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INTERNATIONAL TRADE.
INTERNATIONAL TRADE
ORGANIZATIONS

Text A

International Trade

International trade is exchange of capital, goods, and services
across international borders or territories. In most countries, it repre-
sents a significant share of gross domestic product (GDP). While in-
ternational trade has been present throughout much of history (see Silk
Road, Amber Road), its economic, social, and political importance has
been on the rise in recent centuries.

Industrialization, advanced transportation, globalization, multina-
tional corporations, and outsourcing are all having a major impact on
the international trade system. Increasing international trade is crucial
to the continuance of globalization. Without international trade, nations
would be limited to the goods and services produced within their own
borders.

International trade is in principle not different from domestic trade
as the motivation and the behavior of parties involved in a trade do not
change fundamentally regardless of whether trade is across a border
or not. The main difference is that international trade is typically more
costly than domestic trade. The reason is that a border typically imposes
additional costs such as tariffs, time costs due to border delays and costs
associated with country differences such as language, the legal system
or culture.

Another difference between domestic and international trade is that
factors of production such as capital and labour are typically more mo-
bile within a country than across countries. Thus international trade is
mostly restricted to trade in goods and services, and only zo a lesser
extent to trade in capital, labour or other factors of production. Then
trade in goods and services can serve as a substitute for trade in factors
of production.

Instead of importing a factor of production, a country can import
goods that make intensive use of the factor of production and are thus
embodying the respective factor. An example is the import of labor-
intensive goods by the United States from China. Instead of importing
Chinese labor the United States is importing goods from China that
were produced with Chinese labor.
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International trade is also a branch of economics, which, together
with international finance, forms the larger branch of international eco-
nomics.

Text B
Economic cooperation

A number of countries can form economic unions. These unions,
or alliances, are agreement between nations to reduce trade barri-
ers so that they can take advantage of economic specialization. The
best known economic union is the European Economic Community
(EEC).

The European Union (EU) is an economic and political union of
27 member states which are located primarily in Europe. Committed to
regional integration, the EU was established by the Treaty of Maastricht
in 1993 upon the foundations of the European Communities. With over
500 million citizens, the EU generated an estimated 28% share (US$
16.5 trillion) of the nominal and about 21% (US$14.8 trillion) of the
PPP gross world product in 2009.

The EU traces its origins from the Treaty of Rome formed in 1957
by six states. Since then, it has grown in size through enlargement, and
in power through the addition of policy areas to its remit.

The EU has developed a single market through a standardised sys-
tem of laws which apply in all member states, and ensures the free
movement of people, goods, services, and capital, including the aboli-
tion of passport controls by the Schengen Agreement between 22 EU
states. It enacts legislation in justice and home affairs, and maintains
common policies on trade, agriculture, fisheries and regional develop-
ment. Sixteen member states have adopted a common currency, the
euro, constituting the eurozone.

Having a legal personality, the EU is able to conclude treaties with
countries. It has devised the Common Foreign and Security Policy, thus
developing a limited role in European defence and foreign policy. Per-
manent diplomatic missions of the EU are established around the world
and representation at the United Nations, WTO, G8 and G-20 is main-
tained. EU delegations are headed by EU ambassadors.

Important institutions of the EU include the European Commission,
the Council of the European Union, the European Council, the Court of
Justice of the European Union, and the European Central Bank. The
European Parliament is elected every five years by EU citizens.



Text C
World Trade Organization
(WTO)

The WTQO’s overriding objective is to help trade flow smoothly,
freely, fairly and predictably. It does this by:

— Administering trade agreements.

— Acting as a forum for trade negotiations.

— Settling trade disputes.

— Reviewing national trade policies.

— Assisting developing countries in trade policy issues, through
technical assistance and training programmes.

— Cooperating with other international organizations.

The WTO has more than 130 members, accounting for over 90%
of world trade. Over 30 others are negotiating membership.

Decisions are made by the entire membership. This is typically by
consensus. The WTO’s agreements have been ratified in all members’
parliaments.

The WTQO’s top level decision-making body is the Ministerial Con-
ference which meets at least once every two years.

Below this is the General Council (normally ambassadors and
heads of delegation in Geneva, but sometimes officials sent from mem-
bers’ capitals) which meets several times a year in the Geneva head-
quarters At the next level, the Goods Council, Services Council and
Intellectual Property (TRIPS) Council report to the General Council.

The WTQO’s rules — the agreements — are the result of negotiations
between the members and deal with trade in services, relevant aspects
of intellectual property, dispute settlement, and trade policy reviews.
Through these agreements, WTO members operate a non-discrimina-
tory trading system that spells out their rights and their obligations.
Each country receives guarantees that its exports will be treated fairly
and consistently in other countries’ markets. Each promises to do the
same for imports into its own market. The system also gives developing
countries some flexibility in implementing their commitments.

TERMS TO REMEMBER
gross domestic product (GDP) factors of production
gross world product (GWP) labour force
outsourcing, to outsource legal system
globalization purchasing power parity — PPP
domestics trade non-discriminatory trading system

tariff
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ACTIVE VOCABULARY (Text A)

1) exchange of capital — 0OMeH karuTanoMm / 0OMiH KaIliTaioM
— goods — ToBapamu /ToBapaMu
— services — ycIyramu /TociyraMu

2) share — yactsb, 1oJs / yacTka
Syn.: part

3) gross domestic product — BajioBbIi BHYTPEHHHIA IIPOIYKT / BaJIO-
BUW BHYTPIIIHIN TPOITYKT

4) outsourcing — mouck pabodedl CHIBI BHE KOMITAHWH IS
BBITIOJTHEHUS OIPEIEIICHHON pabOoThI Ui KOMIIAHWH, TIOUCK MaTepHa-
JIOB / MOIIYK po0O0YO0i CHIIM 32 MeKaMH KOMIIaHii /il BUKOHAHHS TIeB-
HOi poOOTH /ISl KOMIIaHii, MOITYK MaTepialiB

to outsource

5) major — rJIaBHbIH, OCHOBHOW, KPYITHBIM, BayKHbIN / TOJIOBHUH,
OCHOBHUM, BETMKUH, BaXKITUBUHA

— major companies, major import items

Syn.. large, big, important, basic

6) trade — TOproBsi/ TOPTiBIS

Syn.:commerce

to trade in smthing. — mopeogamo uem-1ub0 / mopeyeamu YumMocs
to trade with smb — mopeosamu ¢ kem-160 / mopayeamu 3 KUMOCbH

7) foreign
international | trade — BHEIIHSS TOProOBIIs / 30BHIIIHS TOPTiBIIS
global
overseas

8) domestic trade — BHyTpeHHsis1 TOPTOBIISt / BHYTPIIHS TOPTIiBIIS

9) party — cTopoHa J0roBopa KOHTpaKTa, CIEJIKH /CTOPOHa JOTOBO-
PY, KOHTPAKTY, YrOJIi; YIaCTHHUK / yYaCHUK

— behaviour of parties — nosedenue cmopoH, yuacmuukog / noge-
OIHKA CMOPIH, YHACHUKIB

10) impose — HanaraTh, 00araTh, BBOAUTH / HAKJIA(aTH, OOKIIama-
TH, BBOJIUTH

— to impose additional costs — mpebosamv OONOIHUMENLHBIX
sampam / sumazamu 000amKo8Ux GUMpPam

— to impose duties; a tax, restrictions



11) involve (in) — moBnedb 3a coOOOW, BBI3BaTh, BOBJICKATbH,
3aTpavyrBaTh, BKIIIOYATh, BTSIHYTh / CIPHYUHHUTY, IPU3BECTH, 3aTy4a-
TH, BUTPAYYyBaTH, BKIIFOUATH, BTATHYTH

— to be involved in trade — 3anumamscs mopeoeneil / 3atumamucs
mopeienero

12) delay — 3agepxka, Ono3aHNe, IPOMEIJICHHE, OTCpOYKa / 3a-
TPUMKA, 3aI1i3HCHHSI, 3BOJIIKAHHS

to delay — 3adepoicueams, OmrIAOBIEAMb, MEOIUMb /3AMPUMYEA-
mu, 8iOKAA0amu, 360aIKamu

—delay in delivery — 3a0epoicka 6 nocmaexe / 3ampumxa 6 nocma-
Yammi

13) costs — 3aTpatkl, pacxo/ibl, U3/ICPIKKH / BUTPATH,
— costs of production — uzdepacku npouzsoocmea / umpamu 6u-
POOHUYMEA

14) to restrict — orpaHUUMBaTh /0OMEKyBaTH

— to restrict trade — oepanuuueamv mopzoeno / 0omedNcysamu
mopeieio

restriction — orpaHu4YeHUE / OOMEIKEHHS

— import restrictions — UMROPMHbIE 0SPAHUYEHUS / OOMENCEHHS HA
imMnopm

— to impose restrictions on imports — 6600UMb OZPAHUYEHUSL UM-
nopma / 6600umu 0OMe’ceHHsL Ha IMnopm

15) extent — pa3mep, cTenens, Mepa /po3mip, CTyIiHb, Mipa

— to a certain extent B W3BECTHOM Mepe / TEBHOIO MIpOIO; B
npeaenax / B Mexkax

— to a great extent B 0OJBILION Mepe /BEIMKOIO MipOIO

— to the extent of... m0 pa3MepoB.../ 10 pO3MipiB

16) factor of production — mpow3BoACTBeHHBIH (hakTOp, (hakTop
MIPOU3BOICTBA /BUPOOHUUNH (haKTOp, PaKTOp BUPOOHUIITBA

17) substitute — 3amerneHue, 3aMeHa / 3aMillleHHs, 3aMiHa

substitution — 3aMeHUTENb, CYOCTHTYT / 3aMiHHUK, CYOCTHTYT

— substitution of capital for labour — 3amewenue xanumaia
mpyoom / 3amiujenHs Kanimaiy npayero

18) labour — intensive good — Tpymaoemkue TOBapsl / TPYHAOMICT-
Ki TOBapu

ACTIVE VOCABULARY (Text B)

19) to generate — BBINIOJIHSTH, CO3/IaBaTh, IPOU3BOIUTH BBI3bIBATH /
BHKOHYBATH, CTBOPIOBATH, BUPOOJISTH, BUKITHKATH
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20) to take advantage of smth — Bocmosie30BaThcst 9eM-1100 / CKO-
PHCTATHCh YUMOCH
to estimate — OLIEHUBATh, HCUKUCIIATE / OLIIHIOBATH, OOYMCIIIOBATH

21) nominal — HOMUHaJILHBIN, HAPUTATESILHBINA, OCHOBHOMW / HOMi-
HaIbLHUN, OCHOBHHM

— nominal capital — ocnosnotl, ycmasHnou kanumain / 0CHO8HULL
cmamymHutl kaniman

22) PPP — purchasing power parity — mapureT NMOKyIMaTelbHOM
CITOCOOHOCTH / TTAPUTET KYMiBEIHHOI CIIPOMOIKHOCTI

23) gross world product (GWP) — BanoBs1ii MEpOBOH TPOAYKT / Ba-
JIOBHIA CBITOBHH MPOIYKT

24) market — pbIHOK /pUHOK

— single €MHBIN PBIHOK / €IMHUH PUHOK
— domestic | market BHYTpeHHUH PBIHOK / BHYTPIIIHIN PUHOK
— foreign BHEITHUY PBHIHOK / 30BHINTHIN PHHOK

25) to enact legislation — BBOAWTH B 3aKOH, MOCTaHOBJISTH,
MPUHUMATH 3aKOH / BBOJUTH B 3aKOH, TOCTAHOBIISATH

26) to apply — npuMeHSTB (cs1) / 3aCTOCOBYBATH, PACIIPOCTPAHSITh
(cs1) / pO3NOBCIOKYBATH, OTHOCHUTH (Cs1) / CTOCYBATHCS, 00paIiaThes /
3BEpTATHCS

27) to maintain policy — IpOBOAUTE MONHUTHKY / TPOBOAUTH IO-
JITUKY, 00ECIIeUnBaTh, MOJIJICPKUBATH /3a0e311eUyBaTH, MiATPUMYBATH

28) to devise — mpumyMbIBaTh, H300pETaTh, pa3padaThIBaTh / MPHU-
JlyMyBaTH, BUHAXOKyBaTH, PO3pOOIATH

29) trade | delegation — ToproBas aeneramus /
TOPTOBEJTbHA JIETCTallis
mission — TOProBasi MUCCHsI / TOPTrOBEJIbHA MiCist
representation — TOProBoe MpPeACTaBUTEIBCTBO /
TOPTOBEJIbHE MPEICTABHUIITBO

30) to implement commitments — BBITOJIHATE 00sI3aTEILCTBA /
BUKOHYBaTH 3000B’I3aHHSI
ACTIVE VOCABULARY (Text C)

31) to administer — ynpaBisiTh, pyKOBOAMTE / yIPABISTH, KEPYBATH
32) to negotiate — BECTH IIEPETOBOPHI / BECTH IIEPETOBOPH



— to negotiate a price — 06cyscoamv, 00208apuUBAMbCs 0 yeue //
0062080p108aMU, OOMOGIAMUCS NPO YIHY

— to negotiate a contract — 3aKkm0uUMb 002080p / YKIAdamu yeooy

— to negotiate membership — obcyxcoams, 00208apu8amsvcsi o
ynencmee / 062080prO8aMU, OOMOBIAMUCI NPO UJLEHCBO

negotiations — meperoBopkl, 00CykIeHUe / IeperoBopu, 00roBo-
peHHS

33) flexibility — rmOKOCTb, 3ACTHYHOCTH MPHUCIIOCOOIIEMOCTH/
THYYKICTh, €1aCTHYHICTh, IPUCTOCOBYBAHICTh

34) dispute settlement — yperynupoBaHue cropa / BperyrOBaHHS
cropy

— to settle disputes — ype2ynuposame, pewams cnopol / 6pe2yibo-
gysamu, supiutysamu cnopu

35) trading system — cucTemMa TOPTOBJIH / CHCTeMa TOPTiBIIi

36) implement — BEITOTHSTE, IPUBOANUTE B HCIIOJTHEHHUE / BUKOHY-
BaTH

— to implement commitments — 8bInOIHAMb 00A3AMENLCMEA/BUKO-
Hysamu 30008 "A3aHHS.

Syn.: to fulfil

37) to come into force — BCTyIHUTh B CHUTY /HaOpaTH YHHHOCTI

COMPREHENSION QUESTIONS

Text A

1. What is international trade?

2. What factors influence international trade system?

3. What is the main difference between international and domestic
trade?

Text B

4. How can countries reduce trade barriers?

5. What are the advantages of such economic unions as the Euro-
pean Union?

Text C
6. What is the main objective of WTO?
7. What are the main decision-making bodies in WTO?
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Ex. 1. Memorize the following definitions.

Gross domestic products — the annual total value of goods pro-
duced and services provided by a country;

Domestic trade/home trade — trade between buyers and sellers in
the same country;

Tariff — an amount that must be paid when particular goods are
imported into a country or when they are exported;

Factor of production — one of the elements that contributes to the
production of goods. These elements are usually listed as land, labour
and capital;

Import — an item, a service, an idea or a person that is brought into
one country from another;

Export — an item, a service or a person that is sent from one coun-
try to another to be sold.

Substitute — something that is used instead of something else;

Labour-intensive goods — the goods for which production a lot of
people are needed to do the work;

Free trade — a system which allows certain countries to buy and
sell goods from each other without any financial restrictions such as
taxes;

Visible exports/ Visible imports — trade in goods such as food,
raw materials and manufactured goods;

Invisible exports/ Invisible imports — trade in services such as
banking, insurance and tourism.

Balance of payments — difference between the payments it makes
to other countries for imports and the payments it receives from other
countries for exports;

Exchange rate — the amount of another country’s currency that
you get in exchange of your country’s unit of currency;

Protectionism — the policy some countries have of helping their
own industries by putting a large tax on imported goods;

Custom duty (duties) — taxes that people pay for importing and
exporting goods;

Quota (quotas) — an official limit on the minimum or maximum
number of goods or services that is allowed;

Ex. 2. Give English equivalents to the following words or phras-
es. Make your own sentences with them.

A. Ukrainian

1. OOMmiH karmitaniom; 2. 3HaYHUI/a CTymiHb/9acTKa. 3. TpaHCcHaIi-
OHainbHAa KoMmmaHis; 4. Baxnuswmii; 5. Baxxnusuii haktop ass po3BuT-
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Ky rio0Oamizarii; 6. [loBeninka cTopin; 7. Bumaratu 10AaTKOBUX BH-
TpaT; 8. Uepes 3aTpuMKy Ha KopAoHi; 9. 3akoHoaBya cucrema; 10. Bu-
pobumdi dakropu; 11. Poboua cuma/TpymoBi pecypen; 12. Y MeHIIIOMY
cryneni; 13. lupoko BukopucroByBaru; 14. TpynomicTki ToBapw; 15.
Ckopucrarucs; 16. [Tpubnuzno; 17. €nuauii puHok; 18. €auna cucre-
Ma 3aKOHiB, 110 Jli€ y BCiX KpaiHax — ujeHax €Bpomnelickkoro Coro3y;
19. CkacyBaHHs macriopTHOTo KOHTpOu0; 20. 3iiicHIOBaTH 3arainbHy/
ennHy nonituky; 21. IOpuoudana ocoba; 22. BaximBa mera; 23. Ype-
T'YJIIOBaHHSI TOPTOBENbHUX criopiB; 24. [Iporpamu HaBuanHs; 25. Bu-
muid KepiBHUI opraH; 26. [HTenekTyanbHa BIacHICTh; 27. BukoHnanHs
3000B’3aHb.

B. Russian

1. OOMmeH kanurtaioM; 2. 3HaUUTENIbHAS cTeneHb/nous. 3. TpaHc-
HallMOHaJbHAsl KommaHus; 4. Baxusiii; 5. Baxublid dakrop ans pas-
BuTHs rinobanuzanuy; 6. [loBenenue cropon; 7. TpeGoBarh TOTOTHH-
TeITBHBIX 3aTpart; 8. M3-3a 3amepikek Ha rpaHuIle; 9. 3akoHogaTeIbHAS
cucrema; 10. [IpousBojcrBennbie paktopsr; 11. Pabouas cuma/tpyno-
Bble pecypcsl; 12. B Mensbell crenenn; 13. [llupoko ucronb30BaTh;
14. Tpynoemkue ToBapsr; 15. Bocionb3oBarbes; 16. [IpubimsurenbHo;
17. Enunblii peiHoK; 18. Equnas cucrema 3aKk0HOB, KOTOpast ACHCTBYyET
BO BCEX CTpaHax — wieHax coro3a; 19. OTMeHa macrnopTHOTO0 KOHTPO-
Jist; 20. OcyiecTBIATh 001IYy0/euHy 0 nonuTuky; 21. FOpuanyeckoe
nuno. 22. Baxnas nens; 23. YperyaupoBaHHe TOPTOBBIX CIIOPOB; 24.
[Iporpammer o0yuenwus; 25. Beicimii pykoBosiuii opras; 26. MaTen-
JIeKTyaabHast COOCTBEHHOCTH; 27. BhINOTHEHNE 0053aTEIIECTB.

Ex. 3. Find synonyms to the following words and word-combina-
tions in the texts:

1. International trade; 2. Home trade; 3. A considerable share; 4.
To be important; 5. A nation; 6. Human resources; 7. Economic alli-
ances; 8. To be set up; 9. To fulfil commitments; 10. Overriding task /
goal; 11. A major influence/ effect.

Ex. 4. Match the words and word-combinations to their defini-
tions.

1. import restrictions |a) the amount of money that a person and
organization or a country has to pay to buy
goods and services;

2. nominal capital  |b) the whole group of people who work for a
living;
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3. economic union

c¢) the amount of money that a company is
allowed to raize from the issue of shares;

4. domestic market

d) the total amount of money involved in
operating the business;

5. labour ¢) an agreement between nations to have free
trade and movement of workers and capital;

6. costs f) an organization that represents it’s country’s
companies, firms and enterprises in an other
country;

7. tariff g) the market which exits within a particular

country;

8. purchasing power

h) a tax that a government collects on goods
coming into a country;

9. trade delegation

1) regulations that control the import of goods
or currencies from other countries;

10. free trade

j) products available to anyone willing to buy;

Ex. 5. Match the words to make collocations and make up your
own sentences with them.

1. domestic
2. legal

3. additional
4. factors
5. trade

6. member
7. free

8. intellectual

9. nominal

10. labour-intensive

a) of production
b) states

) property

d) capital

e) costs

) market

g) barriers

h) movement

i) goods

j) system

Ex. 6. Complete the sentences with a noun made from the verbs
in brackets. Translate the sentences.

1. Any country’s government wants to protect its own manufactur-
ers by imposing import (restrict).

2. Another (regulate) is that importers must pay import duty on the

goods imported.

3. One country may have an advantage over others in (produce) of
certain goods or services.
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4. By reducing trade barriers countries can take advantage of eco-
nomic (specialize).

5. They have created new rules for dispute (settle).

6. Countries agreed not to show trading (discriminate) towards
each other.

7. The greatest tariff (reduce) were achieved in 1967.

8. The (differ) between a country’s total earrings and its total ex-
penditure is called its balance of (pay).

Ex. 7. Use the terms in the box to complete the paragraph.

frree trade protectionism tariffs customs duties quotas imports
exports exchange rates

The WTO was set up in 1995 to encourage free trade in the glob-
al marketplace. It is therefore designed to resist
No new barriers to trade can be set up, and governments cannot set
new or or increase ones that al-
ready exist as these are really taxes that prevent .

Similarly the WTO opposes the use of since these
limit the amount of coming into a country. This may
protect a country’s industry in the short term, but if its trading partners
reply with similar measures, then will suffer. The
WTO governs trade in many products and raw materials, but the world
of finance is largely outside of its scope, therefore it has no control
over

Ex. 8. Circle the terms below which encourage the movement of
goods across borders.
favourable exchange rates customs duties WTO tariffs
import quotas protectionism free trade agreements

Ex. 9. Match each headword on the left with a set of examples
on the right.
a imports 1. taxes, tariffs, quotas on imported goods
b free trade 2. wheat, oil, tobacco being brought into the country
¢ domestic market 3. no taxes, restrictions or quotas on imports
d exports 4. rice, chocolate, wool being sent abroad
e open market 5. customers in the same country
f exchange rates 6. products available to anyone willing to buy

7

g protectionism . £1.00 = $2.50
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Ex. 10. Chose the best alternative to complete the sentence.
1. Many countries, such as the United Kingdom and New Zealand,

are........ dependent on international trade.

a. favourably b. heavily c. perfectly d. grossly

2. The fact that labour costs are lower in other countries........... us
at a tremendous disadvantage.

a. makes b. does c. puts d. sells

3. If a country has a ........ currency, importers and exporters may
have to keep changing the prices of their goods.

a. swimming b. flying c. flowing d. floating

4. Some countries try to be........... in certain commodities so that
they are not dependent on imports.

a. economic  b. sufficient c. self-sufficient d. self-financing

5. It’s better to start exporting on a small............ and then, ex-
pand if things go well.

a. measure b. measurement c. scale d. rate

6. The government has imposed protective tariffs to stop the..........
of cheap imports which threatened to destroy domestic industries.

a. rain b. famine c. flood d. storm

7. Some manufacturers were accused of.......... , In other words
selling goods abroad at a lower price than they were sold domestically.

a. dumping b. revaluing c. flooding d. devaluation

8. Many goods coming here are subject customs duty.

a. for b. to c.of d. with

9. She looked at the.......to check where the goods were produced.
a. certificate of origin  b. test certificate c. postmark
d. trademark

Ex. 11. Match the beginning of each sentence on the left with
the end of the sentence on the right. Translate them into your mother
tongue.

1. For some countries raw a. in order to make imported

materials. .. goods more expensive compared
to the domestic products.

2. A tariff may be imposed... b. the negotiations have helped
to liberalized trade.
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3. All countries have regulations... | c. discriminate between their
trading partners.

4. WTO is a place where member |d. the most obvious means of
governments go to try to sort out... | encouraging trade.

5. Imported and locally produced |e. are major imports

goods...
6. Lowering trade barriers is one | f. about standards for products.
of..

7. Under the WTO agreements g. come from foreign lands.
countries cannot...

8. A country can change its h. the trade problems they face
commitments... with each other.

9. A lot of products we consume... |i. but only after negotiating with
its trade partners.

10. Where countries have faced j. should be treated equally.
trade barriers and wanted them
lowered...

Ex. 12. Translate the following sentences into English.

A. Ukrainian

1. 3a ocTtaHHI POKHM YacTKa iIMIOPTY B HAPOAHOMY T'OCIIOAAPCTBI
HaIoi KpaiHy 3HAYHO 301JIBIINIIACE.

2. 3a3Buyail Tapudu Ha IMIOPT € JOCUTH BUCOKUMH, i II€ JO3BO-
JISI€ BITYU3HSIHUM BUPOOHUKAM JIETKO KOHKYPYBATH 3 IMIOPTHOIO TIPO-
JYKITER.

3. €auHU €BpONeHCHKUI PUHOK 3pyHHYBaB €eKOHOMIYHI KOPJIO-
HU y €Bporni Ta 301IbIINB KOHKYPEHLIIIO, 10 IPUBEJIO O HOJTIMIICHHS
SIKOCTI ¥ 3HM)KEHHS I1iH Ha TOBapH Ta TIOCTYTH.

B. Russian

4. Banossiii BHyTpeHHuii npoaykt (BBII) Esponeiickoro Coro3a
(EC) mocTosiHHO yBEeTTMYHBaETCSl.

5. DKOHOMHCTHI OOBIYHO HICTIONB3YIOT TEPMHH «TII00ATH3AI B
OTHOULICHUH MEXKAYHAPOJIHON MHTErpallii Ha PhIHKaX TOBApPOB, Kallu-
Tana u paboyei CUIBL.

Ex. 13. Oral presentation.

Prepare yourself to talk for one or two minutes about any institu-
tion, organization or bank that operates within the framework of Euro-
pean Union.
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INTERNATIONAL FAIRS
AND EXHIBITIONS.
INTERNATIONAL CHAMBER
OF COMMERCE (ICC)

Text A

Fairs and Exhibitions

A fair is a gathering of people to display or trade produce or other
goods. It is normally of the essence of a fair that it is temporary; some
last only an afternoon while others may ten weeks. Activities at fairs
vary widely. Some trade fairs are important regular business events
where either products are traded between businesspeople, as at the
Frankfurt Book Fair, where publishers sell book rights in other mar-
kets to other publishers, or where products are showcased to largely
consumer attendees, as for example in agricultural districts where they
present opportunities to display and demonstrate the latest machinery
on the market to farmers.

Fairs are also known by many different names around the world,
such as agricultural show, exhibition or state fair, market and show.
Flea markets and auto shows are sometimes incorporated into a fair.

The fair is an ancient tradition, and many communities have long
had dedicated fairgrounds; others hold them in a variety of public plac-
es, including streets and town squares, or even in large private gardens.

An exhibition, in the most general sense, is an organized presenta-
tion and display of a selection of items. In practice, exhibitions usu-
ally occur within museums, galleries and exhibition halls, and World’s
Fairs.

Exhibitions may be permanent displays or temporary, but in com-
mon usage, “exhibitions” are considered temporary and usually sched-
uled to open and close on specific dates. While many exhibitions are
shown in just one venue, some exhibitions are shown in multiple loca-
tions, such exhibitions are called travelling exhibitions.

Though exhibitions are common events, the concept of an exhibi-
tion is quite wide and encompasses many variables. Exhibitions range
from an extraordinarily large event such as a World’s Fair exposition
to small one-artist solo shows or a display of just one item. Writers
and editors are sometimes needed to write text, labels and accompany-
ing printed material such as catalogues and books. Architects, exhibi-
tion designers, graphic designers and other designers may be needed o
shape the exhibition space and give form to the editorial content.
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Exhibitions may occur in series or periodically. There are tradition-
al fairs and exhibitions that are held annually, for example the Leipzig
fair that is organized twice a year — in spring and in autumn in Germa-
ny. Also, there are specialized exhibitions organized on and off to show
the achievements in this or that field of national economy.

Commercial exhibitions, generally called trade fairs, trade shows
or expos, are usually organized so that organizations in a specific in-
terest or industry can showcase and demonstrate their latest products,
service, study activities of rivals and examine recent trends and oppor-
tunities. Some trade fairs are open to the public, while others can only
be attended by company representatives (members of the trade) and
members of the press.

In the commercial world exhibitions play an important role. They
are an ideal place of advertising what exhibitors have for sale, so they
always attract attention of businessmen and many potential buyers. At
different stands and stalls stand-attendants not only explain what is
exhibited but also can sell some goods and exhibits to visitors, thus
promoting their goods, produce or service.

So foreign trade associations of Ukraine never lose a chance to
exhibit theirs products at international fairs and exhibitions. They help
to promote our goods to new markets and launch new products in the
markets already developed.

A great deal of profitable business is done at commercial centers
at the exhibitions: new contracts are made, new transactions are con-
cluded, new orders are placed and new markets are established.

Many national and international fairs and exhibitions devoted
to scientific achievements and new technologies are held in various
Ukrainian cities every year to help our companies, associations and en-
terprises establish new contacts and promote cooperation in different
fields of national economy.

This work goes after exhibitions as well: enquiries are sent out for
the goods required and offers are made for the product that new con-
tacts are interested in.

Text B
World’s Fair
Expo. History
World’s Fair, World Fair, Universal Exposition, and Expo are

names given to various large public exhibitions held in different parts
of the world.
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The first Expo was held in The Crystal Palace in Hyde Park, Lon-
don in 1851 under the title “Great Exhibition of the Works of Industry
of All Nations”. “The Great Exhibition”, as it is often called, was an
idea of Prince Albert, Queen Victoria’s husband, and was the first inter-
national exhibition of manufactured products.

It was the first in a series of World’s Fair exhibitions of culture and
industry that were to become a popular 19"-century feature. It was at-
tended by numerous notable figures of the time, including Charles Dar-
win, members of the Orleanist Royal Family and the writers-Charlotte
Bronte, Lewis Carroll, and George Eliot

The Crystal Palace is the symbol of First Expo. The Crystal Palace
was a cast-iron and glass building originally erected in Hyde Park to
house the Great Exhibition of 1851. More than 14,000 exhibitors from
around the world gathered in the Palace to display examples of the lat-
est technology developed in the Industrial Revolution.

In modern times, the Great Exhibition has become a symbol of the
Victorian Age, and its thick catalogue illustrated with steel engravings
is a primary source for High Victorian design. As such, it influenced
the development of several aspects of society including art and design
education, international trade and relations, and even tourism. Also, it
was the precedent for the many international exhibitions, later called
“World’s Fairs”, which were subsequently held to the present day.

Expo 2010

Expo 2010 was held in the city of Shanghai, China, from May 1 to
October 31, 2010. It was a World Expo in the tradition of international
fairs and expositions. The theme of the exposition was “Better City —
Better Life” and signified Shanghai’s new status in the 21* century as
the “next great world city”.

More than 190 countries and more than 50 international organiza-
tions have registered to participate in the Shanghai World Expo. China
received almost 100 foreign leaders and millions of people from across
the world to come and visit the World Expo.

After winning the bid to host the Expo in 2002, Shanghai began a
monumental task to reshape the city.

— Six new subway lines were opened between 2008 and 2010. Four
thousand brand new taxis were added in the month preceding Expo
2010 opening. The city night lights were once again improved.

— The expo site was crowded with national pavilions, sculpture
gardens, shops, and a sports arena and performing arts centre which
was shaped like a flying saucer.
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The World EXPO has provided an unparalleled opportunity for the
tourism industry. During the Spring Festival, Shanghai received 2.79
million tourists.

Expo 2010 pavilions included both theme pavilions and national
pavilions. 189 of the world’s 196 nations were represented at Expo
2010, either in stand-alone pavilions or within larger pavilions. The
three largest national pavilions were the China Pavilion, the Africa Pa-
vilion, and the Pacific Pavilion, respectively.

Ukrainian pavilion impressed visitors by decorations of red, black
and white on the wall that looked like eight trigrams but actually were
symbols originating from ancient cultures of local tribes. Exhibitions in
the pavilion followed the theme of “From Ancient to Modern City” and
displayed the development of Ukraine from its agricultural time to the
modern culture and architectures of the future.

Notes to text B.

1. manufactured products — MpOMBIIIIIEHHBIE TOBAPHI / IPOMHUCIIO-
Bi TOBapu

2. notable figures — u3BecTHBIC AesATENN / BIIOMI Iistui

3. to gather — cobuparts (cs1) / 30uparucs

4. engravings — TpaBUpOBKa / TpaBipyBaHHS

5. to participate — NMpUHAMATh yYacTHHE, Y4acTBOBaTh / OpaTu
y4acTb

6. to be crowed with smb/smth — nmepenonHenHbIi yeM-TO0 /
[IEPENOBHEHUI YHUMOCh

7. unparalleled opportunity — GecripumMepHEHasi BO3MOKHOCTH /
HeOyBaja MOXKJIUBICTb

8. to impress visitors — NpU3BECTH BIICYATICHUE HA MTOCETUTEIIEH /
Bpa3HUTH Bi/BiyBaviB

TERMS TO REMEMBER
exhibition a competitor
commercial exhibition an exhibitor
specialized exhibition an enquiry
trade fair an offer
agricultural show an order
a produce to be on display
a trend
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ACTIVE VOCABULARY (Text A)

1) fair — spmapka / spmMapox

annual fair — esceco0Has sipmapra / WopiuHull apmapox
trade fair — mopeosas sspmapka / mopeogenvHuil IPMapox
— Exhibiting at a trade fair is a good form of publicity.

2) to exhibit — BBICTaBIATH, IKCIIOHUPOBATH / BUCTABIISTH, EKCITO-
HyBaTH
Syn. to demonstrate; to show, display

3) an exhibit — skcmoHaT / eKCITOHAT
exhibitor — sxcnonenm / ekcnonenm

4) exhibition — BeICTaBKa / BUCTaBKa
— Join us on our stand at the local industry exhibition.

5) to display — moka3bIBaTh, BEICTABIISATH Ha TIOKA3, POSIBIISATH / TIO-
Ka3yBaTH, BUCTABJIATH Ha MOKa3, BUSBIISATH

to be on display — 6bimb 6bicmagieHHbLIM HA NOKA3 / eKCHOHY8AMUCS

a display — nokas, evicmagka /noxkas, 6ucmaska

— The goods were displayed in the stop window.

— The text will be displayed on screen.

6) to produce — MPOU3BOANTH, BBIPA0ATHIBATH, JABATh POIYKIIUIO,
W3TOTaBJIMBATh / BUPOOIIATH, IaBaTH MPOIYKIIi0, BATOTOBJISTH

a produce — npodykyus; ¢/x npooyKmul / npoOyKyis, c/e npooykmu

— To sell produce directly from the firm.

7) to trade — ToproBath, 0OMEHHBATH /TOPTYBaTH, OOMIHIOBATHCS

to trade in something — mopeosams uem-1ub0 / mopayeamu dum-
HebyO0b

to trade with somebody — mopeosams ¢ Kem-1ub0/ mopeysamu 3
KUM-HeOyOb

— The company trades in man-made textiles

Syn. To deal in

8) to showcase — BBICTaBIIATh HAa BUTPUHE, HA CTCHIC / BUCTABJIA-
TH Ha BITPUHI, CTEHI

9) a visitor — moceTUTeNs / BiABiTyBad
Syn. — attendee

10) to incorporate — 00ObeTUHATH(CS), BKIIIOYATh, IPUCOCTUHSATS /
00’ equyBaTH(Cs), BKIIOYATH, IPHEAHYBATH
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11) item — ToBap, MpeAMET, ACTallb, DJIEMEHT, WU3JICNINE; MYHKT,
MO3UIINS, CTAThs (IKCIIOPTA UITK UMIIOPTA) / TOBAP, TPEJAMET, CIICMEHT,
BHPi0; MyHKT, MO3UIIis, CTATTS (€KCIOPTY M IMIIOPTY)

12) to schedule — cocraBusiTh pacnucanue; BKIIOYaTh, BHOCUTH B
rpaduK / CKIagaTH po3KiIajl; BKIIOYATH; 3aHOCUTH Y Tpadik

a schedule — pacnucanue, epagux / pos3xnao, epagix

— A factory visit is included on the schedule

13) to encompass — 3akJt04aTh B cede, KacaTbes / MICTHTH, CTOCY-
BaTHUCS

14) to vary — MEHATbCSA, MU3MEHATHCSA, OTIMYAThCs, Pa3HUTHCA,
PACXOUTHCS / MIHSITHUCS, 3MIHIOBATUCS, BIIPI3HATHUCS, PO3XOIUTUCS

various — pasiudMsll, PA3Hblil, PA3HOOOPA3HLIN (OMAUUHBIL OM
Opyeoeo)/ pisnuil, pisHomaHimuuil (8i0MinHULl 610 THUWO20)

variable — uzmenuugvlll, nepemeHuUBLIU, HENOCHOAHHYIL,
Heycmouuusslil / MiHAUGUL, HeNOCMILIHUL, HeCIIUKUll

15) to accompany — COIPOBOXIaTh, COIYTCTBOBATh / CYIPOBO-
JOKYBaTH

16) printed material — neuaTHbIN MaTepual / IpyKapChKUi MaTepiai
Syn. — printed matter

17) to design — MpOEKTUPOBATH, KOHCTPYHPOBATH / IPOCKTYBATH,
KOHCTPYIOBATH

a design — koHcmpyKyusl/ KOHCMpPYKYis

a designer — npoekKmuposuuK, KOHCMpPYKmMop / npoexmy6aibHUK,
KOHCMPYKMOP

— Environmental issues will have an important effect on future car
design.

18) to shape — odopmisiTe, co3maBaTh; BBIpaXKaThb CIOBaMH /
o(opMIIATH, CTBOPIOBATH; BUCIIOBIIOBATH

a shape — ¢hopma, ouepmanue, 6uo, obpasey, mooenv/ popma, 06-
puc, 8ud, 3pazok, Mooensb

19) to hold an exhibition — MpoBOANTH BHICTABKY/TPOBOAUTH BU-
CTaBKY
to organize an exhibition — opraHu30BBIBATH BHICTABKY /
to arrange OpTaHi30ByBaTH BUCTABKY

20) industry — IPOMBIIIJIEHHOCTh; OTpacib MPOMBIIIJICHHOCTH /
MPOMUCIIOBICTB; TAJTy3b IPOMHUCIOBOCTI
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— The computer industry needs more people with advanced techni-
cal skills.
Syn. field, branch, sector

21) competitor — KOHKYPEHT, CONIEPHHUK / KOHKYPEHT, CYyIIEPHUK

Syn. rival

— Competitors in the book trade did their best to undercut each
other’s prices.

22) stand-attendant — CTEHAMCT / CTEHAUCT

23) chance — BO3MOXKHOCTB, IIaHC, YAOOHBIA ciydail / MOXKIIH-
BICTb, IIIAHC, HATOJIA

to lose a chance — ynycmumo cuyyail (603M0ACHOCIY)/ ynycmumu
HA200y (MONCIUBICTD)

24) to promote — cHocoOCTBOBaTh, COJACHCTBOBATH, MOOLIPATH,
BHEJIPSITH, IPOJIBUTATH (C MOMOIIBIO PEKIIaMbl) / COPUSATH, 320X04UyBa-
TH, BIIPOB/DKYBATH, TIPOCYBATH (32 JOTIOMOTO0 PEKIIaMH)

— To promote goods onto the foreign market

25) to launch — myckath B X011, HAUMHATH, 3aITyCKaTh, BHITYCKATh /
MYCKATH B XiJl, TOYNHATH, 3aITyCKATH, BUITYCKATH

— They spent thousands launching their new line of lipstick.

— We have just launched a publicity campaign.

26) to develop — pa3BuBarb, pa3pabaTeiBaTh, 0OCBaUBaTh / PO3BHBA-
TH, PO3POOJISITH, OCBOIOBATU
— To develop new markets

27) a transaction — cyienka / yroaa

to make

to sign a transaction — 3aKmoyums cOeKy / yKiacmu yeooy
to conclude

Syn. a deal; a contract

28) to establish — ycranaBmmBarh, yd4pexnaTh, OCHOBEHIBATH,
OTKpBIBAaTh / BCTAHOBIIIOBATH, 3aCHOBYBATH, BiJKPUBATH

to establish a new market — ycmanosums HO8bIL PLIHOK / 3ACHY8A-
mu HOBUU PUHOK

29) an order — 3aka3 / 3aMOBJICHHS
to place an order with the company — pazmecmums 3aKa3 8 KOMna-
HUWY/ POZMICIUMU 3AMOG/IEHHSL

30) an enquiry — 3ampoc / 3armur
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to send an enquiry for the goods — omnpasums 3anpoc na mosap/
Haodiciamu 3anum Ha moeap

31) an offer — npeanoxenue, opepra / mporo3uiis
To make an offer — coenams npeonosicenue / 3podumu nPono3UYiro

COMPREHENSION QUESTIONS

Text A

1. For what purpose are fairs and exhibitions arranged?

2. At what places are fairs and exhibitions usually held?

3. What kinds of fairs and exhibitions are described in text A?

4. How long may fairs and exhibitions last?

5. How do activities at fairs and exhibitions vary?

6. Why do exhibitions play an important role in the commercial
d

Text B

1. When and where was Expo 2010 held?

2. What was the motto of the exposition?

3. How many countries and international organizations participat-
ed in the World Expo?

4. What was the task of the city of Shanghai after it won the bid to
host Expo 2010?

5. At what sites were countries’ participants of Expo2010 repre-
sented?

Ex. 1. Memorize the following definitions.

Exhibition — a collection of objects that are shown to the public;
an event when such objects are shown.

Produce — commodities produced by agricultural industry.

Exhibitor — a person or a company that displays goods or
services at an exhibition.

Industry — an organized activity in which money and work
are used to produce goods and services to sell.

Competitor — a person or a company that offers the same or

better goods and services as another company and
therefore competes for the same customers.

Potential buyer — possible or prospective buyer.
To promote — to advertize goods/products in order to increase
the demand for them.
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To launch —

Transaction —
deal.
To win a bid —

to introduce a new product, an idea, a campaign.
the act of doing business or carrying out a business

to obtain or achieve an order from the company

to whom you want to sell your goods, services or

idea.

Ex. 2. Give English equivalents to the following word-combina-
tions and phrases. Make your own sentences using them

A. Russian

B. Ukrainian

1. [loka3biBaTh (BBICTABIATH) HA
BBICTaBKE

1. [okazyBaTu (BUCTABIIATH) HA
BHCTABIII

2. HpeI[OCTaBJ'IiITL BO3MOXKXHOCTb

2. HamaBatu MOKIIUBICTE

3. CoBpeMeHHOE 00pa3oBaHUE

3. CygacHe o0naTHaHHS

4. bromMHBIA PHIHOK

4. bnommHMI pUHOK

5. BricTaBka (T10Ka3) OTOOpaHHBIX
U3JIeIuil

5. Bucraska (mmokas) aibpanux
BUPOOiB

6. [locrostHHAS MM BpEMEHHAS
SKCTIO3HIIHS

6. ITocTiiiHa 4 THMYacoBa
€KCIO3ULIIS

7. 1eMOHCTpUpPOBaTh B pa3HbIX
MecTax

7. JleMOHCTpPYBaTH B Pi3HUX
MICIISIX

8. [IpoBOJIUTH BBICTABKY €KETrOJAHO

8. IIpoBOIMTH BUCTABKY LIOPIUYHO

9. Cnenmain3upoBaHHAs BHICTABKA|

9. CrientiastizoBana BUCTaBKa

10. OTpacip HauMOHAIBHOU

10. T'amy3p HaIioHaIBHOT

9KOHOMUKH €KOHOMIKH
11. U3yuuTh 1eaTenbHOCTh 11. BuBuaru IistnbHICTE
KOHKYpPEHTOB KOHKYPEHTIB

12. UccrenoBaTh HOBEHIIINE
(mocneaHue) TEHACHITTH

12. HocnimKyBaTu HaRHOBIMI
(ocTaHH1) TCHACHIIIT

13. [IpencraButenu KOMIAHUH

13. TlpecraBHUKY KOMIIaHIH

14. IloTeHIMaNIbHBII NOKYAaTEIb

14. TloTeHIITHAN TTOKYTIEIh

15. IlponBurats (pekIaMUpOBaTh)
TOBap

15. IIpocyBaTu (pexnamyBaTH)
TOBap

16. YycTUTHh BO3MOKHOCTh

16. TIporycTUTH MOXKIJIUBICTh

17. BHeapsTh TOBap Ha
MEXIYHAPOIHOM PBIHKE

17. IIpocyBatu TOBap Ha
MDKHAPOJIHUN PUHOK

18. Beirogaele caenku

18. BurinHi yroam

19. Pa3memiath 3aKa3

19. Po3MinryBaty 3aMOBJICHHS
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A. Russian B. Ukrainian
20. 3aki04arh CACIKU 20. YknagaTt yroau
21. Pa3BuBats cotpyaanyectBo B |21. PozBuBaty criiBpoOITHUIITBO
Pa3INYHBIX OTPACIISIX YKOHOMUKH | B PI3HUX TaTy3sX EKOHOMIKH
22. OTchUIaTh 3a0POCHI 22. Hancunaru 3anutu
23. HoBble nmapTHEPHI 23. HoBi naptHepu
24. Bolparonyecs/u3BeCTHbIE 24. BupatHi/Bigomi aisdi
JesITeNn
25. Pa3BuTHE HEKOTOPHIX chep 25. Po3BuTOK neBHUX chep
00IIIeCTBEeHHOM KU3HU CYCITIJIBHOTO YKHUTTS
26. Tema (J1eBU3) BBICTABKH 26. Tema (J1eBi3) BUCTaBKH
27. 3aperucTpupoBaTh (3asiBUTH 0) | 27. 3apeecTpyBaTH (3asBUTH
y4acTue pO) y4acThb
28. Orpomuas (Bceoowemiionas) |28. BemudesHe (BCCOCSIKHE)
3ajaua 3aBJIaHHS
29. IlpousBectu BrieuatiaeHnue Ha |29. CipaBUTH Bpa)KeHHS Ha
oceTUTeINeH BiJBiyBauiB

Ex. 3. Find synonyms to the following words and phrases in the
texts.

1) to display; 2) a produce; 3) exposition; 4) to hold an exhibition;
5) from time to time; 6) industry; 7) exhibitor; 8) prospective customer;
9) opportunity; 10) to establish a new market; 11) to make a deal; 12)
exhibitions of produced items; 13) recent event; 14) to participate in the
fair; 15) up-to-date technology; 16) to demonstrate the latest products)
17) Activities of rivals.

Ex. 4. Match the words and expressions to their definitions.

1) trade fair a) goods or services that are put forward to be
accepted by a potential buyer.
2) a produce b) a person or company that displays goods

and services at an exhibition or fair.
3) printed material |c) to buy or sell something

4) a design d) to put something where people can see it;
show or to exhibit something

5) a competitor ¢) a big exhibition where manufacturers and
sellers of similar products show their goods

6) an exhibitor f) commodities produced by agricultural
industry
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7) to trade in

g) a public event or show of industrial
products or technology

8) to display

h) information produced in a printed form such
as leaflets, brochures, etc

9) an exposition

1) someone whose job is to help customers or
people who visit an exhibition

10) a bid

j) a building or tent at an exhibition or show

11) to showcase

k) a chance to do something or a situation in
which it is easy to do something

12) a stand-attendant

1) a person or a company that offers the same
goods or services as another company

13) an opportunity

m) something that happens especially
something that involves people

14) a pavilion

n) a plan, drawing or model used to decide
how something will look or work

15) an event

0) to show something in a way that attracts
attention and emphasizes the goods qualities

Ex. 5. Match the words to make collocations and make your own

sentences with them.

1. trade in

2. agricultural
3. a selection of
4. commercial
5. potential

6. to showcase
7. to conclude
8. national

9. to win

10. to impress

a) the latest products
b) buyers

¢) a transaction

d) visitors

e) items

f) fair

g) goods or services
h) centre

i) show

j)abid

Ex. 6. This is an extract from a letter giving information about
a business exhibition. Fill in each blank by using a word or phrase
from the list below. Use each item once only.
emphasis enclosed map company details complimentary tickets
enter great pleasure comprehensive range conveniently situated
field look forward ideal opportunity  in-depth discussion

speakers up to date

new feature series of lectures
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Wehavel.................... in enclosing two 2. ............... for this
year’s Business Scene Exhibition.

As your business grows it is important to keep 3. ...................
with the latest developments. With over 400 exhibitors this year the

Exhibition is bigger and better than ever. Thisis the 4. ................ to
seeas................ of the latest products, services and publications.
AG6............... of the Exhibition this year is a 7. ........ccccccen.... on

international trade and investment. Distinguished 8. ..................
from around the world will give their views on the changes taking
place. Special 9.................... will be given to the ever-increasing
role of the new technologies especially in the 10. ..................... of
international communications.

At the end of each lecture there will be opportunities for

| 5 of the issues raised.

As you will see from the 12............cccceeveeneen. , the Exhibition takes
place at a venue 13....................only a few minutes’ walk from the
station.

The Exhibition is open from 10 a.m. to 6 p.m. on 1%, 2" and 3™
May.
Simply 14...oooveieiieiienen. your names and 15...........c...c........ on
the badges provided and bring your tickets to the business show of the
year!

Wel6................. to seeing you there.

Ex. 7. Form derivatives of the given verbs using suffix -tion and
translate them into your native language:

to exhibit, to demonstrate to expose; to inform, to explain, to or-
ganize, to examine, to associate, to promote, to produce, to transact, to
cooperate, to select.

Ex. 8. Complete the sentences with an appropriate part of speech
firom the words in brackets. Translate the sentences.

1. Ukraine stands for (develop) of trade with all countries.

2. Exhibitions show the country’s great (achieve) in science, in-
dustry, agricultural and other fields of (nation) economy.

3. Ukraine was one of the main (participate) in the World’s Fair.

4. Our new products were widely (advertize) at this exhibition.

5. The visitors were greatly (impress) by the machines shown in
the Ukrainian pavilion.

6. At the (exhibit) of British (agriculture) machinery our repre-
sentative got interested in a new model of tractor.
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7. Many countries and foreign trade (associate) take part in the
fairs and exhibitions.

8. A lot of business contacts are (establish) at international fairs
and exhibitions.

9. The Crystal Palace was considered not only an (architecture)
marvel but also an (engineer) triumph.

10. (Differ) governments have gained international experience in
(participate) in fairs and exhibitions.

Ex. 9. Paraphrase the words and word combinations given in the
bold type.

1. The fairs and exhibitions do a lot to promote trade.

2. One of the biggest international exhibitions was held in
Ukraine.

3. They showed the progress that Ukrainian chemical industry
and science have made for the last few years.

4. Foreign firms were interested in introducing their goods to new
markets.

5. The exhibition influenced the development of several aspects
of society.

6. “Exhibit” is a word that generally refers to a single item being
exhibited within an exhibition.

7. At the exhibitions the participants demonstrate their latest
products and services and examine recent trends and opportunities.

Ex. 10. Suggest approprmte notions to the given definitions.

1) a notice or message in a newspaper, or on a poster offering or
asking for a product or service.

2) the shape, form or characteristics of something made, built or
manufactured.

3) a request to make, supply or deliver goods.

4) one of the planned activities; an organized occasion;

5) commodities produced by an agricultural industry.

6) a movement to a certain direction; a tendency.

7) to put something where people can see it; to show or exhibit
something.

8) an organized activity in which money (capital) and work (la-
bour) are used to produce goods or services to sell.

9) information produced in a printed from like books, leaflets, cata-
logues, etc.

10) a written request asking for information about catalogues, price
lists, etc. for the goods you want to buy.
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Ex. 11. Translate the following sentences into English.

A. Ukrainian

1. BucraBku — I1e BaXKJIMBHUH 3axij y IIJIOBOMY CBITi, Jie Ipofa-
FOTBCSL UM JICMOHCTPYIOTHCSI HOBI TOBApH, IPOAYKTH YU TTOCTYTH.

2. Ha BucraBkax 4u sipMapKax y4aCHHKH HE TUIbKUA BUCTABIISAIOThH
CBOI HOBITHI TOBapH, aje i JOCTiHKYIOTh JisIIbHICTh CBOTX KOHKYPEH-
TiB.

3. SIkuio Bu OakaeTe MO3HAHOMUTHUCS 13 CYYaCHUMH TEHACHIIIMHU
Ta MOYKTMBOCTSIMH B Tiil UM iHIIH raty3i, BaM HEoOXiaHO OpaTH y9IacTh
y BHCTaBKax.

4. SlpMmapku Ta BUCTaBKH 3HAYHOIO MipOIO BILUTMBAIOTH HA PO3BU-
TOK Pi3HHX c(ep CYCIUILCTBA, BKIIOYAIOYH OCBITY, TPOMHUCIOBICTD,
MDKHApPOJIHY TOPTIBIIIO 1 HABITH TYPHU3M.

5. Ha BucraBkax Ta sspMapKkax yKJIaJarOTh 0araTto BUTIIHUX yTOI.

B. Russian

6. E>xeromHo mpOBOMSTCS MEXKIYHAPOIHBIC BBICTABKH, IMOCBSI-
IICHHBIC HAYYHBIM JIOCTH)KEHHUSIM U HOBBIM TEXHOIIOTHSIM.

7. BBICTaBKH — HCATbHBIN CIOCOO IS PEKITAMBI M POIBIIKCHHUS
TOBApOB HAa HOBBIC PbLIHKH.

8. BbICTaBKH MOMOTalOT KOMIAHUAM, 00bETUHEHUAM, TIPEATIPHUS-
THUSIM U OM3HECMEHAM yCTAaHABIUBATH HOBBIC CBSI3U M BBIITYCKATh CBOIO
HOBYIO MPOJYKLHUIO HAa PHIHKH.

9. bonee 190 crpan u 50 MexIyHapOIHBIX OpraHU3AIMNA 3aperu-
ctpupoBanuch s yuactus B OKCIIO-2010 B [lanxae.

10. MHOTHE YYaCTHUKY BHICTABKH HE YITyCKAIOT BO3MOKHOCTH 3a-
KIIFOYUTH HOBBIC KOHTPAKTBI U PaA3MCCTUTDH 3aKa3bl HA TOBApPhbI, B KOTO-
PBIX HY>XJ1a€TCsl UX HAPOJHOE XO3SIICTBO.

Ex. 12. Read the text about International Chamber of Commerce.
Choose the best sentence from below to fill the blanks.

The International Chamber of Commerce

ICC is the world business organization, a representative body that
speaks with authority on behalf of enterprises from all sectors in every
part of the world.

The fundamental mission of ICC is to promote international trade
and investment across frontiers and help business corporations meet the
challenges and opportunities of globalization. (1...) The small group of
far-sighted business leaders who founded ICC called themselves “the
merchants of peace”
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ICC has three main activities, rule setting, arbitration, and policy.
Because its member companies and associations are themselves en-
gaged in international business, ICC has unrivalled authority in making
rules that govern the conduct of business across borders. (2...)

ICC also provides essential services, foremost among them the
ICC International Court of Arbitration, the world’s leading arbitral in-
stitution. (3...)

Business leaders and experts drawn from the ICC membership
establish the business stance on broad issues of trade and investment
policy as well as on vital technical and sectoral subjects. (4...) ICC en-
joys a close working relationship with the United Nations and other
intergovernmental organizations, including the World Trade Organiza-
tion, the G20 and the GS.

ICC was founded in 1919. (5...) National committees work with
their members to address the concerns of business in their countries and
convey to their governments the business views formulated by ICC.

A. Today it groups hundreds of thousands of member compa-
nies and associations from over 120 countries.

B. These include financial services, information technologies,
telecommunications, marketing ethics, the environment, transpor-
tation competition law and intellectual property, among others.

C. Although these rules are voluntary, they are observed in
countless thousands of transactions every day and have become
part of the fabric of international trade.

D. Its conviction that trade is a powerful force for peace and
prosperity dates from the organization’s origins early in the 20th
century.

E. Another service is the World Chambers Federation, ICC’s
worldwide network of chambers of commerce, fostering interac-
tion and exchange of chamber best practice.

Ex. 13. Work with a partner. Use information in the text to ask
questions about:

* Main tasks of ICC

* Main activities of ICC

» Services that ICC provides

» Cooperation with other international organizations
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Ex. 14. Oral presentation.

Prepare yourself to talk for one or two minutes about any special-
ized or general exhibition that is held / was held in your country or in
any city of your country.
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CROSS-CULTURAL COMMUNICATION
IN INTERNATIONAL BUSINESS

Text

Barriers to cross-cultural communication

CULTURE

In today’s business world it is both useful and necessary to be
aware of intercultural differences. The first step in learning to commu-
nicate with people of other cultures is to become aware of what culture
means.

Culture can be defined as “the way of life”, or the system of com-
mon attitudes, symbols, values, beliefs, and norms of behaviour. Cul-
ture is a rigid system, highly resistant to change and is built on a foun-
dation of the following elements:

language, values and attitudes, religion, law, society, norms,
knowledge.

The various components of culture are interrelated and shared,
common to many individuals. Culture is manifested in traditions, cus-
toms, institutions, ways of thinking, and language.

English is the main language in the United States, Great Britain,
Canada, South Africa, Australia, New Zealand. It is the language of
business in the Netherlands, the Caribbean, India, and Japan. Keep in
mind that all these cultures are different odd that even the English lan-
guage used in each of these countries is different.

Misunderstandings are especially likely to occur between the peo-
ple of different cultures because of the following “barriers” to com-
munication:

— stereotypes

— time concepts

— Space concepts

—body language

— etiquette standards

— translation problems

STEREOTYPES

All cultures have stereotypes or preformed ideas about other cul-
tures. These stereotypes generalize the main characteristics of a group
of people and can get in the way of communication when people in-
teract on the basis of the imaginary, generalized picture and not on
reality.
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The stereotypical American, for example, is a straight-forward,
get-to-the-point, aggressive-in-business person for whom “time is
money.” On the other hand, the American in everyday life is perceived
as easygoing, loud, friendly, and smiling.

It should be stressed that one must not jump to conclusions based
on such stereotypes. All individuals are different, and stereotypes,
though true to some extent, are often exaggerated and generalized.

TIME

Different perceptions of time can also lead to misunderstanding.

American straightforwardness, for instance, leads Americans to
make strict schedules, appointments, and arrangements whereas in
Ukraine delays in meeting visitors and in responding to correspon-
dence are not uncommon. However, a Ukrainian partner who is late
for an appointment will probably then spend more time with you than
originally scheduled. The same nonchalant attitude toward time can be
found in Mexico. We can say that there exist two perceptions of time
in Ukraine or in Mexico: the time on the clock and “Ukrainian time” or
“Mexican time” — that is, “when I get there.”

The Japanese, knowing that North Americans are impatient, use
time to their advantage in negotiations. Perhaps they think: “You
Americans have one terrible weakness. If we make you wait long
enough, you will agree to do anything.”

SPACE

Space operates as a language as much as time does.

In different cultures the “personal space” or “body bubble” (that
is, the personal territory or the distance between people in communica-
tion) varies.

When a Ukrainian is conducting a business conversation with
an American or a Canadian, he (she) should keep in mind that North
Americans stand about five feet apart. For an Englishman, the space
will be larger, while an Arab or Latin American will find this distance
uncomfortable and so will move closer. This action does not mean they
are pushy or aloof, and we should not react negatively to it.

By observing the behaviour of others, we can gain some idea of
their concepts of personal territory, which can assist us in our own at-
tempts to communicate.

BODY LANGUAGE
Another non-verbal factor in international communication that
springs from cultural background is body language.
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The familiar American symbol for “OK” means “zero” in France
and “money” in Japan. In Latin America, it is sign of vulgarity. The
familiar V (victory) sign will be an obscene, insulting sign in most of
Europe, especially in Great Britain (unless the palm of the hand faces
the receiver of the message).

In Saudi Arabia and Thailand, communication breakdowns may
result if you sit with your legs crossed with the sole of your shoe vis-
ible. 1t is considered to be the dirtiest part of your whole being.

In Ukraine, as well as in Europe or North America, we “read” each
other through eye contact. Avoiding eye contact can be regarded as
evasive or dishonest. But in many parts of Latin America and Africa,
keeping your eyes lowered is a sign of respect.

ETIQUETTE

Social behaviours and manners are important factors in commu-
nication. Here are some examples of the etiquette for communicating
more effectively when conducting international business.

* In Spain, let a handshake last five to seven strokes; pulling away
too soon may be interpreted as a sign of rejection. In France, however,
the preferred handshake is a single stroke. In Ukraine, the length of
the stroke depends on the feelings you want to express: a short casual
stroke is good for business and the longer the handshake, the warm-
er the welcome. In Canada, a weak, “fishy” handshake is disliked. A
strong, firm handshake is most desirable.

* Never give a gift of liquor in Arab countries.

* In England, never stick pens or other objects in your front suit
pocket. Doing so is considered gauche.

* In Pakistan, remember the Moslems pray five times a day, so
don’t be surprised when, in the midst of negotiations, your partners
excuse themselves and conduct prayers.

* In Africa and in India, people may distrust you and avoid doing
business with you if you get strictly to business. Africans need plenty
of time to get to know their future partners and are suspicious of those
who are in a hurry.

* In Arab countries, never turn down food or drink; it’s an insult
to refuse hospitality. But don’t be too quick to accept, cither. A ritual
refusal (“I, don’t want to put you to any trouble™) is expected before
you finally accept.

* In India, an invitation (“Come anytime”) can be considered an
official invitation, and you don’t need to wait for another, more format
one. Being reluctant to make an unexpected visit might insult the hosts.
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* Stress the longevity of your company when dealing with Ger-
mans, Dutch, and Swiss; if possible, print the founding date on your
business card.

TRANSLATION PROBLEMS

Often, words in one language do not have an equivalent meaning in
other languages, and the concepts the words describe are often different
as well. When the meaning of a word is not agreed on in advance, later
misunderstanding is a strong possibility.

For example: In Ukraine, the name of a painting is “Doky sontse
zijde rosa ochi vyist.” which is a famous Ukrainian proverb meaning,
“Dew will make your eyes sore if you wait too long for the sunrise.”
When the picture was taken to an art gallery in Japan, the name in Japa-
nese translation became, “When a new day is born, the sun rays give
birth to a blind baby.”

In reading and responding to foreign-origin documents written in
English, a Ukrainian business person needs to realize that differences
exist in vocabulary. Success in international communication will be
achieved partly through willingness to investigate and understand the
differences and to use words and expressions relevant to the country
involved. For example, in writing to someone in Britain you should use
the British variant of the word, but in communication with American
partners, use the American variant.

Notes to text B.

1) get-to-the-point — oTHOCSIIMIACS K €Ny / TOMH, IO CTOCYETHCS
CIIpaBU

2) aggressive in business — HACTOWYMBBIN, HATIOPHUCTHIN B OU3HECE /
HaIlOJICTIUBUI

3) personal space — JIMYHOE MPOCTPAHCTBO / OCOOUCTUI TIPOCTIP

4) pushy — HamOPHCTHIA, YHEPTUYHBIN / HATIOJCTIIMBHUHA, CHEPTiH-
HUN

5) non-verbal factor — HeBepOanmbHBIN (QakTOp / HeBepOAIbHUI
(haxTop

6) sing of vulgarity — nmpu3HaK HEBOCIUTAHHOCTH, IpybocTh /
03HaKa HEBUXOBAHOCTI, TPy0OCTI

7) to sit with one’s legs crossed — cuneTh, ONOKUB HOTY Ha HOTY /
CHJITH, IOKJIABIIA HOTY Ha HOTY

8) the sole of one’s shoe — mogomBa GOTHHKA / ITiIOITBA YePEBUKA

9) evasive or dishonest — HEUCKpEHHHH VI HEYECTHBIN / HEITH-
puii 200 HeueCcHU
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TERMS TO REMEMBER

communication law
culture concept
attitude stereotype
religion etiquette
society behaviour

ACTIVE VOCABULARY

1) to be aware of — OBITE OCBETOMIICHHBIM O YeM-TTH00, 0CO3HABATH,
MOHUMATh / OyTH 00i3HAHUM, PO3YMITH

— Let’s just say that we are aware of the problem and that we are
trying to do something.

2) to resist — CONMPOTUBIIATHCS, TPOTUBOCTOSTh, BO3/ICPKUBATHCS OT
4ero-a1do0 / IPOTHCTOSTH, YCBIIOMITIOBATH, YTPUMYBATHUCS BiJl 4OTOCh

3) resistant — CTOMKHI, MPOYHBIH (3. — HE MOLAAIOLIHICS YeMy-J1. ) /
CTIAKWH, MIITHAA (TYT — TAKWH 110 HE TiIIA€THCS YOMYCh)

4) foundation — ocHoBaHHWe, 0a3za, OCHOBa, 0Oa3WC, WCXOIHBIN
MYHKT / OCHOBA, 0a3a, 0a3uc, BUXIIHUHN TyHKT

5) to manifest — menaTh OYCBUIAHBIM, TOKA3bIBATh, MPOSBIATH,
CIIyKHTb JIOKa3aTeIbCTBOM / POOUTH OYSBUIHUM, IBHUM; IOKA3yBaTH;
BUSIBIISITH; OyTH JIOKa30M;

6) concept — TOHSITHE, HJiesl, 00Iee PeACTaBICHIE, KOHIICTIIHS /
MOHSTTS, 1/1es1, 3arajibHe YSBJICHHS, KOHIICIIIIS;

7) to perform — dopMHupoBaTH 3apaHee, OMPENCIATH 3apaHee,
MpeonpeIesaTh / POPMYBATH 3a3aJIeTi b, BUSBIISATH HATIEPE/l, BU3HA-
4yatu

8) to get in the way — BcTaTh Ha MyTH (BMEIIATHCSA), IIOMEIIATH,
3aTPyIHUTD / BCTATH Ha JI0pPO3i, (BTPYTUTHCS), IEPEIIKOANUTH, yCKIIa -
HHUTHU

9) to perceive — MOHUMAaTh, OCO3HABATh, MOCTUTATh, PA3ITUYATh,
OIIYIIaTh, YyBCTBOBATH / PO3YMITH, YCBIIOMITIOBaTH, OCSTATH, PO3pi3-
HSITH, BiT4yBaTH

10) to jump to conclusions — genaTk MoCHEIIHbIE 3aKIUYEHHs / PO-
OWTH TIOCITINITHI BHCHOBKHU

11) to imagine — BooOpakaTb, NPEACTaBIATH ceOe, NPeAroaraTh,
JyMath, OJIaraTh / ySBIISATH, IPUITYCKAaTH, TyMaTH
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imaginary — 60006pasicaemulil, MHUMDbIL, HepedaibHblll / YSIBHUN, He-
peanbHui
— They couldn’t imagine how they would do it.

12) straight-forward — npsiMoii; 4ecTHBII, OTKPOBEHHBIH / MPAMUH,
YeCHUH, BiABEPTHIA

— a straight-forward explanation

Syn. simple, honest

13) to exaggerate — MpeyBEININBATE; YBEIIMUNBATD, PACIITUPSITH /
nepediTbITyBaTH, 301TBITYBATH, PO3IIUPIOBATH

14) to schedule — cocraBmsATh CHHCOK, BHOCHUTH B KaTaJor,
COCTaBJISTh paclUCaHKe, BKIIIOYaTh B rpaduK, IIaHUPOBATh / CKJIa1aTH
CIIMCOK, BHOCUTH JIO0 KaTaJIOTy, CKJIaJIaTH PO3KJIAJ], BKIFOYATH JIO Ipa-
(ika, TuTaHyBaTH

Syn. to plan

15) a schedule — karayor, onucek; pacnucanue, rpaduK; Mporpam-
Ma, KaJeHAAPHBINA TUIaH / KaTauor, omnuc, po3kia, rpadik, mporpama,
KaJleHJAapHUH Tu1aH

— a production schedule

— The train arrived on schedule

Syn. list, plan

16) to respond — oTBeuarh, JieaaTh YTO-TO B OTBET, pEarupoBaTh,
OT3BIBAThCS HA YTO-THUOO / BiIOBIIaTH, POOUTH IIOCH Y BiAMIOBi b, pe-
aryBaTH, BiIKJIMKATHCS Ha II0-HEOYIh

— An official sent to respond to these criticisms sounded irritated
about the whole business.

Syn. to reply, to answer

17) to operate — neiicTBOBaTh, pabOTaTh, OKA3bIBaTh BIIMSHHE,
BO3/ICHCTBOBATH; MPUXO/UTH B IBUKCHHUE, JICHCTBHE / IIATH, IPALIOBA-
TH, BIUTUBATH, PyXaTHCS

— The light was not operating properly.

Syn. to work, to be in action

18) behaviour — moBeneHne, MOCTYNKH, MaHEpHl / TMOBENIHKA,
BUYMHKH, MaHEPH

— Some people believe that violence on TV can cause aggressive
behaviour in children.

Syn. manner, conduct

19) to gain an idea — moyry4uTH NpEACTABICHUE O YEM-JINOO / OTPH-
Martu ysBY Ipo I0-HeOYy b
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20) to spring — cKakaTb, MpbIraTh, EPENPHITUBATh, MOSBISTHCS,
BO3HMKATh, OBICTPO MEPEXOAUTHh B APYrO€ COCTOSHHE, MPOHCXOAMTH,
JaBaTh Hadalo / CKakaTH, IUIMraTH, CTPUOATH, NEPeIUINTyBaTH,
3’SIBJIATUCS, BHHUKATH, IIBUJIKO [TEPEXOUTH JIO THILIOTO CTaHy

21) obscene — HENPUCTOWHBIN, HEMPUIHYHBIN; / HETPUCTORHUIA

22) to insult — ockopOIATH, HAHOCUTH OCKOpPOIICHNE, OOMKATH / 00-
pa)xaTH, KpUBAUTH
— to insult smb. by word or act.

23) to be visible — OBITH BUIUMBIM; OBITH 3pUMBIM / OYTH BUTUMUM
— The lights are no longer visible.

24) to avoid — m30erath, CTOPOHHUTHLCS, YKIOHSTHCS / YHHKATH,
YXUJIATUCS

—She’s a good manager, because she never avoids dealing with the
problems of her staff-

25) etiquette — 3THKET, IpaBHUJIa MOBEJACHUS B OOILIECTBE, HOPMBI
YYTUBOCTH, TaKTa / €TUKET, MpaBWJIa TOBEIIHKHA, HOPMH YECHOCTI,
TaKTy

26) to interpret — TOJIKOBaTh, MHTEPIPETUPOBATH, UCTOJIKOBBIBATD,
OOBSICHSITh, TIEPEBOIUTH (YCTHO) / TIyMauuTH, IHTCPIPETYBATH, MOSC-
HIOBAaTH, IIEPEKJIANATH / YCHO

— We interpreted his silence as a refusal

27) reject — oTBepraTh, OTKIOHATH / BIAKMIATH, BIIMOBIIATH
— to reject an offer — omxnonams npednodicenue
— signal rejection — 3nax ompuyarus

28) casual — cmy4aiiHbIN, HEOpEXXHBIN (3. — OOBIYHBIN, 0OMXO.I-
HBIH) / BUITaIKOBHH, HEAOATNH (TYT — 3BUIANHIH, TTOBCSKICHHIIN)
— casual dress — nogceonegnas ooeaicoa

29) to distrust — He JOBEPATH, COMHEBATHCA, IOAO3PEBATE / HE H0-
BIpSITH, CyMHIBaTHCS, Ti/103PIOBATH

— to distrust one’s own eyes.

He distrusted those who were to friendly too quickly.

Ant. to trust

30) to turn down — oTKa3bIBaTh KOMY-JIN0O; OTBEpPraTh / BiAMOB-
JSITH KOMYCh

31) hospitality — rocrenpuuMcTBO, paayiive / TOCTHHHICTh, IPH-
BITHICTh
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32) to refuse — 0TKa3bIBaTh, OTBEPraTh; OTKA3BIBATHCS / BiIMOBIIS-
TH, BIIMOBJISITHCS
Syn. to dectine; to reject, to deny; to turn down

33) reluctant — genmaronuii 9YT0-JIMO0 C HEOXOTOH; COMPOTUBIISIO-
IIUICS 4eMy-JIH00 / TOH, XTO pOOHUTH OYy/Ib 1110 3 HeOaKaHHSIM, YHHHUTh
OTIip YOMYCh

— He seems reluctant to join us

34) longevity — goniras *Ku3Hb, JOITOJIETHE, TOITOBEYHOCTD (311, —
TIePHO]T CYIIIECTBOBAHUE KOMITAHWS ) / IOBT'€ KUTTS, JOBTOJIITTSI, JOBTO-
BIYHICTB (TYT — MEepioj] iCHyBaHHS KOMIIaHii)

35) to investigate — pacciiesioBath, THIATEIBHO PACCMATPUBATH,
MOJyYaTh CBEJICHHS, UCCIICI0BATh, N3yUaTh / PO3CIITyBaTH, PO3TIIsAAa-
TH CTapaHHO, OTPUMYBATH [laHi, TOCIIKYBATH

— We can assure you that your complaint will be fully and properly
investigated.

Syn. to look into to study

36) relevant — yMeCTHBIH, OTHOCSAIIMIACS K JeNTy / TOPSUHUH, TOH,
0 CTOCYETHCS JIO CIIPaBU
— to have all the relevant documents

COMPREHENSION QUESTIONS

1. What is the first step in learning to communicate with people of
the other countries?

2. How can you define a term “culture”?

3. Why do misunderstandings occur between the people of differ-
ent cultures?

4. What stereotype of an American exist in other cultures?

5. How difference in perception of time lead to the misunder-
standing in business?

6. What non-verbal factors in international business communica-
tion are considered to be important?

7. Why should you keep in mind the idea of your business part-
ners concepts of personal territory?

8. How can the concept of social behaviours and manners help in
conducting international business?

Ex. 1. Memorize the following definitions.
concept someone’s idea of how smth is, or should be, done
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behaviour way of behaving, manners (good or bad) the treatment
shown towards others

etiquette rules for formal behaviour among people or in a class of
society or in profession

interpret  to show or explain the meaning of smth; to act as
interpreter

longevity  long life

investigate to try to find out the truth about smth such as a crime,
an accident or a scientific problem or any other problem

hospitality friendly and generous reception and entertainment of
guests, esp. in one’s own home

perception process, act, by which we become aware of changes or
happenings

to respond to answer someone, especially someone who has
criticized you or disagreed with you

schedule list or statement of details, esp. of times for doing
things; programme or timetable for work

straight —  honest; without avoiding anything; easy to understand

forward or do

Ex. 2. Give English equivalents to the following word-combina-
tions and phrases. Make your own sentences using them.

1) ObITh OCBEOMJICHHBIM O YeM-JIH00; 2) MEKKYJIBTYPHBIC OTHO-
meHus; 3) IeHHOCTH; 4) OCHOBA; 5) MPOYHEIH; 6) IPOSBIATLCS; 7) TIpe-
JOMpEaesaTh; §) Aenarh MOCIHELUIHOE 3aKiIoYeHue; 9) MmpeacTaBisaTh
cebe; 10) oTkpoBeHHBIN yenoBek; 11) cocraBisaTh pacnucanue; 12)
MPOU3BOACTBEHHAs TIporpamma; 13) oTBeTHTh Ha Bompoc; 14) arpec-
CUBHOE MOBezicHNe; 15) cocTaBuTh 4eTKuit (cTporuii) rpaduk; 16) Bo-
oOpaskaemasi cutyanus; 17) OTKIOHATH Mpeioxkenne; 18) BocripuHu-
MaTh KaK BECeJoro, J0OPOAYIIHOro yesioBeka; 19) muuHoe mpocTpaH-
cTBO; 20) BO BpeMs eperoBopos; 21) OTHOCUTHCS MOJ03PUTENBHO; 23)
KEJIaHWE U3YUYUTh U IIOHATH Pa3JIndusl.

Ex. 3. Find synonyms to the following words and phrases in the texts.

1) to know; 2) an idea; 3)to show clearly; 4) unreal; 5) produc-
tion plan; 6) to reply to correspondence; 7) good manners; 8) to reject
exported goods; 9) to look into the matter; 10) the meeting is planned
for tomorrow; 11) to manage two factories; 12) everyday clothes; 13)
an honest person; 14) the meaning of the words described; 15) to hold
a business talk.
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Ex. 4. Match the words and expressions to their definitions.

1) concept all the rules established for regulating the
behaviour of members of a community or
country.

2) schedule honest; easy to understand or do without
avoiding smth.

3) hospitality a system in a which people live together in
organized communities.

4) straight- believe in the existence a God or Gods esp.

forward in that they created the universe and human
beings.

5) body language |someone’s idea of how something is or should
be done.

6) perception a way of thinking about somebody or
something or behaving towards smb/smth.

7) attitude friendly and generous reception and
entertainment of guests.

8) religion non-verbal factor of communication; the
process of communication by the way one sits,
stands, moves, rather than by words.

9) law list of statement of details, esp. of times for
doing things; programme or timetable for work.

10) society process, act, by which we become aware of
changes or happenings.

Ex. 5. Complete the following sentences with an appropriate part
of speech from the words in brackets. Translate the sentences.

1. Ukraine has gained its (depend) and now is catching up with the
word of business.

2. Contraversies between different national groups may rock the
(found) of social and word life.

3. The secretary has a lot of (correspond) to deal with.

4. Misunderstandings and problems between (differ)countries may
occur because people assume that what is natural and appropriate for
them must be natural and appropriate to others.

5. After months and months of (negotiate) they have reached the
agreement.

6. The computer performs the whole (operate) in less than 3 seconds.

7. In fact most telephoned and telegraphed (communicate) have to
be confirmed in writing.
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8. The firm must overcome its (resist) to new technology.

9. Most of businessmen prefer (straightforward) in their business
dealings.

10. Business partners should sell all their (differ) in an amicable
way.

Ex. 6. Match the words to make collocations and make your own
sentences with them.

1. business a. clothes

2. straight-forward b. language

3. strict c. invitation

4. body d. person

5. social e. contact

6. eye f. space

7. official g. behaviour

8. foreign-origin h. conversation
9. casual i. schedule

10. personal j. documents

Ex. 7. Paraphrase the words and word combinations given in the
bold type.

1. Do not try to fix meetings during summer, as this is a common
vacation period.

2. This manner of conducting the talk should not be considered
dishonest.

3. Private life is kept separate from business.

4. In replying to documents written in English a Ukrainian busi-
ness person needs to realize that differences exist in vocabulary.

5. Economists are studying the causes of the recent financial crisis.

6. The Dutch do not ask personal questions and will reject to an-
swer considering them an intrusion on the privacy.

7. Americans value logic and expect people to speak clearly and in
a direct and sincere manner.

8. Most people who come to the USA may already know a few
things about the people through TV.

Ex. 8. Form all possible derivatives from the roof words below
and arrange them in the appropriate order, then translate them.

Culture, to differ, to communicate, to resist, to found, crime, to
know, to vary, to perceive, friend, to conclude, straightforward, to ap-
point, to arrange, to correspond, probable, origin, exist, to negotiate,
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weak, person, to converse, to behave, to comfort, to desire, to invite,
to refuse.

-al -ent/-ant -ence/-ance -tion/-sion -edge -ness
-ment  -ly -our -ous -able

Ex. 9. Suggest appropriate notions to the given definitions.

— The customs, arts, social institutions, etc. of a particular group
or nation.

— The system of sounds and words used by humans to express
their thoughts and feelings.

— A way of thinking about smb/smth or behaving towards smb/
smth.

— A particular system of faith and worship based on belief in the
existence of God or Gods.

— A fix idea, image, etc. that many people have of a particular
type of person or thing, but which is often not true in reality.

— Exchange of information, news, ideas, etc. with somebody.

— Looking directly at each other.

— The formal standards or rules of correct and polite behaviour in
society or among members of a profession.

— To have no confidence or believe in smb/smth; lack of trust;
suspicion.

— Long life.

Ex. 10. This is an extract about American culture and ways of
conducting business. Fill in each blank by using a word or phrase
from the list below. Use each item only once.

conduct business good taste attitudes
direct official language straightforward manner
friendliness face-to face meeting  punctuality
small talk conclusion oral agreement
casual clothes informality dress
The United States does not have an (1).......................... , but

English is spoken by about 82% of the population. America is a na-
tion of immigrants, people came from foreign countries bringing with

them their own tradition values, (2)......... and norms. Many people
already know a few things about Americans though TV, especially
about American (3).................... and (4)....ooooiiiiin . Visitors
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can often be surprised when Americans are so informal to the point
of being very (5)............... . In business communication Americans
are direct, they value logic and expect people to speak clearly and in a
() P . Americans may use telephone to (7)................. that
would require a (8)................... In most other countries.

Since concept of time and (9).............. are important for
Americans, be sure to arrive on time for meetings. Expect very lit-
tle (10).............. before getting down to business. It is common
to attempt to reach an (11)............... at the first meeting. At the
(12)eeeiiiiis Of the meeting there will be a summary of what was
decided. As to the dress code, it varies by geographic region, day of the
week and industry. Executives usually (13).............. formally. High
technology companies often wear (14).................. every day. For an
initial meeting, dressing conservatively is always in (15)................. .

Ex. 11. Read the extract about the Dutch business culture and
etiquette and mark the statements given below TRUE or FALSE.

Many Dutch are familiar with doing business with foreigners since
the Netherlands has a long history of international trade. If you want to
better understanding and avoid offence when dealing with the Dutch
businessmen you should bear in mind that they are reserved and formal
when dealing with foreign partners and prefer not to put their emotions
on display. Personal life is kept separate from business, so they do not
like to be asked personal questions and will refuse to answer should
their partner intrude on their privacy. The Dutch are hospitable, yet this
hospitability is reserved to family and friends.

In communicating with the Dutch one should keep in mind that
they do not like to touch one another and appreciate it when those
they do business with maintain the proper distance. The Dutch like
the handshake to be firm and swift and accompanied by a smile and
repetition of your name. They dislike the meetings to be scheduled
during summer as this common vacation period. Punctuality for meet-
ings is taken seriously being late for meetings may mark you as an
untrustworthy and unreliable person. The Dutch prefer to get down
to business quickly and engage in relatively little small talk. Maintain
direct eye contact while communicating with you Dutch partners. If
you want your negotiations to be a success do not attempt to deviate
from agenda.

A. The Dutch use exaggerated hand gestures or may even lose
their temper when negotiating with foreign partners.
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B. The Dutch see the family as the foundation of the social life
but they dislike to discuss personal matters even with their friends.

C. The Dutch are hospitable but seldom invite foreign part-
ners for dinner at home.

D. When communicating with business partners the Dutch
prefer a closer personal space.

E. Meetings may start with a great deal of delay and it is pos-
sible that no business will be discussed at the first meeting.

F. Meetings may appear relaxed and if there is an agenda it
may not be strictly followed.

Ex. 12. Prepare yourself to talk for two or three minutes on the
topics suggested below.

1. To get to know other cultures, you should first get to know your
own. In other cultures, a stereotype of a Ukrainian does exist. What do
you think it is?

2. What is your stereotype of an Englishman? A Japanese? An
Italian? How did you develop these ideas?

3. Give a stereotype of a representative of a nation. Your group-
mates will try to guess what nation it is.
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BUSINESS CORRESPONDENCE.
THE LAYOdT OF A BUSINESS
LETTER. WRITING ENQUIRIES

Text A

Business letter writing

We are living in a world of constant political and economic
change.

Many businesses nowadays rely on overseas markets and sup-
pliers, employ workers and managers from different countries, and
maintain plants and offices abroad. Such companies need to com-
municate effectively with people from diverse cultural and linguistic
backgrounds.

Our country is now catching up with the world of business by es-
tablishing and developing more business contacts.

University graduates who go into business will or even work for
multinational firms. In fact, the growing international business area
may require them to work abroad as part of the career process.

Letter writing is an essential part of business. Proper business let-
ter writing is very important for normal commercial activity. In spite
of telephone, telex and telegraphic communication and the increasing
personal contact in international trade the writing of letters continues,
in fact, most telephoned and telegraphed communications have to be
confirmed in writing.

The letter is often evidence of an arrangement or a contract
and must therefore be written with care. In reading and responding
to foreign-origin documents written in English a business person
needs to realize that differences exist in vocabulary. So every good
businessman should be competent in writing effective business let-
ters in English. It is in any case impossible to translate all business
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phrases literally as each language has its own characteristic idiom
or phrases.

The commercial correspondence in English has changed over
time. It has lost its bombastic and formal style, but nevertheless the
business letter differs in some respects from the personal letter. Be-
cause of the aim of the business letter is to secure the interest of the
reader and his co-operation, the letter should begin with the sentences
that will introduce the matter without undue delay, and polite forms
to help the introduction must not be too long. The letter should con-
tinue with the subject itself and all the necessary information or argu-
ments connected with it, but the wording must carry the reader along
smoothly. The letter should have a suitable ending — one that is not
long but makes the reader feel that his point of view is being consid-
ered. This is especially necessary when sellers are writing to buyers. It
is useful to remember that the subject of the routine business letters in
export-import trade lacks variety; business letters are always written
according to standard practice.

Therefore, first certain accepted standard phrases are in general use
and secondly “letter forms” or standard letters may be used: it facili-
tates the communication because the repetitive nature of many business
transactions and situations makes use of standard letters a time-saving
device.

However, whether one writes a special letter or makes use of a
standard letter, one should know the main parts of any business letter
and its layout.

The fully blocked layout is now the most widely used method of
display for all business documents. The style is considered to have a
businesslike appearance. Open punctuation is often used with the fully
blocked style. However some companies may prefer the indented style,
but whichever layout you use for your business documents, the most
important is consistency, i.e. ensuring all the documents are displayed
in the same format.
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Text B

The layout of the business letter

[
4 CHARLES P. STEVENSON WADE STEVENSON It ROBERT L. STEVENSON
: r Chairman of the Board President Treasurer
westman gxport corporation
lefterhead { EXPORTERS OF
cloth cutting psachines
General office & Factory Telex 91-9141 EMCO BUF
187 Washington Street Cable Address: EMCO
Buffalo, N.Y. 14203 US.A. Telephone: 716-856 2200
\
 fofer Your ref MV/rj 80
ences{ Our ref DL/sk 80/190-09
Mr Michel Vega
mcewers Diffumatex S.A. dﬂte{September 7 1991
Mcd 18 Rue St. Denis
address 75011 Paris
France
u’i‘%( Dear Mr Vega,
> We are pleased to advise you of our air parcel
post shipment of your order no. 80/190-09 for
Westman spare parts.
wHoF We are enclosing for your reference copies of our
leHer commercial invoices as well as a copy of the
certificate of mailing.
We trust this shipment will reach you promptly
and in good order.
closin on { Very truly yours,
signature {| Do, Stoiens
vlame{ Doreen Stevens (Ms)
position { Sales Manager
Enc: 3 Commercial invoices,
enclosure. 1 certificate of mailing
Parts of a business letter
Letterhead

Letterhead normally includes the company’s name and address, its
telephone numbers and telegraphic addresses, the type of business it is
engaged in, its telex code and in many cases the names of the directors.

49



It is becoming increasingly common for firms to print an emblem or
trade mark on their stationery.

Reference

The reference includes the initials of the writer and the typist, a file
or departmental reference may also be included. Normally the reference
is inserted on the line above the date.

Example
DH/FN

Date
The date should be always shown in full. In the UK it is usual to
show the date in the order day/month/year. No commas are used.

Example

14 June20

In some other countries the date is typed in the order month/day/
year

Example
June 1420

The month in the date should not be written in figures as they can
be confusing: for example, 11.01.02 means 11 January 2002 in the UK
but 1 November 2002 in the USA.

Inside address

The name and address of the recipient should be typed on separate
lines as it would appear on an envelope. Care should be taken to address
the recipient exactly as they sign their letters. For example, a person
signing as “June Mackenzie” should be addressed as such in the inside
address preceded with the courtesy title “Ms”. To address her as “Ms J.
Mackenzie” would be inappropriate.

Example

Ms June Mackenzie
Marketing Manager
Abacus College
Threeways House
George Street
Oxford OX1 2BJ
UK
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The name of the country should be always shown on the final line
when writing letters overseas.

If a letter is sent by airmail, this should be indicated one clear line
space above the inside address.

Example
AIRMAIL

Mr. Roland Ernst
General Manager
Actilingva Gmbh
Gloriettegasse 8
A-1130 Wien
Austria

Special markings

If a letter is confidential it is usual to include this as part of the in-
side address, one clear line space above it. This may be typed in capital
letters or in initial capitals with underline.

Example
CONFIDENTIAL

Mrs. Jane Morell
Development Director

636 Broadway, Surte 210
San Diego California 92101
USA

It should rarely be necessary to use an attention line in today’s
business communications where we almost always know the name of
the person we are writing to. As shown in the above examples, the name
of the recipient is included in the inside address, and a personalized
salutation will be used.

In the past, however, an attention line was used when the writer
simply wanted to ensure that the letter ended up on a certain person’s
desk, even though the letter was addressed to the company in general,
and always began with “Dear Sirs”.

Example

LAL Group
Possidonos Avenue
16675Glyfada
Greece
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FOR THE ATTENTION OF MR. PETER CASSALETTE,
SALES MANAGER

Dear Sirs

Salutation
If the recipient’s name has been used in the inside address, it is
usual to use personal salutation.

Example
Dear Mr Hofmann Dear Eric Dear Mrs Hamwee

If your letter is addressed generally to an organization, then the
more formal salutation “Dear Sirs” should be used. Note that in the
USA a letter to a company usually opens with Gentlemen, followed by
a colon, not Dear Sirs.

Example
Dear Sirs Gentlemen:
in the UK in the USA

If your letter is addressed to the head of a department or the head
of an organization whose name is not known, then it would be more ap-
propriate to use salutation as shown here.

Example
Dear Sir or Madam

Heading / Subject title

The heading gives a brief indication of the contents of the letter. It
is usually placed one clear line space after the salutation. Capital letters
are generally used, although initial capitals with an underline may be
used if preferred.

Example
Dear Mrs Jackson

IGF Conference Prague November 10-11 20...

Complimentary close

It is customary to end the letter in a polite way by using a com-
plimentary close. The two most common closes are “Yours faithfully”
(used only with Dear Sir/Sirs/Sir or Madam) and “Yours sincerely”
(used with personalized salutation). Note that Americans tend to close
even formal letters with Yours truly or Truly yours.
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Examples

Dear Sir
Dear Sirs Yours faithfully
Dear Madam
Dear Sir or Madam Gentlemen: Yours truly/Truly yours

Dear Mr. Leighton Yours sincerely
Dear Mrs. Jackson

Dear Melanie Best wishes
Dear John

Signature

After the complimentary close 4 or 5 clear spaces should be left
so that the letter can be signed. The name of the sender should then be
inserted in whatever style is preferred — capital letters, or initial capitals
only. The sender's position in the company or department should be
shown directly beneath his/her name. In these examples note that the
title «Mr.» is never shown when the writer is male. However, it is usual
to add a courtesy title for a female; this is shown in brackets after her
name.

Examples

Yours faithfully Yours sincerely
Ronald Jones Emma Ernst (Mrs)
Chairman General Manager

When a letter has to be signed on behalf of the sender, it is usual
to write “for” or “pp” in front of the sender’s printed name; “pp” is an
abbreviation for “per pro(curationem)”, which simply means “on behalf
of.

Example

Yours faithfully Yours faithfully

for Ronald Jones pp Jillette Ltd
Chairman Marketing Manager
Enclosures

There are many different methods of indicating that an enclosure
is being sent along with the letter and “Enc” or “End” at the foot of the
letter is the most common for indicating enclosures.
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Example

Yours sincerely
Hugo O’Donnel
Marketing Manager

Enc.

Copies

When a copy of a letter is to be sent to a third party (usually some-
one in the Sender’s organization) this may be indicated by typing “c.c.”
(carbon copy) or “Copy” followed by the name and designation of the
copy recipient. If there are two or more copy recipients, it is usual to
show these in alphabetical order.

Example

Copy Mr Paul Norman, General Manager
Mrs Susan Wright, Accountant

Ms Judy Slight, Company Secretary

If the writer does not wish the recipient of the letter to know that a
third person is receiving a copy of the letter, then “b.c.c.” (blind carbon
copy) is used. This should not be shown on the top of the letter, only on
the file copy and bec copy/ies.

Example
Bce Mr James Freeman, Sales Manager

POINTS TO REMEMBER

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

2. There are two styles of letter: blocked and indented. Both are ac-
ceptable, but the blocked style with open punctuation is most common.

3. Write both addresses in as much detail as possible in the correct
order.

4. Make sure you use the recipient’s correct title in the address and
salutation. If in doubt as to whether a woman is single or married, use
Ms.

5. Do not abbreviate dates. The use of figures instead of words for
dates create problems.

6. Choose the correct salutation and complimentary close. When
you begin with Dear Sir or Dear Sirs or Dear Madam or Dear Sir or
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Madam, end with Yours faithfully. But if you use a personal name in
the salutation, then close with Yours sincerely.

7. Make sure your references are correct.

8. Make sure your signature tells the reader what he/she needs to
know about you.

TERMS TO REMEMBER
Supplier open punctuation
Customer indented style
Seller layout of a letter
Buyer enquiry
subject of the letter price list
a standard letter quotation
blocked style confidential information
ACTIVE VOCABULARY

1) abuyer — nokynaresns / MOKymnemb

a regular buyer — nocmosnuwitl noxynamens / nOCmMidHU noxKy-
neyw

a prospective buyer — nomenyuanrbHoill ROKYNAmens, nNOmeHyiuHuLl
noKyneysb

We are regular buyers of home appliances.

syn. purchaser

2) aseller — mponaserr / mpogaBeIs
Both the Buyer and the Seller should agree on the price and the
terms before the contract is signed.

3) asupplier — HOCTABIIMK; POAABELL / TOCTAYAILHUK, IIPOIABEIb
We are looking for suppliers of cotton clothes.

a major supplier;

overseas supplier;

obtain smth from the supplier

4) a customer — KIMEHT, OKyNAaTelb, 3aKa34lK / KITI€HT, MOKY-
nelb, 3aMOBHUK

Our customers are not satisfied with the quality of the goods you
supplied.

5) to communicate to — cooOmaTh, epeaaBaTh / MOBITOMIISATH,
nepeiaBaT
to communicate with — cBs3bIBaTHCS / 3B’ 13yBaTUCS
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6) communication — cOOOIIEHKE; CBsI3b; CPEIACTBO COOOIICHUS /
CIIOJTYYICHHSI, 3B’ 130K, 3aCi0 CITOITyICHHS

to be in communication with — céa3amvcs U1 NEPEnUCLIBAMbCS C
Kem-1ub0 / 36 513y6amMuct 4u TUCHYEAMUCH 3 KUMOCH

7) formal style — opummansHbIi CTHITE / OPITIIHHAN CTHIID
8) informal style — HeopuIIMATHHBIN CTHIIH / HEODIMIHHWA CTHITH

9) wording — TexcT, GpopMynHpoBKa, peaakius / TEKCT, PopMy-
JIFOBAHHSI, PEIAKIIis

the wording of the letter — mexcm nucoma, pedaxyus nucoma /
meKcm aUcma, peoaxyis acma

to change the wording of smth — usmenums ghopmynuposxy (peoax-
yuro) ye2o-1bo / 3Minumu popmynosants (Peoaxyir) 402ocy

10) layout — mman, cxema, CTpyKTypa / IulaH, cxema, CTpyKTypa
a layout of a business letter — cxema / cmpykxmypa 0en08020
nucvma / cxema/cmpykmypa 0ino6o2o aucma

11) reference — cchutka / mOCHITaHHS
reference to — yxazauue Ha.../ NOCULAHHS HA...
to make a reference to... — ccoliamMbCs HA/MOCUNAMUCA HA...

12) recipient — mosryyaTeias/OTpUMyBayd
syn. receiver, addressee

13) confidential — koHUACHIHATIBHBIN, CEKPETHBIN / KOHDIACH-
LiHHUN, CEKPETHUH

strictly confidential — cmpoeo cexpemmno/ cmpoeo KoHgiOeHyians-
HO

confidential information — cexkpemnast unghopmayusi/ cekpemua in-
dopmayia

syn. secret

14) salutation — npuBeTcTBHE / IPUBITAHHS

“Dear Sirs” is the usual salutation in British business letters ad-
dressed to a company.

15) complimentary close — 3akiounTeNbHOE TTPUBETCTBHE / 3a-
KIIFOYHE BiTaHHS

16) sender (of the letter) — ornpaBuTesh NFICEMa/ BiJIPABHUK JINCTA

17) enclosure — npuiioxkeHue (K MucbkMy)/ OJATOK (JI0 JTUCTA)
If an enclosure accompanies the letter, this fact is indicated in the
text itself.
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18). enquiry (or inquiry) — 3ampoc / 3anut

letter of enquiry — nucbmennblil 3anpoc / NUCbMOBUL 3aNUm

to send an enquiry for goods — nocviiame 3anpoc na mosap/ Hao-
cunamu 3anum Ha mosap

syn. request (a letter of request)

19) catalogue — karayor / karaior

catalogue of the machines — kamanoe mawun / KAMAan02 Mawun

We are sending you our latest catalogue of the following ma-
chines...

20) price list — mpelicKkypaHT / mpelcKypaHT
The prices for the goods you require are indicated in the price list
sent to you.

21) sample — obpa3etr, poda / 3pa3ok
to be according to the sample — coomeemcmeosamo 0bpasyy / 6io-
nosioamu 3pasKy

22) pattern — oOpaselr, MOeIh, MabI0H, PUCYHOK, y30p / 3pa3ok,
MO/IeITh, IA0JIOH, MATIOHOK, Y30D, Bi3epyHOK

23) details — moapoOHOCTH, TeTaTH / MOAPOOHII, TeTai

further details — danvnetiwue (Oonornumensvuvie) noopobrocmu /
nooanvuti (000amro6i) noopoobuyi

detailed instructions — noopobuvie ykazanus (uncmpyxyuu) / Oe-
ManvbHi 8Kaziexu (iLcmpyxyii)

24) discount — ckujKa / 3HUKKA
at a discount — co cKUOKOU / 31 3HUNCKOIO
to make a discount — denamv CKUOKY / poOUmu 3HUNCKY

25) method of payment — crmoco0 1uratesxa /crocio miaTexy
26) delivery terms — CpOKH IMOCTaBKH / CTPOKH [TOCTABKH

27) publication — nevyaTHOe U3aHKE / IPyKApChKEe BUIAHHS
publications — neuaTHbIe MaTepHabl / APYKapChKi MaTepiain

28) to advise — coo0maTh, N3BEIATh, YBEIOMIIATE, HHPOPMHPO-
BaTh, COBETOBATH / IHPOPMYBATH, TIOBIJOMIISITH, PATUTH

29) to be interested in smth / doing smth — mHTepecoBartbcs,
3aMHTEPECOBATHCS U.-71. / MIKAaBUTHUCS, 3aIlIKaBUTHUCS U.-H.

30) to be of interest to smb. — npeCTaBIATh HHTEPEC IS K.-J1. /
CTaHOBHUTH iHTEpEC /IS K.-H.
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31) steamship
s.s., 8/s, S.S., S/S — mapoxox / maporuiaB

32) m.v., m/v, M.V., M/V — motor vessel — Terioxo / Terioxis
(Temioruian)

Questions to Text A

1. What styles can be used when writing business letters?

2. What information does the printed letterhead give about the
company?

3. Where do you write the date? Should you abbreviate dates?

4. What details do you have to know when writing the inside (re-
ceiver’s) address?

5. In what order should you write the inside address?

6. Why do you have to be careful when choosing the correct saluta-
tion and complimentary close?

7. Why is it advisable to type your name after your handwritten
signature and include your title?

8. Why are references quoted in the letter?

9. In what way do you indicate that you are sending with the letter
leaflets, etc.?

10. What will you write if the letter is intended only for the eyes of
the named recipient?

11. What does “c.c.” stand for? When do you write “b.c.c.”?

Ex. 1. Memorize the definitions of the following words and word
combination.

1. a customer — a person who buys smth from a shop, pays for a
service; a person or a company who orders smth from another company

2. discount — a reduction in the price of goods and services

3. payment — an amount of money that is paid for smth, when this
is the full amount or one of a number of payments

4. price — the amount of money for which a particular kind of
goods or services is bought or sold

5. supplier — a person or organization that provides necessary
goods or commodities

6. catalogue — generally quite a large publication that contains
a list of goods with prices and illustrations that can be bought from a
manufacturer or supplier.

7. enquiry — a letter of request sent by a potential buyer to a seller
asking for some information about the goods he wants to buy.
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8. a price list — a document containing information about prices
for goods in a particular order.

9. an offer (a quotation) — a statement by the Sellers usually in
written form expressing their wish to sell the goods.

10. sample — a single item or part of a whole product that can be
looked at to see what the quality of the product is like.

Ex. 2. Write out the following dates in three or four different
ways.
20.10.2011; 15.07.2009; 03.12.2012; 05.07.2010; 02.05.2011;
11.11.2011.

EXx. 3. Rearrange these items so that the letter is correctly laid out.
Add anything that is obviously missing.

a) LGM/hp

b) Presser UK Limited
199 Knightsbridge
London SW7 1RJ

Tel.: 071 586 5733
Telex: 22498

Fax: 071 586 9474

¢) Linda Morgan (Mrs)

d) Miss Juliette Rocache

84 Ave du General de Gaulle
91160 Longjumeau

France

e) Yours sincerely
f) Managing Director- Administration

g) Thank you for your letter of 6 May which has been passed on
to me by Mr Webb.

Mr Webb has asked me to inform you of your conditions of em-
ployment regarding Social Security arrangements. In cases like yours
where we provide work experience facilities for overseas students, an
individual is not covered by UK Social Security as he/she is not consid-
ered as an employee.

If you have any questions to ask on this or any other matter, please
do not hesitate to get in touch.
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Text C
Enquiries

Enquiries for information about goods or services are sent and re-
ceived in business all the time.

When a Buyer wants to know at what price and on what terms he
could buy the goods required by him he usually sends out enquiries to
firms, companies or organizations manufacturing such goods or deal-
ing in them. Often the Buyer asks the Seller to send him illustrated
catalogues, price lists or other publications and, if possible, samples or
patterns of the goods he is interested in. When asking the Seller to send
him a quotation (or to make him an offer), the Buyer gives as far as pos-
sible a detailed description of the goods required by him.

Nowadays an enquiry is very often made by telephone, fax or e-
mail. But if you need to give more information about yourself or your
company or ask the Seller for more information, you will certainly have
to write a letter.

A first enquiry — a letter sent to a Seller (or Supplier) with whom
you did not previously do business — should include:

— A brief mention of how you obtained your potential supplier’s
name, your source may be an embassy, consulate, or chamber of com-
merce; you may have seen the goods in question at an exhibition or
trade fair; you may be writing as a result of a recommendation from
a business associate, or on the basis of an advertisement in the daily,
weekly or trade press.

— Some indication of the demand in your area for the goods which
the Seller (Supplier) deals in.

— Details of what you would like your prospective seller to send
you. Normally you will be interested in a catalogue, a price list, dis-
counts, methods of payment, delivery times, etc.

— A closing sentence to round off the enquiry.

Here are some useful phrases which you may include in a routine
enquiry.

1. Your name has been given us by the British Chamber of Com-
merce in Kyiv...

2. The British Embassy in Kyiv has advised us to get in touch
with you concerning...

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

4. We have seen your advertisement in this month’s issue of “The
Observer”...

5. We are interested in the goods advertised by you in...
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6. Will you please send us your catalogue and price list for ...

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

8. We would appreciate a sample of each of the items listed
above...

9. We are looking forward to hearing from you.

10. We would appreciate a prompt reply (answer).

11. We hope to hear from you shortly.

These model letters are examples of routine first enquiries ad-
dressed direct to suppliers (sellers).

EXx. 4. Read and translate the following patterns of business letters.

1. Dear Sirs.

We have received your letter of the 10th October for which we
thank you.

Yours faithfully

2. Dear Sirs.

We have received your letter of the 4th May sent by air-mail and
thank you for the information you sent us.

Yours faithfully

3. Dear Sirs.

s.s. “Clyde”

In reply to your telegram of the 27th June we are glad to inform
you that the s.s. “Clyde” will arrive in Liverpool on the 2nd July next.

Yours faithfully

4. Dear Sirs.
We thank you for your letter dated the 18th September with which

you sent us your catalogue of Compressors.
Yours faithfully

5. Dear Sirs.

We have received your letter of the 28th February and sent it to our
Clients for their consideration.

Yours faithfully

6. Dear Sirs.

Lada Cars. Contract dated Sth June, 2010

We are obliged for your letter of the Sth December. We are con-
tacting the plant producing Lada Cars on the question raised by you and
will write to you immediately upon receipt of their reply.

Yours faithfully
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Ex. 5. Below you will see parts of three letters of enquiry. Put the
correct word or phrase in each blank. Choose from the following list.
Use each item once only.

advertisement  discount latest catalogue price list
advise faithfully model price range
current issue forward particularly reference
Dear information payment still available

A.

| PR Sir

I have seen your 2. ....... inthe3........ of ‘Office Weekly’ and am
interested in your range of office stationery.

Could you please send me your 4. ...... and 5. .......Ilook6. ......
to hearing from you.

Yours 7. .......

B.

With 8. ...... to your advertisement in today’s ‘Times’, could you
please send me 9. ...... about your office furniture. [ am 10. ...... inter-
ested in your adjustable typist’s chairs.

C.

Some time ago we purchased from you some JF72 solar-powered
pocket calculators.

Asthis 11....... was so popular with our customers, we would like
to know if it is 12. ...... . If so, would you kindly 13. ...... us of your
terms of 14. ...... and any quantity 15. ...... available. Could you also

include details of any new models in the same 16. ...... .

Ex. 6. Match the words and the word-combinations to their defi-
nitions.

1) layout of a a. exchanging information verbally or by means
letter of a letter
2) enquiry b. the words used to express smth, the way smth

1s written in a document, a letter, a contract, etc
3) communication|c. a person who accepts smth, a letter, a
payment, goods delivered

4) reference d. a reduction of the selling price of goods or
services

5) recipient e. the arrangement of parts of a letter

6) discount f. numbers and letters that identify a document
or a letter
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7) delivery g. arequest sent by buyer to a company or a
person who sells the goods or services

8) wording of a | h. taking goods to the place or customers they
letter are addressed

Ex. 7. Make up sentences by arranging the given cues in appro-
priate order.

1) in/advertisement/ we / your / have seen / magazine / the.

2) request / your / in / have / we / pleasure / at / sending / cata-
logue / our / latest.

3) price list / your / send / will / you / shall be / we / obliged / if /
us / catalogues / latest / and.

4) would / glad / be / specifications / we / to receive / model /
new / of / your / export / with / together / prices.

5) terms/we/in/ interested / are / also / the / payment / of / dis-
counts / and.

6) a/reply/appreciate / we / prompt / would.

Ex. 8. Fill in the gaps with one of the following words or word
combinations. Use the appropriate tense form.

further model urgent discounts together with orders to state latest
to supply competitive texture export return to advise patterns to list
particulars to quote chain of retailers to meet importers to place demand
dates invoice deliveries quantity stock availability to interest

1. We have an ..... request for the following items in the quanti-
ties ..... .

2. Please advise price and ..... by ......

3. Wearealarge ..... in Russia and we ..... in purchasing personal

computers of the ..... model.

4. We may be able to ..... a substantial order with you if your
prices are ..... and your ..... prompt.

5. Will you please send us ..... concerning technical characteris-

tics of your latest ..... .

6. The British Chamber of Commerce ..... us that you are produc-
ing for ..... first-class silk cloth.

7. We are one of the main ..... of fabrics in Norway and we would
like to have more information about your products as they are in great
..... In our country.

8. Could you send us your price list ..... some ..... of your fabrics
so that we can examine the ..... and quality?
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9. As we usually place very large ..... we would expect a .....
discount.

10. Our usual terms are payment on ..... .

11. We would need your assurance that you could ..... all deliv-

section in which you can find details of our trade and quantity ..... .
13. We will be pleased ..... any ..... information you require.
14. We are glad to inform you that we can deliver all the items .....
in your enquiry from ..... .
15. Prices as ..... are ex-warehouse London.

Ex. 9. Fill in the gaps with prepositions / particles where necessary.

1. We have an urgent request ..... the following items ..... the
quantities stated.
2. Please advise availability ..... return, bearing ..... mind that

prompt delivery is the most important factor.

3. We have heard ..... the British Embassy ..... Moscow that you
are one ..... the main producers ..... electronic equipment ..... Great
Britain.

4. We are a large chain ..... retailers ..... Russia and we are inter-
ested ..... purchasing personal computers ..... the latest model.

5. We are one .....the main importers ..... fabrics ..... Norway and
we would like to have more information ..... your products as high-
quality silk cloth is .....great demand ..... our country.

6. Our usual terms are payment ..... invoice.

7. We would like to draw your attention ..... our Special Purchase
section ..... which you can find details ..... our trade and quantity dis-
counts.

8. The items can be shipped ..... 2 days ..... receiving your order.

9. We thank you ..... your enquiry and appreciate your interest
.....our products.

10. We enclose ..... this letter details ..... our export prices and
terms ..... payment together ..... a booklet explaining technical charac-
teristics ..... our latest model.

11. We have arranged ..... a copy ..... our catalogue to be sent .....
you today.

12. We suggest that you visit our agent’s showroom ..... Moscow
where you can see a wide range ..... units.

13. We look forward ..... the opportunity ..... doing business .....
you.

14. Our representative ..... Europe will be ..... Moscow ..... a
week.
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15. We hope to hear ..... You soon, and can assure you that your
order will be dealt ..... promptly.

Ex. 10. Translate the following sentences into English.

A. Ukrainian

1. 3amut Moxe OyTH 3po0ieHo 1Mo TenedoHy, Ha liCIaHo 3a JI0I0-
MOTOIO TEJICKCY UM (haKcy.

2. bararo ¢ipM BUKOPHCTOBYIOTH JPYKOBaH1 OJIaHKHU 3aIHTiB.

3. Ipocumo nHamicnaty Ham Bamr octaHHIN Karajor Ta JIFOYUAN
MPEICKYPAHT.

4. Mu 6aunnm Barmri ToBapu Ha MIOPIYHOMY JIITHBOMY SIPMapKy B
KueBi, i BOHM CcIIpaBUJIM HA HAC Jy)KE BEJIHUKE BPaKCHHSI.

5. Mu nHagicnanu Bam 3pa3ku Hamumx BupoOiB, mo6 Bu 3mornn
OIIIHHTH 1X HETMepeBepIIeHY SKICTh Ta 3p0OUTH CBiil BHOIp.

6. Mu € BeTUKOIO0 TOPTroBOIO (DipMOIO Ta 3aIliKaBJICHI y 3aKyIiBIi
MPOJYKTIB XapuyBaHHSI.

B. Russian

7. IlpencraButenu Topropoii manatel Mpmanamu cooOmmm HaM,
4yT0 BBl MMPOU3BOJUTEC BLICOKOKAYECTBCHHBIC ICPCTAHBIC TKAHU.

8. MBpl sBIsieMCS OJTHUM U3 BEIYIIUX YKPAMHCKHX UMIIOPTEPOB
00yBH, U XOTEJN OBI IMOIYYUTH TOJHYIO HH(pOpMaIuio o Bamux ToBa-
pax, KOTOpbIE MOJIb3YIOTCS B HAIIEH cTpaHe OOJIBITUM CIIPOCOM.

9. Ilpocum npucnare 00pa3iel Bamux usuenuii, 4T00bI MbI MOT-
JIY OIIEHUTH Ka4eCTBO U (PAKTypy TKaHHU.

10. CooOmuTe HaM, Kakue CKHIKH BBI IpemocTaBiseTe B ciaydae
00JBIINX 3aKa30B.

11. O6pamaem Bamie BuuManue Ha paszzen 6 Hallero Karajaora, B
KOTOPOM COJEPXKHUTCA TOJApOoOHas WHPOPMALIUS O MPEAOCTABIIEMbIX
HaMH CKHJIKAX.

12. MBI OyzmeMm panbl MPEACTaBUTH JIO0YI0 HHTEpECyromnyo Bac
UHQOPMAIHIO.

Ex. 11. Translate the following letters of enquiry into English.
Letter 1

3anpoc umnopmepa

VYBaxxaembie rocnona!

Mpg1 xoTHM pa3MmecTuTh y Bac 3aka3 ma 10 000 MmeTpoB mopThep-
HOH TKaHU CEpOro, CUHETO U 3eJIeHOro npera. IIpumaraeMselil Kk Much-
My oOpazen gact Bam mpeacrasienue o Hammux TpeOOBaHUSAX OTHOCHU-
TEJIHHO Ka4eCTBA TKAHHU.
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Mpi OyieM npu3HaATENbHBL, €CIi BbI BbIIIIeTe HaM 00pa3iibl MaTe-
pHaJIoB, a TaKkXkKe ykakeTe Baly caMmyro HU3KYIO 1IeHY ¢ TIOCTaBKON Ha
ycaoBusax (.0.6. MaHdecTep B IEPBBIX YHCIIAX HIOMS.

Ecin 00pasiel TkKaHU OKaXyYTCS TIOXOASIIIUMHE, a [IEHA TPUeMIIe-
MOii, 3aka3 OynieT pa3merieH HemeuieHHo. Haeemcs, uto Bel ynenure
HaIeMy 3ampocy MaKCUMyM BHUMAaHHUSI.

C yBa)xeHUEM,
IT. Musnep.

Letter 2
VBaxaemsble rocroza!

Komneknust cBuTepos, npecraBieHHas Ha Bamem crenze Ha Boi-
CTaBKe MY)KCKOM OJIC)KbI, KOTOpasi COCTOSUIACH B MPOIILJIOM MECSIIIe B
I"amOypre, mpon3Bena Ha HAaC OOJBIIOE BIICUATIICHHE.

MBI ipeicTaBiIsieM ceTh pO3HMYHBIX Mara3uHoB (chain of retailers)
Y UIIEM U3TOTOBHUTEIS,, KOTOPBI MOT OBl MOCTaBUTh IIMPOKUI accop-
THMEHT CBUTEPOB JUIS TIOPOCTKOB.

Tak xak 00BIYHO MBI pa3MelacM OUeHb OOJIBIIINE 3aKa3bl, MBI Pac-
CUUTBIBAEM IOJYUUTh “‘CKUIKY 3@ KOIUUECTBO HOMHUMO 20% CKUAKU
C IPENCKYpPAHTHBIX IIEH.

Ecnn mam 3anpoc npencrasnser ais Bac unrepec u Bel moxe-
T€ BBINOJHUTH 3aKa3 B 1000 cBUTEPOB ¢ HEMENJICHHOU OTIPY3KOM, BbI-
HIJTUTE, TOXKATYHCTa, TEKYIIMM KaTajor, a TakKe MPeCcCKypaHT.
Haneemcs Ha ckopeluuii OTBET.

C yBa)xeHUEM,
JI. Kpaiin.
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BUSINESS CORRESPONDENCE.
REPLYING TO ENQUIRIES

Text A

Replying to Enquiries

Replying to your customer enquiry, thank the writer for his or her
enquiry. Mention the date of his or her letter and quote any other refer-
ences.

Thank you for your enquiry of 6 June 20 __ in which you asked
about...

Iwould like to thank you for your enquiry of 10 May 20 __, and am
pleased to tell you that we would be able to supply you with the...

We were pleased to learn from your letter of 10 December that you
are impressed with our selection of...

Thank you for your letter, NJ 1691, which we received this morn-
ing.

Let the enquirer know near the start of your reply if you have the
product or can provide a service he or she is asking about.

We have a wide selection of sweaters that will appeal to the market
you specified.

Our factory would have no problem in producing the 6000 units
you asked for in your enquiry.

We can supply from stock and will have no trouble in meeting your
delivery date.

1 am pleased to say that we will be able to supply the transport
facilities you require.

Encourage or persuade your prospective customer to do busi-
ness with you. A simple answer that you have the goods in stock is not
enough. Your customer might have made ten other enquiries, so re-
member it is not only in sales letters that you need to persuade. Mention
one or two selling points of your product, including any guarantees,
special offers, and discounts.

When you have had the opportunity to see the samples for yourself,
we feel sure you will agree that they are of the highest quality; and to
see a wide selection online, go to www.bettaware.co.uk.

Once you have seen the Delta 800 in operation we know you will
be impressed by its trouble-free performance.

We can assure you that the Alpha 2000 is one of the most outstand-
ing machines on the market, and our confidence in it is supported by
our five-year guarantee.
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You may not be able to handle the order or answer the enquiry. If
this is the case, tell the enquirer and, if possible, refer them to another
company which can help them.

1 regret to say that we no longer produce the type of stapler you
refer to as there is no longer sufficient demand for it. I am sorry we
cannot help you.

The book you mention is not published by us, but by Greenhill Edu-
cation Ltd. Their address is ...

Remember to enclose current catalogues and price lists with your
reply. If prices are subject to change, let your customer know. And if
you are sending samples UNDER SEPARATE COVER, let your cus-
tomer know when they are likely to arrive.

Please find enclosed our current catalogue and price list quoting
CIF prices Kobe. The units you referred to in your letter are featured
on pp. 31-34 under catalogue numbers Y32-Y37. When ordering could
you please quote these numbers? The samples you asked for will follow
under separate cover.

We enclose our booklet on the Omega 2000 and are sure you will
agree that it is one of the finest machines of this kind. It can be adapted
to your specifications (see the section ‘Structural changes’ on page 12).

Always thank the customer for contacting you. If you have not
done so at the beginning of the letter or email, you can do so at the end.
You should also encourage further enquiries.

Once again we would like to thank you for writing. We would wel-
come any further questions you might have.

Please contact us again if you have any questions, using the above
telephone number or email address.

1 am sorry we do not have the model you asked for, but can assure
you that the alternative I have suggested will meet your requirements.
Please remember that we offer a full three-year guarantee.

We hope to hear from you again soon, and can assure you that
your order will be dealt with promptly.

Writing a reply to enquiry you may use the following expressions :

Beginning the letter:

1. Many thanks for your enquiry of 3 April...

2. We are pleased to have your enquiry about...

3. We thank you for your letter of 6 January, in which you enquire
about...

4. In reply to your telex of today ...

5. Replying to your enquiry of 2 June...
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6. ... we are pleased to inform you that...

7. ... we have pleasure in confirming that we can...

8. ... we can offer you immediately...

9. We thank you for your enquiry, and are pleased to inform you
that our Brazilian agents hold stocks of all our products.

10. In reply to your enquiry of 8th August we are enclosing...

11. ...the brochures you requested.

12. ...full particulars of our export models.

13. ...our revised price list.

14. ... We thank you for your letter of 4 July and have sent you to-
day, by separate post...

15. ...samples of all our wax polishes.

16. ...pattern of our new silk fabrics.

17. ...specimens of our latest ball-point pens.

18. ...a full range of samples.

19. Thank you for your letter of ... As requested we enclose...

20. In reply to your enquiry of ... we are sending by separate post

21. I'was pleased to learn ... that you are interested in our ...

Ending the letter:

1. We look forward to receiving a trial order from you soon.

2. We shall be pleased to send you any further information you
may need.

3. Any orders you place with us will have our prompt attention.

4. Please let me know if you need any further details.

Texts B
Enquiry 1
JdP/ AG 12 October 2010

The Western Shoe Co. Ltd.
Yeovil, Somerset S19 3AF
ENGLAND

Dear Sirs

We have heard from the British Embassy in Paris that you are pro-
ducing for export hand-made shoes and gloves in natural materials.

There is a steady demand in France for high-quality goods of this
type. Sales are not high, but a good price can be obtained for fashion-
able designs.
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Will you please send us your catalogue and full details of your
export prices and ferms of payment, together with samples of leathers
used in your articles and, if possible, speciments of some of the articles
themselves.

We are looking forward to hearing from you.

Yours faithfully
J. du Pont
Managing Director

Enquiry 2
25 June 2010

The Aluminium Alloy Co. Ltd.
79 Prince Albert St.
Birmingham B21 8DJ

Great Britain

Dear Sirs

We have seen your advertisement in the Metal Worker, and would
be grateful if you would kindly send us details of your aluminium fit-
tings.

Please quote us for the supply of the items listed on the enclosed
enquiry form, giving your prices c.i.f. Melbourne. Will you please also
indicate delivery times, your terms of payment, and details of discounts
for regular purchases and large orders.

Our annual requirements for metal fittings are considerable, and
we may be able to place substantial orders with you if your prices are
competitive and your deliveries prompt.

We look forward to receiving your quotation.

Yours faithfully
H. Smithers
Buyer

Reply to Enquiry 1
15 October 2010
Fournier et Cie SA
Avenue Ravigny 14
Paris XV

France
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Dear Sirs

We thank you for your enquiry of 12 October, and appreciate your
interest in our products.

Details of our export prices and terms of payment are enclosed, and
we have arranged for a copy of our catalogue to be sent to you today.

Our representative for Europe, Mr. J. Needham, will be in Paris
from the 24" to the 30™ of this month, and we have asked him to make
an appointment to visit you during this period. He will have with him
a full range of samples of our hand-made lines, and is authorised to
discuss the terms of an order with you or to negotiate a contract.

We think our articles will be just what you want for the fashionable
trade, and look forward to the opportunity of doing business with you.

Yours faithfully
S. Granville
Export Sales Manger

Reply to Enquiry 2
2 July 2010

The Jameson Construction Co. Pty.
Harbour Road

Melbourne 6

Australia

Dear Sirs

We thank you for your letter of 25 June, and are glad to inform
you that all the items listed in your enquiry are in stock. We are en-
closing a proforma invoice for the aluminium fittings you are inter-
ested in: if you wish to place a firm order, will you please arrange for
settlement of the invoice by draft through your bank, and advise us
at the same time.

We can guarantee delivery in Melbourne within 3 weeks of receiv-
ing your instructions. If you require the items urgently, we will arrange
for them to be sent by air, but this will, of course, entail higher fireight
charges.

We are enclosing details of our terms of payment, and would be
happy to discuss discounts with you if you would kindly let us know
how large your orders are likely to be.

We are also enclosing a copy of the report, which appeared in the
March issue of The Metal Worker, on our ALUMOY fittings.
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We are looking forward to hearing from you, and assure you that
your orders will receive our immediate attention.

Yours faithfully

ACTIVE VOCABULARY

1) to quote smth. — Ha3Ha4yaTh, yKa3plBaTh Y.-JI. / BU3HAUYATH,
3a3HavyaTu Mo-HeOy /b

to quote a price — Ha3HAYaATh IICHY / BU3HAYATH IIHY

Please quote us for your TV sets.

2) to supply smb. with — mocTaBmATh K.-JI. 9.-JI. / TOCTa4aTH K.-H.
IIL.-H.
Can you supply us with two machines Model FX 7714?

3) stock — 3amac / 3amac

to have in stock — UMeTh Ha ckiaje / MaTH B HasIBHOCTI Ha CKJIai

to sell/ supply from stock — mocraBisiTh co ckiama / mocravartu 3i
CKJIATy

to buy from stock — moxymaTh co ckmanga / KymyBaTH 31 CKIaay

We have the instruments in stock and will ship them as soon as we
receive your order.

4) transport facilities — TpaHCIIOpTHBIE CPEJCTBA / TPAHCIOPTHI
3acobu

Our Customers have experienced serious trouble with transport
facilities.

5) to persuade smb. — yOexnath K.-JI. / 3aII€BHSTH K.-H.
Syn. to convince

6) a selling point — oTIMUUTENEHOE CBOWCTBO TOBApa WIIM YCIYTH,
CIIOCOOCTBYIOLIEE CIPOCY Ha IaHHBIM TOBap WM YCIyTy / BiAMiHHA BiIac-
THUBICTH (prICca) TOBAPY UM MOCTYTH, IO CIIPHSIE TIONHTY Ha TIeH ToBap

7) an offer — npenyoxeHue / MPOMO3HILLs

Syn. tender, quotation

free offer — cBoOOHOE TIpeIOKEHNE / BITbHA TTPOTIO3UITIS

Syn. offer without obligation/ engagement/ voluntary offer/ unso-
licited offer

firm offer — TBepoe mpemoKeHNe / TBEpIa MPOITO3UITIS

Syn. solicited offer

This offer is firm for 7 days.

to handle an offer — oOpaOaTeiBaTh mpeasioxkenne / 0OpoOIATH
MIPOTTIO3UIIIF0
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8) parate cover — OTJCbHBIN MAKET / OKPEMHIA aKeT

under separate cover — OTJCIbHBIM MMAKETOM, MOYTOH / OKPEMUM
MaKeTOM, TIOIITOO

Syn. separate post (mail), by separate mail.

We have sent our price-list ant catalogue under separate cover.

9) a price — rieHa / mia

retail price — po3HWYHas 1IeHa / po3piOHa 1iHA

competitive price — KOHKYpeHTHas [IeHa / KOHKYpEeHTHa LiiHa

reasonable price — mpuemiieMas ieHa / IpUHHATHA LiHa

high price — BrIcOoKas 1eHa / BUCOKa ITiHA

low price — HU3Kas 1IeHa / HU3bKa ITiHa

best price — syumias IieHa, camas HU3Kas / HaWkpamia IfiHa,
MIHIMaJIbHA I[IHa

list price — mpelickypanTHas LieHa / IpeicKypaHTHA 1iHa

10) to meet — yI0BIETBOPSATH, BKJIAIbIBATHCS / 33]JOBOJIBHITH

to meet delivery dates — BIOKUTBCS B CPOKH MOCTABOK / BKJIAAATUCS
Y CTPOKH [TOCTAa4YaHHS

to meet requirements — y/TOBIETBOPSATH TPEOOBAHUS / 3aTOBOJIHHITH
BUMOTH

Unfortunately we will not be able to meet your delivery dates.

11) urgent — cpouHBI / TEPMiHOBHIA
Syn. prompt

12) urgently — cpouHo / TepMiHOBO
promptly
Your urgent reply will be appreciated.

13) to accept — npuHUMATD / IPUHUMATH

to accept an offer — nmpuHUMATH, aKIENTHPOBATH MPEIOKECHNE /
NpUAMAaTH, aKIENTyBaTH TPOITO3HIIII0

to accept goods — MpUHUMATE TOBapHI / MPUIMATH TOBAPH

14) an acceptance — prieMKa, IPUHATHE / TPUUMAaHHS, TPUHHATTS
to be open for acceptance — OTKPBIT K MPUHATHIO / BIAKPUTHI 710
MNPUKAHSATTS

15) to stipulate — yxa3biBaTh / BKa3yBaTu

Syn. to state

to specify — yTOUYHSITh / yTOUHIOBATH

stipulated time — yxa3zanHoe BpeMsi / 3a3HaUCHHI CTPOK

16) subject to — mpu ycIOBUH, B CIIydae / 32 YMOBH, Y BHITAJIKY
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this offer is made subject to...3TO mpeIOKEHUE AENACTCS IMPH
YCJIOBHH. .. / TISl TIPOTIO3UILiST POOUTHCS 32 YMOBH. ..
Our offer is made subject to your acceptance by the end of June.

17) to be subject to... — moanexath / miuIsiraT
the price is subject to a discount — meHa MOATICKUT CKUAKE. ../ TliHA
MIJUIATa€e 3HUKI

18) on our part — ¢ HaIlei CTOPOHBI / 3 HAIIIOTO OOKY
Syn. from our side

19) to bind — 00s361BaTh / 3200B’A3yBaTH
to be binding — ObITH 00s13aTENBHBIM / OyTH 000B’I3KOBUM

20) to confirm — moATBepkKAaTh / MiATBEPIKYBATH

to confirm an offer/ a price — moaTBep)KIaTh MpeTOKEHNE/ TICHY /
MiATBEPHKYBATH NPOMO3ULIIO/IHY

confirmation — moaTBEPKACHUE / TTiATBEPKCHHS

21) to obtain — mosyJats / OTpUMyBaTH
to obtain the price — moxy4aTh npecTaBIeHUE O LIeHE / OTPUMYBaTH
YSABJICHHS TIPO IiHY

22) an article — ToBap / ToBap
Syn. an item/ a good / a product
We would like to obtain the prices for the articles mentioned above.

23) a purchase — moxymka / TOKyTiKa
to purchase — moxkymnaTh, npuoOpeTaTh / KynmyBaTH, IpuadaTu

syn. to buy
if you offer us reasonable prices we will be ready to purchase even

5 machines.

24) hand-made goods — cjenanHble BpyuHYHO (Ha 3aKa3) TOBaphl/
TOBApPH, 1110 3pOOJICHO pyKaMH (TOBApH Ha 3aMOBJICHHS)
We deal in hand-made goods.

25) to be authorized to do smth. — ObITh YIIOJTHOMOYEHHBIM JIEJIATh
YT0-71100 / OyTH YIIOBHOBaKEHUM

syn. to be entitled to do smth.

Are you authorized to sign contracts?

26) a proforma invoice — GiaHk cuera-pakTypsl/ OJIaHK paxyHKa-

(aktypu
Please send us your proforma invoice.
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27) to settle the invoice — oraunBaTh cueT-hakTypy / oIIaqyBaTH

paxyHOK-(hakTypy
You should settle the invoice by the end of the week.

28) a draft — TparTa, Bekcenb / TpaTTa, BEKCEINb

We prefer payment by draft.

to settle the invoice by draft — omnaumBaTh cueT-pakTypy c
MOMOIIBIO BEKCENsl / CIUIAaYyBaTH PaxyHOK-(DakTypy 3a JIOMOMOTOO
BEKCeIs

29) to entail — BkJIIOYATh, MpEIOJAraTh, NpeAycMaTpUBaTh /
BKITIOYATH, TIepei0auaTu
syn. to involve

30) charges — pacxozpl, 3aTparbl / BUTpaTH
freight charges — cronmocTb IpoBO3a / BapTiCTh TPAHCIIOPTYBAHHS
The freight charge is the charge for carrying the goods.

TERMS TO REMEMBER
Selling point Trouble — free performance
Transport facilities Subject to
Terms of payment Proforma invoice
Terms of delivery Draft
Delivery dates/ time Freight charges

Settle the invoice

COMPREHENSION QUESTIONS
Read the texts of part A and answer the following questions.

Enquiry 1.

1. Where did the Customers learn about their potential Suppliers
from?

2. What goods are the Customers interested in and why?

3. What information about the goods do the Customers want to
receive from the Suppliers?

Enquiry 2.

1. In what magazine was the product of the company advertised?
2. What do the Customers ask the Sellers to send them?

3. Do the Customers plan to do business with the Sellers in future?
Reply to Enquiry 1

1. What documents are attached to the letter of reply?
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2. What do the Sellers promise to send to the Customers?
3. When is the representative of the Sellers going to visit Paris?
4. Is he authorized to discuss a deal with the Customers?

Reply to Enquiry 2
1. What do the Sellers inform the Buyers about in their reply?
2. What do they attach to the letter?
3. By what method do the Sellers ask the Buyers to pay for the
order?
4. What do the Sellers guarantee to do when delivering goods?
5. Do the Sellers agree to make a discount and on what condi-
tions?

Ex. 1. Memorise the given definitions.

Quote — to give a price, especially one that will be charged for do-
ing a piece of work.

to supply with — to provide something that is wanted or needed,
often in large quantities and over a long period of time.

Enquirer — someone who asks about something

a service — the process of serving customers or a check made of all
parts of a machine etc to ensure that it is in a good condition.

a selection of — a choice, range, or different types of something

from stock — to supply smth. from warehouse.

delivery date — the date on which goods that have been bought will
arrive at a place:

transport facilities — means transport/vehicles, ships, trucks,
planes by which goods are delivered to the Customer.

selling point — a characteristic of a product which will persuade
people to buy it.

guarantee — a promise that something will be done or will happen,
especially a written promise by a company to repair or change a product
that develops a fault within a particular period of time.

operation — the process of working.

performance — how well a person, machine, etc. does a piece of
work or an activity.

running — the activity of controlling or looking after something.

to handle the order — to control, manage or deal with the oder.

demand for — a need for something to be sold or supplied.

specification — a detailed description of how something should be
done, made, etc. to meet your requirements.

for acceptance — the act of agreeing to an offer, plan or invitation.
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binding — (especially of an agreement) which cannot be legally
avoided or stopped a difficult situation in which you are prevented from
acting as you might like.

Ex. 2. Give English equivalents to the following word-combina-
tions and phrases. Make your own sentences using them.

A. Ukrainian

1) e € BibHA TPOMO3WINS 32 YMOBH Bamroro migTBepKeHHS
0. ..

2) BapTiCTb MPOBE3CHHS

3) s He YIIOBHOBa)KEHHMI BUPIIIyBaTH MOAI0OH] MATaHHS

4) 3a0e3meunT HEOOX1THUI TOHHAK

5) BIAKpUTHH 10 IPUAHSATTS

6) Bare 3aMOBJICHHSI OTIPAIIOIOTh (PO3TJISHYThH) HETaitHO

7) mu HamcuiIaeMo Bam 3pa3ku OKpeMuM aKeToOM

8) Oyzmemo pazi BiAmoBicTH Ha BCi Bari momabii 3auTaHHS

9) Haacunaemo Bam Hamry KOTHPOBKY Ha yMOBax cigh

10) HamaHa MPOMNO3ULisi POOUTHCS HAMH TBEPJIO.

B) Russian

11) mocTaBIsATE CO CKiIama

12) onmaumBath c4eT-(hakTypy ¢ TOMOIIBIO BEKCEIs

13) BoskuThCs B rpauK MOCTaBKU

14) c Hamel CTOPOHBI MBI TAPAHTHPYEM BBICOKOE KaueCTBO U ILIH-
POKHI acCOPTHMEHT TOBapOB

15) ToBapsl OBLTM IPOU3BEACHBI B IOJTHOM COOTBETCTBUU ¢ Bamu-
MU crienupUKanusIMu

16) Bumenu i BBl Hamry Monens WX 77 B mefictBun?

17) cymecTByeT OrpOMHBIN CIIPOC Ha 3TOT TOBApP HA HAIIIEM PHIHKE

18) ynoMuHaTh yHHUKaJbHBIC MPOJIAXKHBIE XapaKTEPUCTUKU IIPO-
JTyKTa

19) 06s13aTENBHBIA K TPUHATHIO

20) Ha HaC pou3Belia BrevyarieHue decrepedoiinas padoTa Barie-
ro 000pyI0BaHUSI.

Ex. 3. Give synonyms to the following word-combinations and
phrases in the texts.

1) Free offer, 2) to be entitled to do smth., 3) to buy, 4) a product,
5) on our part, 6) to quote smth., 7) urgent, 8) to stipulate, 9) under
separate cover, 10) a selection of.
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Ex. 4. Match a word on the left with a word on the right to form a
word combination. Translate them into your mother tongue.

1. early a. offer

2. under separate b. date

3. transport c. performance
4. three-year d. guarantree
5. trouble-free e. selection

6. further f. reply

7. firm g. specifications
8. delivery h. cover

9. wide i. facilities

10. customer J. questions

Ex. 5. Complete the given sentences with the appropriate expres-
sions from the above exercise

1. We would like to thank you for your offer and we are looking
forward to your

2. Our company is satlsﬁed with the quality of the machines
you supplied us, though you did not manage to meet the agreed
, thus we want to demand a compensation.

3. We guarantee you 10-year of our cars as they are assem-
bled in Japan by the best specialists.

4. Please do not hesitate to contact us if you have any

5. The Coca-Cola company has made us a for the supply
of 10000 bottles of their beverages subject to our acceptance until the
5% of June 2012.

6. We are glad that you are interested in our silk and with this let-
ter you will find our latest catalogue enclosed, though we had to send
you the samples

7. Your firm should have no doubt in high quality of our lawn
mowers, furthermore, we provide a for all our range of
products.

8. All our office equipment meets highest standards as well as EU
safety regulations and is manufactured according to

9. The that we usually use are railway and ships as they
are relatively cheap and fast methods of delivery.

10. We provide a of services related to international trade.

Ex. 6. Complete the table below with the words formed from the
given verbs. Use appropriate suffixes. Translate them into your moth-
er tongue.
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Verb Noun-notion| Noun-people | Adjective |Translation

1) to enquire
2) to supply
3) to produce
4) to compete
5) to negotiate
6) to accept

7) to pay

8) to ship

9) to advertise
10) to receive

Ex. 7. Choose the correct word for each sentence

1. We shall be obliged/obliging if you will send us your latest
catalogues.

2. Our customers are interested/interesting in the new assortment
of goods.

3. Last year we tried to work with a new supplier, which was a
disappointed/disappointing experience as he provided us goods with a
6-month delay.

4. We were surprised/surprising to find out that our distributors
were selling goods at a much lower price than their competitors in the
same market.

5. The business coach, who conducted the team-building event
for us last year was very bored/boring, that is why we are not planning
to invite him again this year.

6. The majority of our customers were tired/tiring of waiting for
the promised brand-new model of Toyota and bought other cars when it
was finally presented to public this summer.

7. We decided not to work with this American firm as the terms of
delivery they offered us were very confused/confusing.

8. During negotiations with our British counterparts we were
amazed/amazing by their knowledge of Ukrainian market conditions.

9. Suppliers were dissatisfied/dissatisfying with the offered
terms of payment and made a decision to postpone the signing of the
contract.

10. Our buyers were annoyed/annoying us with their phone calls
asking whether we have already dispatched the product, when we only
had to ship them by next month.
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Ex. 8. Complete each sentence with the correct form of the word
in the capital letters. In some cases you will have to a negative form
by using the prefix “in” or “un”.

1. ACCEPT
Orders can only be (.............. ) as long as stocks last.
We have just received your letter of (............. ).

We regret to inform that your terms of payment are totally

2. ADVERTISE

We have seen your (.............. ) in last Sunday’s Observer and
would be grateful if you will send us your latest catalogue.

We are interested in your products (................ ) in the last issue
of Metal Worker.

An exhibition is a good means of (................ ) goods.

Please contact any (................ ) agency.

3. COMPETE

(03] Jf CUTT R ) are worried about our new range of products.
There is a fierce (............. ) on the market for this type of goods.
We have to be very (.............. ) to succeed in this business.

4. DELIVER

Will you please indicate (............. ) times and your terms of pay-
ment.

We guarantee that the equipment (............. ) under contract # 225
conforms to the technical conditions of the order.

5. ENCLOSE

Details of new prices for your market are (.............. ) with this
letter.

We have pleasure in (............. ) detailed description of our prod-
ucts.

Ifan(..oovenneene ) accompanies the letter, this fact should be indi-
cated both in the text itself and below the signature.

6. INFORM

Please let us know if you need any further (.............. ).

We promise to keep you (.............. ) about any alterations intro-
duced in the project.

The presentation was very (............. ).

Thank you for your telegram of the 27 th of June (............. ) us
about the shipment of the goods.
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7. MANUFACTURE

Our country exports and imports various (.............. ) items, raw
materials and food products.

We are contacting the (............... ) works in order to find out
when the machine is ready for shipment.

This company is the leading (............... ) of the trucks.

8. NEGOTIATE

We intend to start (............... ) with our Customers for the Sale
of our goods in the first week of September.

The salaryis(.............. ) so how much you think I should ask for?

9. PRODUCE

Please send us price lists and catalogues for all your (.............. ).
The model you ask for is out of (............... ).

We have increased (............. ) by 10 % in this factory.

I am afraid our talks with manufacturers have been (................. ).

10. QUOTE

We have already received (.............. ) from three companies who
offer us machines of similar design.

The prices (v....vuve.n.. ) by you are rather high.

We request you to send us a list of spare parts (.............. ) the
price of each part separately.

11. REQUIRE

Our annual (............. ) for these machines are considerable.

At the same time we promise to do our best to supply TV sets by
the date (.............. ) by you.

12. SHIP

The payment is to be made in cash against (.............. ) documents.
We need the goods for immediate (................ ).

The machine can be (............ ) in the second half of September.

Ex. 9. Choose the best alternative to complete the sentence. More
than one correct answer is possible.

1. When ordering, please quote the...

a. numbered catalogue  b. catalogue

c. figure d. catalogue number

2. We are grateful for your letter...
a. of the 6™ of May b. from the 6" of May
c. as on the 6™ of May d. on the 6" of May
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3. We are glad to with this letter our latest price-list

a. attach b. put ¢. stick d. enclose

4.1 am to inform you that we no longer produce Z-5 ma-
chines required by you.

a. excited b. sorry c. regret d. happy

5. We thank you for your interest in our company and would wel-
come any further you might have.

a. problems b. disasters ¢. questions  d. replies

6. We hold this offer open for your acceptance the 15
December.

a. after b. to c.on d. until

7. By next month we will be able to supply you our latest
model of computer.

a. for b. with c.in d. on

8. We are writing to inform you that we stop producing D-76 lights
as there is no for it.

a. demand b. supply c. offer d. question

9. This offer is made without any on our part.

a. responsibility  b. interest c. obligation d. desire

10. If the buyer accepts the goods within the time, the
goods are considered to have been sold to him.

a. unstated b. stipulated c. day d. best

Ex. 10. Complete the given sentences with the appropriate ex-
pressions from the provided Russian word combinations.

1. Its best (yHukanbpHas TOpoJaxHas XapakTepucTuka) is the
price — it's the cheapest on the market.

2. The system costs £99.95 including postage, packing and a
12-month (rapaHTus Ka4yecTBa).

3. The architect has (nazmaunnu neny) £40,000 to build an exten-
sion.

4. cars (MamuHbI ¢ BRICOKUMH PaO0OYMMH XapaKTEPUCTHKAMH )
are the most expensive.

5. She has control of the day-to-day(dhynxkunonuposanue) of the
business.

6. If you need your goods urgently, you should agree (cpox
noctaBkH) at the point of sale and get it down in writing.
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7. All products are made exactly to the customer's
(crenmpmkanusam).
8. The company (moctasisumm) the royal family for years.

Ex. 11. These are parts of three letters answering an enquiry. Put
the correct word or phrase in each blank. Choose from the following
list. Use each item once only.

additional features enclosed leaflet  further details pleasure

competitive price  enquiring hesitate range
date enquiry In addition sincerely
doing business full details in production  supply

A.

Dear Ms Prentice

Thank you for your I................. of 3rd May about our office sta-
tionery.

We have 2........ccccee.ee. in enclosing our latest catalogue and price
list. We hope you will find it of interest.

If you require any 3.........cccceeeveenenne. , please do not 4...........c........
to contact us.

Yours S...oeeeiiiniieiene

B.

Thank you for your letter of January 4th, asking about office fur-
niture.

The enclosed catalogue contains 6...........c.cc......... of our range.
In most cases we are able to 7........cccveveennnnee. you with the goods you
require within fourteen days.

We look forward to receiving an order from you.

C.

Thank you for your letter of 1st June, 8.......ccccooirievininnnne. about
the JP7S pocket calculator.

This model is no longer 9..........ccceeevevvennnenne as it has been super-
seded by the JP73 solar-powered pocket calculator. As you will see
from the 10.......ccccoceeeenene. , the new model has several 11...................

at an extremely 12..................
We have also enclosed our latest catalogue giving details of the

vast 13 . of electronic goods we supply.
We allow a discount of 30% on purchases of not less than 50 of
the same model, and 35% on quantities of not less than 100. 14........... ,



we give a discount of 3% for payment within fourteen days from
15 of invoice.

We look forward to 16..........cccvveeveennnnns with you in the near fu-
ture.

Ex. 12. Make up letters using the given keys. Put the verbs in
the correct tense forms and use prepositions and conjunctions where
necessary. Translate the letters into your mother tongue.

1. Dear Sirs,

We/ to be interested in / the purchase / your product / immediate
shipment / and / shipment / regular intervals / during this year. / We /
to appreciate / it / you / to inform / us / the name / address / the firm /
to engage / the export / this product / Ukraine. / We / to thank you /
advance / your trouble /.

Yours faithfully

2. Dear Sirs,

We / to thank/ you / your letter / the 16 th January./ We / to be
pleased / to learn / you / to be interested / our products. / We (to send) /
you / few days / particulars / to concern / the quantity / products /, the
assortment / the time / shipment/ to require / you.

We/to hope / that /we / to have the pleasure / to establish / business
relations /your company.

Yours faithfully

Ex. 13. Match the words and expressions on the left with their
definitions on the right.

1) to quote a. to be given official power or a permission to
do something

2) transport b. a quotation sent to several Buyers who may

facilities be interested in purchasing the offered goods

3) guarantee c. to make a payment for goods or services listed
in the bill

4) firm offer d. a document stating that a promise to do or
provide smth. has been made

5) free offer e. an order in writing to pay on demand or on a
named date a certain sum of money to the Seller/
Creditor

6) selling point f. to give a price for a good to be produced or a
service to be provided
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7) to be authorized | g. the amount of money paid or charged for
transportation of goods by sea or air

8) to settle an h. a characteristic of a product or service that

invoice makes it sell well

9) a draft 1. a promise to supply goods on the terms stated,
at a stated price and within a stated period of
time

10) freight charges |j. means of transport used to deliver the goods to
the Buyer

Ex. 14. Fill in the blanks with prepositions.

A

1. We have learnt...your advertisement...the trade press that you
specialize... producing cotton...export.

2. We would appreciate it if you could send us full details...ex-
port prices and terms...payment together...samples.

3. There is a steady demand...goods...this type...reasonable
prices.

4. A full range...the priced patterns has been sent...you...post.

5. All fabrics are...fine quality and can be supplied...stock.

6. ...case...an order...more than 1500 metres we will allow a dis-
count...5%.

7. We have not raised our prices...March but we may have to do
so when the present stocks run....

8. We have learnt... the Embassy...Warsaw that you are inter-
ested... quartz watches...German manufacture.

9. We wish to extend the present range of watches and would like
you to supply them...a consignment basis.

10. Please inform-us ... the names and addresses ... some compa-
nies engaged ... the manufacture ... Diesel Locomotives.

11. We are interested ... the purchase ... Coffee ... immediate ship-
ment.

12. The goods will be shipped ... regular intervals ... 2010.

13. ... the beginning...January we intend to begin negotiations ...
the sale ... Timber ... shipment ... Odessa.

14. We thank you ... advance ... your trouble.

15. We intend to buy large quantities ... Iron Ore ... Ukrainian ori-
gin.

16. We have forwarded your letter ... the Manchester Chamber of
Commerce who will contact ...you direct.
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17. We cannot make you an offer... Oil ... shipment ... May. ;

18. ... reply ... your enquiry ... the 20™ May we have pleasure ... of-
fering you Caviar... immediate shipment.

19. Please let us know ... the quantity ... Timber and the time ...
shipment required ... you.

20. We will send you ... a few days some technical data ... the new
models ... machines exported... our organization.

21. We hope that we shall have the pleasure ... seeing you ... the
exhibition ... Odessa.

22. We have pleasure ... informing you that the M. V. «Taras
Shevchenkoy arrived ... London yesterday.

B

Thank you...your enquiry...5 July...which you express your inter-
est ... our present range...watches.

We enclose...the letter our current catalogue and price list.

You may be also interested...visiting our website.

As...your request...a 20% trade discount we regret that we cannot
offer more than 15%. However we do give a quantity discount 5%
orders...$15000.

...comparison...similar companies...the UK these terms are ex-
tremely competitive Look forward...hearing...you soon.

Ex. 15. Arrange the suggested phrases in the correct order to
make up two business letters: one — the enquiry from the Buyer, the
other — the reply to the enquiry from the Seller. Translate them into
your mother tongue.

1. We thank you for your enquiry of 31 January.

2. Dear Sirs (use twice).

3. We are opening a new hotel next spring.

4. For the balance of good we inquire approximately three weeks
from the date of receiving your confirmation that this arrangement is
acceptable.

5. Yours faithfully (use twice).

6. The articles in question must be hard-wearing (npounsie) and
up-to-date in design.

7. We would like to ask you to submit quotations for furniture and
fittings in accordance with the attached list.

8. We are glad to confirm that we can deliver part of the goods
required from stock, in accordance with the enclosed detailed offer.

9. Prices as quoted are f.0.b. London.
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10. We are a multinational organization owing several luxury ho-
tels in East Africa.

11. Packing in wooden cases.

12. We will also be glad to have an estimate for the number of con-
tainers required and the approximate cost of packing.

13. We hope you will find our terms and delivery dates satisfactory.

14. Will you please let us know, therefore, whether you will be
able to complete an order for the quantities required within the time at
your disposal.

15. We can assure you that you may count on our full cooperation
and attention in this matter.

16. Delivery as specified above.

17. Please let us have your quotation as soon as possible.

18. Payment against documents, by banker’s draft.

19. Moreover we would like them to be delivered by February of
next year.

Ex. 16. Paraphrase the expressions in the bold using the active
vocabulary. Translate the letter into your mother tongue.

Dear Sirs

We have been given your name by our associates J. J. Mueller of
Basle, who inform us that they have been doing business with you for
some fifteen years. We asked them if they knew of a manufacturer who
might be able to supply at very short notice the articles specified on
the enclosed list, and they advised us to contact you.

If you can supply the goods we require, please accept this as our
order. Payment will be made in accordance with your usual terms of
business.

We hope you will be able to help us in this instance, and can add
that if your products and terms are as competitive as we have been led
to believe, we will interested in a long-term contract with you.

We would appreciate a reply by telex.

Yours faithfully
A. Zimmerli AG

Ex. 17. Read the letter and translate it into your mother tongue.
Answer the questions below.

Dear Mrs Harrison

I was very pleased to receive your enquiry of 15 January and en-
close our illustrated catalogue and price list giving the details requested.
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A full range of samples has also been sent by separate post. When
you have had at opportunity to examine them, I feel confident you
will agree that the goods are excellent in quality and very reasonably
priced.

On regular purchases of quantities of not less than 500 individual
items, we would allow a trade discount of 33 %. For payment within 10
days from receipt of invoice, an extra 5% of net price would be allowed.

Polyester cotton products are rapidly becoming popular because
they are strong, warm and light. After studying our prices you will not
be surprised to learn that we are finding it difficult to meet the demand.
However, if you place your order not later than the end of this month,
we guarantee delivery within 14 days of receipt.

I am sure you will also be interested to see information on our
other products which are shown in our catalogue; if further details are
required on any of these please contact me.

I look forward to hearing from you.

Yours sincerely

QUESTIONS

1. What kind of letter is it?

2. Who is this letter written to?

3. What data are sent together with the letter?

4. What is the reason of sending a full range of samples?

5. On what conditions may the discounts be allowed if the Buyer
agrees to buy the goods?

6. Within what time does the Seller promise to deliver the goods?

Ex. 18. Translate the following sentences into English.

A. Ukrainian

1. Mu O6ynemo Bam BasiuHi, skimo Bu Hajginuiere HaM TMOBHMIA
ACOPTHUMEHT 3pa3KiB i3 3a3Ha4eHHsIM LiH, a Takox Bamii ymoBu 1uia-
TEXKY.

2. Y Hamti#i kpaiHi icHye CTilKMii MOMUT Ha TOBapH T00poi Ta ce-
PEeNHBOI SIKOCTI.

3. Mu cnioniBaemocs, 1o Bu Oynere y 3M031 HazaTu 110 iHhopma-
11it0 31 CBO€ET 0a3u aHUX, a iHaKIIe, Oy/b JacKa, HAAIIUIITh HAIl 3aTHT
y BillOBiHY oprauisauiro.

4. Hame o6nagHaHHS KOPUCTYETHCS TTOMUTOM, TOMY IIIO MH HPO-
MOHYEMO MiCJASINpPoAaKHe 00CJYroByBaHHsl y BCiX KpaiHax, Jie MU
HOro IpoJaEMo.
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5. Bixg ToproBoi namaru Mu Ji3Hajiucs, o Bu BHpoOasieTe Ha
eKCIOPT HATypaJbHI TKAHWHM Ta XOTLIM OW 3HATH, HAa SIKUX YMOBax
Bu mpartoere.

6. Mu BisiuHi 32 Banry mBHAKY BiAMOBiAB Ta 32 IPUMIPHUKH, SKi
Bu Hagicnanu HaM OKPEMORO MOIITO.

7. Xoua LiHK HA 1IeW BHJ TOBapy MOCTIHO 3pOCTAIOTh MPOTITOM
OCTaHHBOTO POKY, MU HE OYyJeMO Ti/IBHIYBaTH I[iHY, JOKH HASIBHHI1
TOBap He Oy/ae Po3NPOAAHO.

8. Hama ¢ipma mMoxxe rapantyBatu Bam mocraBky ToBapa 3a
yMoBH Baioro mifTBepKeHHS BIPOIOBXK 3 Ji0.

9. Slkumo Bu po3micreTe mpoOHE 3aMOBJICHHS, MU 3MOXEMO Ha/1a-
T Bam 10%-HYy 3HHKKY.

10. Mu rotoBi npuabdatu y Bac 500 MeTpiB TKaHIHH 32 YMOBH Ha-
nanHs Bamu 15%-Hoi1 3HIKKH.

B. Russian

1. MBI OyieM ipru3HATENbHbI, €ciTi Bl BBIIIINTE HAM MOJIHbII ac-
COPTHMEHT 00pa3l0B ¢ yKa3aHHeM IieH, a Takke Bamm ycrnoBus mna-
Texa.

2. B Hamieli crpaHe cymecTByeT yCTOWYMBBIN CIPOC HA TOBAPHI
XOpPOILIETO U CPETHETO KauecTBa.

3. Ms1 Hageemcs, 9To BBl cMOXKeTe TTPeIOCTaBUTh 3Ty HHPOpMa-
IIUIO M3 CBOEH 0asbl JaHHBIX, B MPOTHBHOM Ciydae, IoXaiyiicra, Ha-
MIpaBbTE HAIll 32NPOC B COOTBETCTBYIOLIYIO OPTaHH3AIHUIO.

4. Hamme o6opynoBaHue Mojb3yeTcsi CIIPOCOM, T.K. MBI IIpeJiara-
€M MOCJIeNpPoJaKHOe 00CTyKMBAHME BO BCEX CTPaHAaX, € MBI €ro
MIPOAAEM.

5. Ot ToproBoii manxatel MBI y3HAJIH, YTO BbI NMPOU3BOAUTE HA
IKCMOPT HATypajbHbIC TKAHU M XOTENH Obl 3HATH HA KAKUX YCIOBHU-
ax Bel paboraere.

6. MbI ipu3HaTeNnbHbI 32 Bain ObICTpBIii 0TBET 1 32 00pas3Ilbl, KO-
Topbie Bbl ociianu oTAenbHON NOYTOM.

7. XoT4 1EeHBl Ha 3TOT BUJ TOBapa IMOCTOSHHO PacTyT B T€UEHHE
MOCJIEIHETO T0/1a, MBI He OyJieM MOBBIILATH LIEHBI, MOKA UMeIoIHiics
B HAJIMYMH TOBap He Oy/eT pacnpoaaH.

8. Hamra ¢mpma mMoxer rapanTupoBath Bam moctaBky ToBapa
TP YCJIOBUH Barmero moareepkaeHus B TCUCHUE 3 THEH.

9. Ecnun Brl pazmecture npoOHBIN 3aKa3, Mbl CMOKEM MpeaoCcTa-
BUTH Bam 10%-10 cKHaKy.

10. MbI roToBbl KynuTh y Bac 500 MeTpoB TKaHU NPH YCJIOBHH,
4yT0 Bel naguTe 15%-10 cKUAKY.
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Ex. 19. Translate the enquiry into your mother tongue.
17 October, 20

Thunderbolt Computers Ltd.

18 ChesholmRd

London N17 ZB2

United Kingdom

Dear Sirs,

We have heard from the British Embassy in Kyiv that you are one
of the main producers of electronic equipment in Great Britain.

We are a large chain of retailers in Ukraine and we are interested in
purchasing personal computers of the latest model.

There is a brisk demand for this type of equipment in our country
and we may be able to place a substantial order with you if your prices
are competitive and your deliveries are prompt.

Will you please send us your catalogue and full details of your
export prices and terms of payment as well as particulars concerning
technical characteristics of your latest model? We would also like to
know about your warranty and after-sale service.

We are looking forward to your reply.

Yours faithfully,

AMisUn

A. Mishin

Chief Buyer

Ex. 20. Read a reply to the enquiry and make up questions to it.
Dear Sirs

We thank you for your letter of 25 June, and are glad to inform
you that all the items listed in your enquiry are in stock. We are en-
closing a proforma invoice for the aluminium fittings you are inter-
ested in: if you wish to place a firm order, will you please arrange for
settlement of the invoice by draft through your bank, and advise us at
the same time.

We can guarantee delivery in Melbourne within 2 weeks of receiv-
ing your instructions. If you require the items urgently, we will arrange
for them to be sent by air, but this will, of course , entail higher freight
charges.

We are enclosing details of our terms of payment, and would be
happy to discuss discounts with you if you would kindly let us know
how large your orders are likely to be.
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We are also enclosing a copy of the report, which appeared in the
March issue of

The Metal Worker, on our ALUMOY fittings.

We are looking forward to hearing from you, and assure you that
your orders will receive our immediate attention.

Yours faithfully

Ex. 21. Write a reply to the enquiry of the Ukrainian retailers
who are interested in purchasing personal computers:

— Thank them for their enquiry and their interest in your prod-
ucts.

— Indicate that you sent details of the export prices and terms of
payment enclosed with the letter.

— Inform that you also send a booklet describing technical char-
acteristics of the latest model and your catalogue of the computers.

— Give some important information about the model and the
2-year guarantee.

— Invite to visit your agents showroom in Kiev to see a wide
range of units and obtain any information they may require.

— Express your hope in accepting your offer and in opportunity of
doing business with you.

Ex. 22. Act as an interpreter.

A We have seen your collection of hand-made gloves on your
stand at the Pans Fair and we are interested in buying a trial consign-
ment.

B Pax capnmate 3T10. Y Hac MIMPOKUN aCCOPTUMEHT IMEPYATOK
pasHbIX LBETOB. MBI TaKkKe MpoJiaeM KOXaHbIe JaMCKHUE CYMKH TaKUX
e 11BeToB. Kak BbI BUIUTE, Ka4eCTBO KOXH OTJIMYHOE, U HAIU U37e-
TSI HPABATCS CaMbIM Pa300pUIMBHIM OKYATEIbHULIAM.

A T agree with you there. Our overseas director Mr. Owen who
visited the Fair noted the high standard of order. If we place an order
for 30 pairs of gloves and for the same number of lady’s hand bags in
matching colours what discount shall we get? For a trial order it’s a lot,
isn’t it?

B [la, Bel mpaBel. KoHEUHO, MBI 1JaJUM BaM TOPTOBYIO CKHJIKY B
24%. OHa HECKOJBKO BBIIIE HAIIEH TOPrOBOM CKUIKH. MBI 3auHTEpE-
COBaHBI B BallleM PbIHKE, IOATOMY, YTOOBI BBl CMOITIM CTUMYJIMPOBATh
CIPOC CBOMX IOKYTATENEH, Mbl JaeM CIIELUAIbHYIO CKHJIKY 3a IIEPBBII
3aka3 B pasmepe 10%. S qymato, 9T0 3TO Bac yCTPOUT.
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OFFERS. FREE AND FIRM OFFERS

An offer (or a quotation) is a statement made by the Sellers usu-
ally in a written form expressing their wish to sell goods. However,
offer is not a legal document and if Sellers for any reason decide not
to sell, Buyers have no legal remedy. An offer is only the firs step in a
deal (or a contract). Offers can as well be made orally, but they in any
case must be confirmed in writing fo prevent disagreements (any future
misunderstandings).

An offer of goods is usually made by either the way of advertise-
ments, circulars and letters, or as a reply to an enquiry.

In response to an enquiry you may want to give your prospective
customer a quotation, which constitutes an offer to deliver goods at a
set price and on the terms and conditions stated.

There may be different types of offers. Sometimes Sellers may of-
fer their goods to regular customers without waiting for an enquiry or
they may be forced to take an initiative under present condition and to
send the quotation to those customers who may be interested in their
goods. These are voluntary offers or sometimes they are called firee of-
fers. They may also be called offers without obligation or offer without
engagement.

Thus an offer without obligation may be sent to several prospective
buyers. And there must be an indication in the offer that it is made sub-
Jject to the goods being unsold (or available) when the order is received.

A firm offer is made by the Seller to only one prospective Buyer
and indicates the time it remains open for acceptance. 1f the Buyer ac-
cepts the offer the goods are considered to have been sold at the price
and on the terms stated in the offer.

A standard quotation will cover the following points:

* An expression of thanks for the enquiry.

* Details of prices, discounts and terms of payment.

¢ Clear indication of what the prices cover (packing, insurance,
carriage).

» Standard delivery time (dates).

* The period of validity of this quotation.

We will look into each of the above points in detail.

Prices. When a supplier quotes a price, he may or may not include
other costs and charges such as transport, insurance and taxes. Prices,
which include these extra costs, are known to be gross prices, and those
which exclude them are known to be net prices. A firm’s quotation is
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not necessarily binding, i.e. they do not always have to sell goods at the
prices previously quoted in their reply to an enquiry. However, when
prices tend to fluctuate, the supplier will add a provision to their quota-
tion stating that the offer may be valid for a stated period of time and
their prices are subject to change.

If the company makes a firm offer, it means they will hold the
goods for a certain time until you order. Again, such agreement is not
legally binding, and this provision varies in different countries depend-
ing on local regulations and trading practices, but suppliers gener-
ally keep to their original offer to protect reputation. When prices are
quoted in the customer’s currency, they should allow for currency ex-
change fluctuations.

Transport and insurance costs. The International Chamber of
Commerce use a set of terms for delivery in overseas contracts — these
are called Incoterms.

Their use is optional, but suppliers normally refer to them in the
quotations.

Discounts. Manufacturers and wholesalers sometimes allow dis-
counts to be deducted from the net or gross price. They may allow a
trade discount to sellers in similar trades, or a quantity discount for
orders over a certain amount, or a cash discount if payment is made
within a certain time, or a loyalty discount when firms have a long as-
sociation.

Methods of payment. When quoting terms, you may require, or at
least suggest, any of several methods of payment.

Delivery dates. If the enquiry specifies a delivery date, confirm
that it can be met, or if not, suggest an alternative date. Do no make a
promise that you cannot keep.

Fixed terms and negotiable terms. It is possible to quote terms
in two ways: by stating your price and discounts without leaving room
for negotiation, or suggesting that the customer could write again and
discuss them.

For the prospective buyer it is extremely important to establish
clearly whether the prices are to include additional charges such
as carriage or freight, insurance, import duties, etc. If these details
are not specified in the supplier’s quotation it may lead to serious
disagreement especially in foreign dealings where such charges are
heavy (substantial).

In international contracts there are a number of incoterms and ab-
breviations that explain which price is being quoted by the Seller to
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the Buyer and their responsibilities. Here are several incoterms that are
most commonly used in foreign deals.

EXW ( ex-works) — cBo60HO ¢ 3aBoj1a/(hpaHKO-3aBOI.

The buyer pays for the goods (packed) when he collects them from
the Seller’s factory. He is responsible for all other costs (insurance,
transportation, etc.) once the goods have left the factory, mill or ware-
house.

FOB (free on board) — cBoboaHO Ha 6opTy/ hpanko 60pT- GoOo.

The price covers all delivery costs including loading the goods
onto the ship, all other charges are the buyer’s responsibility.

CIF (cost, insurance and freight) — croumocTb, cTpaxoBaHue M
¢paxt — cud. As the term indicates, the price includes all costs up to
the named destination including insurance.

Some of the expressions used in firm offers are as follows:

We have pleasure in offering you, subject to your acceptance by
cable, 1000 tons...

This offer is made subject to your acceptance by cable (or subject
to an immediate reply).

We offer you the goods subject to receiving your confirmation
within ... days of the date of this letter.

We hold (We are holding) this offer open for your acceptance until
the 15" May.

Here are some expressions used in free offers:

We have pleasure in offering you, without engagement (or without
obligation), 1000 tons...

This offer is made without (any) engagement (or without (any) ob-
ligation) on our part.

This offer is subject to the goods being unsold on receipt of your
reply.

This offer is made subject to the machine being free on receipt of
your reply.

This offer is subject to prior sale (or is made subject to prior sale).

TERMS TO REMEMBER
Free offer Costs
Firm offer Charges
Packing Trade discount
Insurance Quantity discount
Carriage Loyalty discount
Validity Cash discount

Delivery time (dates)
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ACTIVE VOCABULARY

1) an offer — mpenoxenne, odepra/ mporo3uiis, odpepTa.

Syn. quotation, tender, bid.

* a free offer/an offer without obligation; an offer without engage-
ment; voluntary offer — cBobonHOe npeanoxeHue; NpeaIokeHue 0e3
00s13aTeNTbCTBA/ BiJIbHA TPOIIO3UILS; TTPOITO3HIIis 0e3 3000B'13aHb

* a firm offer — TBep0e MpeIOKEeHUE/ TBEpIa MPOTIO3HUILisI.

Syn. a binding offer

—  We would ask you to send us your offer in accordance with the
specification and technical conditions enclosed.

2) legal document — ropuaMuYecKHil JOKYMEHT/ OPHIUYHUHA
JOKyMEHT

3) legal remedy — ropuauueckas 3amuTa; BO3MEIICHUE/ IOPUINY-
HU 3aXKCT; BIANIKOAYBaHHS

4) for any reason — Mo TOW WM WHOM TpUYMHE/3 Ti€l 4u iHIIOT
NPUYHHU

5) to prevent disagreements — u30exaTh pa3HOINIACHI/YHUKHYTH
po30ixkHOCTEH

6) to force — BBIHYXHAaTh, 3aCTaBIATh YTO-JIMOO CHENATH/
3MYIITYBaTH, IPUMYIITYBATH I10-HEOYIb 3pDOOUTH

to be forced to do smth. — ObITE BBIHYKJICHHBIM CEIATh YTO-JINO0/
OyTH BUMYIIIEHUM 3pOOUTH I0-HEOY b

Syn. to be compelled to do smth.

— If you do not deliver the goods in time we shall be forced to
refuse to accept them.

7) circular — 31. — pexiama (TieyaTHoe W3/IaHKe) / TYT — peKiama
(IpykoBaHe BH/IaHH:)

8) to accept — MpUHUMATE/TIPUITMATH
to accept the goods — npuHIUMATE TOBap/ MPUIMATH TOBAP
to accept an offer — NpUHATH NPEUIOKESHUE/ TIPUITHATH MTPOTIO3ULIII0

9) acceptance — NpUHATHE; IPUEMKA; aKIENT/ HPUHHATTS, TPHIA-
MaHHA, aKLCIT

acceptance of an offer — mpuHATHE TpPEIOKESHUS/TIPUHHATTS
MIPOTTO3HIII{

10) to be (remain) open for acceptance — ObITh (OCTaBaTHCA)
OTKPBITHIM IS IPUHSTHS/aKIenTa/ Oy Ty (3aHIIaTHCS ) BIAKPUTHM IS
MIPUHHATTS / aKIenTa
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11) to cover — HOKPBIBaTh, OXBATHIBATh/ IIOKPUBATH, OXOILTIOBATH

to cover expenses — MOKPBIBATH PACXO/IbI/IOKPUBATH BUTPATH

to cover the following point — OXBaThIBaTh; BKJIFOUATh CJCIYIOIINE
MYHKTBI/ OXOIUTIOBATH; BKIIIOYATH TaKi MYHKTH

to cover requirements — TOKPBIBATh / yIOBIETBOPATH MOTpeOHOCTH/
TTOKPUBATH / 3aTOBOJILHATH TTOTPEOH.

— The amount covers only half of our expenses.

12) to pack — makoBaTh; yIaKOBEIBATh/TIAKyBaTH; YIIaKOBYBaTH
13) packing — ynakoBka/ynakoBKa

14) insurance — cTpaxoBaHHe/CTpaxyBaHHs
insurance against all risks — crpaxoBaHme OT BcexX PHUCKOB/
CTpaxyBaHHS BiJ] yCiX PH3UKiB

15) carriage — mepeBO3Ka; TPAHCIOPT; MPOBO3/TIEPEBE3CHHS;
TPAHCIIOPT; MPOBE3CHHS

Syn. transportation, transport

— You will have to pay for the carriage of the goods

16) delivery time — cpoK# TOCTaBKH/CTPOKH TTOCTABKH
Syn. delivery dates
— When selling goods the delivery dates should be strictly observed

17) wvalidity — #aelcTBUTENBHOCTD, 3aKOHHOCTh / MIMCHICTB;
3aKOHHICTh

period of validity — cpok ae#icTBus/Tepmin mii

18) valid — neficTBUTENbHBIN; ACUCTBYOIINN/ TIHCHUN; TIFOUUNA

to be valid — ObITh nefiCTBUTENBHBIM; IEHCTBOBATE/OyTH HIMCHNUM;
JUATH

— This quotation is valid for 14 days

19) detail — mogpoOHOCTD; AETAJIL/TIOIPOOHIIS; IETAITb

in detail — mogpoOHO/HETANBEHO

further details — momomHWTEeNbHAs WHOPMAIHs/ T0TaTKOBA
iHdopmartis

detailed data (information) — moapoOHast HHpOpPMaIUs/ neTanbHa
iHpOpMaLis

20) costs — pacxo/ibl; U3ACPIKKH; IJIaTa; 3aTPaThl/IuIaTa; BUTPATH
extra costs — JIOTIOJTHUTEIBHBIC PACXO/IbI/I01aTKOBI BUTPATH

Syn. charges — pacxoouvl, uzdepcku, niama/sumpamu, niama
transport charges — TpaHCIIOPTHBIE PACXO/IbI / TPAHCTIOPTHI BUTPATH
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21) tax, (pl. Taxes) — HaNOT; HAJOT'W/TIOATOK; OAATKU

22) gross price — 1eHa OpyTTO; BajoBas IieHA; [eHa 0e3 K.-II.
BBIUETOB; 00INas IieHa/I[iHa OpyTTO; BajoBa IIiHA; IliHA 0e3 O.-sK.
BUpaxyBaHb; 3arajbHa I[iHa

net price — IeHa HETTO; IleHa II0CJe BBIYETAa BCEX CKHUJIOK;
OKOHYATeJIbHAs IICHA/IlIHA HETTO; I[iHA IICJsA BHUPaxXyBaHHS BCIX
3HIDKOK; OCTaTOYHA I[iHa

23) to tend to fluctuate — UMeTh TEHACHIMIO K KOJICOAHUIO/MATH
TEHJICHIIIO0 1O KOJIMBAHHS

24) provision — ycioBue/yMmoBa
Syn. condition

25) to be subject to change — mojuexaTh U3MEHEHUIO/ T UIATATH
3MiHI

26) local regulations — MecTHbBIE TIOCTaHOBIICHHUST; PACIIOPSLKEHUST/
MICIIEBi ITOCTAHOBH; PO3IOPSIKCHHS

27) to keep to smth. — mpuaepxuBaTbcs; epKaThCS U.-I.;
COOMIOIaTh 4.-J1./ JOTPUMYBATHUCS; TPUMATHCS Y.-H.

to keep to their offer — mpunepkuBaThCsS yCIOBUI TPEITOKEHUS/
odepThl/ JOTpUMYBaTHCS YMOB MPOMNO3HLIiT / opepTH

28) exchange fluctuations — koneOaHus BaJtOTHOTO Kypca/
KOJMBAaHHS BAIIIOTHOI'O KypCy

29) Incoterms — International Commercial Terms — « MTaHKOTEpMCH
(mwm WHKOTEpMHUHBI) — Oa3WCHBIC YCJIOBHUS TIOCTaBKH TOBAapOB B
JIOTOBOpAx KyTLTH- HpOI[a)KI/I/«IHKOTepMC» (a6o [HKOTEpMiHM) — Oa3KCHI
YMOBH IIOCTAaBKU TOBapiB y AOTOBOPAX KyHiBJIi-TIPOJaKy

30) to be optional — 3aBrCeTh OT Y.-JI. YCMOTPEHUSI; 3aBHCETH OT
4.-JI. BBIOOpa/3a1exary BiJl 4.-H. pO3CyAY; 3aJIeKaTH BiJ] 4.-H. BUOOPY

to deduct — BBIUNTATH; yIep)KUBATH/BUPAXOBYBATH; YTPUMYBATH

trade discount on smth. — ToproBas ckumka Ha...l ckuaka
PO3HMYHBIM TOPTOBI[AM/TOProBa 3HMXKKA HA ...; 3HW)KKA PO3APIOHUM
TOPrOBIISIM

31) quantity discount — ckuika Ha KOJTUIECTBO/3HMKKA 32 KUTBKICTh

32) cash discount — ckujika 3a OIIaTy HAJIWYHBIME/ 3HIDKKA 32
OTIIATY TOTIBKOIO

33) loyalty discount — ckuaka, mpemocTaBisieMas JaBHUM TOPTO-
BBIM MMApTHEPaM/3HIKKA, 1110 HAAAEThCS JaBHIM TOPTOBUM MapTHEPAM
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34) method of payment — meTo / crioco0 miarexa/ MeTo /crocio
TUTATENKY
Syn. manner of payment

35) to meet the delivery dates — moctaBute B TpeOyembie /
YCTaHOBJICHHBIE CPOKU/TIOCTABUTH B HEOOXiHI / BCTAHOBIICH] TEPMiHH

36) to make a promise — o0eIaTh/00iIsSITH

37) negotiable terms — ycIOBHS, MOTyImHe OBITH TPEIMETOM
00CYXJIeHHsI/ YMOBH, 1110 MOXKYTh OyTH MPeIMETOM 0OTOBOPEHHS

38) to leave room for negotiation — ocTaBIATh BO3MOKHOCTB JIJIS
TIePETOBOPOB/3ATHMIIIATH MOKITUBICTD ISl TIEPETOBOPIB

39) freight — mepeBo3ka mopem; ppaxT/mepeBe3eHHs MOpeM; GpaxT
40) insurance — cTpaxoBaHHE/CTpaxXyBaHHA
41) import duties — UMIOPTHAS MONUTHHA/IMITOPTHE MUTO

42) to collect the goods — 3abupare TOBap; MoJy4aTh TOBap/
3a0HpaTH TOBAp; OTPUMYBATH TOBAp

43) loading — morpy3ka/morpy3ka
loading of the goods — morpy3ka ToBapa/ HaBaHTaKyBaHHS TOBapy

44) named destination — yka3aHHBIN ITyHKT Ha3HaYeHUs/3a3HaUe-
HUW ITyHKT OIPU3HAYCHHS

Notes to the text

ISubject to (mocme to be wiM Kak oOmpeaeNeHHe TIOCIE
CYLIECTBUTEIBHOTO) / (T1iciis to be abo sk 03HaUEHHS MiCIsl IMCHHHKA) |

1. moanexamui, MOryIUMHA MOJJIEKATh, 3aBUCIIUMA OT Y-JI;
MoAnafaroniui noa AeicTBUE 4-JI. / TOH, IO IIJISArae, SIKUH MOXKe
IMIISATaTH, 3aJIe)KHUHN BiJ U-H;

2. HEWCTBUTENbHBIH, HUMEIOLIMHA CWIy JHIIb B Ciydae/lpH
YCIIOBUH / JIACHUMN, IKUH Ma€ CHITy JIUIIE y BUIIAIKY/3a YMOBH

to be subject to a discount  mozIEKATH CKUJIKE / MM JUISITATH 3HKITI

to be subject to the goods OBITH JCHCTBUTEIIBHBIM, IIPH YCIIOBUU,
being unsold = to be subject uto TOBap He OyzaeT npojaaH /OyTH

to prior sale JiiCHUM, SIKIIO TOBap He Oyze MpoJaHo
to be subject to licence / 3aBUCETH OT JIUICH3NN/ KOJICOaHUS
market fluctuation LICH Ha PBIHKE /3aJI€KATH BiJI JTIICH31T /

KOJINBAHHS I[iH HA PUHKY
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prices are subject to change

the offer is subject to your
confirmation

to buy subject to a 5%
discount
to buy subject to inspection

to be subject to call

the goods will be sent
subject to availability

[[EHBI MOTYT OBITh H3MEHEHHI / I[IHU
Moe OyTH 3MiHEHO

MIPEIOKEHHUE IEHCTBUTEIHHO JTUIITH

B cityuae Bamero moarBepkaeHus /
TIPOTIO3HUITISI TIMCHA JIHIIIE 32 YMOBH
Barmoro minTBeppKeHHS

KYIUTb [IPU YCIIOBUH MPEIOCTABIICHUS
5%-Hoii ckuky / TpuAOaTH 32 YMOBH
HaJlaHHS 3HWKKH y po3Mipi 5 %
KYITUTh B 3aBUCUMOCTH OT PE3yIhTaTOB
ocMOTpa / IpUAOATH 3aJIEHKHO Bif
Ppe3ybTaTIB MepeBipKu

TMOJIJIE’KATh BO3BPATY IO MIEPBOMY
TpeOOBaHMIO / MiJIATaTH MOBEPHEHHIO
Ha TIEPIITy BUMOTY

TOBap OyJeT OTIPABJICH NIPU YCIOBHH,
HaJIMYMs Ha CKjajae / ToBap Oy
BiJIIPaBIIEHO 32 YMOBH HAsIBHOCTI Ha
cKiami

2to acknowledge receipt (of your letter) — oATBEpIUTE OTyIEHHE
(TosibKO (haKT MOTYUYEHHUS MUCbMA) / MIATBEPAUTH OTPUMAHHS (TUIBKU

(baxT OTpUMAaHHS JTUCTA);

to confirm sth (telephone conversation, letter) — moarBepauTs (MH-
(dhopmaruio, coaepKalyrocs B TeJIe)OHHOM pa3roBope, nucbMme / mij-
TBepaAnuTH (iH(pOopMaIito, IO MICTUTHCS Y Tene(OHHI PO3MOBI, JIUCTI).

COMPREHENSION QUESTIONS

1. What do offers usually state?

2. What types of offers are described in the text?

3. What is the firm offer?

4. When are the goods considered to be sold to the Buyer under

the ﬁr.m offer?

5. What is a free offer?

6. When are the goods considered to be sold to the Buyer under

the free offer?

7. What costs and charges can be included in the quoted price?
8. Give the definitions of ex-works, fob prices, cif prices.
9. In what way can the delivery terms be quoted?
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10. What kind of points does a standard quotation cover?
11. What are the benefits of the Incoterms introduction in an inter-
national trade?

Ex. 1. Memorize the definitions of the following words and word-
combinations.

1. Offer (a quotation) — a statement by the sellers usually in writ-
ten form expressing their wish to sell the goods or services.

2. Voluntary offer (free offer) — an offer made by the sellers to
several prospective buyers. If the buyer accepts such an offer, the goods
are considered to have been sold to him upon the receipt by the seller
the buyer’s acceptance.

3. A firm offer — an offer made by the seller to only one prospec-
tive buyer and indicates the time it remains open for acceptance.

4. Insurance — providing money to repair or to replace damages
or losses in return for the payment of a sum of money (the premium)
according to the degree of risk.

5. Carriage (transportation) — the cost of transporting goods
from one place to another.

6. Delivery time (dates) — a period of time within which the sell-
er promises to supply goods to the buyer.

7. Validity — a period of time within which the document remains
legally effective or acceptable.

8. Gross price — the price for the goods that include extra costs or
charges such as transport and taxes.

9. Net price — the amount of money paid by the buyer to the seller
excluding other costs or charges.

10. Incoterms — a set of international rules drawn by the Interna-
tional Chamber of Commerce (ICC) for the interpretation of the most
commonly used terms in foreign trade.

Study the examples of the offers given below:

Letter 1
Free offer

Wholesaler’s special offer of woollen blankets

Dear Sirs

A few weeks ago we were fortunate enough to have the offer of the
entire stock of the Hartley Blanket Company, which has now ceased to
manufacture woollen products. We took advantage of this exceptional
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opportunity, and are now in a position to offer these famous all-wool
blankets well below the market price.

This is a ‘once-in-a-lifetime’ opportunity, and we expect to clear
our stock in a few days. We must ask you, therefore, to give the en-
closed special price list your immediate attention and to let us have
your order at once.

Orders will be executed in strict rotation and can only be accepted
as long as stocks last.

Yours faithfully

Letter 2
Firm offer

Dear Sirs

Confirming our telephone conversation of this morning, we are
pleased to be able to offer you the following South African fruit, which
arrived yesterday with the S.S. Durham Castle:

300 boxes ‘Golden Rivers’ plums £ 0.55 per box

100 boxes ‘Golden Glory’ peaches £ 1.10 per box

200 boxes ‘Prime Yellow’ apricots £ 0.50 per box

These brands are well known to you, and the consignment in ques-
tion is well up to the high quality of previous years. The fruit is excel-
lently packed and would reach you in perfect condition.

We would be glad to send the goods by rail on receipt of your
order, which should be sent by telephone or telex. The price includes
carriage, and is firm for 24 hours only.

Yours faithfully

Letter 3
Firm offer

Offer of Brazilian coffee

Dear Sirs

You will be interested to hear that we have been able to obtain a
further supply of Brazilian coffee of the same quality as that we sup-
plied you with last year. The total consignment is only 10 000 kg., and
we are pleased to offer it to you at 60 p per kg. With the increases in
freight charges which become effective next month, the next consign-
ment will be rather dearer, so we recommend you to take advantage
of this offer, which is firm for five days only, and to telex your order
without delay.

Yours faithfully
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Letter 4

Dear Mr. Pavlenko

Thank you for your enquiry of 12" October concerning our equip-
ment which you saw at the International Machinery Fair in Leipzig.

In answer to the specific questions in your letter, first let me say we
are willing to consider substantial discounts on orders over 200 000
Euros.

All our machinery is guaranteed for three years against normal
use and we have several agencies in your country with home-trained
mechanics to service all our products.

With regard to the terms of payment mentioned, we would consider
payment by a 30-day bill of exchange, documents against acceptance.

We can fulfill orders within three months and you can buy equip-
ment from us or through our agents in your country.

We are enclosing our current catalogue and price list quoting ex-
works prices. If you require any further information please contact us
and will be happy to do business with you.

Yours sincerely

Peter Haag
VOCABULARY TO LETTERS
Letter 1
entire stock — Bech 3amac ToBapa / BeCh 3arac ToBapy
to cease to manufacture — TpekpamiaTh MPOU3BOAMUTH/

MIPOU3BOICTBO / IPUIHHATH BUPOOHHUIITBO

to take advantage of smth. — Bocrionbp30BaThCst U.-71. / CKOPUCTATHUCS
Y.-H.

to be in a position to do smth. — ObITh B COCTOSIHUU Ccli€NaTh 4.-11. /
OyTH 3MaTHUM 3pOOUTH TII.-H.

syn. to be able to do smth.

market price — ppIHOYHAs 1IeHA / PHHKOBA ITiHA

to clear the stock — nponarp 3amac ToBapa co cKiaja, pacuponaTh
TOBap / MPOJATH TOBApP 31 CKIAIY

to give smth. one’s immediate attention — ygenaTe 4Y.-H.
Oe3oTiIaraTeIbHOE BHUMAaHNE / TPUAUIATH U.-H. TIIIBHY yBary

to execute an order — BBIIONHATH 3aKa3 / BUKOHYBaTH 3aMOBJICHHS

syn. to fulfill

in strict rotation — B CTpOroit ouepeaAHoCcTH / y CyBOPiil 4eproBocCTi
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Letter 2

a consignment in question — mapTus ToBapa, 0 KOTOPOU UIET peyb /
napTist TOBapy, Mpo Ky HAETbCs

syn. a lot

to be up to — cOOTBETCTBOBATH / BiAMOBIAATH

syn. to correspond to

to pack — ynakoBbIBaTh / yIakoByBaTH

in perfect condition — B mpeKpacHOM COCTOSTHUHY / Y IPEKPACHOMY
CTaHi

to send by rail — ormpaBuTh (OTIpY3HTB) *K/I TpaHCIIOPTOM /
BiZIPaBUTH 3aJII3HUYHUM TPAHCTIOPTOM

carriage — TpPaHCIIOPTUPOBKA, IMEPEBO3Ka / TPaHCIOPTYBaHHS,
HepeBE3CHHS

syn. transportation

Letter 3

to obtain a supply of smth — moxy4urs napTuio 4.-11. / oTpUMaTH
MapTiio 9.-H.

to become effective — BcTynars B cuily, CTaTh JCHCTBUTEIBHBIM /
BCTYNATH B CUILY, CTaTU AIHCHUM

syn. to become valid

dear — goporoii / maHOBHHAN

without delay — Hememnenno, 6e3 3amepxku / TEpMiHOBO, 0e3
3aTPUMKH

syn. immediately, promptly

Letter 4

substantial discounts — 3HaUNTENbHBIC CKUJIKH / 3HAYHI 3HMKKA

against normal use — HpU NPaBHJIBHOM HCIHOJNB30BAHUM / TIPU
MPaBUILHOMY BUKOPUCTAHHI

to service (machines, equipment) — o0ciTy’)kuBaTh 000OpyTOBaHHE /
00cITyToBYyBaTH O0JTaTHAHHS

a 30-day bill of exchange — Bekcenb (TpaTTa) CO CPOKOM OILIATHI B
teuenune 30 mHei / Bekcenb (TpaTTa) 31 CTPOKOM cIUIaTH npoTsarom 30
JTHIB

syn. a draft

ex-works price — 11eHa (paHKo-3aBoj1 / IliHa (ppaHKO-3aBO/]

Ex. 2.

Questions to letter 1

1. What kind of letter is it?

2. What phrase in the letter indicates that this letter is a free offer?

103



3. What is the subject of the letter?
4. Why do the Sellers offer the goods at a lower price?
5. What do the Sellers ask the Buyers to do at once?

Questions to letter 2

What kind of letter is it?

What is the subject of the letter?

Do the Sellers give the description of the goods offered?
On what conditions are the Sellers ready to send the goods?
What does the price for the goods involve?

Questions to letter 4

1. Where did the Buyers see the goods offered by the Sellers?

NBEPNEO N

uestions to letter 3
What kind of letter is it?
How long will this offer be open for acceptance?
What goods do the Sellers offer the Buyers?
What quantity do the Sellers offer?
Why may the next consignment be more expensive?

2. In what case do the Sellers promise to grant a discount?

3. For what period is the machinery guaranteed by the Sellers?

4. Do the Sellers promise to service the equipment bought from
them and why?

5. What terms of payment do the Sellers propose to the Buyers?

6. Within what period of time can the Sellers execute the order?

Ex. 3. Match a word on the left with a word on the right to from a
word combination. Translate them into your mother tongue.

1.

2
3
4
5
6.
7
8
9
1

legal

. net

. voluntary
. negotiable
. exchange
quantity

. open

. subject

. extra

0. delivery

a. to change

b. time

c. discount

d. casts

€. terms

f. offer

qg. for acceptance
h. document

i. price

j. fluctuations

Ex. 4. Give the English equivalents to the following:
Ukrainian
[Ipomozumis (3), Tepmin Ail (TokyMeHTa), ONTOBUN/pO3apiOHMI
[poJIaBellb, BA3HAYMTH IIiHY, I[iHAa OPYTTO/HETTO, MaTH TEHCHIIIO S0
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KOJIMBaHHS, KOJMBAaHHS BAJIIOTHOTO KypCy, TOPrOBi 3HMKKH (CKHI-
K1); KUIbKICHI 3HIKKU (CKHUJIKH), 3HIKKU (CKHIKH) 3a OIJIaTy roTiB-
KOO MPOTSTOM 7 JIHIB TICIIsl OJICp KaHHsI 3aMOBIICHHSI, AKPE/IUTHB, BEK-
cesb, 0aHKIBChbKA TPATTa, TPAHCIIOPT (IIEPEBE3CHHS ), IEPEBE3CHHS MO-
peM, IMITOPTHE MHTO, 3aJTUIIATH MOYJIMBICTh ISl IEPETOBOPIB, BiIMO-
BUTHCH BiJl TOBapy, TBEpAa MPOMO3UILIisl, MPOTIO3HULis 0e3 30008’ A3aHb,
NPOJIaHMI 32 IIHOKO T4 YMOBaMH. . ..

Russian

Ham moBe3io; mpekpaTuTh BBITYCK (IPOU3BOJCTBO); BOCIOJIB30-
BaThCS BO3MOXKHOCTBIO; OBITh B COCTOSIHUH; PBIHOYHAS [EHA; pacipo-
JaTh ToBap (MPOJATh BECh TOBAP CO CKIIAJIa); B CTPOTOM OUEPEHOCTH;
MapTus TOBapa, 0 KOTOPOU UJIET Pedb; COOTBETCTBOBATH BEICOKOMY Ka-
4eCTBY; OBITh B IMPEKPACHOM COCTOSIHMM;, OTIPY3UTh TOBAp JKEJIE3HO-
JIOPOKHBIM TPAHCIIOPTOM; IIEHA BKIJIFOUACT TPAHCIIOPTUPOBKY (Tepe-
BO3KY); MOJYYHTh €Ille OJHY MapTUI0 KOode; MOBBIIICHHE TPAHCIIOPT-
HBIX Tapu(DOB; O€3 3a/IePIKKHU; 3HAUUTEILHbBIC (CYIIIECTBEHHbBIC) CKHIKH;
MIpH HOPMaJIbHOW AKCIUTyaTaluy; 0OCITyKUBaTh 00OPY/I0BaHUE; IIEHA
(hpaHKO-3aBO/I.

Ex. 5. Fill in the blanks with the one of the following words; use
the correct verb-form.

to be subject to change insurance
net prices quantity discount
to tend to fluctuate cash discount
the validity reject the goods
gross prices an alternative date
a prospective buyer to have room for negotiation
a quotation an offer without obligation
exchange fluctuation upon receipt
carriage a firm offer
import duty A prospective buyer
1. whorequests _is under no obligation to buy the goods.
2. ofthe quotation is for 2 weeks.
3. include extra costs, those prices which exclude them are
knownas .
4. When prices ___the supplier will state in his quotation that the
prices .

5. It is advisable to quote the prices in the customer’s currency to
allow for .
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6. It is regular practice that Sellers offer a number of discounts:
___, trade discount,

7. In the international business the quoted prices often include
freight, and .

8. If a supplier cannot meet the delivery date he should suggest

9. If the supplier does not meet the delivery date the customer
could .

10. When stating the price the supplier always .

11. If the buyer accepts _ the goods are considered to have been
sold when the Seller  of the Buyer’s acceptance confirms having
sold the goods to the Buyer.

12.  is made by the Seller to only one .

Ex. 6. Fill in the gaps with prepositions where necessary.

1. We took advantage ..... the opportunity to offer ..... you our
goods.....stock.

2. Weare not.....a position to supply.....you.....leather gloves.....
quantity you require.

3. The goods .....question are.....high quality and modern design.

4. We are ready to dispatch the machines both.....sea or.....
rail.....receipt.....your order.

5. We have obtained a further supply of Ahmad tea.....the same
quality but.....higher price.

6. If you want the goods to be delivered.....a week, please telex
your order.....delay.

7. Detalils.....the new prices.....our market are enclosed.

8. As a matter.....fact, our sales.....these goods have greatly in-
creased.

9. These instruments are kept.....stock and can be dispatched.....
your address immediately.....receipt.....your order.

10. We agree.....the price and terms.....payment stated.....in your
letter dated.....the 10™ May.

11...... ..... our contract you are to pay.....the goods.....cash.....
shipping documents.

12. Shipment will be made.....Odessa.....five weeks.....receipt.....
your order.

13. The goods were offered.....engagement.....the part.....the Sell-
ers.

14. We request.....you to indicate the time.....which your offer
will remain open.....acceptance.
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15. The period validity the quotation should be

stated the Supplier.

16. It is advisable to quote the prices the customer’s cur-
rency to allow exchange fluctuations.

17. A seller can give a trade discount a seller similar
trade, or quantity discount orders a certain amount.

18. If the quotation does not give the details the terms it
may lead serious disagreement especially foreign trade.

19. If a buyer agrees ex-works terms, he will pay the
cost the goods only. All other costs will be his account.

20. A seller can quote the terms stating his price and dis-
counts leaving room negotiation.

21. Sometimes a supplier is interested selling their goods

a regular customer and waiting an enquiry
his customer sends him an offer.

22. If an offer is sent a regular customer there must be
something in it that will appeal the client.

23. The firm offer is made the seller only one pro-
spective buyer and stipulates the time it remains open accep-
tance.

24. The goods are considered to have been sold the price
and the terms stated the offer.

Ex. 7. Complete the following sentences in English.

1. (Tepmoe mpemnoxenue) is made by the Seller to only one
(6ynymemy moxymarento) and indicates that it remains (OTKpbITEIM) for
acceptance for 10 days.

2. (OmntoBsrii mpoaaseir) offers (CKuIKu 3a KOJMUECTBO) on orders
over a certain amount only.

3. In order to avoid (konebanuii BasmoTHOTO Kypca) prices should
be quoted in the customer’s currency.

4. (LUena Opytro) includes (momomHuTensHBIE pacxojsl) and
wholesalers allow (ckuakn) on these prices.

5. Inthe international trade the prices usually include (cToumocTs,
TPAHCIOPTUPOBKY, CTPAXOBKY M UMIIOPTHYO TIOILIHHY ).

6. The Buyer agreed to (11eHy ¢ 3aBoja) as his company can pro-
vide their own transport facilities.

7. If the Supplier failed to meet the delivery dates the Buyer can
(pa3zopBatb KOHTpakT) and (0TKa3aThCs OT TOBApA).

8. Stating the prices and the terms in the quotation the Sell-
er (IOMKEeH OCTaBISTh MECTO/BO3MOKHOCTBH Ul TEPErOBOPOB) OF
(monpasymeBath) that the customer could discuss them.
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9. If the Buyer accepts the offer the goods are considered to have
been sold (o 1iene u Ha ycnopusix) stated in the offer.

10. An offer (0e3 o0s3aTenbeTB) can be made by the seller to sev-
eral potential buyers.

Ex. 8. Translate the following sentences into English.

A. Ukrainian

1. Ha >xamp, mOBiZOMISIEMO, IO HE 3MOKEMO BHKOHATH Bare
MIPOXaHHS, TOMY 1110 MU MPUIWHIIN BUPOOHUIITBO IIHX TOBAPIB.

2. Ham momacTiiio oTpuMaTH IMPOTIO3HITiI0 Ha HOBY IAPTii0 TOBA-
Py 3a MEHIIIy I[iHy BiJ HAIIUX MOCTIHUX MTapTHEPIB.

3. 3amoBrneHHs1 OyIyTh BUKOHYBaTHCS y CyBOpiil 4eproBocCTi 3a
YMOBH HasIBHOCTI TOBapy (L0 TOBap HE MPOJAHO).

4. Ilpocumo Bac tepminoBo TenerpadyBaru Ham, uu 3rofHi Bu
HajaTy HaM 3HUKKY Y 10% 3 mpusHauenoi Bamu miam.

5. Ha xamp, Mu He 3MOXeMO TocTadyaTH Bam BUpoOH, TIpo
SKi WaeThes y Barmomy 3amuTi, TOMy IO iX HeMae y HasBHOCTI (Ha
CKIIai).

6. Mu Oynemo paai BiaBaHTaxuTH Bam 1Bi maprii ToBapy 3aimi3-
HUYHUM TPaHCIIOPTOM IIiCHsl OJIepKaHHs MignucaHoro Bamu exzemrn-
Tsipa 3aMOBJICHHS.

7. Mu 3romui, mo6 Barma odepra Bix 10 6epe3ns 3aymmianach Bifl-
KPHTOIO JUTSI IPUHHATTS 10 25 Oepe3Hsl.

8. I3 3amoBoNeHHsAM MoOBizoMIIsIEMO Bam, 1o Mu ozxepxany map-
Til0 TOBapy, sika Oyna Biampasnena Bamu 10 TpaBHs, y BiAMiHHOMY
CTaHi.

9. 3a3zHaueHa IiHa BKIIIOYA€ BAPTICTh TIEPEBE3CHHS 1 CTPaXyBaHHS.

B. Russian

10. MsI pekomenayemM BaM BocIionib30BaThCsl BO3MOXKHOCTBIO 3TO-
T'0 TIPEJUIOKEHHS, TaK KaK IIEHBI Ha CIIEAYIONIYIO TapTHIO OyayT BEIIIE.

11. C ymoBomscTBHEM coo0OmIaeM Bam, 9To MBI TOTOBEI paccMo-
TPETh MPEOCTABICHHUE CYIIECTBEHHBIX CKUOK Ha OOJBIITNE 3aKa3bl.

12. MBI mpenocTaBisieM TPEXJETHIOI TapaHTHI0 M OecIulaTHOE
TEXHUYECKOE 00CITyKMBaHHUE BCEil Halllel MPOIYKINU B TCUCHHUE TISITH
JeT.

13. OnToBEIH TPOIaBEIl MOKET MPEAOCTABUTH TOPTOBBIE CKUIKH, a
TAKXKE CKHUJIKH 33 KOTMIECTBO Ha 3aKa3bl CBHIIIIE OITPEIEIICHHOTO KOJIH-
YecTBa.

14. {ns Oyay1ero noKymnaress O4eHb BaXKHO 3HATh, BKIIIOYAIOT JIH
Ha3HAa4YeHHbIE LIEHBI JIOMOJHUTENBHBIE PACXO/IbI IO TPAHCIIOPTUPOBKE
TOBapa, CTPAXOBaHMIO U YIJIaTe UMIOPTHON MOIUTHHBI.
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15. Ecnu 11eHpl IMEIOT TEHJICHIUIO K KOJICOAHUIO, TO TPOJIaBell
JIOJDKEH yKa3aTh B MPEAIOKESHUH, YTO [IEHBI MOICKAT U3MEHEHHUIO.

16. IleHa Ha yCIIOBHUSIX «IIOKYIIKH C 3aBOJIa» BKJIFOYAET CTOUMOCTh
TOBapa M yHakoBKy. Bce ocTalibHbIC pacXo/ibl, B TOM YHUCJIE 110 TPaHC-
MOPTUPOBKE TOBApa, OILIAYMBAET MOKYIATEb.

17. Ecnu mposaBenr He cOOJIOAAeT JaThl MOCTABKH, TOKYMATElh
MOYET OTKa3aThCs OT TOBapa, Pa30pBaTh KOHTPAKT MM JIaXe MOJATh B
CyJl Ha MMOCTaBIIUKA.

18. TBepmoe TpenioKeHHe NeaeTcsl TOJBKO OJHOMY TOTEHIIU-
AJIBHOMY TOKYIIATEIIO.

19. Korna npopaBenr Ha3HAYaeT YCJIOBHUs, OH JIOJDKEH ITOKAa3ath,
YTO y TIOKYMATENsl €CTh BO3MOKHOCTh JIOTOBOPUTHCSI O IIEHAX U CKUJI-
Kax.

20. IIpennoxkenune «0e3 00s3aTENLCTBAY JEIACTCSA IMPOABIOM
Cpa3y HECKOJBKUM MOTEHITHAILHBIM OKYIIATEIISIM.

21. Ecniu mokymnarenb IPUHUMAET MPEITI0KCHUE, TOBAP CUUTACTCS
MPOJIAHHBIM IO [IEHE U Ha YCIIOBHSIX, YKA3aHHBIX B MPEIOKEHHH.

Ex. 9. Translate the replies to enquiries into English.
Letter 1

Omeem skcnopmepa

VYBaxkaemble rocnojaal

brnarogapum 3a Bam 3anpoc ot 10 mast 1 ¢ y10BOJIBCTBHEM IIPHTIA-
raeM o0Opasipl MOPTHEPHOTO MaTepraia, KOTOPBIA MBI MOXEM I10CTa-
BUTH cO ckiafa. [lonpoOHas nHpopMamus gaeTcs B MpujiaracMoM Ka-
tasiore. Llensl Ha3Ha4yeHbl Ha yciaoBusx ¢.0.0. Manuectep. Ecnu mbl
HOJIY4HM 3aKa3 J10 KOHLA MECSIa, TO MOKEM I'apaHTHUPOBAThH I10CTAB-
Ky 10 30 uroHs.

Knem Bamr 3akas.

C yBaxxeHueMm,

Letter 2
YBaxaemslii r-u Kpaiin!

M1 ObITH pajibl TOXYYHTH Bamn 3ampoc, a Takxke y3HaTh, uTo Bam
IMMOHpaBUJIaCh KOJUICKIIUA CBUTCPOB. Ml IIPOU3BOAUM IHPIpOKI/Iﬁ ac-
COPTUMCHT I/I3I[€JIHI>'I IJId BCEX BO3PACTHBIX I'PYIII, IIO3TOMY BBIIIOJIHEC-
Hue Bamero 3aka3za He npencTaBisieT 171 Hac TpyAHOCTeH. MbI MokeM
MPEUIOKHUTE CKUJIKY 3@ KOJIMYECTBO B pa3mepe 5% ¢ LIEHBI HETTO Ha 3a-
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Ka3bl cToUMOCTbIO cBblie 2000 ¢pyHTOB, HO OOBIYHAS CKUAKA, IPEIO-
CTaBJiseMasi pO3HUYHBIM TOPTOBIIaM B Halllelf cTpaHe, cocTasisieT 15%.

K nucemy mpunaraercst JeTHUI KaTajqor W NMpeHcKypaHT, LEHBI
yKkazaHsl ¢.u.¢. JIoHI0H.

MBI yBepeHbl, Halll ToBap OyZeT MoJk30BaThes cripocoM y Bac B
CTpaHe M HAZEEeMCsl, YTO CMOXKEM JOTOBOPUTHCS] OTHOCUTENILHO pa3Me-
pa CKUIOK.

C HerepnieHueM xaeM Baiero oTsera.

Uckpenne Bam
J1. Kazuno
Otaen nponax

Ex. 10. Here is a typical offer. Read it and answer the questions
below.

Dear Sirs,

The foreign trade department of our bank informs us that you are
an importer of quality Scottish goods. Our company is one of the lead-
ing manufacturers of traditional Scottish knitwear and we are sending
you our catalogue in the hope of doing business with you.

Should you be interested, we can offer you the following very fa-
vorable terms:

— Children’s aran sweaters at $59 each

— Ladies’ aran sweaters at $79 each

— Gentelmen’s aran sweaters at $99 each

The prices stated above are CIF Glasgow and include seaworthy
packing.

We can grant you a quantity discount of 5% off orders of 200
sweaters or more. Delivery can be effected within 6 weeks of receipt of
order. Payment is to be effected by letter of credit.

This offer is subject to confirmation.

We hope to here from you soon and assure you that your order will
be executed to your best satisfaction.

Yours faithfully,
McLeaod Knitweat

QUESTIONS

1. Is it a firm offer or an offer without engagement? How do you
know?
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2. What kind of goods are being offered and how much do they

3. What are the terms of delivery?

4. What is a delivery time?

5. What are the terms of payment?

6. What incentive does the Seller offer in the hope of convincing
the buyer to place a large order?

Ex. 11. Write a firm offer to a prospective customer:

* offering a new range of goods

* stating the terms and conditions of the deal

* indicating the validity of the proposal

* pointing out that the amount of goods in stock is limited.

Ex. 12. A sales follow-up email is also a common way to keep in
contact with potential customers and try to sell them things. Unfortu-
nately, most sales follow-up emails are not effective because people
focus too much on selling the product when writing them (so people
don’t read them). A good sales follow-up email has to first engage the
reader and provide them with something which they’ll be interested
in or useful before trying to sell. Therefore, in order to find out what
makes a good sales follow-up email read the following eg.:

Hi Peter,

You recently downloaded a ‘buying car insurance guide’ from
our website (loanfinder.com). I’d just like to confirm that you’ve re-
ceived it and found it very useful?

We’ve also produced a number of other guides for buying other
types of insurance products (life, home etc...). Click here to see the
guides.

By the way, have you heard that we’ve got an excellent offer on
car insurance from Live Safe (only available on our website)?

If you buy before Tuesday 25th May, you’ll get a 15% dis-
count. Plus we’ll add a further discount of 10% onto the offer. So that
means that you’re going to save 25% on any insurance product you
buy through our website for Live Safe. Click the below link and take
advantage of this superb offer:

www.loanfinder.com/offers/live_safe.html
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If you haven’t received your guide or have any questions, don’t
hesitate to contact me (Gary Tate) by email (gary.tate@loanfinder.com)
or by phone (0895 657 1004).

I look forward to hearing from you.

Regards,
Gary Tate
Sales Executive

Loanfinder.com

P.S. To receive advice and hear about insurance promotion and of-
fers, follow us on face book or Google plus.

QUESTIONS

1. What is the purpose of the email above?

2. What kind of a phrase is used to introduce a reason why you are
sending the person an email?

3. A phrase that is used to recommend the person to do some-
thing, is...?

4. A phrase that is used to tell the person when an offer ends,
is ...?

5. An abbreviation which is used to introduce a different topic at
the very end of the email, is ...?

Write a reply to the email above.

Ex. 13. You are in the market for pumps for heavy oils. You have
learnt an address of the manufacturer of this special equipment from
the Sheffield Chamber of Commerce. Write a letter of enquiry to this
company expressing you wish to buy two pumps from them.

— asking them to make you an offer for pumps in accordance with
the enclosed technical conditions, stating EXW prices, terms of pay-
ment and delivery dates.

— adding that you want to receive 3 copies of their catalogue with
the description of pumps.

— asking them to send you the list of firms to whom they supplied
similar pumps.

Ex. 14. Act as an interpreter
A. Good morning, Mr. Bilenko
B. HdoGpoe ytpo, r-u bem.
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A. Happy to meet you again

B. 4 toxe. JlaBaiite mepeiinem k nemy. S Obl XOoTen HayaTh C
1ieHsl. OueHb coXkalero, Ho OHa I Hac HerpueMiemMa. Bbl HazHaummm
OUYCHb BBICOKYIO ILICHY.

A. Oh, $350 per unit is quite a reasonable price. As you know we
have improved the model. And besides the price includes export pack-
ing.

B. [a, nam sTo u3zBectHo. Ho HaMm Tak»xe U3BECTHO, YTO HA MUPO-
BOM PBIHKE [IEHBI HA HACOCHI TAKOI'O THIIA 3HAYUTEIHLHO HUKE BaIllKX.

A. But the quality of our pumps is higher and we’ve delivered a lot
of pumps to different countries of the world at this price

B. U Bce-xe, r-u bemi, Mbl HAX0IMM YTO I1€HAa HECKOJIBKO BBHICO-
Ka. 5l OBI XOTEJ MOIEPKHYTh, UTO ATO HAII IPOOHBIN 3aka3. M ecii MbI
Oy/JIeM y/IOBJIETBOPCHBI HAIICH CIEIKOM, BbI MOXKETE 0XKHJIATh OT HAC
MOBTOPHBIX 3aKa30B.

A. Well, the only thing we can do is to give you a discount of 2%
off the value of the contract.

B. Xopomo. byjieM cuntath 4TO MbI IOTOBOPHIIUCH O 1LIEHE.

A. Thank you, Mr. Belenko. We are looking forward to establish-
ing good business relations with your company.

B. Cnacu6o, r-u bemn. Jlo cBuganus.

A. Good bye.
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