. Rossi? Good morning. I’m ringing for Mr Lund of Lund and Lund Associates. He’s very sorry, but he won’t be able to manage Wednesday afternoon. Could I suggest Friday afternoon instead?

B: 
Well, I think that should be all right. I’ll give you a call this afternoon to confirm. Thank you. Good bye.

II. At Reception

	Visitor:
	Good morning. My name’s Stock. I’m the new technical adviser. I’ve got an appointment with Mr. Hopkinson at 11.30.

	Receptionist:
	That’s right, Mr. Stock. Mr. Hopkinson is expecting you. Do take a seat, please.

Oh, Mr. Hopkinson, Mr. Stock’s here now. Oh, I see. Very good.

I’m sorry, Mr. Stock. Mr. Hopkinson’s at a meeting, but it’ll be over in a couple of minutes.

If you’d just like to wait over there, I’ll see if I can rustle up a cup of coffee for you. There are some magazines on the table over there.

	Mr. Stock:
	Thank you very much. I’m a bit early, actually.

	Receptionist:
	Reception. Very good, Mr. Hopkinson. 

Oh, Mr. Stock, Mr. Hopkinson’s on his way down now.


***

	Receptionist:
	Good morning, sir. Can I help you?

	Visitor:
	I’ve got an appointment with the Company Secretary.

	Receptionist:
	Yes, may I have your name, please?

	Visitor:
	McCluskey. I’m from Jonsons.

	Receptionist:
	Oh, yes, he’s expecting you. It’s on this floor. Go round past the lift to the left…do you see? It’s the first door on the left from here, just past the typing pool.

	Visitor:
	Thank you very much.


III. Making a «cool call»

Visitor: 
I wonder if I might have a word with Mr. Rodgers?

Secretary: 
I’m afraid he can’t see you without an appointment.

Visitor: 
I’m sorry, I tried to ring in advance, but I could not get through.

Secretary: 
Sorry, but I can’t let you see him unless you’ve arranged a meeting.

Visitor: 
Would you tell him I’m here, please.

Secretary:
Sorry, but I have my instructions.

Visitor:
It should only take a few moments.

Secretary: 
Mr. Rodgers is a very busy man, you know.

Visitor: 
I don’t mind waiting until he’s free.

Secretary:
He did ask me not to disturb him.

Visitor:
I’m only here for a brief visit before I return home.

Secretary: 
I’m afraid he isn’t available at the moment.

Visitor:
I’m sure he’d be sorry if we weren’t able to me meet.

Secretary: 
Very well, I’ll tell him you’re here.

ROLE PLAY

Problem I

You want to call Mr. Smith to confirm the appointment with him for 10.15 tomorrow morning at his office.

Role I You call Mr. Smith to confirm the arrangement for 10.15 tomorrow morning at this office.

Here are the expressions you need:

I’m ringing to confirm our meeting tomorrow.

10.15 at your office, as arranged?

as we agreed?

as we said?

Role II You are Mr. Smith. You hear the telephone ring. You listen to caller and answer him using the expression:

Good. I look forward to seeing you. Good bye.

Problem II

You have already arranged another meeting for 10.15 tomorrow. You want to change this appointment. Your contact doesn’t want to change the order in which you visit him.

Role I You want to change the appointment for 10.15 tomorrow. First apologize for not managing the day he suggests.

To apologize say: 

I’m afraid that..

I’m sorry…

To suggest another time say:

Could I suggest …?

What about …?

Perhaps…?

Role II You are Mr. Smith. You hear the telephone call, answer it. You don’t like the idea of changing this appointment, you say about it, but then you agree.

Use the expressions:

I’m very sorry. What could you suggest instead?

Would you give me a call to confirm?

Right. Thank you. Good bye.

Problem III

A visitor comes to the office without having arranged an appoint​ment. A secretary greets the visitor and finds out whom he wishes to see.

The visitor has a difficulty in getting past the secretary of the person he wants to see.

Role I: You are the secretary who greets the visitor and finds out whom the visitor wishes to see.

Use the following language:

Greeting: Good morning (afternoon). Can I help you?

Asking for some information: Can I have your name, please? 

Do you have an appointment? 

I’m afraid he can’t see you without an appointment. 

He did ask me not to disturb him. 

Very well, I’ll tell him you are here.

Role II: You are the visitor who has come to the office. You haven’t got an appointment. Try to obtain an interview with the Manager.

Use the following language:

Greeting: Good morning (afternoon).

Giving some information: My name is …

 I’ve come to see …

 I haven’t got an appointment with …

 I’m from ….

 I’m sorry, I tried to ring in advance, but  
 couldn’t get through.

 I’m sure he’d be sorry if we weren’t 
 able to meet.
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1. What makes the use of different methods of business communi​cation a necessity?

2. Why does the writing of letters continue in spite of all modern means of communication?

3. What can you say about the language of the telex message?

4. What is a major advantage of the telex?

5. Why do most people prefer phoning their contacts?

6. What should you do if you want to change an appointment?

7. When could you have difficulty in getting past the secretary of the person you want to see?

	Unit 2


TELEPHONE

Formal and Informal Telephone Conversation

The language used for speaking on the telephone is basically very similar to that of ordinary conversation, but limited in certain important respects1 by the special situation, which imposes a number of restrictions. Attention may be called to some of the chief differences between formal and informal telephone conversations. The most notable difference is that a formal telephone conversation is conducted at a much more formal level because the people speaking are taking care to maintain the high level of politeness usually felt appropriate in this kind of discussion. Another difference is that the formal discussion is very precise and factual, keeping to the point and never straying off2 into the chatty vagueness3 which is found at times in informal telephone conversation.

Finally, there is of course a considerable difference in the vocabulary, with more technical terms than one would expect to find in the average informal telephone conversation, and a mixture of formal and informal words and phrases. Informal chatty telephone calls usually take place between friends who have nothing in particular to discuss and are simply engaging in a bit of social pleasantness4. In this kind of telephone conversation there is a great deal of information idioms.


[image: image25.wmf]Comments

!


1. in certain … respects — в певних відношеннях

2. straying off — відхилятись від теми

3. chatty vagueness — порожні балачки

4. a bit of social pleasantness — приємні розмови
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	1. Telephone 

e.g. May I use your telephone?


Are you on the telephone?

He is speaking over the

telephone now.

The telephone is quite dead.

I can’t get him on the phone.
	Телефон

Дозвольте подзвонити по вашому
телефону

У вас є телефон

Він зараз розмовляє по телефону

Телефон не працює

Я не можу додзвонитися до нього

	2. To telephone (to phone) smb., smth.

Syn. To ring smb.up; to call

smb.up; to call smb., to buzz

smb. (Am. colloq.)
	Дзвонити по телефону комусь, кудись

	3. Call

e.g. There’s a call for you.

I’ll answer the call
(I’ll answer the telephone
	Телефонний виклик, дзвінок

Вам дзвонять.

Я підійду до телефону.

	4. To make a call

e.g. Where can I make a call?

Syn. To give a call; to give a

ring, to give a buzz (Am. colloq.)
	дзвонити по телефону

Звідки можна подзвонити?

	5. Receiver

to lift the receiver Syn. To take up the receiver, to pick up the

receiver
	телефонна трубка

підіймати телефонну трубку

	6. To replace the receiver

Syn. To hung up, to ring off
	покласти телефонну трубку, скінчити розмову

	7. Dial
	телефонний диск.

	8. To dial (dialled (Br.), dialed (Am.)

e.g. I have dialled the number twice but there is no reply
	набрати (номер)


Я набрав номер двічі, але ніхто не підходить (не відповідає)

	9. Dialing tone
	довгий гудок, що позначає, що можна набрати номер

	10. To listen to dialing tone
	чекати на гудок

	11. Ringing tone
	короткі гудки, що позначають, що лінія вільна, чекайте на відповідь

	12. The line is free

Ant. The line is engaged

(Br.), the line is busy (Am.)
	номер не зайнятий

ант. номер зайнятий

	13. Engaged tone
	часті гудки, що позначають, що лінія зайнята

	14. Number unobtainable tone
	гудок, відсутність зв’язку

	15. A series of rapid pips
	серія частих сигналів

	16. Coin-box telephone

Syn. Telephone booth, box phone
	телефон-автомат

	17. Extension phone
	паралельний телефон

	18. Extension
	додатковий номер

	19. Switchboard
	комутатор

	20. Switchboard operator
	телефоністка

	21. Trunk-call

Syn. Long-distance call (Am.)
	міжміський телефонний виклик

	22. Subscriber
	абонент

	23. Subscriber Trunk Dialing

e.g.This city is not on STD
	міжміський автоматичний телефонний зв’язок

з цим містом немає автоматичного телефонного зв’язку

	24. Telephone Directory

Syn. Telephone Book
	телефонний довідник

	25. To pause
	затримуватись, робити паузу

	26. Digit
	цифра

	27. Private exchange
	комутатор (фірми, установи)

	28. To clear

Syn. disconnect
	роз’єднувати (абонентів)

	29. Recorded announcement
	записане на плівку повідомлення або об’ява

	30. Caller
	особа, що телефонує

	31. International Subscriber Dialing
	Міжнародний автоматичний телефонний зв’язок

	32. To connect (Am.)

Syn. To put a call through (Br.)

e.g. I’m putting your call through
	з’єднувати (абонентів)

Я з’єдную вас

	33. To hold on
	не класти трубку, чекати

	34. To make a call through the operator
	подзвонити через телефоністку

	35. ADC=advice duration and charge
	повідомте тривалість та вартість розмови

	36. Personal call (Br.)

Syn. Person-to-person call (Am.)
	розмова по телефону, замовлена на певну особу

	37. Station-to-station call
	телефонна розмова, замовлена на номер абонента

	38. Transferred-charge call

Syn. Collect call
	телефонна розмова за рахунок того, кого викликають

	39. Charge
	плата (за телефонну розмову)

	40. Alphabetical directory
	алфавітний довідник

	41. Fire department (Am.)

Syn. Fire brigade (Br.)
	пожежна команда

	42. Ambulance
	швидка допомога

	43. Telephone repair service
	бюро ремонту телефонів
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Exercise 1. Fill in the blanks with necessary words:

1. I believe the … is out of order.

2. Something must be wrong with the …, it does not go back into position.

3. There was … for you this morning.

4. Can I book a … call in advance?

5. As he was walking along the street, he saw a … on the corner.

Exercise 2. Make up sentences of your own with the following word combinations:

to have the wrong number; to leave a message; to call back; to wait at the receiver; to consult the telephone book; to make a call; to call smb.

1. Exercise 3. Translate into English:

2. Зніміть телефонну трубку і чекайте гудок.

3. Наберіть номер.

4. Покладіть трубку.

5. Наш номер не зайнятий.

6. Дзвонити через комутатор.

7. Телефоністка.

8. Почекайте поки вам не дадуть відповідь.

9. Міжміський телефонний виклик.

10. Абонент.

11.  Міжміський автоматичний телефонний зв’язок.

12.  Номер зайнятий.

13.  Цифра.

14.  Об’ява записана на плівку.

15.  Міжнародний автоматичний телефонний зв’язок.

16.  Додатковий номер.

17.  Подзвоніть телефоністці, і вас з’єднають.

18.  Не кладіть трубку.

19.  Розмова по телефону, замовлена на певну особу.

20.  Розмова по телефону, замовлена на номер абонента.

21.  Телефонна розмова за рахунок того, кого викликають.

PATTERNS

Dialogues

1. Making an Appointment

Secretary: 
Two-four-nine; double eight-double two.

Mr. Ivanov: 
I would like to make an appointment with Mr. Geffries. This is Mr. Ivanov speaking.

Secretary: 
Oh, yes, Mr. Ivanov. Good morning. I’ll get his schedule. Are you there?

Mr. Ivanov:
Yes.

Secretary: 
When would you like to come, Mr. Ivanov?

Mr. Ivanov:
Tomorrow, if possible.

Secretary:
I’m afraid he’s tied up tomorrow. Is it urgent? If it is, perhaps we could fit you in somewhere.

Mr. Ivanov:
No, it is not urgent. Is the day after tomorrow possible?

Secretary: 
What time would you like to come?

Mr. Ivanov:
As late as possible in the afternoon.

Secretary:
I’m sorry, that afternoon’s full too. How is Friday afternoon at five?

Mr. Ivanov:
Yes, that’s perfect, thank you. Good bye.

2. Invitation to a Reception
Operator:
Foreign Office. Good morning. Can I help you?

Mr. Orlov:
I’d like to speak to Mr. Games Marsh, please. I think it’s extension forty-seven.

Operator:
Who’s calling, please?

Mr. Orlov:
Mr. Orlov.

Operator:
Will you hold the line, please?

Mr. Orlov:
Yes, thank you.

Operator:
You are through now, Mr. Orlov.

Mr. Marsh:
Marsh speaking.

Mr. Orlov:
Good morning, Mr. Marsh. Orlov calling.

Mr. Marsh:
Good morning. How have you been?

Mr. Orlov:
Very well, thank you. And I hope you are well too.

Mr. Marsh:
Yes, I’m fine, thank you.

Mr. Orlov:
I’m calling to invite you and your wife to the reception to be held on the occasion of our holiday the 25th Anniversary of our Enterprise. It will take on October 7, at 6 p.m.

Mr. Marsh:
Thank you very much. I’m delighted to accept your invitation.

Mr. Orlov:
Good. I’ll get the invitation card in the mail late this afternoon then. I’m looking forward to seeing you. Good-bye.

Mr. Marsh:
Bye-bye, Mr. Orlov.

3. A Hotel Reservation

Receptionist:
Reception desk. Tavistock Hotel. Good morning.

Mr. Serov:
Good morning. This is Intourist. We’d like to make a reservation for Mr. Kozlov.

Receptionist:
Could you spell the name, please?

Mr. Serov:
Yes, certainly. K-o-z-l-o-v.

Receptionist:
Thank you. What accommodation do you require?

Mr. Serov:
A single room with private bathroom, for three nights from the 7th of October.

Receptionist:
Would you hold on a moment, please. I’ll see whether we have the accommodation available.

Mr. Serov:
Thank you.

Receptionist:
Yes, I can reserve a single room with bath, from the 7the of October, for three nights. It’s an inside room on the fifth floor.

Mr. Serov:
Would you please see that’s a quiet room?

Receptionist:
We will try.

Mr. Serov:
Thank you. What will the charge be?

Receptionist:
10.50 daily, plus 12 % service charge, inclusive of break​fast. Would you please confirm this reservation in writing?

Mr. Serov:
Yes, I’ll write you today.

Receptionist:
Thank you. Good bye.

Mr. Serov:
Good-bye.

ROLE PLAY

1. You are making telephone call (to a friend, to an official).

2. You inquire about the telephone number of a person you need to speak with.

3. You want to change the appointment.

DISCUSSION

Read the text and give your comments on the following rules of etiquette:

Telephone etiquette

The techniques of telephoning are very much the same in all countries. Only remember your good telephone manners.

1. When talking on the telephone — speak clearly. Do not shout and take your cigarette out of your mouth.

2. Make sure that your conversation with a busy person is as brief as possible.

3. When calling a friend who does not recognize your voice — don’t play «Guess who». Announce yourself promptly.

4. When you get a wrong number don’t ask «What number is this?». It is good manners to ask «Is this two-three-four-five-six?». If not — apologize.

5. If a wrong number call comes through don’t lose your temper. Simply say: «Sorry, wrong number» — and hang up.

6. Always identify yourself when making a call, especially if you are calling on business, e.g. «This is Mr. Volkov of the Ukrainian Trade Mission. Could I speak to Mr. Gones…».

7. If you have a visitor, do not carry on a long chat while your visitor tries hard to avoid listening to your conversation. The best thing to do is to say you are busy at the moment and … May I call you back in a little while?». But don’t forget to do so.

	Unit 3


NEGOTIATIONS
(BUSINESS TALKS)

BUSINESS COMMUNICATION

Skills of Negotiating

Most negotiations are conducted with a view to reaching a compromise agreement. Both parties together move towards an outcome which is to mutual benefit. This is a range of tactics which can help conduct negotiations. It’s no use immediately discussing business matters. The topic at the outset of negotiations should be neutral, non-business. It could be immediate experiences, the sort of journey the visitor has had; football, ice-hockey, the morning’s newspaper headlines, common interests, etc.

5 per cent of the negotiating time is devoted to breaking the ice. The two parties adjust their thinking and behaviour to one another.

If you want to follow the reaction of your visitor introduce in your speech the question — «Agree?».

At the very beginning of the talks get agreement covering the purpose, plan, agenda of a meeting.

Here is some advice to a negotiator:

1. First discuss major items, then minor items.

2. Follow the headlines of the plan one by one.

3. Come over to the next point after you have resolved the previous one.

If talks are difficult and you are in a deadlock, take time-out.

It will help you to build bridges yourself and your partner when you resume negotiations.
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	1. To launch talks/debates
	розпочати переговори/дискусію

	2. To disrupt/to break off/to interrupt business talks
	припинити переговори, зірвати переговори несподівано

	3. To resume talks
	поновлювати, резюмувати

	4. Resumption of talks
	продовження (після перерви), поновлення

	5. To cancel talks
	анулювати переговори

	6. Top-level/summit talks
	переговори на вищому рівні

	7. Round-table talks
	переговори за круглим столом

	8. Bilateral/multilateral talks
	двосторонні/багатосторонні переговори

	9. The talks resulted in …
	переговори закінчились з … результатом

	10. A deadlock in talks
	мертва точка, безвихідь у переговорах

	11. To sidetrack the negotiations
	відводити переговори від теми

	12. To talk to smb. from a position of …
	вести переговори з кимось з позиції…


I.The Beginning of Business Talks

	1. Business talk
	ділова розмова

	2. To have business talks
	проводити ділові переговори

	3. To make an appointment
	домовитись при зустріч

	4. To receive smb.
	прийняти когось

	5. Card
	візитна картка

	6. To offer some coffee
	запропонувати каву

	7. To get down to business
	переходити до справ

	8. Tо discuss some (a few) questions
	обговорити декілька питань

	9. To need to have an interpreter
	потребувати перекладача


II. The Establishment of Business Contacts

	1. To maintain business contacts
	підтримувати ділові контакти

	2. To be interested in cooperation
	бути зацікавленим
у співробітництві

	3. Fruitful cooperation
	плідне співробітництво

	4. To send a delegation
	направити делегацію

	5. Personal contacts
	особисті контакти


III. Inquiry and Offer
	1. Inquiry for 
	запит на

	2. To send 
	направити 

	3. To receive 
	одержати 

	4. To study 
	розглядати 

	5. To accept
	приймати 

	6. To confirm
	підтверджувати 

	7. To revise 
	переглядати 

	8. To decline
	відхиляти 


IV. Contracts

	1. Order
	замовлення

	2. General terms and conditions
	основні умови

	3. To place an order for
	розміщувати замовлення

	4. To make a contract
	укладати контракт

	5. Small, big and trial order
	маленьке, велике та пробне
замовлення

	6. Standard contract
	типовий контракт

	7. Standard terms and conditions
	стандартні умови

	8. To offer terms and conditions
	запропонувати умови

	9. To accept a contract
	прийняти контракт

	10. To discuss a contract
	обговорювати контракт

	11. Clause of a contract
	пункт контракту

	12. Clause by clause
	пункт за пунктом

	13. Draft contract
	проект контракту

	14. Integral part of a contract
	невід’ємна частина контракту

	15. Terms of delivery
	умови постачання

	16. Time of delivery
	строк постачання

	17. Guarantee period
	гарантований термін (строк)
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Exercise 1. Fill in the blanks with the necessary words:

1. I don’t know English well enough, that’s why I need an … .

2. I’m glad you are not in a hurry and we  … today.

3. Your idea sounds encouraging. We can get … .

4. Our manager would like … with you.

5. The bank makes a long term to clients, that’s why we … cooperation.

6. The number of new products is coming into the market. We will start market research and I think our cooperation will be … .

7. Your prices on these items are too high. That’s why we … .

8. We … you to start a car repair shop.

9. I think we’ll … your offer, because tape recorders are so popular unless the price is too high.

10. I’m not sure, that’s why we have to discuss the contract clause … .

11. We have already been discussing the … of the contract for 3 hours, but we have not come to any final decision yet.

12. We enclose a list showing the goods we require for … by the end of April.

13. It is so complicated to sell the … to a foreign company with different currencies.

14. We are always on the look out for products of good … .

Exercise 2. Complete the following sentences:

1. I’m thinking of starting my own business that’s why I have to discuss … . 

2. We’ll have a business talk with … .

3. We‘ll make an appointment … .

4. Fruitful cooperation brings … .

5. Our firm has established business … .

6. Whatever the reason, we are anxious to establish … .

7. We are interested in cooperation, because … .

8. Have you received … ? 

9. We have to decline your offer, because … .

10. Our firm must pay a lot of money for delivery, that’s why we … .

11. The manager has signed a favourable … .

12. The time and the date of delivery are attached to the present contract, that’s why … 

13. The firm has already fixed the price and total amount of the contract and … .

14. We have signed a standard contract, that’s why … .

15. The sellers will guarantee the quality of the sold goods for … .

16. Quality certificate issues … .

17. Clients can be made for the quality of the goods if it doesn’t … .

Exercise 3. Translate into English:
1. Я погано розмовляю англійською, тому мені необхідно мати перекладача.

2. Прошу передати мою візитну картку містеру Н.

3. Чи може нас прийняти містер Н.?

4. Займайте свої місця , та давайте перейдемо до справи.

5. Представник нашої фірми має бажання обговорити з Вами декілька питань.

6. З якими країнами ви маєте торгові відносини?

7. Я сподіваюсь, що наші ділові контакти будуть плідними.

8. Ви зацікавлені в цьому співробітництві?

9. Ми тільки-но вийшли на ринок з цим товаром. (to introduce smth to …).

10. У нас великий досвід в експорті цього товару.

11. Ми відіслали Вам наш запит минулого тижня / в кінці місяця / на початку цього місяця / 10 квітня.

12. Ми змушені переглянути / відхилити / погодитись на цю пропозицію.

13. Пропозиція потребує вашого підтвердження.

14. Ви отримали наш запит на машини (меблі, обладнання).

15. Ми б хотіли обговорити контракт на поставки цього товару пункт за пунктом.

16. Цe наші стандартні умови постачання.

17. Ми можемо запропонувати вам товар високої якості.

PATTERN

Dialogue

Ted — the manager of the purchasing department.

David — a student of economics and business.

David:
Hello, Ted. How are you getting on?

Ted:
Thanks, I’m fine and what about you?

David:
Everything is all right. You know, I don’t know how to draft an order.

Ted:
OK. I see. I have 10 minutes for you.

David:
Last time I had a lot of problems. Could you help me?

Ted:
Well, to make it clear, orders are simply the requests of one business organization for the goods or services, or both of another business organization. Orders may be either oral or written. Even when an order is oral it will usually be confirmed in writing at a later date.

David:
Are there any rules that should be followed when preparing an order?

Ted:
Sure, here are some of them. First, clearly state the exact quantity of the items you are ordering. Second, identify the catalogue number of the item. Third, list the catalogue price for the total price for the amount of goods ordered. Fourth, describe how the shipment is to be made.

David: 
Thank you for your information. It will be useful for me.

Ted:
Not at all, David. I am always glad to help you.
TASK

Make your own dialogues according to the pattern above.

ROLE PLAY

Problem I

You are a manager of a firm. You want to make an appointment and have a business talk. Please, do it.

Problem II

You are a sales manager of «Sony» Company. Your firm sells high-quality TV-sets. You want to deliver TV sets. Discuss, please, the terms, the time and the guarantee period of delivery with representative of a big shop.

Problem III

You are a director of a shop. You don’t like the terms of delivery. Make an appointment to a sales manager and change the terms of the delivery.

CHAPTER IV
CORRESPONDENCE

	Unit 1


LETTERS

Hints of Business Correspondence

A very large part of business in the world is conducted by means of correspondence. Therefore, it is extremely important to be able to write good business letters — letters that represent one’s self and one’s organisation to best advantage.

Writing good business letters is a matter of detailed and often quite specialised technique, which is not so complicated as you have been let to fear. All you need is the supply of visiting cards, some good paper, a pen, a typewriter, personal computer and some good will.

General Rules of Business Correspondence

· You should be familiar with two kinds of letters:

business letters and personal letters. Business organisations usually use printed letter-head for their business letters. Private business letters are typed on plain paper.

· You should answer all letters promptly: within ten days at the outside. If you can’t fully answer them within that period, the least you can do is to acknowledge them and explain your delay.

· Let everyone involved know what action has been taken on a letter.

· You should always write a thank-you note to anyone who has given you a letter of introduction, reporting at the same time how well you were received or what results the introduction produced.

· You should sign and send out only the letters that are well typed, well spaced, faultlessly neat and inviting to the eye, i.e. letters that make a good first impression. The letter you write is always a mirror which reflects your appearance, taste and character.

When writing a business letter in English, be careful not to use an old-fashion commercial instruction book as a guide. The style of writing is changing rapidly. Every year it gets simpler and less formal. Business correspondents prefer simple English to express what they want to say as effectively as possible. But a writer of a business letter must create a good impression, so a few words to promote a feeling of friendship and good will be just to the place.

However, compliments must not be exaggerated, as they may produce the opposite effect, and the reader may feel that the writer is being insincere.

The following is to be remembered when writing a business letter in English:

1. Make a new paragraph for a new subject.

2. Say what you want to say in the simplest, clearest way.

3. Don’t say aggressively.

4. Don’t exaggerate compliments.

5. Remember that real feelings will have more effect than pretended ones.


[image: image30.wmf]Vocabulary to Study and Use


	1. Currency rate
	валютний курс

	2. Letter of guarantee
	гарантійний лист

	3. Freely convertible currency
	вільно конвертована валюта

	4. Contractual price
	договірна ціна

	5. Dear sirs/madams
	шановні панове/пані

	6. We beg to inform you that …
	мі маємо за честь повідомити вас, що …

	7. We shall do our best to …
	мі зробимо все можливе, щоб …

	8. We shall be glad to answer
	ми будемо раді відповісти

	9. I look forward to corporate
	я розраховую на співробітництво

	10. Please let us know …
	будь ласка, повідомьте нас …

	11. We’ll ask you to wire us …
	просимо телеграфувати нам …

	12. I am sorry to have caused you so much trouble
	шкода, що я завдав Вам стільки турбот

	13. We are delighted that …
	ми дуже раді, що …

	14. Best wishes (yours sincerely) yours truly
	найкращі побажання, щиро Ваш

	15. It was a great pleasure for us to receive your letter of …
	з великим задоволенням отримали Вашого листа від …

	16. We would welcome the opportunity …
	ми вітаємо можливість …

	17. I enclose some information
	додаю деяку інформацію

	18. May I take an opportunity to wish you …
	дозвольте скористатися нагодою
і побажати Вам …

	19. May I have the pleasure of inviting you to visit our firm?
	чи не міг би я запросити Вас відвідати нашу фірму?

	20. Your expences will be met by our firm.
	ваші витрати будуть сплачені нашою фірмою



[image: image31.wmf]EXERCISES


Exercise 1. Fill in the blanks with the necessary words:

1. It was a great pleasure for us to … your letter of May 21 (receive, get, send).

2. We would welcome the … to co-operate with you (opportunity, desire, reason).

3. We would like to … your catalogues periodically (recommend, get, receive).

4. May I have the … of inviting you to visit our firm (pleasure, decision, permission).

5. We would ask you to wire us … other day (some, any, every).

6. We would like to continue this … with an educational program (trend, tradition, communication).
Exercise 2. Complete the following sentences:

1. A very large part of business in the world … .

2. Writing good business letters is … .

3. Business organisations usually use … .

4. You should answer all letters … .

5. Let everyone involved know … .

6. You should always write a thank-you note … .

7. I received many letters from … .

8. When I want to send a letter I usually go to … .

9. We send telegrams at … .

10. May I have the opportunity to wish you … .

11. It was a great pleasure to receive … .

12. Would it be possible for you to tell me … .

13. We beg to inform you that … .

14. Please, let me know how … .

Exercise 3. Translate into English:

1.  Дозвольте скористатися нагодою і привітати Вас зі святом.

2.  Ми будемо раді відповісти на будь-які запитання, що цікавлять Вас.

3.  Ми розраховуємо на співробітництво з Вами.

4.  Чи не могли б Ви повідомити нам подробиці про Вашу фірму?

5.  Маємо честь повідомити Вас, що ми готові підтримувати співробітництво з Вашим підприємством.

6.  Я хочу надіслати рекомендаційний лист.

PATTERNS

Dialogue

Read and dramatize the following dialogue:

· Where can I hand in the letter, sir?

· They deal with it on the first floor, madam. Window 3, please.

· Is this the right window for posting registered letter?

· No, madam, you have to apply to the next window.

· What’s the charge for a registered letter?

· It will cost 50 cents.

· When will this letter be received?

· It will be delivered in three days.

· Thank you.

TASK

Make up your own dialogues according to the pattern.

DISCUSSION

1. Why is it extremely important to be able to write good business letters?

2. What should you remember writing a business letter in English?

3. What kind of expressions do business correspondents prefer?

4. What are the main points to be remembered when writing a business letter in English?

STYLES OF LETTERS

Business letters may be written in:

· The first person singular: «I must apologize for the delay in fulfilling your order of November 20. I shall see that the spare parts are sent immediately».

· The first person plural: «We must apologize …»

· The impersonal passive: «The delay in fulfilling your order is regretted. The spare parts will be sent immediately…»

Note: The first person singular can be used only by a person of authority as he is reporting his personal actions and opinions and yet they represent those of the firm and organization.

The impersonal passive is inclined to be cold and distant; the first person forms are therefore usually to be preferred.
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Exercise 1. Translate into Ukrainian:

1. It was a great pleasure for us to receive your letter.

2. We would welcome the opportunity to co-operate with you.

3. We would like to receive your catalogues.

4. May I have the pleasure of inviting you to visit our firm?

5. May I take this opportunity to wish you a Happy New Year?

6. We would like to continue this trend with an educational exchange among educators of our two countries.

7. We are happy to receive your letter.

8. The problem to be solved was of great importance.

9. He supposes us to sent letters by air-mail.

10. The members of the committee are reported to come to an agreement.

Exercise 2. Put questions to the text and retell it.

THE LAYOUT AND PARTS OF A BUSINESS LETTER

An ordinary business letter comprises the following principal parts:

1. The Date

2. The Inside Address

3. The Opening Salutation

4. The Subject Heading

5. The Opening Paragraph

6. The Body of the letter

7. The Closing Paragraph

8. The Complimentary Closing

9. The Signature

10. Enclosures, Postscripts and Copies sent.

THE DATE

In English business letters the date (day, month, year) is typed on the right-hand side. It is customary to type the date in full, not just in figures, e.g. 2nd Apr, 1990 which is pronounced «the second of April, nineteen ninety». The name of the month may be abbreviated: January to Jan, February to Feb, March to Mar, April to Apr, June to Jun, August to Aug, September to Sept, October to Oct, November to Nov, December to Dec. Only May and July are written in full.

In American business letters the date is written in the following way: Apr 2, 1990 which is read «April second, nineteen ninety».

The name of the month should not be stated in figures, as it may easily confusing, because in the USA it is the practice to write dates as seen above in a different order: month, day and year.

e.g. 9.2.90 means on the second of September, 1990.

THE INSIDE ADDRESS

The name and address of the company written to are usually typed on the left-hand side against the margin, all lines starting at the same margin, not diagonally.

Firms are addressed as Messrs (the plural of Mr) only when the firm’s name includes a personal name without any other courtesy title and only when the firms are partnerships.

e.g. 
Messrs Brown & Smith,

25 High Holborn,

London, W.C.I.

But:

Sir James Brown & Co.,

14, Manor Gardens

LONGBURY,

Hants’

The Brown Electrical Co.,

26, Exton Square,

LONDON, W.C.

Messrs is never used when addressing a registered company whether a public limited company (PLC) or a private limited company (LTD). It is recommended to address the correspondence directly to the company’s representative for whom it is intended — the managing director, the sales manager, the export manager, and so on, in which case company is specified, but not addressed. The name of the company becomes part of the address in the same way as the name of the street or town. If we do not know which of the company’s officers will deal with our letter, we should address it to ‘The Company Secretary’, since by the Companies Act every registered company must have one.

e.g. 
The Secretary


Brown & Co.PLC.

If the letter is addressed to a person whose exact address is unknown, it may be sent to an organisation (for example the Trade Delegation or a firm), who can pass the letter on or send it to the person. In these cases the words «Care of» (in care of) should be written before the name of the organization (the Trade Delegation or the firm).

e.g.
Mr. F. Popov

C/O The Trade Delegation of the USSR

32, Highgate West Hill,

LONDON, N.6,

England

After the name of the company the number of the house and the name of the street are given, then the name of the town and of the county. In case of big towns in Great Britain no name of a county is required, but small towns usually need an indication of a county in the address, especially as the names of small towns are often duplicated (for example, in Great Britain there are two Richmonds — one in Surrey and one in Yorkshire).

In Britain the recommended form of postal address has the Post Town in capital letters, followed by the country in small letters, followed by postcode (whose system has now been introduced). The use of the code as part of the address (e.g. CRO 5BL for Croydon) speeds delivery by enabling letters to be sorted mechanically.

When writing letters to other countries, always give the name of the country, even if the town is the country’s capital. There is, for example, a London in England and another in Canada, a Boston in England and another in the USA, a Triply in Libya and another in Lebanon, a Blantyre in Scotland and another in Malawi.

For the same reason, when writing to firms in the USA you must add the name of the State after the name of the town: CHICAGO I11 (Illinois), PENNSYLVANIA, VA (Virginia). The name of the city New York is usually followed by N.Y. (New York) or N.J. (New Jersey).

THE OPENING SALUTATION

The Salutation varies according to circumstances and should be in harmony with the Inside Address and the Complimentary Closing. If the letter is addressed to the company (which is not recommended, but very often done), the form of addressing is: Dear Sirs,: if the letter is addressed to an individual, the most usual forms are: Dear Sirs, or Dear Madam, (it applies to both married and single women). These are the usual greetings in English business letters. Americans prefer «Gentlemen», and if they use «Dear Sirs:», «Dear Madam:», they use them with a colon instead of a comma.

When the correspondent is unknown to you and may be either a man or a woman, always use the form «Dear Sir». If the correspondent is known to you personally, or if your firm has traded with his firm for some time, you may use a warmer and more friendly greeting «Dear Mr Brown,».

THE SUBJECT HEADING

The Subject Heading indicates the subject-matter of the letter (its topic), thus enabling the reader to see immediately what the letter is about, and is placed just after (below) the salutation (since it forms part of the letter) and in the middle of the page. In front of it the wording «Re-» (short of the Latin ‘in re’) meaning ‘regarding’ was formerly used. Now it is out of date. ‘Abt’ (short of ‘About’ may be used. Or the Subject Heading is just underlined, it is sometimes written in capital letters.

The title to a letter, however, is not always required and the date of a letter referred to in the first line of the answer is often indicative enough of what the subject is.

e.g.

Dear Sir,

Abt: Order # 342 0f 3rd Apr, 1999

Dear Madam,

YOUR ENQUIRY of 5th MAY, 1999

Dear Mr Brown, 

Abt: the arrival of our inspectors.

THE OPENING PARAGRAPH

The Opening Paragraph will often state the subject-matter of the letter by giving the date of the letter, which is being answered, and the writer’s feelings on the subject: pleasure, regret, surprise or gratitude. A short opening sentence will often attract attention more successfully than a longer one.
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	1. In reply to your letter of 2nd Mar this year we would like to inform you… (=we are writing to inform)
	У відповідь на Ваш лист від 2 березня цього року повідомля​ємо Вам, що…

	We thank you for your letter dated 3rd Jun and write to tell you… (wish to inform you…)
	Дякуємо за Ваш лист від 3 чер​вня і повідомляємо Вам, що…

	2. We are sorry to have to remind you…

To your regret we shall have to…

We regret to inform you that…
	Нажаль, ми маємо нагaдати Вам, що…

Нажаль, ми змушені…

Вимушені повідомити Вас, що…

	3. We are glad to inform you…

We are happy to tell you…

We are pleased to inform you…

We are surprised to learn that…
Further to our letter of 3rd Jun…

With reference to (=Referring to…) the enquiry of 4th July, 199…

We refer to your Order # 256 and…

We have received your letter dated 13th Mar…

We thank you for the letter of 13th Mar…
	З задоволенням повідомляємо Вам, що…

Ми були здивовані, коли дізналися, що…

На додаток до нашого листа від 3 червня…

Посилаючись на запит від 4 липня 199.. року, …

Ми посилаємося на Ваше за​мовлення за номером 256 та…

Підтверджуємо отримання Вашого листа від 13 березня…

Дякуємо Вам за Ваш лист від 13 березня …


THE BODY OF THE LETTER

Its text, its message. A letter should only deal with one specific subject as several subjects may require attention in different departments and may complicate the filling system. Business letters should be simple and clear, polite and sincere, concise and brief. That means using simple, natural, short words and sentences; admittance of mistakes openly and sincerely; using concise words and sentences instead of wordy ones; and avoiding repetition or needless words and information. Express yourself in a friendly way and with a simple dignity.

To make a letter easier to read and to a certain extent more attractive, divide it into paragraphs, each paragraph dealing one idea, one aspect of the subject or giving one detail.

If several paragraphs deal with the same subject-matter (topic or theme), they should fit together smoothly, i.e. each new paragraph giving a new aspect of the topic under consideration should follow the previous one naturally. This is done either by numbering the paragraphs or by using connective words, such as: however, still, yet, but, nevertheless, otherwise, on the contrary, again, also, in addition, besides, so, therefore, in this way, in short, as a result, on the other hand, and some others.

If a letter is lengthy, the paragraphs may be given headings, which may be typed in ordinary or capital letters, followed by a full-stop, colon or a dash.

If the headings are typed in ordinary letters, they should be underlined to distinguish between heading and text.

If more pages than one are written, they should be numbered.

The second and following pages are typed on blank sheets (without the letterhead). The name or initials of the recipient should be placed at the top of left-hand margin of all continuation sheets, followed by the date after the page number.

Apart from those phrases and sentences expressing regret, gratitude and other feelings, given above and used in «The Opening Paragraph» and the following may be useful:

	1. To express apologies and regrets.
	Для вибачення та виразу жалю.

	We regret being unable to…
	Нажаль ми не можемо…

	Unfortunately we cannot…
	Нажаль ми не можемо…

	Please accept our apologies for…
	Вибачте нас за…

	We express our apology that…
	Ми вибачаємося…

	We offer (make) our apology…
	Ми вибачаємося…

	2. To express gratitude.
	Для виразу вдячності.

	We would be very much obliged…
	Ми були б дуже вдячні…

	I shall be grateful to you…
	Я буду Вам вдячний…

	We shall appreciate it if…
	Ми будемо Вам вдячні, якщо…

	We are indebted to the Chamber of Com​merce and Industry for your address…
	Ми забов’язані за Вашу адресу торгово-примисловій палаті…

	We owe you address to…
	Ми зобов’язані за Вашу адресу…

	3. To express request.
	Для виразу прохання.

	Please let us know…
	Просимо Вас повідомити нас…

	We would ask (request) you to…
	Ми б попросили Вас….

	We’d be obliged if…
	Ми б були зобов’язані, якщо…

	We’d be glad to have your latest catalogue…
	Ми були б раді отримати ваш останній каталог…

	Kindly inform us of the position of the order
	Просимо Вaс інформувати нас про хід виконання замовлення

	4. To express confirmation.
	Для виразу підтвердження.

	We confirm our consent to the alternations…
	Підтверджуємо свою згоду на дані зміни…

	Please acknowledge receipt of our invoice.
	Просимо Вас підтвердити отри​мання нашого рахунку-фактури.


THE CLOSING PARAGRAPH

The closing Paragraph contains a statement of the writer’s intentions, hopes and expectations about future actions, i.e. it serves as a summary of what has been discussed before and what is going to be the next step.

Useful Phrases

	We look forward to trading with you / to the mutual benefit of our companies
	З нетерпінням чекаємо розвитку торговлі з Вами / взаємовигоди для обох сторін

	We hope that you will act as requested
	Сподіваємось, що Ви будете діяти за нашим проханням

	We hope to establish fruitful business relations with your company
	Сподіваємось встановити корисні ділові відносини з Вашою фірмою

	We look forward to hearing from you soon
	З нетерпінням чекаємо на вашу відповідь в найближчому май​бутньому

	Your prompt (early) reply will be appreciated
	Ми будемо вдячні Вам за Вашу швидку відповідь


THE COMPLIMENTARY CLOSING

It is a polite way of ending a letter. The expression used must suit the occasion and match the opening salutation.

The standard form (formal)

Dear Sir(s),

(or Dear Madam),


Your faithfully,

Informal (used between people who know each other and to add a friendly touch to a business letter)

Dear Mr Brown,

Dear Mrs Brown,


Yours sincerely,

To express a little warmer feeling than «Yours sincerely»

Dear Mr Popov

(or My Dear Mr Smith,)


Yours very sincerely,

American form:

Gentlemen:


Yours truly,


(Yours very truly,)

THE SIGNATURE

Business letters are signed by hand in ink, clearly and legibly. The same style must always be adopted. The writer’s name and title are typed below the signature.

ENCLOSURES AND POSTSCRIPTS

If there is an enclosure (enclosures) to the letter, it should be clearly indicated by typing the  word «Enclosure» or its abbreviation «Enc».

Postscript should be used as an emergency not as normal conclusion. Otherwise it is a sign of bad construction of the letter.
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Exercise 1. Write the following dates in English:

	3.1.88
	22.5.90
	1.9.89

	1.9.91
	5.8.89
	12.5.95


Exercise 2. Find the enclosures for the following opening phrases:

	Dear Sir,
	Messrs

	Dear Mr Brown
	Gentlemen

	
	Dear Dr Harris


Exercise 3. Write the address in English:

Манчестер, 15, вулиця Марпл Роуд, будинок 37, Фірма Астлей Браузeрс.

Exercise 4. Discuss the following points before starting writing a business letter:

1. What is the difference between the English & American ways of writing the date?

2. What is the difference of writing the inside address in English & Ukrainian?

3. How do the English & the American write the opening salutation & the complimentary closing?

4. When is the phrase «for the attention of …» used?

5. What is the opening paragraph intended for?

6. What phrases can be used in the opening paragraph?

7. What is the main principle of dividing the letter into paragraphs?

8. What words are used to fit the paragraphs together smoothly?

9. What should you remember about enclosures and why?

SPECIMEN LETTERS (Types of  letters)

According to the purpose of the letter there may be quite a number of different kinds.

1. Bread-and-Butter Letters

· Whenever you have spent a day or two as a guest in someone’s house, you must write a letter of thanks to your hostess within a few days after the visit.

· It’s good manners to write thank you for any presents or expressions of good will.

2. Letters of Reference

· If you are asked to give a former employee a reference, you may write a letter without salutation and complimentary close. Such letters should contain main facts about the person you write about and should sound enthusiastic. Don’t leave out any important qualities and remember that omission implies demerit in each trait of character not mentioned.

3. Letters of Recommendation

· Letters of recommendation serve to draw the employer’s attention to the candidate’s suitability for the vacancy.

4. Letters of Invitation

· Invitations to important entertainment are nearly always specially engraved, so that nothing is written except the name of the person invited.

5. Letters of Formal Acceptance or Regret

· Formal acceptance or regrets are always written.

· Answers to informal invitations are telephoned more often than not.

· In accepting an invitation the day and hour must be repeated. But in declining an invitation it is not necessary to repeat the hour.

6. Personal Business Letters

Business letters are written not only by the business employees. They are also written by others to conduct personal business. 

Normally, if you know the person that you are writing to and have met him/her socially, you will want to make your letter less formal and more friendly.

PATTERNS

Here are some specimen of business letters:

a) Request Letters

The Brush Group Plc

Duke’s Court

Duke Street

St. James’s

LONDON S.W.I.

England

Dear Sir,

We are interested in the equipment produced by your company and advertised in the latest issue of «Industry».

Please send us your latest catalogues and price lists of this equipment. We would be much obliged if we could have them by return.

We are looking forward to hearing from you soon.

Yours faithfully,

for V/O Prommashexport



(N.Petrov)

Director

b) Information Letters (notifications, letters of advice, etc.)

Notification letter

2nd Jun, 1990

CONTRACT # 57/187

Dear Sir,

We would like to notify you that our inspector Mr Pavlov will arrive in London on 17th June this Year, Aeroflot flight # 367.

We look forward to having the results of his inspection as soon as possible.

Yours faithfully,

V/O PROMMASHEXPORT

Letter of Advice = Advice Note

16th July, 1990

Dear Sir, 

Your order # 1355

We are writing you to inform you that we have shipped the first grinding machine against the above Order by. Vinnitsa this morning.

Acknowledgement of receipt in good order and condition will be appreciated.

Yours faithfully,

Information Letter

13th Aug, 1990

Dear Mr Brown, 

I would like to tell you that a delegation from our company of three people will arrive in London in the second half of this month.

I would be grateful if you could arrange their visit to some of your factories to see the equipment we spoke about in operation.

I thank in advance for your help and cooperation.

Your sincerely,

c) Invitation Letters

There are several ways of extending an invitation to a social gathering:

1. The formal way, by means of a written invitation in the third person, often on printed cards in whose blank spaces the name and the details of the gathering are inserted.

2. Less formal way, by an ordinary friendly letter.

3. The least formal way when an invitation is given in conversation or over the telephone.

The invitation should be sent about two or three weeks before the event.

The form of the reply is determined by the form of the invitation. RSVP (Respondez s’il vous plaît = Please send your reply) is usually written on the right-hand side. But even if it is not written, courtesy dictates that a reply should be sent.

The Invitation Card (the formal way)
The Chairman and Directors

of THE BRUSH GROUP PLC

request the pleasure of your company at a reception to be held at the Reception Hall, ……………at 7 p.m. on Friday, 24th April, 1990.

Evening Dress




 RSVP

to the Secretary

Acceptance of the Invitation

The answers to formal invitations are written in the third person, without the opening salutation, the complimentary closing or signature:

Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group Plc for their kind invitation to a Reception to be held at the Reception Hall, ……. at 7 p.m. on Friday, 24th April, 1990, which he has much pleasure in accepting.

Refusing the Invitation

Mr Ivan Pavlov thanks the Chairman and Directors of the Brush Group Plc for their kind invitation to a Reception to be held at the Reception Hall, ……. at 7 p.m. on Friday, 24th April, 1990, but regrets that he is unable to accept owing to a previous engagement on that evening.

An Invitation Letter (less formal)

7th Aug, 1990

Dear Mr I. Pavlov,

It would give us great pleasure if you and your wife could join us for dinner on Saturday, the 23rd August, at seven o’clock.

Yours sincerely,

Anthony Brown

Accepting the Invitation
10th Aug, 1990

Dear Mr Anthony Brown,

Thank you very much for your invitation to dinner on Saturday, the 23rd August. Both my wife and I will be delighted to come (or We are pleased to accept).

Yours sincerely,

I. Pavlov

Refusing the Invitation

10th Aug, 1990

Dear Mr Anthony Brown,

Thank you very much for your invitation to dinner on Saturday, the 23rd August, but I very much regret that we are unable to accept your invitation owing to a previous engagement.

Yours sincerely,

I. Pavlov

Useful Phrases

	We are delighted to accept…
	Ми з задоволенням приймаємо…

	We look forward to joining you…
	Ми з нетерпінням чекаємо на зустріч з Вами…

	We are sincerely happy to join you…
	Ми щиро раді зустрічі з Вами…

	We are pleased to accept…
	Ми з задоволенням приймаємо…

	Unfortunately it will be impossible for us to…
	На жаль, неможливо буде, щоб…

	I am sincerely sorry that we cannot join you for…
	Ми дійсно жалкуємо, що не мо​жемо приєднатися до Вас, щоб…

	We regret we cannot accept…
	На жаль, ми не можемо прийняти…

	Very regretfully we find that we cannot…
	На великий жаль, ми дізналися, що не можемо…

	Please accept my sincere regrets at not being able to join you for…
	Просимо прийняти повідомлен​ня, що я дуже жалкую про неможливість зустрітися з Вами…


d) Congratulation Letters

If you want your letter of congratulation to be success, you should write it as soon as you hear the good news. There are a lot of reasons for writing congratulation letters: business promotion, an important company anniversary, business policy changes, achievements in advertising, servicing or creating new products, etc.

There is no hard-and-fast rule about acknowledging letters of congratulations, but if you do that, you will show your good upbringing. In writing this kind of letter, you should always mention the occasion that prompts it.

Note: Only the man receives «congratulations» on his engagement. The woman receives «best wishes».

21st Jun, 1990

Dear Mr N. Brown,

I have just read of your promotion to sales manager. Let me offer my warmest congratulations.

I don’t have to tell you that all of us here wish you the best of luck in your new position.

We are sure we will be reading more good news about you in the trade papers in the future.

Yours sincerely,

F. Popov

25th Nov, 1990

Dear Mr. Sedov,

Thank you very much for the lovely note of congratulations on my promotion. It was good of you to send it.

I sincerely appreciate all the good wishes of your colleagues.

Yours sincerely,

N. Brown

Useful Phrases

	We congratulate you on…
	Вітаємо Вас з…

	Congratulations on…
	Наші вітання з…

	Warm (sincere) congratulations, good luck and best wishes…
	Наші щирі вітання з…, побажання успіхів і щастя…

	Please accept our heartiest congratulations on…
	Просимо Вас прийняти наші вітання від щирого серця з…

	Permit me to congratulate you on…
	Дозвольте мені привітати Вас з…

	I was delighted to learn…
	Я із задоволенням довідався…

	It was with great pleasure that we learned of your appointment…
	З великим задоволенням ми довідались, що Вас призначили... (про Ваше призначення…)  

	May we congratulate you on your promotion…
	Дозвольте привітати Вас із службовим підвищенням …

	We were delighted to read in the trade journal that you had been promoted and…
	Ми із задоволенням прочитали в торговельному журналі, що Ви отримали службове підвищення і…

	We want to send you our sincere good wishes and…
	Ми хочемо надіслати Вам наші щирі побажання найкращого …

	Your note of congratulation is deeply appreciated.
	Щиро дякуємо за Ваш лист-привітання.

	Your message of good wishes gave me a great deal of pleasure.
	Я отримав велике задоволення від Вашого листа з найкращими побажаннями.

	It was good (fine, nice, kind, wonderful, thoughtful) of you to write to me as you did.
	З Вашого боку було дуже люб’язно (передбачливо) написати мені.


e) Letters of Gratitude

A letter of thanks for hospitality should be written within two or three days of your return home, when it is still fresh in your mind.

22nd May, 1990

Dear Mr Brown,

Back now home I would like to thank you most warmly for your hospitality extended to me.

I very much appreciated your kindness in showing me round your works.

I had a most pleasant and interesting trip and hope to be of similar assistance to you if you come to Kyiv. I thank you very much again.

We look forward to further cooperation.

Yours sincerely,

Useful Phrases

	To afford (render) hospitality (assistance)
	Проявляти гостинність, надавати допомогу

	We thank you for the samples of your products.
	З подякою підтверджуємо отри​мання зразків Ваших виробів

	Thank you ever so much (most sincerely, very much indeed)…
	Велика подяка (найщиріше дякую Вам)…

	I am most grateful to you for…
	Дякую Вам за…

	I regret very much that I did not have a chance to thank you personally for…
	Я дуже шкодую, що не мав можли​вості особисто подякувати Вам за…

	This is to thank you again for your wonderful hospitality and to tell you how much I enjoyed…
	Пишу, щоб ще раз подякувати Вам за чудову гостинність і сказати, яке велике задоволення я отримав…

	Thank you for one of the most enjoyable visits we have had to your country…
	Дякую Вам за один з найчудові​ших візитів до Вашої країни…

	Thank you for doing so much to make our trip to London interesting and fruitful.
	Дякую Вам за те, що Ви зробили нашу подорож до Лондона такою цікавою та корисною

	Thank you for contributing so much to make our stay in your country pleasant and resultful.
	Дякуємо Вам за все те, що Ви зробили, щоб наше перебування в Вашій країні було таким приємним і результативним.

	I am very grateful to you for your generous hospitality.
	Я дуже вдячний Вам за Вашу щиру гостинність.

	I hope some day you will find yourself in our country so that we can reciprocate your kindness.
	Сподіваюсь, що коли-небудь Ви будете в нашій країні, і я зможу відплатити Вам за Вашу щирість (доброту).


f) Letters of Apology

There are occasions when you should apologize for a mistake, error or oversight. Do it promptly with an explanation but without any lame excuses. Express your regrets and assurances that it will not happen again.

2nd July, 1990

Dear Sir,

ORDER # 389

We write to inform you about a delay in shipment of any goods from the London port because of strike of transport workers. Your goods are actually in London, and we are trying to get them to the Docks so that they can be loaded on the next vessel sailing on the 7th July.

We apologize for this unfortunate delay and are doing our best to get your order away.

Yours faithfully,

31st May, 1990

Dear Sir,

Thank you for your cable of 28th May this year, reminding us about our promise to send you some technical information about our new model.

Рlease accept our apologies for the delay, but we could not do anything earlier because of pressure of work at this time of the year.

We are sending you now the technical information required and hope that we shall establish good trade relations with you.

Yours faithfully,

Useful Phrases

	We are extremely (very) sorry that…
	Ми дуже шкодуємо, що…

	I hope you will accept my sincere apologies…
	Я сподіваюсь, що Ви приймете моє щире вибачення…

	We certainly owe you an apology for…
	Ми неодмінно повинні вибачи​тись перед Вами…

	I wish to apologize for…
	Я хочу вибачитись за…


g) Covering Letters

They are written when sending contracts, specifications, catalogues, samples of goods or information material.

3rd Jun, 1990

Dear Sir,

At your request we are sending you, under separate cover, our latest illustrated catalogue and some other technical data about our new model of Harvester H-130.

We hope that you will find our machine useful and reliable and place an order with us.

Yours faithfully,

23rd Nov, 1990

Dear Sir,

CONTRACT # 60-0711

In reply to your telex dated 19th Nov this year we are sending you with this letter two original copies of above Contract for signature.

Please send us one copy duly signed by return.

Enc: 2 copies of the Contract (14 pages).

Yours faithfully,

Useful Phrases

	We are sending you in today’s mail…
	Надсилаємо (висилаємо, направляємо) Вам із сьогоднішньою поштою…

	We are glad to send you by parcel post…
	З задоволенням надсилаємо (виси​лаємо, направляємо) Вам пошто​вою посилкою…

	We are pleased to send you separately…
	Ми раді надіслати (направити, пе​редати) Вам окремим пакетом…

	Further to our letter we are sending you…
	Як доповнення до нашого листа надсилаємо (висилаємо, направля​ємо) Вам…

	We are glad to send you a list of Ukrainian organizations dealing in… as requested.
	З задоволенням надсилаємо (виси​лаємо, направляємо) Вам передік українських організацій, що торгу​ють… відповідно до Вашого прохання.

	At your request we are pleased to send you…
	У відповідності з Вашим проханням з задоволенням надсилаємо Вам…


h) Letters of Confirmation

There are two cases:

When you need to acknowledge receipt of a document (a letter, a telex, an offer or a contract, etc.), you just write: «We have received your letter of the 2nd of July…»

When you need to confirm the previous agreement (arrangement) made on the telephone, by telegram, by telex or by word of mouth, concerning the price, the terms of payment or delivery, the date of the talks, etc., then you write: «We are writing to confirm our today’s telephone conversation about price…»

20th July, 1990

Dear Sir,

We thank you for your telex informing us that you have signed Contract # 60-775 and are sending one copy back to us by today’s post.

We are pleased that we have established business relations with you and assure you that you will have our full co-operation.

Yours faithfully,

21st Jan, 1990

Dear Sir,

We confirm our agreement reached by telephone today about the change in the terms of payment, which will be made by a Letter of Credit to be valid for 45 days. The Letter of Credit will be irrevocable and confirmed.

We hope that our co-operation will be the mutual benefit of the companies.

Yours faithfully,

Useful Phrases

	We thank you for your telex informing us that…
	З подякою підтверджуємо отри​мання Вашого телексу з повідом​ленням, що…

	We have received your Order # 3267 and started to…
	Підтверджуємо отримання Вашого замовлення № 3267 і повідомляємо, що почали…

	In confirmation of our telephone conversation this morning we…
	На підтвердження нашої телефонної розмови сьогодні зранку ми…


i) Enquiry Letters

An enquiry usually states the name of the goods and terms and conditions on which the Buyer would like to have the goods, such as: the quantity and quality of the goods, the model (trade mark), the price, terms of delivery and terms of payment.

27th May, 1990

Dear Sir, We are interested in the new model of harvester advertised by you in the current number of the Industry and we are considering ordering 3 machines on trial. We need harvesters in a month’s time. The advertisement, however, does not give sufficient information about the delivery time and otherwise.

Therefore we should appreciate further details as soon as possible.

We hope to establish business relations with your company and are looking forward to hearing from you soon.

Yours faithfully,

Useful Phrases

	We are interested in… and would ask you to send us your offer (tender, quotation) for these goods (for this machine, for this equipment).
	Ми зацікавлені в…. і просили б Вас вислати нам Ваші пропозиції (заявку, котировку) на цей товар (на цю машину, на це обладнання).

	We require…
	Нам потрібно (потрібні)…

	We are regular buyers of…
	Ми постійні покупці….

	We are in the market for…
	Ми хочемо купити….

	Please send us samples of your goods stating your lowest prices and best terms of payment
	Просимо Вас надіслати нам зраз​ки Вашого товару, вказати най​нижчі ціни і зручні умови оплати

	Please let us know if you can send us your quotation for…. (if you can offer us…)
	Просимо Вас повідомити, чи змо​жете Ви запропонувати нам…

	Please inform us by return at what price, on what terms and when you could deliver…
	Просимо Вас повідомити зворот​ною поштою, за якою ціною, на яких умовах і в який термін Ви могли б поставити…

	We are interested in… advertised by you in…
	Ми зацікавлені в… розрекламо​ваній Вами…

	We have seen your machine, Model 5 at the exhibition and…
	Ми бачили Вашу машину моделі 5 на виставці та…

	We have read your advertisement in…
	Ми прочитали Ваше рекламне оголошення в…

	We have received your address from…
	Ми отримали Вашу адресу від…

	We have learnt from…. that you are exporters of…
	Ми дізнались від…, що Ви є екпортерами…


j) Letters-Offers (Replies to Enquiries)

It is  impolite to leave the letter (or the telex) unanswered even if at the moment you are not ready to give a definite reply. You should send an intermediate answer (letter, telex), thanking for the letter (telex) received and stating that as soon as the matter is cleared, a detailed reply will be sent.

A reply to an enquiry (if the Seller cannot send an offer immediately) states reasons why the Seller cannot send an offer at once and what is being done meanwhile. It also states alterations as to the quantity of the goods, their model (trade mark), delivery dates, etc., if any.

If the Seller can meet the requirements of the Buyer, he sends an offer stating the name of the goods offered, their quantity and quality, the price, the delivery time or date, the terms of payment, the marking and packing instructions and other conditions.

5th Jun, 1990

Dear Sir,

Abt: Your Enquiry of the 27th May

We thank you for your enquiry for our new model of Harvester and enclose with this letter our latest leaflet for details.

But unfortunately, the delivery date you asked for is rather short, and we hope you can extend it, say by another month. In that case we are ready to make you an offer.

Your early reply on the matter will be appreciated.

Yours faithfully,

Enc: 1 leaflet

8th July, 1990

Mr. Brown, 

African Food Co.Ltd,

Ghana

Dear Sir,

Enquiry for Wheat

We have just received your Enquiry of 3rd July this year for which we thank you and offer now for 5,000 tons of Wheat, Sample 425. We could offer you 5,000 tons of Wheat whose quality corresponds to that of Sample # 350.

Our prices and terms of delivery as well as terms of payment are given in a booklet enclosed with the letter.

We hope that our terms will meet your requirements, and if Sample # 350 is of interest for you, we ask you to send us your formal order immediately.

Yours faithfully,

Enc: 2 pages

Useful Phrases

	In reply to your enquiry of…
	У відповідь на Ваш запит від…

	In reply to your enquiry for … offering you…
	У відповідь на Ваш запит на (щодо)… пропонуємо Вам… 

	In reply to your enquiry and in confirmation of our today’s telephone conversation we are pleased to offer you…
	У відповідь на Ваш запит і під​тверджуючи нашу телефонну роз​мову, яка відбулась сьогодні, ми із задоволенням пропонуємо Вам…

	We have received your enquiry and are happy to inform you that we can make you an offer for…
	Підтверджуючи отримання Вашо​го запиту, із задоволенням пові​домляємо, що ми можемо зап​ропонувати Вам…

	We thank you for your enquiry and are pleased to inform you that we could supply you with …
	Із вдячністю підтверджуємо, що отримали Ваш запит і з задово​ленням повідомляємо, що ми могли б доставити Вам…

	Referring to your enquiry we would like to tell you that we could deliver…
	Посилаючись на Ваш запит, ми хотіли б повідомити Вас, що могли б поставити…

	We are carefully studying your enquiry and hope to send you our quotation very soon.
	Ми зараз уважно вивчаємо Ваш запит і сподіваємось у найближчий час надіслати Вам свої пропозиції.

	We have forwarded your enquiry to the manufacturers and will contact you as soon as we have their reply.
	Ми передали Ваш запит заводу-виробнику і, як тільки отримаємо відповідь, зв’яжемося з Вами

	We thank you for your enquiry of…, but regret to inform you that we cannot offer you the goods required.
	Дякуємо за Ваш запит від…, але, на жаль, повідомляємо, що ми не можемо запропонувати Вам потрібний товар.

	Our factory is fully engaged with orders now, and we cannot send you a quotation, but we may revert to the matter late next month.
	Наш завод повністю загружений замовленнями зараз, і ми не маємо можливості надіслати пропозиції, але можемо повернутися до цього питання в кінці наступного місяця.


k) Letters-Orders (replies to offers)

9th Jun, 1990

Dear Sir,

We thank you for your letter of 5th Jun. enclosing your latest leaflet of the new model of Harvester.

We have decided to place a trial order with you for 3 Harvesters.

As to the delivery date we agree that they should be shipped 2 months after your confirmation of the order.

Dispatch and marking instructions will be given by our forwarding agents in London, who will tell you of their charges. Your invoice should include CIF Vinnitsa, and the amount of our credit is sufficient to cover this and your bank commission.

Please tell us by telex when the machines have been dispatched.

Yours faithfully,

13th July, 1990

Dear Sir,

In reply to your letter dated 8th July we would like to tell you that your terms of delivery and payment are quite acceptable to us, we find your price a bit too high, though.

We hope, however, that you will grant us a discount when we become your regular buyers.

So we are pleased to establish business relations and are placing an order for 5,000 tons of Wheat, Sample # 350 with you.

Please telex the date of shipment.

We are looking forward to your prompt confirmation of the order.

Yours faithfully,

Kyiv, 21st Febr, 1990

The Secretary,

Brown & Co. Plc,

London, England

Dear Sir,

We thank you for your Offer of 15th Febr for the delivery of cable.

Unfortunately we have to tell you that we find your prices much higher than those of other forms who have made us similar offers.

We could make use of your Offer and place our order with you if you reconsider your prices and reduce them at least by 10 per cent.

As to other terms and conditions, they are quite acceptable to us.

We are looking forward to your favourable reply.

Yours faithfully,

V/O Raznoimport

l) Letters Acknowledging Orders

14th Jun, 1990

Dear Sir,

Your Order for Harvesters

We are very happy to have your trial order for 3 Harvesters to be delivered in the second half of August. It is a pleasure to have the opportunity of supplying you and we are sure you will be satisfied both with the quality of our machines and our service.

Your choice of method of payment is quite acceptable to us, and we note that this will be by Irrevocable Letter of Credit, valid till 15th September.

We assure you that this trial order and all further orders shall be carefully fulfilled.

Yours faithfully,

18th July, 1990

Dear Sir,

Your Order for Wheat

We thank you for your Order of 13th July and confirm delivery of 5,000 tons of Wheat, Sample # 350 in August.

We would like to let you know that if you increase your order to 10,000 tons of Wheat, we can grant you an 8 per cent discount.

We hope that we shall be doing business to the mutual benefit of both countries.

Yours faithfully,

m) A Letter of Guarantee

This is to certify the first class quality of the materials used for the manufacture of the machines and their high quality and reliable operation for the period of 18 months from the date of delivery or 12 months after putting them into operation, whichever comes earlier.

Should the machines within the guarantee period prove defective or not conform to the terms and conditions of the present Contract, the Sellers shall eliminate the defects or replace the defective parts in the shortest possible time and at their own expense or the Sellers are to compensate the Buyers expenditure for their repairing.

n) Letters of Complaints & Claims

Complaints and claims usually arise from the delivery of wrong goods, damaged goods or not enough goods; there is also the matter of the goods not being of the kind expected, i.e. not being according to the sample or description. Delay in delivery is another cause for complaints.

Replies to letters of complaints should open with an apology, or at least an expression of regret, when an apology is inappropriate. Then the circumstances, which causes the trouble, should be explained. It will then be advisable to express the hope that the party making the complaint has not been unduly inconvenienced.

Finally the writer should state that every effort will be made to prevent the recurrence of this kind of trouble and express hope that the good relations between the two parties will continue.

Any complaint should be dealt with promptly, otherwise delay will cause more trouble. If an investigation is required which is likely to take some time, the complaint should be acknowledged, with an explanation that is being attended to and promise of a full reply as soon as everything is cleared up.

SPECIMEN LETTER
13th July, 1990

Mr. Simpson,

Simpson & Co PLC,

SHEFFIELD,

England

Dear Sir, 

EQUIPMENT UNDER CONTRACT # 184/115

We are sorry to have to inform you that in the consignment of equipment we have received against the above Contract there are several broken cases and some machines are damaged.

We are sending you the report signed by our inspectors from which you will see the extent of the damage.

Also, we would like to draw your attention to a fortnight’s delay in shipping the machines. This is an infringement of Clause 4 of the Contract which, you may well see, also stipulates payment by the Supplier of damages in case of delay in delivery.

So we ask you to transfer to our account the sum of the penalty and to strictly observe the terms of the Contract in future.

We hope to hear from you soon.

Yours faithfully,

V/O Techmashimport

o) Letters of Recommendation

Student Name Vitaly V. Vasilenko
Recommendation Form

To be completed by an instructor familiar with the student’s work in his or her field of specification.

In the recommendation, please provide a candid evaluation of the applicant’s part academic performance and your assessment of his or her ability to participate on an educational exchange program in the united States. Your statement will be given considerable importance by American universities and colleges reviewing this student’s application, and therefore should be as completed and detailed as possible. Your comments can be continued on the reverse side if more space is needed. This recommendation should be typewritten and in English, if possible. If not in English, an accurate translation must be attached. All recommendations must be certified with the official seal of the instructor’s institution.

Dear Sirs,

It is a pleasure to write this letter of recommendation to support the candidacy of Vitaly V. Vasilenko for 1996-97 USIA-ACTR/ /ACCELS FSA Undergraduate Program. I can evaluate his progress in English, as well as in Economics because for the past two years I have been his English teacher and have worked closely with him.

As a student in Finance, Vitaly Vasilenko has distinguished himself by his deep interest in the subjects studied at the University and in the modern tendencies in current economy of the country, its financial situation and ways of positive development. He needs more knowledge of laws and economic tendencies in developed countries.

Last year Vitaly in his paper «Banking in Ukraine», investigated the problem of Ukrainian banking and told his report on the topic at the annual students’ scientific conference. His views and ideas were independent and rather interesting.

At all classes Vitaly always shows good knowledge of the subject and his readiness for disputing and exchanging opinions on general and specific economic problems. He has a good command of both spoken and written English. Being an industrious and diligent student he also demonstrates creative and untraditional approach in his studies and research.

Out of studies Vitaly is an active, initiative man, patient and amiable with his class-mates. I can recommend him as a highly responsible and reliable student. I believe that Vitaly V. Vasilenko will be able to participate successfully in an educational exchange program in the United States. I support with enthusiasm his application for that possibility.

Name of Recommender
Natalya Shamkhalova

Title
Senior Teacher of English,

Foreign Languages Chair

Place of Employment
Kyiv State Economic University

Address
49g Dehtyarivska Str., Kyiv, Ukraine

Telephone
380–44–441–7637

Signature
Date 5 January 1996

p) MEMOS

A memo (short form for memorandum) is drafted for internal purpose and meets the need for fast internal communication within the firm. The main difference from a conversation or a phone call is that the reader will be given time to think over his reactions and will keep this document in his files for future reference. The fact that there is no coming back on what has been written and that other people may happen to read your memo should have a definite influence on the way you express things and make recommendations.

Memos are often used to inform someone of the state of things at a particular moment, and alternative courses of actions may then be recommended. Memos can be addressed to a superior, a subordinate or a group of people (e.g. Memo to All Personnel in the Testing Dept). Although the style may vary according to the addressee(s), there are however basic rules one should observe when drafting a memo.

SPECIMEN MEMO
To:

Messrs. A. Clifford, B. Thompson, M. Muliner

From:
S. Pavlenko

Date:
April 21, 1996

Subject:
On outgoing premium circuit use

Dear Sirs,

In accordance with the decision made at the meeting that took place on March 2, 1996, Network strategy & planning de​partment carries out the study of traffic capacity from premium subscribers and its relation with traffic on regular circuit groups.

However, taking into consideration the fact that we began to receive the above mentioned information from Billing department only from this February, at the moment the objective assessment of the situation is impossible.

We shall inform you additionally on the measures being taken on premium circuit use after March and April data summarizing and analysis.

Sincerely,

Sergei Pavlenko

Acting Director

Network Strategy & Planning 

q) RESUMES

When Writing a Resume…

Put most important facts first

Make it neat

Make it easy to read

Keep it brief

Type or print it

Use only job-related information.

SPECIMEN RESUMES

Jennifer Maxwell Strauss

	Present Address

P.O. Box 23383,
Emory University

Atlanta, GA 30322

(404) 555-8550
	
	
	Permanent Address

274 Alpha Road

West Chester, PA 19150

(215) 555-5939


	Objective
	An internship in advertising

	Education
	Emory University, School of Business Administration

Atlanta, GA

Candidate for BBA degree, May 1993

Major: Marketing

	Activities
	Panhellenic Representative, 1990-1991

Delta Phi Epsilon Sorority

Participated in weekly meetings that were held to allocate funds to sponsor various all-university events. Liaison between the Delta Phi Epsilon

Sorority and the Panhellenic Board.

	Experience
	Administrative Assistant

December 1990-January 1991

Summer 1991

The Craft Fashion Institute, Philadelphia, PA

Coordinated information to produce course syllabi. Proofread and oversaw printing of course catalog system in the library. Organized and maintained the director of education’s office.

Sales Clerk

Summer 1990

Kamikaze Kids, Philadelphia, PA

Promoted unique, upscale children’s clothing. Responsibilities included opening and closing the store and making cash deposits. Cash register experience.

Public Relations Intern

March 1989-June 1989

Elkman Advertising, Philadelphia, PA

Worked closely with the account executive for the McDonald’s Corporation. Responsibilities included following-up press releases and television spots, calling various media offices, and arranging interviews with local celebrities to promote McDonald’s various public relations interests.

	Additional Data
	Working knowledge of BASIC computer language. Extensive travel in the United States, Europe, and Mexico.

Hobbies include theatre, reading, and music.

	References
	Available upon request.


Susan Feagin

1355 Edna Street, Napa, CA 94558

Home phone: (415) 555-5760

Office: (415) 5555-5745

	Objective
	Sales, Leading to Sales Supervision

	Areas of Knowledge
	Personal selling

Customer relations

Stock handling

Complaint handling
	Display arranging

Fluent in Spanish

Word processing

Office procedures
	Correspondence

Files and records

Shorthand, 90 wpm

Typing, 55 wpm

	Work
experience
	

	    July 1988 to 

    present
	Salesperson, Fabric Imports, Napa, California

Responsible for sales and customer relations.

Achievements include being top salesperson for last three years and adding ten new accounts.

	    Jan. 1984 to 

    July 1988
	Secretary to Dean of Instruction, Richland College, Dallas, Texas.

Responsibilities including full secretarial service, handling student complaints, handling all confidential faculty records, composing letters and memos on word processor, and taking dictation.

	    Feb. 1983 to 

    Dec. 1983
	Fountain Clerk (part-time), Jack-in-the-Box,

Dallas, Texas

	Education
	Associate of Arts Degree, 1984, Richland College,

Dallas, Texas. Major in business with emphasis in sales and secretarial science

High School Diploma, 1982, Willard High School

Dallas, Texas

	Extracurricular Activities
	Student Government Representative

Young Salespeople of America

	References
	Available upon request

	Unit 2


TELEXES, TELEGRAMS, TELEFAXES

TELEXES

Telegrams sent with the help of teleprinters (teletypes) are called telexes.

Telexes are mostly used for information which is in urgent for you to have or to pass. The Telex networrk is world-wide and links over 400,000 subscribers in over fifty different countries. How wide is the Telex network nowadays can be seen just from one example: only one Japanese company «Mitsubishi Serji» has got 125 teleprinters all over the world and 60 teleprinters in Japan itself. They are all linked with the Central Computer Exchange of the company in Tokyo by communication lines of 450 thousand km long, which is 11 times longer than the circumference of the Earth.

All telex numbers are published in the Telex Directory. Company telex number(s) is (are) given in printed company-forms (company letter-paper) in the letterhead or at the bottom of the page: e.g. TLX # 783290, Telex 86286 Allman G, Telex: 667844 Simcar G.

The telex system provides a 24-hour service, and messages may be sent to a subscriber even when his teleprinter is unattended, if it has not been switched off. So it is possible to send messages at night ready to be dealt with first thing next morning. All calls are charged on a time-and-distance basis.

In addition to standard telex equipment for the messages as they are typed, there is a special equipment for the transmission of messages automatically at high speed. This equipment may be fitted to the teleprinter and transmit messages on perforated tape at a continuous speed of 400 characters (or 66 words) a minute.

The advantages of automatic transmission are obvious. Here are some International Telex Abbreviations which may be useful to remember:

ABS
 =
absent, office closed

ATTN
 =
for the attention of

FIN
 =
end of message

NC
 =
lines engaged

OCC
 =
customer engaged

OK
 =
agreed

PLS/SVP
 =
please

RPT
 =
please repeat message

RYT
 =
reference your telex

TX/TLX
 =
telex
EEE/XXXX =
an error, the next word replaces the last word.

Telexes should be short, exact and clear. They are often written without the Opening Salutation or the Complimentary Closing and without paragraphs. Very often conjunctions, prepositions, pronouns and punctuation marks may be omitted if it does not impair the meaning of the message. To mark the end of the sentence the word «stop» or full stop may be used. As a rule, no capital letters are used in the telex messages.

SPECIMEN TELEXES

attn: vice general director petrov

pls confirm our understanding that your requirements will be the purchase of equipment in western countries in accordance with your own specifications and thus our company will not be required to carry out any engineering design work.

regards

hatton

411194a tmi su

667844 simcar g

attn: deputy director «techmashkhimapparat»

informing you that our sales manager and myself will be in Kyiv again 15-22 november inclusive. we wish to discuss delivery progress of current contract and your recent further enquiries to which quotations were mailed to you lately. pls advise as soon as possible by telex suitable form date and time of our appointment. wednesday or thursday would be more convenient for us if that is ok with you.

best regards

bottomley

411194 tmi su

848296 ihferm g

att: dr grover

re: agreement # I-73/79

reference is made to our letter dated 10.10.91 about submitting an invoice to us every year to the amount as stated in para.3.2 of the licence agreement stop we would ask you to send us respective invoice in august this year.

regards

licensintorg

7256545 sel d

411246 lit su

TELEGRAMS (CABLES)

Messages transmitted by telegraph are called telegrams if they are sent by means of wire and cables (cablegrams) if they are sent by means of cable (laid underground or on the ocean bottom). Nowadays in Britain and in most other English-speaking countries, however, the word «cable» is used for any telegrams which are sent out of the country. It is even applicable to wireless communication (to radiograms). Telegrams are usually typed out in capital letters without any punctuation, the word «stop» may be used if necessary to make the meaning clear.

Since telegrams are charged according to the number of words, they must be economically worded, i.e. kept short:
1. By means of omitting nonessential words such as articles, link words, pronouns as subjects, some prepositions (not «within» or «without») and other auxiliary parts of the sentence. But the message to be sent must not be cut down so far as to make it ambiguous.
2. By leaving out the Opening Salutation and Complimentary Closing. Such courtesy-words, however, as thanks (thank you-TU), please (PLS), kindly appreciate, regards (RGDS) and some others are widely used.
3. By using abbreviations such as:

ABT
=
about
про, відносно
ASAP
=
as soon as possible
якомога швидше
B/F
=
Bill of exchange
переказний вексель
BIBI
=
bye-bye 
до побачення
B/L(blading) =
Bill of Lading
коносамент
CFV
=
please confirm
просимо Вас підтвердити
DLRS
=
dollars
доларів
DOZ
=
dozen
дюжина
INFO
=
information
інформація
LC
=
Letter of credit
акредитив
OK
=
okay, agree
згодні
PLS
=
please
просимо
QOK
=
question OK,
     do you agree?
Чи Ви згодні?

RE (Lat)
=
relating to
відносно, посилаючись

REF
=
referring to
посилаючись на, згідно з
RGDS
=
regards
З повагою

RPT
=
repeat
Прохання повторити, 

повторюємо

TLX
=
telex
телекс

YR
=
your
Ваш

4. By joining parts of words and whole words: OURLET = our letter, YOUR LET = your letter, OUR TEL = our telegram (telex), YOURTEL = your telegram (telex), RELET = relating (referring) to letter, RECABLE = relating (referring) to cable, REPHONE = referring to telephone conversation, REURLET = referring to your letter /REYRLET/,  REURTEL = referring to your telegram (telex) /REYRTEL/, PRODOC = project document, PERDAY = per day, PERTON = per ton, FIVEPERCENT = five per cent (%).

To avoid mistakes number in cables are written in words, and certain numbers e.g. double figures (cardinal and ordinal) from twenty one (twenty first) and on — twentyone, thirtyfirst, fortyfive are written in one word. Number «one hundred (thousand),etc.» are written in one word, as well as ninehundred, seventhousand, fivethousand and fiftyfive (=5 055).

e.g. «REYRTEL TENTH MAY QUOTING LOWEST TWOHUNDRED PERUNIT INCLUDING FIVEPERCENT TRADE DISCOUNT RGDS»

5. By using «cable language» («telegraphic English»), which is not always correct in ordinary writting, for example:

«PLS QUOTE LOWEST AND SOONEST TWO MACHINETOOLS CIF CALCUTTA RGDS» (The words «lowest» and «soonest» are understood to mean: «the lowest price» and «the soonest (earliest) delivery time»).

«CONFIRMING SHIPMENT EARLY MAY TWO MACHI​NETOOLS PLS ADVISE SHIPMENT TIME SECOND LOT ASAP RGDS» (confirming = we are confirming).

«REGRET PRICE UNACCEPTABLE» (=we regret we cannot accept your price).

«REGRET POOR DEMAND COMPETITORS POSITION VERY STRONG» (= we regret that there is poor demand for your equip​ment. Our competitors are in very strong position.)

For the sake of economy and occasionally of secrecy instead of writing cables in clear you may use commercial codes (Marconi, Bentley’s) and cyphers. There are special «Code Books», for example the British ABC Code, which serve as dictionaries (to read cables written in code).

Remember that:

a) certain words are very frequent in cables, for example:

to advise
повідомляти

advice

повідомлення

to expedite
прискорювати

to finalize
завершувати, закінчувати

to report
доповідати

«PLS ADVISE SOONEST DELIVERY DATE RGDS PETROV»

«PLS EXPEDITE REPLY RGDS BROWN»

«URGENTLY FINALIZE CONTRACT NEGOTIATIONS»

b) if a document is quoted, the word «QUOTE» is written at the beginning (meaning — цитую) and «UNQUOTE» at the end (= кінець цитати)

c) you write the word «EYE» for the pronoun «I» to avoid confusing it with figure «I».

d) to stress the importance of something the word «REPEAT» is used and the important part is repeated, e.g.

«PLS TRANSFER ENGLISH POUNDS 500 REPEAT 500 ASAP.»

Lengthy messages which are urgent may be sent by letter telegrams at half the rate for ordinary telegrams. They are delivered on the day next to one when they were handed in. Messages sent by letter telegram must have the appropriate indication: L.T. in front of the address.

Just a couple of decades ago telegraphic messages were the fastest means of business communication. They were widely used for buying and selling in exchanges, in dealings in raw materials, stocks and shares, foreign currencies, ships and insurance. But their role has been diminishing over since the appearance of other means of communication — especially telexes.

For the convenience of the customers companies register their cable addresses (= telegraphic addresses) which are abbreviated (brief) registered addresses for use in cables. Company cable addresses were and sometimes still are printed on company forms.

Formally the cable address was given in detail, for example on the letter paper of the English firm Y. Brown & W. Pink Ltd. you could read:

Telegrams:

Foreign — BRONK, LONDON

Inland — BRONK, PICCY, LONDON

Code — BENTLIES

Now it is short:

Cable: STANLOR ESSLINGEN

(=cable address of Standard Electric Lorenz AG from Esslingen) 

Cable: NISSHOIWAI TOKYO

(=cable address of Nissho Iwai Corporation from Tokyo).

Some companies do not print their cable addresses on their forms any longer.

SPECIMEN CABLES

JONSO LONDON

YOURLET SECOND JUNE CAN GUARANTEE DELIVERY BY AUGUST

FIRST PROVIDED

ORDER RECEIVED LATEST JUNE FIFTEENTH RGDS BROWN

BRONK LONDON

REGRET UNABLE ACCEPT FURTHER ORDERS UNTIL END JULY REPEAT END JULY RGDS

Since cables and telexes are not juridical documents and if they contain information changes in terms, dates or other important agreed data, they should be confirmed by letters the same day, either by repeating their words, or by sending their carbon copies.

e.g.

Dear Sir,

We confirm our exchange of cables according to the attached copies, and enclose our Order # 456 with shipping instructions.

ENC: 5 pages

……(Signature)

Dear Sir,

We confirm our cable, as per copy attached (enclosed), and your reply as follows:

….(Signature)

TELEFAXES

While telexes are used to pass information about orders, time of delivery ans various other matters during the negotiations, important printed materials may be transmitted from one place to another by telecopiers (which is principally a copying machine that is connected to another similar copier through the telephone network) often called telefaxes.

SPECIMEN TELEFAXES

I

To:
Mrs Marjolein Bakker


Conference Service


PTT Telecom Netherlands


fax: +56 72 511 3587

From:
Ivan Petrenko


Ukraine 


tel: + 380-44-229 1123


fax: + 380-44-229 0056

Date:
March 2, 1995

Subject:
On participation in GDM

Dear Mrs. Bakker,
Thank you very much for hotel reservation for us. As before, we plan to arrive in the Netherlands on March 26, 1995 by the flight of KLM Kyiv — Amsterdam.

We should be most grateful if you would send us an official invitation that is necessary for an entry visa at the Netherlands Embassy.

Hereby we send you our passport data:

	First name
	Ivan Petrenko
	Tamara Bilenko

	Date of birth
	August 29, 1955
	March 16, 1968

	Passport number
	42=6295702
	40=6891346

	Nationality
	Ukrainian
	Ukrainian


Sincerely,

Vasyl Ivanov

Acting Director

Strategy & Planning

II

To:
Director Training


PTT Telecom


tel: 3170 332 3315


fax: 3170 332 4029

From:
Ivan Petrenko


Network Strategy & Planning


tel: 380-44-224 1235


fax: 380-44-224 1239

Date:
April 6, 1995

Subject:
Course attendance «Management of Planning of Modern 


Telephone Network»

Dear Mr. Norman A. Matil,

Thank you very much for your help in entrance visa reception at the embassy of Netherlands in Kyiv.

I plan to arrive to Netherlands on Sunday, April 9, 1995 by the KLM flight Kyiv — Amsterdam. According to the time table, arrival time to Schiphol airport at 17.30.

Will you be so kind to arrange a transport to take me from the airport to Groningen.

Thank you for your assistance.

Kind regards,

Ivan Petrenko,

Director

Network Strategy & Planning
III

To:
Mr. Tay Lee Heng


International Network Service Division


Singapore Telecom

From:
V. Grinchenko


Network Planning


Ukrtel

Date:
February 23, 1995

Subject:
Ukraine-Singapore circuits redivision

Dear Mr. Tay Lee Heng,

According to our mutual agreement, we planned to change 2 both-way circuits Ukraine-Singapore to one-way ones on January 25, 1995. However, as it turned out during rehoming at Singapore and Ukraine exchanges the time slots were not coordinated that resulted in error appearing in circuit operation.

In this context please send us again the indices of this circuits and the slots corresponding to them.

Sincerely,

Vitaly Grinchenko,

Acting Director

Network Planning

Ukrtel

CHAPTER V
DOCUMENTS

	Unit 1


CONTRACTS

In foreign trade transactions a contract is drawn up to give legal expression to the intention of the partners and guarantee that the obligation contained in the contract will be fulfilled.

The contract forms the basis of transaction between the Buyers and the Sellers and great care is exercised when the contract is being prepared that all the legal obligations have been stated.

According to the purpose and contents, contracts can cover: goods, services, patients, technology, know-how, etc.

By law contracts are made in written and signed by the contracting parties.

As a rule the contract contains a number of clauses (articles) arranged in definite sequence.

1.  Preamble — Names of the Parties

2.  Subject of the Contract

3.  Price and Total Cost of the Contract or

Price and Total Amount (Sum) of the Contract or Price

4.  Dates of Delivery or

Dates and Terms of Delivery or

Time and Date of Delivery or

Basis of Delivery

5.  Payment or

Terms of Payment or

Conditions of Payment 

6.  Packing and Marking 

7.  Guarantees or Warranty 

8.   Sanctions and Claims or Penalty 

9.  Insurance 

10.  Force-Majeure Circumstances 

11.  Arbitration 

12.  Other Conditions or Miscellaneous 

13.  Concluding Wording

14.  Legal Addresses and Signatures of the Parties.

Standard contracts are not a must. Some clauses may be altered and supplemented. They are used to represent specific demands to the subject of the Contract and to the order of the fulfilment of the obligations.

1. Taking-over of the Goods

Transfer and Acceptance of Goods (Products)

2. Schedule of Delivery

3. Quality of Equipment

4. Inspection and Tests

5. Advice of Shipment and Shipping Instruction or 

Notification of Shipment. 

6. Shipping Documents

7. Range of Design Documentation

8. Basis of Working Out the Detailed Project Report

9. Terms of Working Out the Detailed Project Report.

Drawing up the foreign trade contracts it is necessary to use the Bases of Delivery that are usually called incoterms1. The incoterms simplify the drawing up of the contract and help the contracting parties to cope with some differences.

Incoterms define the Seller’s obligations to ensure the delivery of goods for settled price to certain place stipulated in the Contract. The Seller has to load the merchandise on the means of transport or to transfer it to a transport organisation.

In addition the incoterms define the other obligations and responsibilities both of the Seller and the Buyer.

There are fourteen incoterms:

1. Ex Works2
«Ex Works» means that the seller’s only responsibility is to make the goods available at his factory. In particular he is not responsible for loading the goods in the vehicle provided by the buyer, unless otherwise agreed. The buyer bears the full cost and risk involved in bringing the goods from there to the desired destination. This term represents the minimum obligation for the seller.

2. Free Carrier … (named point)3
This term has been designed to meet the requirement of modern transport such as container or «roll-on roll-off» traffic by trailers and ferries. It is based on the same main principle as FOB except that the seller fulfils his obligations when he delivers the goods into the custody of the carrier at the named point.

3. FOR/FOT4
FOR and FOT mean «Free on Rail» and «Free on Truck». These terms are synonymous since the word «Truck» relates to the railway wagon. They should only be used when the goods are to be carried by railway.

4. FOB5
FOB means «Free on Board». The goods are placed on board a ship by the seller at a port of shipment named in the sales contract. The risk of loss of or damage to the goods is transferred from the seller to the buyer when the goods pass ship’s rail.

5. FOB Airport6
FOB Airport is based on the same main principle as the FOB term. The seller fulfils his obligations by delivering the goods to the air carrier at the airport of departure. This risk of loss of or damage to the goods is transferred from the seller to the buyer when the goods have been delivered.

6. FAS7
FAS means «Free Alongside Ship». Under this term the seller’s obligation are fulfilled when the goods have been placed alongside the ship on the quay or in lighters. This means that the buyer has to bear all costs and risks of loss of or damage to the goods from that moment.

7. C&F (CER)8
C&F means «Cost and Freight». The seller must pay costs and freight necessary to bring the goods to the named destination, but the risk of loss of or damage to the goods is transferred from the seller to the buyer when the goods pass the ship’s rail in the port of shipment.

8. CIF9
CIF means «Cost, Insurance and Freight». This term is basically the same as «C&F», but with the addition that during the carriage the seller has to procure marine insurance against the risk of loss of or damage to the goods. The seller contracts with the insurer and pays the insurance premium.

9. Freight or Carriage Paid to10
Like C&F «Freight or Carriage paid to» means that the seller pays the freight for the carriage of the goods to the named destination.

The risk of loss of or damage to the goods is transferred to the buyer when the goods have been delivered into the custody of the first carrier and not at the ship’s rail.

When the Seller has to furnish a bill of lading, waybill or carrier’s receipt, he duly fulfils this obligation by presenting such a document issued by the person with whom he has contracted for carriage to the named destination.

10. Freight or Carriage and Insurance Paid to11
This term is the same as «Freight or Carriage Paid to», but with the addition that the seller has to procure transport insurance against the risk of loss of or damage to the goods during the carriage. The seller contracts with the insurer and pays the insurance premium.

11. Ex Ship12
«Ex Ship» means that the seller makes the goods available to the buyer on board the ship at the destination named in the sales control.

12. Ex Quay13
«Ex Quay» means that the seller makes the goods available to the buyer on the quay (wharf) at the destination named in the contract.

13. Delivered at Frontier14
«Delivered at Frontier» means that the seller’s obligations are fulfilled when the goods have arrived at the frontier, but before «the customs border» of the country named in the contract.

14. Delivered Duty Paid15
«Delivered Duty Paid» denotes the seller’s minimum obligation. The term «Delivered Duty Paid» may be used irrespective of the mode of transport.
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1 Incoterms — International Commercial Terms — міжнародні правила тлумачен​ня комерційних термінів

2 Ex Works — EXW — франко-завод, з заводу

3 Free Сarrier … named point — FRC — вільно у перевізника (у названому пункті)

4 Free on Rail/Truck — FOR/FOT — франко-вагон, вільно у вагоні або на плат​формі

5 Free on Board  — FOB — вільно на борту судна

6 FOB Airport — FOA — вільно в аеропорту

7 Free Alongside Ship — FAS — вільно вздовж борту судна

8 Coast and Freight — C&F or CFR — КАФ — вартість і фрахт

9 Cost, Insurance, Freight — CIF — СІФ — вартість, страхування, фрахт

10 Freight/Carriage Paid to — провізна плата/фрахт сплачені до…

11 Freight/Carriage and Insurance Paid to — фрахт/провізна плата і страхування сплачені до …

12 Ex Ship — з судна

13 Ex Quay — з пристані

14 Delivered at Frontier — DAF — поставлено на кордон

15 Delivered Duty Paid — DDP — поставлено з оплатою мита.

1. The article «NAMES OF THE PARTIES» includes the legal title of the contracting parties and their addresses.

2. The article «SUBJECT OF THE CONTRACT» names the product for sale or purchase. It is also indicates the unit of measure generally employed in foreign trade for specific commodities.

3. «PRICE AND TOTAL COST OF THE CONTRACT». The price stated in a contract may be fixed, firm and sliding.

Fixed price is the price governing in the market on the day of delivery or for a given period.

Firm prices are not subject to change in the course of the fulfillment of the contract.

Sliding prices are quoted for machinery and equipment which require a long period of delivery.

4. The exact dates and terms of «DELIVERY» are defined in this clause of the Contract.

5. The clause «PAYMENT» includes terms of the payment, defines the currency of payment and the order of the payment between contractors.

The forms of the payment may be different:

a) cash payment 

b) payment by cheque

c) bank money order

d) payment by a letter of credit

e) encashment

6. «PACKING AND MARKING»

The packing must protect the goods against any damage during the carriage. The marking should be clearly made with indelible paint on the top of the box and on its two opposite sides (ex. Handle with care; Do not drop; Keep dry, etc.).

7. The article «GUARANTEES» says, that the Seller guarantees the quality of the delivered merchandise in conformity with the latest technical achievements and the period of guarantee will meet the requirement mentioned in the Contract.

8. The clause «SANCTIONS AND CLAIMS» includes the cases of breach of the Contract. In this case the sufferer makes a claim on the party which fails to meet its obligation. Most often the Buyer makes quality and quantity claims on the Seller. The Party which fails to meet its contract obligation is penalized.

9. The article «INSURANCE» includes four main terms of insurance:

1) what is insured

2) what risks the goods are insured from

3) who insures

4) in whose favour the insurance is made.

10. The article «FORCE MAJEURE» includes the obligations of the contracting parties in case of coming the Force Majeure circumstances. The parties have the right to extend the time stipulated for the fulfilment of the contract by a period equal to that during which force majeure circumstances last.

The  formulation of this article is rather universal.

11. The article «ARBITRATION» says that the contracting parties will take every measures to reach friendly settlement of any differences and disputes connected with the contract. If the parties fail to reach an agreement the dispute will be at the written request of one of the parties submitted for the consideration of the Arbitration Court.

12. The article «OTHER CONDITIONS» includes the order of the entry of any alterations and amendments, and the order of the transfer of the parties rights and obligations to a third party.

13. As a rule the article «CONCLUDING WORDING» shows the language in which the contract is drawn up and the number of copies that have the same legal force.

14. The part of the Contract «LEGAL ADDRESSES AND SIGNATURES OF THE PARTIES» includes the legal addresses of the contracting parties, the numbers of their phones, FAXes and the signatures of the parties.
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	1. To acknowledge
	підтверджувати (факт отримання)

	2. Alteration
	зміна, змінення

	3. To amount to…
	складати суму…

	4. Appendix
	додаток

	5. As follows
	про нижченаведене

	6. At one’s own cost
	за чийсь рахунок (кошт)

	7. At the rate of…
	у розмірі…

	8. To be entitled
	мати право, бути в праві

	9. To be evidenced
	підтверджуватись

	10. To be fit for…
	відповідати, бути придатним

	11. To be in force
	бути в силі, діяти, набирати чинності

	12. To be responsible for…
	бути відповідальним за…

	13. To be valid
	бути дійсним, мати силу

	14. Carrier
	перевізник

	15. Carriage
	перевезення, транспортування

	16. To consider null and void
	вважати таким, що не має законної сили

	17. Contracting parties
	сторони, що домовляються

	18. Custody
	зберігання

	19. Delay
	відстрочка

	20. Delivery
	постачання

	21. Destination
	місце призначення

	22. Difference
	розбіжність (у поглядах)

	23. Dispute
	суперечка

	24. Duly signed by…
	підписаний належним чином

	25. To effect payment
	сплачувати

	26. Firm and fixed
	сталий та незмінний

	27. To fulfil obligations
	виконувати зобов’язання

	28. Goods under supply
	товари, що підлягають постачанню

	29. To grant
	надавати

	30. To hand over
	передавати

	31. Hereinafter
	нижче, надалі

	32. Hereinafter referred to as…
	що надалі іменується

	33. In accordance with…

in conformity with…
	відповідно до…

згідно з…

	34. In connection with…
	у зв’язку з…

	35. In favour of smb.
	на користь кого-небудь

	36. In respect of…
	відносно до…

	37. Instalment
	внесок, частина

	38. Insurance premium
	страховий внесок / страхова премія

	39. Insured
	застрахований

	40. Insurer
	страховик (особа, яка приймає майно)

	41. Integral part
	невід’ємна частина

	42. Lighter
	ліхтер (вантажне морське судно)

	43. Loss (loss of)
	втрата, збиток

	44. Marine insurance
	морське страхування

	45. To meet the requirements
	задовольняти вимоги, забезпечувати потреби

	46. Mode of transport
	(вид) засіб транспорту

	47. Neither party
	жодна сторона

	48. On board a ship
	на борту судна

	49. Penalty
	штраф

	50. To penalize
	штрафувати

	51. To pertain to
	належати до, стосуватись

	52. Port of shipment
	порт відвантаження

	53. Port of discharge
	порт розвантаження

	54. To postpone
	відстрочити

	55. Postponement
	відстрочка

	56. To prolong
	продовжити, відстрочити

	57. Quality certificate
	сертифікат якості

	58. Quay (wharf)
	причал

	59. To reserve
	залишити за собою право

	60. Receipt
	одержання, розписка про одержання

	61. Risk of loss of or damage
	ризик втрати або пошкодження товару

	62. Roll-on roll-off (RO/RO)
	метод транспортування вантажу
з горизонтальним навантаженням
та розвантаженням

	63. Sliding price
	змінна ціна

	64. Ship’s rail
	рейлінг судна

	65. To the effect that
	(у цьому тексті) з цією метою, для цього змісту

	66. Vehicle
	транспортний засіб
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Exercise 1. Fill in the blanks with the necessary words given below:

1. The Seller sells and the Buyer buys the goods indicated in the specification which is an i… p… of the Contract.

2. The price for the merchandise supplied in a… w… present contract amounts to  $10 million.

3. Quality of the merchandise shall be in f… c… w… the standards in force in Ukraine.

4. Payment under the present Contract shall be offered in 5 i… in the following manner.

5. The last installment shall be paid after c… of s… of the g… .

6. For each week of d… in p… the Customer  shall pay to the Supplier a p… at the rate of 0.1 per cent of a… of the previous payments.

7. The Seller shall d… the m… to the Buyer in dates indicated in a… to the present Contract.

8. With the equipment the Supplier shall send to the Customer the f… s… d… .

9. After the Contract has been signed all the p… n… and c…pertaining to it become n… and v… .

10. Any a… and a… to the present contract shall be made in writing and d… s… by both parties.

11. Neither party is entitled to transfer their rights and obligations to a third party without a written consent of the other c… p… .

contracting party

correspondence

integral part

neither party

in accordance with

in force

penalty

amount

in full conformity with

null and void

instalments

completion of supply of the goods

deliver the merchandise

appendix

delay in payment

following shipping documents

duly signed

alterations and additions

previous negotiations.

Exercise 2. Complete the following sentences:

1. The Customer shall be fully responsible … .

2. The packing shall protect the goods against … .

3. Neither party is responsible for the nonfulfilment of … .

4. Marking shall be inscribed on three sides of the box: … .

5. The Seller shall be responsible to the payment of Liquidated Damages and for … .

6. All differences and disputes connected with the present Contract should be settled through … .

7. The Supplier shall insure the equipment to the delivered on CIF terms against … .

8. Firm «X», hereinafter referred to as «Seller» on the one part and firm «Y» hereinafter referred to as «Buyer» on other hand … .

9. 20 per cent of the total value of the present Contract shall be paid within … .

10. Neither party is entitled to transfer their rights and obligations to … .

Exercise 3. Translate into English:

1. Фірма «Х», що надалі іменується «Продавець», з одного боку, і фірма «Y», що надалі іменується «Покупець», з другого боку, уклали цей контракт такого змісту.

2. Специфікації товару, що додаються до цього контракту, є його невід’ємною частиною.

3. Продавець гарантує якість товару, що постачається.

4. Товари повинні постачатися в строки, вказані у контракті.

5. Упаковка повинна забезпечувати зберігання вантажу від пошкоджень.

6. Платіж проводитиметься за допомогою кредиту, що надається Банком постачальника Банку Замовника.

7. Продавець сплачує Покупцю штраф у розмірі 0,1 % вартості товару за кожний тиждень прострочення постачання.

8. Усі суперечки, що можуть виникнути із цього контракту або в зв’язку з ним, повинні розглядатися у зовнішньоторговельній арбітражній комісії.

9. Жодна сторона не може передавати свої права та обов’язки третій стороні.

10.  Постачальник страхує обладнання, що постачається, на умовах СІФ від звичайних морських ризиків.

11.  Платежі за постачання провадяться в американських доларах готівкою.

12.  Загальна вартість контракту становить 1 млн. американських доларів.

13.  Якість товару, що постачається, повинна відповідати світовим стандартам.

14.  Постачання товарів відповідно до цього контракту буде провадитись за відвантажувальними документами, вказаними у Додатку 1 до цього Контракту.

15.  Продавець зобов’язаний негайно повідомити Покупця про початок і усунення обставин, що перешкоджують виконанню зобов’язань.

16.  Контракт складено двома мовами і в двох примірниках, обидва мають однакову юридичну силу.

Exercise 4. Translate into Ukrainian:

CONTRACT OF SUPPLY # 7

Kyiv
________________ 1997
The company _____________ represented by _______ hereinafter 

referred to as the «Seller» and _________ represented by _________ hereinafter referred to as the «Buyer» have agreed as follows.

1. SUBJECT OF CONTRACT

The Seller sells and the Buyer buys, under the conditions of CIF Kyiv, the goods indicated in the specifications (Appendix 1), which is an integral part of this Contract.

2. PRICES AND TOTAL SUM OF CONTRACT

The prices for the goods are in US $ as indicated in the Specifications. The prices for the goods as indicated in this Contract under CIF Kyiv conditions include the packaging for international transportation and shipment, marking, forwarding and loading services.

The prices as per this Contract have fixed firmly and are not subject to alteration.

The total sum of the Contract is: US $______________________

(____________________________________________________).

(total sum worded)

3. CONDITIONS OF PAYMENT

The Buyer is obliged to make payment in USA $:

— 100 % value of Contract is to be paid in advance by telegraph to Seller’s Bank in 30 days from the moment of Contract’s signing as indicated in Specifications.

4. DATES OF DELIVERY

The goods under this Contract are delivered according to terms mentioned in Specifications (Appendix 1) no later than 3 months from the date of receiving the Letter of Credit by Seller at his Bank in Vienna.

The Seller enjoys the right of early delivery against the dates indicated in the Specifications of this Contract.

Partial deliveries are authorized.

5. WARRANTY

The Seller guarantees:

5.1. That the quality of the goods supplied should correspond to the technical specifications appended to this Contract. The effective warranty period is 12 months from the date of delivery to Kyiv.

5.2. The warranty obligations may be canceled in the following cases:

· if the equipment is damaged by receiver or the third party;

· incorrect installation of the equipment.

6. PACKING AND MARKING

The package in which the equipment is shipped shall correspond to the standards and specifications existing in Ukraine and shall ensure protection in transit, if it is handled properly.

Each package shall bear the following marking in the Ukrainian and the English languages:

Name of the consignee: Olexander Zarko

Address: 24 Peremohy Ave., Kyiv 252054, Ukraine

Handle with care;

Do not drop;

Keep dry;

Contract #

Naryad #

Waybill #

Gross weight;

Box #.

The Seller is responsible for damage to the goods as a result of incorrect marking if the latter does not meet the packing requirements, on the way to Kyiv.

7. NOTIFICATION OF SHIPMENT

Shipment is performed on the CIF Kyiv conditions. The Seller notifies the Buyer about shipment by telegraph (teletype), telex, telefax or telephone specifying the date of shipment, Contract #, name of product, number of pack, gross weight, waybill.

8. ARBITRATION

All disputes and disagreements which may arise due to this Contract or in connection with it shall be settled through friendly negotiations between the parties. Disputes and disagreements that can not be settled through negotiation are subject to settlement in the State Arbitration of Ukraine in accordance with the law in force.

9. TRANSFER AND ACCEPTANCE OF PRODUCTS

The goods are considered to be transferred by the Seller and accepted by the Buyer, the quality being in accordance with the technical specifications and the quantity in accordance with the number of packages indicated in the transfer waybill.

10. FORCE MAJEURE CIRCUMSTANCES

10.1. The parties are released from the responsibility for partial or complete failure to meet the obligations under this Contract if this is consequence of Force Majeure circumstances, namely: fire, floods, earthquakes and wars, and if these circumstances affect directly the fulfillment of this Contract.

In this case, the dates fixed in this Contract are postponed in accordance with the time for which such circumstances lasted.

10.2. The party which encounters the impossibility of meeting the obligations must notify the other party in written about the onset and cessation of the above-mentioned circumstances immediately, however, no later than 10 days from the date of their onset.

Late notification about Force Majeure circumstances deprives the corresponding party of the right to refer to them subsequently.

10.3. The prove of occurrence of the above mentioned Force Majeure circumstances and their duration will be the confirmation of corresponding higher level organizations.

11. OTHER CONDITIONS

In everything that is not provided for this Contract, the parties may be guided by additional protocol to the Contract.

All amendments and alterations in this Contract are valid only in written form, and should be signed by both parties.

Upon signing this Contract, all preceding talks and correspondence on it lose their force.

This Contract has been drawn up in the Ukrainian and the English languages, both copies having equal rights.

Appendix: 1. Specifications on ___ pages.

12. BANK ACCOUNTS AND LEGAL
ADDRESSES OF THE PARTIES

SELLER:





BUYER:

PATTERNS

CONTRACT

Kyiv
December 15, 1995

Firm … … Kyiv, hereinafter referred
to as the Seller on one part and firm … … hereinafter referred to as the Buyer on the other part have concluded the present Contract to the effect that:

1. Subject of the Contract

The Seller shall sell and the Buyer shall buy the merchandise (FOB Odesa) which quantity, assortment and quality are indicated in Specification, Appendix #_ to the present Contract, forming its integral part.

2. Price and Total Cost of the Contract

The  price  for  the  merchandise  supplied  in  accordance with the

present Contract amounts to ____ (FOB Odesa).

The total cost of the Contract shall amount to ________________.

3. Dates and Terms of Delivery

The Seller shall deliver the merchandise to the Buyer in dates, indicated in Appendix #_ to the present Contract.

Delivery of the merchandise under the present Contract shall be effected under the shopping documents, indicated in Appendix #_ to the present Contract.

The Seller shall notify by cable the Buyer not later than … days after the vessel’s departure from the Seller’s port about the shipment of merchandise.

4. Terms of Payment

Payment shall be made in English pounds. Payment under the present Contract shall be effected by the Buyer in 2 installments in the following manner:

a) an advance of 30 % of the total Contract shall be made within 30 days of the date of signing the present Contract;

b) for the remaining 70 % of the total contract value amounting to … the Buyer shall open a confirmed Letter of Credit with the Bank of the Seller within 15 days of the Seller’s cable nitrification of readiness.

5. Packing and Marking

The merchandise shall be shipped in export packing suitable for the nature of the goods under supple. The packing shall protect the goods against any damage and corrosion during their inland and sea transportation.

Marking shall be inscribed on three sides of the cases: on two opposite sides and on the top of the case.

6. Guarantees

The merchandise to be delivered under the present Contract shall be in full conformity with the world standards. The Seller shall guarantee the quality of the delivered goods for 12 months from the date of delivery (of the beginning of operation).

7. Sanctions and Claims

Claims for shortage or damage of merchandise are to be made by the Buyer against the Seller or the Carrier.

The Seller shall be liable to the payment of Liquidated Damages for default of the several responsibilities under the Contract.

In case of non-conformity of the quality of the goods delivered by the Seller with the Contract specifications, any claim concerning the quality of the goods may be presented within two months of the date of delivery.

8. Insurance

The Seller shall insure the goods to be delivered on CIF terms against usual marine risks in accordance with Insurance Agreement.

9. Force Majeure

Should any Force Majeure circumstances arise which hinder the fulfillment by any of the parties of their respective obligations under the contract, neither party is responsible for the non-fulfillment of its liabilities to the extent owing to such circumstances.

Natural disasters, war blockades, prohibition of exports and imports, epidemic and other circumstances beyond the control of the parties are considered as Force Majeure.

The parties have the right to extent the time stipulated for the fulfillment of the Contract by a period equal to that during which Force Majeure circumstances last.

10. Arbitration

Should any differences or disputes connected with the present Contract arise between the Seller and the Buyer, the parties will strive to reach friendly settlement of them. Should such friendly settlement appear impossible and parties fail to reach an agreement within 15 days in the manner of arrangement, the disputes will be submitted for the consideration of parity commission of the Arbitration Court. The decisions or the Arbitration Court will be final, liable to no protest, appeal and irrevocability and will be obligatory for both parties.

11. Miscellaneous

Any alterations and amendments to this Contract shall be valid only if made in written and duly signed by authorized representatives of both parties concerned.

After the contract has been signed all the previous negotiations and correspondence pertaining to it become null and void.

Neither party is entitled to transfer their rights and obligations to a third party without a written consent of the other contracting party.

The present Contract shall be valid from the date of signing.

12. Concluding Wording

This Contract has been drawn up in the Ukrainian and the English languages, both copies having equal rights.

13. Legal Addresses of the Parties

Seller:





Buyer:

PATTERNS

КОНТРАКТ

Київ 
  15 грудня 1996 р.

Фірма …. …., що надалі іменується Продавець, з одного боку, і фірма …. …., що надалі іменується Покупець, із другого боку, уклали цей Контракт про таке:

1. Предмет контракту

Продавець продає, а покупець купує товари (ФОБ Одеса)…., кількість, асортимент і якість яких вказано у специфікації, Додатку №__  до цього  Контракту, що складають його невід’ємну частину.

2. Ціна і загальна сума контракту

Ціна товару, що постачається за цим Контрактом, складає _________________ (ФОБ Одеса).

Загальна сума Контракту складає ________________________.

3. Строки та умови постачання

Продавець постачає товари Покупцю в строки, що вказані в Додатку № __ до цього Контракту.

Постачання товарів за цим Контрактом проводиться за відвантажувальними документами, що вказані у Додатку №__ до цього Контракту.

Продавець повідомляє Покупця телеграмою про відвантаження товарів не пізніше ніж через …. днів з моменту відправлення судна з порту.

4. Умови платежів

Платежі проводяться в англійських фунтах. Платіж за цим Конт​рактом буде здійснюватись Покупцем двома частинами таким чином:

а) аванс, що складає 30 % від загальної вартості, вноситься протягом 30 днів з моменту підписання Контракту;

б) на 70 % контрактной вартості, що залишилася і складають …. Покупець відкриває у банку продавця підтверджений акредитив протягом 15 днів з дати телеграфного повідомлення Продавця про його готовність.

5. Упаковка і маркування

Товари, що експортуються, упаковуються відповідно до характеру товарів, що підлягають постачанню.

Упаковка зберігає товари від пошкоджень і корозії під час їх наземної і морської перевезень.

Маркування наноситься на три боки ящика: на два протилежні боки і на кришку ящика.

6. Гарантії

Товари, що постачаються за цим Контрактом, повинні бути у повній відповідальності з світовими стандартами. Продавець гарантує якість товару, що постачається, протягом 12 місяців з моменту постачання (з дати початку його експлуатації).

7. Санкції і рекламації

Претензії щодо нестачі або пошкодження товару мають бути заявлені Покупцем Продавцю або перевізнику.

Продавець несе відповідальність за виплату компенсацій збитків, за невиконання обов’язків за Контрактом.

У випадку невідповідності якості товару, відправленого Продавцем, специфікації, визначеній у Контракті, претензія відносно до якості товару може бути передана на розгляд протягом двох місяців з моменту постачання.

8. Страхування

Продавець страхує товар, що постачається, на умовах СІФ від звичайних морських ризиків згідно з Страховою угодою.

9. Форс-Мажор

Жодна сторона не буде вважатися відповідальною за невиконання своїх обов’язків за контрактом у тій мірі, при якій виконання таких зобов’язань затримується обставинами форс-мажору.

Під форс-мажорними обставинами маються на увазі стихійні лиха, війна, блокади, заборона експорту і імпорту, епідемії і інші обставини надзвичайного характеру, що сторони не могли передбачити під час виконання Контракту.

Сторони мають право перенести строки виконання Контракту на період, під час якого будуть діяти обставини непереборної сили.

10. Арбітраж

Якщо між Продавцем і Покупцем виникають розбіжності і суперечки за цим Контрактом, то сторони намагаються урегулювати їх мирним шляхом. Якщо таке урегулювання стає неможливим, і сторонам не вдалося досягти згоди протягом 15 днів, то суперечки представляються на розгляд паритетній комісії або в Арбітражний суд. Рішення Арбітражного суду остаточне, оскарженню не підлягає і є незмінним і обов’язковим для обох сторін.

11. Інші умови

Будь-які зміни і доповнення до цього Контракту дійсні лише тоді, коли вони зроблені письмово і належним чином підписані уповноваженими представниками обох сторін.

Після підписання Контракту усі попередні переговори і переписка, що передує йому, стають недійсними.

Жодна сторона не має права передавати свої права і обов’язки третій стороні без письмової згоди іншої договірної сторони.

Цей Контракт набуває чинності з дати його підписання.

12. Підсумкові формулювання

Цей Контракт складено українською і англійською мовами, обидва екземпляри мають однакову юридичну силу.

13. Офіційні адреси сторін

Продавець




Покупець
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1. What is the purpose of the use of the Bases of Delivery?

2. What are the Bases of Delivery usually called?

3. How many incoterms do you know?

4. What do incoterms define?

5. What is the purpose of the contract?

6. What are the main clauses (articles) of the contract?

7. Why are standard contracts widely used?

8. What sort of prices may be indicated in the contract?

9. What is indicated in the article «Dates of Delivery»?

10. How may the payment be effected?

11. What forms of the payment are usually used?

12. What are the packing requirements?

13. What are the requirements for marking the goods?

14. What kind of claims are made by the Buyer?

15. Can the Seller be penalized for a delay of delivery?

16. What are the sanctions against defaulter?

17. How are claims settled?

18. What terms of insurance should be mentioned in the contract?

19. Name some risks to which the export trade is subject.

20. What is the name of the insurance company in Ukraine?

21. Is it very important to encourage competition in the insurance business?

22. What is the definition of Force Majeure?

23. What contingencies are listed in a Force Majeure clause?

24. What duration is usually stated in the contract for contingency?
Abbreviations

	Abbreviation
	Meaning
	Example

	ACC/ACCOM
	Accommodation
	PLS ARR HOTEL ACCOM IN CITY CENTRE

	ADD
	Addition/Additional
	IN ADD PLS QUOTE FOR 200 PIECES

	ADV
	Advise
	WILL TLX TOMORROW N ADV ETA

	ARR
	Arrive/Arriving
	ARR LARNACA JUN2

	ARR/ARRNG
	Arrange /Arrangement/ Arranging
	TNKS FOR ARRNG THE ITINERARY

	APPROX
	Approximate/ 
Approximately
	CASES WILL BE APPROX 1M(2M(2M

	ASAP
	As soon as possible
	PLS CFM ASAP

	ATTN
	Attention
	ATTN MR JORGE URIBE

	BFOR
	Before
	PLS REPLY BFOR TUESDAY

	CLDU
	Could you
	CLD U FWD DOCS TO MILAN OFFICE

	CFM
	Confirm
	PLS CFM THESE PRICES

	CHNG
	Change
	PLS CHNG HOTEL RESERVATION

	DEL
	Deliver/Delivery
	DEL WAS 2 DAYS LATE

	DEP
	Departs/Departure
	TRAIN DEP GARE DU NORD 14.25

	DLY
	Delay
	RGT DLY IN REPLYING

	DOCS
	Documents
	PLS FWD DOCS SOONEST

	ETA
	Estimated time
of arrival
	ETA IS 12.30

	FAO
	For the attention of
	FAO MR ANDREW TIFFANY

	FLGT
	Flight
	FLGT DEP 14.05

	FWD
	Forward (Send)
	PLS FWD SAMPLES ASAP

	INFO
	Information
	NEED MORE INFO BFOR WE CAN SUPPLY

	INV
	Invoice
	RE YR INV NO 24016

	L/C
	Letter of Credit
	SENDING L/C TO BARCLAYS BANK

	LST
	Last
	RE OUR MTG LST WK

	LTR
	Letter
	RE YR LTR DATED JAN 9

	MAX
	Maximum
	3000 IS MAX WE CAN SUPPLY

	MIN
	Minimum
	THIS IS OUR MIN PRICE

	MTG
	Meeting
	PLS CANCEL MTG

	N
	And
	PLS SEND 2 QUOTES — ONE CIF N ONE FOB

	NO
	Number
	REF NO 29681

	NXT
	Next
	SEE U NXT WK

	OK
	I agree/Agreement
	CANNOT ORDER WITHOUT YOUR OK

	OK?
	Is this OK?
	SEE U 3.30 FRIDAY, MILTON HOUSE, OK?

	ORD
	Order
	REF YR ORD NO 846

	OURLET
	Our letter
	RE OURLET DATED NOV 12

	OURTECON
	Our telephone call
	RE OURTELCON YESTERDAY

	PLS
	Please
	PLS RPLY SOONEST

	POSS
	Possible
	ARRG MTG FOR FRIDAY IF POSS

	RE/REF
	About/Reference
	RE YR TLX DATED JAN 16

	REC
	Received
	REC YOUR QUOTATION. MANY TNKS

	RGDS
	Regards
	BEST REGARDS

	RGRT
	Regret
	RGRT MUST CANCEL OUR MTG

	RPLY
	Reply 
	PLS RPLY BY RETURN TLX

	SOONEST
	As soon as possible
	PLS RPLY SOONEST

	THKS-TNKS
	Thanks
	TNKS FOR THE SAMPLES

	TLX
	Telex
	PLS TLX BY RETURN

	U
	You
	CLD BOOK TICKETS

	UR
	Your
	TNKS FOR UR HELP

	VST
	Visit
	RE TRAINEES STUDY VST TO LISBON

	WK
	Week
	ARR NXT WK

	WLDU
	Would you
	WLDUPOSTPONE APPOINTMENT

	YR
	Your
	TNKS FOR YR HELP


Glossary

an abbreviation a short form. Ad is an abbreviation for advertisement.

absent away, not at work.

access We have access to that information = we can get it.

accommodation a place to stay (please arrange hotel accommodation).

to achieve to be successful, to reach an objective or goal.

to acquire to buy (Facit acquired Halda Typewriters in 1938).
an advantage a good point, a strength. Opposite = a disadvantage.

an advertisement Publicity designed to sell a product or service (We put advertisements in the daily papers and sales increased by 20%). Also to advertise, advertising. Abbreviations: advert, ad.

to advise to make helpful suggestions or recommendations: or, more formally, to inform (Please advise us of your arrival date). Also advice.

an agenda a list of things to discuss at a meeting.

an agent a person or company that represents the interests of another company in a market. Also agency.

an alternative a choice, a possible course of action, an option.

to apply to ask for something, officially and in writing (I’ve applied for a US entry visa: he’s applying for another job.) assets the things a company has or owns, including property, plant, equipment, stocks, money in the bank, and money owed by customers. Opposite = liabilities.

to assist to help.

to attract to create interest (Good shop window displays attract customers).

an auditor a person who examines a company’s accounts, usually yearly, to see that they are in order.

average The average of 4, 5, and 9 is six.

to award to give a prize or certificate (They awarded the Nobel Peace Prize to Lech Walesa in 1983). Also an award.

an axis a fixed reference line for measuring on a graph (vertical axis, horizontal axis.)

a barrel a container for oil.

a benefit an advantage (We offer a good salary and other benefits such as a company car).

blue-chip profitable, offering a reliable investment and good prospects (IBM is a blue-chip company).

a bonus an extra sum of money paid to an employee (for example, a productivity bonus).

booming growing fast (Business is booming: sales are up 80% on last у ear).

a border a frontier, a line dividing two countries.

a brand a particular make of goods or their trade​mark.

to break down to stop working (This machine has broken down. Can you repair it?). Also a break​down.

to break even to make neither profits nor losses on a business or product.

a breakthrough an important scientific, technological, or industrial discovery.

to brew to make beer.

to bribe to offer an illegal commission (He obtained his competitors’ plans by bribing a security guard). Also a bribe.

to brief to inform (Could you brief us on the progress of your project?).

a broker a person who buys and sells things or (financial) services: a stockbroker, an insurance broker.

a budget an amount of money set aside for a special purpose (for example, the advertising budget). Also to budget.

a bumper a part of a car at front and back which protects it in small accidents (US English: fender).

to cancel to stop (I’d like to cancel my appointment).

capital a sum of money used to start a business. Also capital expenditure = money spent on buildings, equipment, etc.

cash money that is ready to spend, in notes and coins or (for a company) in a bank account.

cash flow the movement of cash in and out of a business.

to catch to take, and to be on time for, a plane, train, etc. (I have to catch a train at 7 a.m.): or to hear (I didn’t catch your name). Opposite = to miss.

charity organizations that help poor or sick people (for example, the International Red Cross).

CIF (adjective/adverb) an export price including Cost, Insurance and Freight.

a clause a paragraph, section, or part of a legal contract.

colleagues people who work together.
a competitor another company operating in the same area of the market. Also to compete: competition: competitive.

to compile to collect and arrange information (We’re compiling statistics on regional sales costs). a component a part of a product.

to compromise to change a negotiating position in order to reach an agreement (They wanted 10°/o and we wanted 6%, so we compromised and agreed to 8%). Also a compromise.

to confirm to say something is true or correct (Could you confirm that in writing?). Also confirmation.

to construct to build. Also construction.

a consumer a person that buys goods or services. Also consumption.

to contract work out to pay another company to supply services (We can stop employing security guards and contract the work out).

convenient fitting in well with people’s needs or plans, giving no problems (Is 3.30 on Friday a convenient time?).

core main, central, basic (for example, core markets, core business).

costs expenses, the money that has to be spent: sales costs, energy costs. Also to cost = to require a certain price to be paid (This book costs £10.00: the price is £10.00): or to estimate costs (We need to cost the packaging. Ask for quotations from our suppliers).

a crash a dramatic fall (for example, the Great Stock Market Crash of 1929).

a crate a box or container for goods.

a currency the money system of a country (The currency of the USA is the dollar).

a curriculum vitae a person’s life history showing education and previous work experience (abbreviation: c.v.).

customary usual practice, normal (It’s customary to tip waiters 10% or 15%).
to cut to reduce (for example, prices or budgets). Also cuts, cutbacks.

data information.

a debt money one has borrowed and must pay back: money one owes. Also debtors = people or companies that owe money.

to defend to argue in support of something: to protect against attack.

a deficit the amount by which a sum of money is too small (We have £lm and we need £3m. That’s a deficit of £2m).
demand how much customers want goods or services. (A rise in demand will result in a rise in supply or a rise in prices).

to demonstrate to show something (for example, a machine) working. Also a demonstration.

dimensions the width, height, length, etc. of an object.

a discount a price reduction (There’s a 5% discount on large orders).

to dismiss to stop employing someone, to sack or fire.

to distribute to send goods into a market. Also a distributor: distribution.

a division a major section of an organization.

a document an official paper.

a donation an amount of money given away (We made a small donation to charity).

due expected (Payment is due at the end of the month): or because of (The increase in sales was due to the large orders from Japan).

duty tax paid when importing goods.

to earn to get money, by working or as a return on an investment. Also earnings = returns, profits on an investment.

economical saving money (Get a smaller car. It’s more economical).

an economy a country’s finances, trade and industry (The Soviet economy entered a crisis in the late 1980s), Also economic.

EDP Electronic Data Processing.

efficient working well and quickly, producing a good result in the minimum time. Also efficiency.

to employ to give work to someone (This factory employs ISO people). Also employer (the company): employee (the worker): employment and unemployment.

to enclose to put something in an envelope with a letter. Also enclosed.

engaged busy (on the telephone).

enhanced made better, improved.

to enquire to ask questions to get information. Also enquiry.

to establish to set up, to begin (We established our first Asian subsidiary in Singapore last year): or to find out, to discover (to establish the facts).

to exceed to be more than, to go above (temperatures in Britain don’t often exceed 30 degrees Celsius).

expenditure money spent on something.

exports goods sold abroad. Also to export.

facilities rooms, equipment or services.

a factory a building where goods are manufactured.

a fault a defect or mistake.

a feasibility study a study to see if something is possible, or will work, or will be profitable.

to fire to sack, to dismiss, to stop employing someone.

a fleet a group of ships, cars or lorries (CGM has 77 ships in their fleet).

to focus to concentrate (We focused our attention on the East European market).

a forwarding company a company in the business of transporting goods.

a fraud a crime where money is obtained by lying, or by hiding the truth.

global worldwide, covering the whole world.

grateful thankful (I’d be grateful if you could send me...).
gross before anything is taken away: for example, gross profits = profits before tax. Opposite net.

a guarantee a promise accepting responsibility for something. Also to guarantee (We can guarantee delivery in seven days).

headquarters the main office of a company. The headquarters of BMW are in Munich.

a holding company a parent company, a company controlling shares in a subsidiary.

imports goods bought from abroad. Also to import.

to improve to make better: to get better. Also improvement.

an incentive something (for example money) that encourages people to do things.

inflation the general increase in the price of goods and services.

to insist to refuse to accept an alternative or a compromise.

to install to put in place (We’d have to install the new machine before we can start production).

interest money charged (for example, by a bank) for borrowing money.

inventory stocks of goods.

to invest to spend money in order to make a profit, for example by buying machinery for a factory, or shares in a company. Also investment = the activity of investing or the money that is invested.

an invoice a list of goods sold with a request for payment. Also to invoice.

an item a subject, a thing (An item on the agenda).

an itinerary a plan for a visit or journey, showing places, dates, times, and people to see.

a joint venture a co-operative operation between two companies, sharing expertise, resources, etc.

to justify to show that something is fair or reasonable. Also justification.

labour force staff, employees, the people employed or who can be employed.

to launch to introduce a product to a market.

leading in the first position, in front of the competi​tion (IBM is the world’s leading computer firm.)

to lease to rent or hire. Also a lease = the written agreement to lease.

a letter of credit a bank document arranging payment for goods. Synonym = a draft.

liabilities debts, money a company owes to suppliers, shareholders, banks, etc.

a lift a machine for moving from one floor of a building to another (US English: elevator): or free transport (I’ll give you a lift to the office).

links connections (Holland has excellent transport links with Europe).

a list names, items, etc., written or printed (Can I see the wine list?).

a load What’s this lorry’s maximum load? = the maximum it can carry. Also to load = to put goods onto a lorry, train, ship, plane, etc.: a loading bay = the place where lorries are loaded.

a loan a sum of money borrowed from a bank.

located positioned, placed, situated (The United Nations is located in New York). Also location.

a loss the money lost by a business: total sales minus total costs (if this figure is negative). Also a profit and loss account = a company’s trading figures, usually for one-year period.

mail order buying or selling goods by post.

mains services supplies of gas, electricity, water, etc.

to maintain to keep in good working order. Also maintenance.

to manage to control and organize a business. Also management, and a manager.

to manufacture to produce, in large quantities with machinery.

a market a geographical area, or a section of the population, where you can sell products.

mass production production in large quantities, on a large scale.

a merchant bank A bank specializing in commercial loans and finance for industry.

to merge To join together (usually two companies). (Renault and Volvo merged in 1990). Also a merger. a mile 1.6 kilometres.

to modify to change, to alter. Also modification.

a mortgage a loan used to buy a house or property.

a multinational a company with operations in many countries.

to negotiate to bargain, to discuss a business deal or contract, to reach an agreement by discussion. Also (a) negotiation.

net after everything is taken away. For example, net profit = profit after tax and other deductions. Opposite = gross.

an objective a target or goal.

an overdraft a negative sum in a bank account.

to owe to be in debt: (We borrowed £5m and we’ve paid back £3m, so we still owe £2m).

to own to possess, to have something as one’s property. Also owner, ownership.

to pack to put in boxes or containers ready for sale. Also a pack = the box a product is sold in: packaging = the container or materials that provide protection for a product to be transported.

to pay to give money in return for goods and services. Also payment.

a penalty a punishment for breaking a contract.

personnel employees, staff. Also the section of a company dealing with staff matters such as recruitment or training.

(a) plant a factory: or the machinery that is in a factory.

a policy a plan of action, or usual rules for doing things (It’s our policy to ask for payment within 30 days).

a pool a common supply of things. For example, a car pool = where cars are available when people need them.

to postpone to delay, to put something off to a later date.

premises buildings, offices, property.

to produce to make or manufacture. Also a product = the thing you produce: a product manager = the person responsible for the production and market​ing of a product: production = the activity of produc​ing: productivity = the efficiency of production.

a profit the money made by a business: total sales minus total costs (if this figure is positive). Also profitable = making a profit: a profit and loss account = a company’s trading figures, usually for a one-year period.

a project a plan, a scheme of work.

to promote to give someone a more important job: or to organize an advertising event. Also promotion.

to provide to offer, to give (We provide a 24-hour emergency service).

public relations the work of distributing information to give a good impression of an organization.

to purchase to buy.

qualified having the right education, diplomas, and experience for a job. Also a qualification.

quality How good or bad something is (A Rolls-Royce is expensive because of its very high quality).

quarterly every three months (a quarterly report).

to quote to give an estimate for the cost products or services. Also a quotation.

a range a group of products sold by one company.

a rate how fast something happens (the rate of inflation) or the level of something (interest rates, exchange rates, etc.).

a receipt a document showing you have paid for something.

reception a meeting place in a hotel or company: or a party where you can meet people. Also a receptionist = the person who receives visitors when they enter a company or hotel: a reception desk = the place where a receptionist works.

to recommend to suggest, to speak well of someone or something (Can you recommend a good hotel?). Also a recommendation.

to recover to get better after a difficult period. Also recovery.

to recruit to employ or take on new staff. Also recruitment.

redundant no longer needed, dismissed, without work. Also redundancy.

reference With reference to ... (in a letter) = concerning, about. Also a reference = a recom​mendation from an employer.

to refund to pay back money spent (If you are not satisfied with this product, send it back within 30 days and we will refund you).

refurbished completely redecorated.

to register to give your name when you arrive some​where (He registered with the receptionist and went into the conference).

to reject to say No to a proposal, idea, offer, etc.

reliable consistently good in quality or performance or work.

to rent to hire, to borrow something in return for money. Also rent = the money paid to rent something.

a reservation a booking (You have a reservation at the Hilton for 3 nights from Sunday). Also to reserve.

to resign to give up or leave a job.

a retail outlet a place where goods are sold to the public, for example a shop or supermarket. Also retailing = selling to the public: a retailer = a person or company that sells to the public: the retail price index = an index to measure inflation.

retained kept, saved (The retained profit is added to the company’s reserves).

to retire to stop working at the end of a career, usually between the ages of 55 and 65.

a return profit, earnings on an investment.

to review to re-examine, to consider in order to improve (We’re reviewing our distribution arrange​ments).

to sack to dismiss, to fire, to stop employing someone.

a salary a monthly payment for doing a job.

a sales prospect a possible future customer.

a sales representative a person in a company who sells products to distributors or customers in a certain market (abbreviation: a sales rep).

a schedule a timetable. Also to schedule (Shall we schedule a meeting for Thursday?).

to set up to begin or establish something (Henry Ford set up his first business in 1899).

(a)share a part, a fraction (We have increased our market share by 2%): a part of a company (We now have 51% of the shares, so we control the company). Also a shareholder = a person who owns shares.

to shelve to postpone, to delay, to stop (We had very little money left, so we had to shelve the project).

to ship to transport, by sea or air. Also a shipment = the goods being transported.

to short-list to reduce a large number of alternatives to a short list of perhaps six or less, (for example, applicants for a job, sites for a new factory).

a shortage a situation where there is not enough of something (There is a constant shortage of water in the Sahara).

to sign to write one’s name on a document. Also a signature.

single not married (He’s single): for one person (I’d like a single room): in one direction only, one-way (I’d like a single ticket).

skilled trained, experienced (It’s a difficult operation: we’ll need skilled workers).

sound secure, certain, steady (a sound investment).

specifications details and instructions describing design and materials (product specifications: building specifications).

staff the people who work for a company, its per​sonnel, its employees.

a stake a number of shares in a company.

stock goods in storage waiting to be sold: components

in storage waiting for use in manufacturing.

a strategy a major plan or policy (How are we going to achieve this objective? What’s our strategy?). Also strategic.

a strength a strong point.

a strike the organized stopping of work by employees as a result of a disagreement (The workers went on strike for higher wages).

a subsidiary a company that is controlled by another company (NV Philips owns over 50°/o of Philips UK: so Philips UK is a subsidiary of NV Philips).

a suite a group of rooms in a building.

to supply to provide customers with goods. Also a supplier = a person or company that supplies goods.

support help, assistance.

to take over to take control of a company by buying a large number of its shares. Also a takeover.

a target a result one wants, a goal or objective.

a task a job, a piece of work.

tax money that a person or company pays to the government.

a track record a history of past success or failure.

trade buying and selling. Also a trade balance = the difference in value between a country’s imports and exports.

to transfer to move from one place to another (We’ve transferred the finance department to the new offices: Could you transfer me to Peter Keller in the finance Department?)

a trend a pattern of change, a general movement (a downward trend in the market, etc.).

turnover the total sales of a company. Also staff turnover = the rate of staff leaving and joining a company.

a TV commercial an advertisement on television.

urgent needing immediate attention.

a volunteer a person who asks or offers to do a job (I need three volunteers to work late tonight).

a wage a weekly payment for doing a job, usually paid to manual workers.

a warehouse a large building where goods are stored.

a warranty a legal guarantee, a promise to repair or replace a product if it is not satisfactory.

to win to come first, to beat competitors.
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