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BBEJAEHHUE

YuebHoe mocobue mnpeaHa3HAuYeHO MJisi CTYACHTOB HAIpaBlICHUSI IMOIATOTOBKHU
20.04.02 TIpupomooOycCTpOKWCTBO M BOIOMOJB30BAHUE, H3YUAIOIINX JUCIHUILUINHY «]le-
JIOBOM MHOCTPAHHBIMN S3BIK».

Yyebroe mocobue coctaBieHo ¢ yderoM TpeboBanuiit ®I'OC BO, umeer cBoeit
[EJIbI0 PAa3BUTHE U 3aKPEIJICHUE HABBIKOB M YMEHUU pabOThI C JEIOBOM KOPPECIOH-
JICHIIMEH, a TaKKe HABBIKOB IOJATOTOBJIEHHONW M HEMOJTOTOBJICHHOW YCTHOW peuun
(«PasroBop 1o tenedony», «Ilacmopra. barax. TamoxHs» U ap.).

B kauecTBe MaTepHaIoOB MCHOJB3YIOTCS aAyTEHTHYHbIE ()parMeHThl (ra3eTHbIE CTa-
ThU, OTPHIBKU U3 XYJA0KECTBEHHBIX MIPOU3BEICHNUI ), MATEPUAIIBl aKTYAIbHBIX YICOHUKOB
0 JIEJIOBOMY AHIJIMHCKOMY SI3bIKY. Te€MaTHuKa M COAEpKaHUE COMIACYIOTCS C MpOrpam-
MOU 1O JI€JI0OBOMY aHIJIMHCKOMY SI3BIKY, JEMCTBYIOIIEN B yHUBepcutere. [Ipu onpenene-
HUU TEMATUKU TAK)KE YUYUTHIBAIOTCS MPO(deccroHaIbHbIE HHTEPEChl 00yYaroIIUXCs, ypo-
BEHb UX SA3BIKOBOU MOATOTOBKU. T€CTHI HOCAT TBOPYECKHI, KOMMYHUKATHBHBIN Xapak-
Tep, CIOCOOCTBYIOT KOHTPOJIIO chopMupoBaHHbix komrieteHImii OK-3, OK-6.

VYyebHoe mocoOue MOKET OBITh HCIOJIb30BAHO KaK JJIsl ayJUTOPHOM, TaKk W JJIs
CaMOCTOATENbHON pabOThI CTYIE€HTOB.



Tema 1. PazroBop no rtesiepony

1) Boibepume pennuky, Haubonee coomeemcmeyiouylo CUmyauuu 00w eHus:
Secretary: «Hello, Mr. Green’s office. What can | do for you»?
Client: « »

Who’s calling?

Mr. Green? Hello...

Is that Mr. Green’s office?

I’d like to speak to Mr. Green, please!

2) Bvioepume pennuky, Hauboee coomeemcmeyiouyto CUmyauuu 00w eHus:
Secretary: «Green & Gox. Can | help you»?
Client: « »

Could I speak to Mr. Green, please?

Who’s calling?

Mr. Green? Hello...

Is that Mr. Green office?

3) Boloepume pennuky, nauboiee cOOmeencmeyowyro CUmMyauuu 00wenus:
Secretary: « »
Client: «Could I speak to Mr. Green, please»?

Who’s calling?

«Green & Goy. Can I help you?

Mr. Green? Hello...

Is that Mr. Green’s office?

4) Bvibepume penauxy, Hauboyiee cOOMEemCcmayIouLyio CUmMyauuu 00ueHus.
Secretary: « »
Client: «I’d like to speak to Mr. Green, please»!

Who’s calling?

Hello, Mr. Green’s office. What can I do for you?

Mr. Green? Hello...

Is that Mr. Green’s office?

5) Boloepume pennuky, Hauboiee cOOmMeencmeyowyro CUmMyauuu 00wenus:
Client: «I’d like to speak to Mr. Green, please»!
Secretary: « »

Who’s calling?

Mr. Green is not available right now.

Who are you?

Green speaking. Good afternoon.

6) Boibepume penauxy, Hauboee COOMEEMCMEYIOUYI0 CUMYAUUN 00U eHUA:
Client: «I’d like to speak to Mr. Brown, please»!
Secretary: « »

I don’t understand you.




Sorry. Wrong number. I don’t know anyone by that name here.
Who are you?
What’s the problem?

7) Bolbepume penaukxy, Hauboee COOMEEMCMEYIOuYI0 CUMYAUUU 00 eHU:
Client: «My name’s Black. Could you put off my appointment with Mr. Wanes till
Thursday»?
Secretary: « »
All right. I’ll find out and confirm it today.
I don’t know anyone by that name here.
What’s the problem?
| don’t know.

8) Bvloepume pennuky, Haubo.1ee cOOMEENCMEYIOWYIO CUMYAUUU 0OWEeHUA:
Client: « »
Secretary: «All right. I’1l find out and confirm it today».
Mr. Green? Hello...
Is that Mr. Green’s office?
Could I speak to Mr. Green, please?
My name’s Black. Could you put off my appointment with Mr. Wanes till Thurs-
day?

9) Boloepume pennuky, Hauboiee cOOMEEenCmMEyOWyI0 CUMyauuu 00wenus:
Client: «This is Brown. Good morningy.
Businessman: « »

I don’t know you.

Sorry. Wrong number.

Oh, good morning, Mr. Brown. Go ahead, please.

What’s the problem?

10) Boioepume pennuky, nauboiee cOOmeenmcmeyowyro CUmMyauuu 00wenus:
Client: « »
Businessman: «Oh, good morning, Mr. Brown. Go ahead, please».

My name’s Black. Could you put off my appointment?

Is that Mr. Green’s office?

This is Brown. Good morning.

Brown speaking. Good afternoon.

11) Boibepume pennuky, nauboiee cOOmMeemcmeyOuLyIo CUmMyayuu oouwenus:
Client: «I’d like to speak to Mr. Black, please»!
Secretary: « »
Who’s calling?
Mr. Black will speak to you in a moment. Would you like to hold on?
Who are you?

I’m very sorry.




12) Boibepume pennuxy, Hauboiee coOmeem cmayouiyio CUmyauuu 0oueHus.
Secretary: «Mr. Turner will speak to you in a moment. Would you like to hold on»?
Client: « »

I’'m very sorry.

Yes, I’ll hold on.

| have no time.

I’'m looking forward to meet you.

13) Boibepume pennuky, naubosiee coOmeemcmayouiyio CUmyauuu 0oueHus.
Secretary: «I’m calling you to confirm your appointment with Mr. Cane for Monday».
Client: « »

Thank you. I’ll be there.

Yes, I’ll hold on.

| have no time.

I’m looking forward to meet you.

14) Boibepume pennuky, nauboyiee cOOmeemcmayouiyio Cumyauuu 0oueHus.
Secretary: «Mr. Green is not available right nowy.
Client: « »

Thank you. I’ll be there.

| have no time.

I’m looking forward to meet you.

Could you tell him Mr. Smith phoned?

15) Boioepume pennuky, Hauboiee COOmMEEmMCcmeyOuwyI0 CUMyayuu 00uweHus:
Client: «I’d like to speak to Mr. Brown, please»!
Secretary: « »

| have no time.

I’m afraid, Mr. Brown is not in the office at the moment.

Who are you?

What’s the problem?

Tema 2. J/lenoBasi moe3aka

1) Boibepume npasunsuslit nepesoo ghpaszwt. «D0 you want a return ticket, sir?»
Bbl X0oTHTE OMIIET ¢ OTKPBITOM AaTON?
Brl xoTuTe OmteT B 06a KoHIa?
Kakum Ki1accom BBI XOTUTE JIETETH?
Br1 xoTHTE OMIteT Ha O KaMIIMA perc?

2) Bvioepume npasunvnstit nepeeoo gpaszer. «D0 you want an open-date ticket, sir?»
Bbl xoTHTE OMIIET ¢ OTKPBITOM AaTON?
Br1 xotute Omiiet B 00a KkoHma?
Kakum kj1accoM Bbl XOTUTE JIETEThH?
Br1 xoTuTe OMieT Ha OJvKalimii penc?

6



3) Boroepume npasunvhutit nepesoo ¢paser. «\What class do you want to fly?»
Bbl X0THTE OMIIET C OTKPBITON JAaTOM?
Br1 xoTute Omitetr B 00a KoHma?
KakuMm kimaccom BbI XOTHUTE JIETETh?
Bo1 xoTuTe OMieT Ha OJMKaliuiil penc?

4) Bvibepume npasunvhutii nepesoo ¢paznr: «May | pay in cash?»
MoxHO 3arJIaTUTh HATMYHBIMU?
MO>KHO 3aIJIaTUTh KPEAUTHOU KapTOn?
MoxHO 3aI1aTUTh 4YeKOM?
MO3>KHO 3aIJIaTUTh MHOCTPAHHOM BAJIFOTOM?

5) Boloepume npasunvhutit nepesoo gpaser. «The plane is due to depart at 7 a.mpy.
Camorer BbuIeTaeT B 7 yTpa.
Camortet npuieraet B 7 yTpa.
Camortet BbUICTACT B 7 Beuepa.
Camouter npusneraer B 7 Beuepa.

6) Bvioepume npasunvhlii nepeeoo pasol:
«I’d like a single room for one night only».
S 6B1 XOTEN OJTHOMECTHBIM HOMEP Ha OJIHY HOYb.
MHe HpaBUTCS 3TOT OJTHOMECTHBIM HOMED.
41 O X0TEN 320pOHUPOBATH OJJHOMECTHBIN HOMED.
S mo06110 OCcTaHABIMBATHCS HA HOUb B ’TOM OJIHOMECTHOM HOMEPE.

7) Boioepume npasunvnutii nepesod ¢gpazer. «\Will you register, please? Here are the
formsy.

3aperucTpupynTech, moxanyicra. Bot OiaHkwy.

Bbynete peructpupoBatbes 1o 3To popme?

XOTuUTE perucTpupoBaThes no popme?

Hy>kHO 3aperucTpupoBaThCs, 3a0THUB OJIAHKH.

8) Buvioepume npasunvuslit nepesod ¢hpasnr’. «You can order your breakfast by phone
from your roomy.

Br1 MokeTe 3aka3ath 00ej] o TeneoHy U3 Homepa.

Bbl MokeTe 3akazaTh 3aBTpak 1o TesneoHy B CBOM HOMeEP.

[To Teneponnomy 3BOHKY Bam npuHecyT eny B HOMED.

Bbl MokeTe 3akazaTh 3aBTpak 1o TeneoHy U3 Homepa.
9) Bouioepume npasunvnuiii nepesod ¢paswr. «How long are you going to stay in the
hotel»?

Kak nonro BbI e1eTe 10 TOCTUHUITHI?

B kaxoii roctunune Brl Oynere octaHaBIMBaTHCS ?

Ha kaxoe Bpemst Bbl coOupaeTech 0CTaHOBUTHCS B TOCTUHUIIE?

Bo CKOIBKO BBI BBIE3KACTE U3 TOCTUHHUIIBI?



10) Boioepume npasunvnutii nepesoo ¢paswr. «1°d prefer economy class.»
51 11000 SKOHOMHUT.
MHe HpaBHTCS KJTaCC SKOHOMHMKH.
51 OBl IpenoyYes 3KOHOM KJIacc.
51 mpernoYnTaro 3aHATHE TI0 SKOHOMUKE.

11) Boibepume npasunvnuwiii nepesoo ¢gpasot. «\When does the check in beginy»?
Korna HaunnaeTcst peructparus’?
Korna Hagate oriaty yekom?
Korna pacneuyarars yek?
Korna paccuurarbcst yekom?

12) Boioepume npasunvnutii nepesod ¢pasot. «How did you like staying at our hotel»?
Brl 1r00uTE OCTaHABIMBATHCS B TOCTUHUIIE?
B xaxo#i roctuanie Byl octaHOBUIMCH?
CKOJIbKO CTOUT IIpeObIBaHUE B TOCTUHUIIE?
Bam noHpaBuioch npedbiBaHUE B HAIIE TOCTUHULIE?

13) Boibepume npasunvuutii nepesood ¢gpazwor’. «Ninety dollars a day plus tax».
JleBsITHAIIATh A0OJUIAPOB B JICHb ILJIFOC TAKCH.
JIeBSIHOCTO JI0JIJIAPOB B JICHB ILIFOC HAJIOT.
JIeBSITh OJIAPOB 32 BHI30B TAKCH JTHEM.
Bouibliie, yeM JAEBSIHOCTO J0JIJIAPOB HaJIOTa.

14) Boibepume npasunvhutii nepesoo ¢pasor: «Could you send my suitcases down to-
MOrrow»?

He Mornu 6b1 Bl 3aBTpa 0THpaBUTh MOM YEMOAAHBI BHU3?

He mornu 6s1 Bel ipuciiate MOM KOCTIOM 3aBTpa?

MoxeTte 3a0patTh 3aBTpa MOU YEMOJIaHbI?

[Tomorrure npuHECTH MO YEMOIAHBI CHU3Y.

15) Bovioepume npasunvuuiii nepeeoo ¢paswt. «At the laundry you can have your
things washed and pressed».

B xumMunctke Bamm Bemy nmovncTAT.

B npayeynoy Bamu Bemu mocTuparOT U NOraagAir.

B pemonTHOIT Mactepckoii Bairy o0yBb OTPEMOHTHUPYIOT M TIOYUCTSIT.

B cepBucHoii ciyx06e BaM BBI3OBYT TakCH WM MOMOTYT B3SITh aBTOMOOWIIb
HanpoKar.

16) Buvioepume npasuvnuiii nepeeoo gpaswt. «If you need to leave your suitcases for
a while you can use the left-luggage office».

Hocunpmuku otens 1oHeCyT 4eMOAAaHbI 10 HOMEpA.

Bbl MOXkeTe OCTaBUTh LIEHHBIE BENIH B ceilde.

Ecan BaMm HY)KHO OCTaBUTH CBOM BEIIM HEHAJONIro, K BammuMm ycimyram kamepa
XpaHEHUSI.

Bl MOXeTe BOCTIOIBb30BaThCS KAMEPOM XPAHEHUS 32 JOMOJHUTEIBHYIO IUIATY.
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Tema 3. Ilacnopra. bara:x. Tamoxus

1) Boibepume pennuky, Haubonee coomeemcmeyiouylo CUmyauuu 00w eHus:
Officer: «Good morning, sir. May | see your passport and landing card, please»?
Traveler: « »

Certainly. Here you are.

Here is my ticket.

Thank you, officer.

I’m sorry.

2) Boibepume penauxy, Haudonee cOOMEEMCmEyIouyI0 CUmMYauuu 00w eHus:
Officer: «Good morning, sir. What’s the reason for your visit to the United Kingdom»?
Traveler: « »

Certainly. Here you are.

I’m on a business tour to attend a training programme.

A week or so.

Here is my ticket.

3) Boloepume pennuky, nauboiee coOmeencmeyowyro CUmMyauuu 00wenus:
Officer: «<How long are you staying here»?
Traveler: « »

Certainly. Here you are.

I’m on a business tour to attend a training programme.

A week or so.

Certainly. Here is my ticket.

4) Boibepume pennuky, Hauboiee COOMEEmMCmMEyIOuWYI0 CUMYayuu 00WeHus:
Officer: «Have you got a return ticket»?
Traveler: « »

Here is the invitation.

I’m on a business tour to attend a training programme.

A week or so.

Certainly. Here is my ticket.

5) Boloepume pennuky, Hauboiee cOOmMeencmeyowyro CUmMyauuu 00wenus:
Officer: «May I see the invitation of the company who will receive you here»?
Traveler: « »

Just a minute. Here is the invitation.

I’m on a business tour to attend a training programme.

A week or so.

Certainly. Here is my ticket.

6) Boibepume penaukxy, Hauboee COOMEEMCMEyIoOuYI0 CUMYAUUN 00 eHUA:
Traveler: «Excuse me; one of my suitcases is missing. Where can it be»?
Clerk: « ».

Just a minute. Here is the invitation.




I’m on a business tour to attend a training programme.
A week or so.
Some luggage is over there. [ hope you’ll find yours there.

7) Bvioepume pennuky, Hauboiee coOOmeencmeyiowyro CUmyayuu 00uweHus .
Officer: « »?
Traveler: « Just a minute. Here is the invitationy.
How long are you staying here?
What’s the reason for your visit to the United Kingdom?
May | see the invitation of the company who will receive you here?
Good morning, sir. May | see your passport and landing card, please?

8) Bvloepume pennuky, Haubo.1ee cOOMEEMCMEYIOWYI0O CUMYAUUN 00U EeHUA:
Officer: « ?»
Traveler: « A week or so».

How long are you staying here?

What’s the reason for your visit to the United Kingdom?

May | see the invitation of the company who will receive you here?

Good morning, sir. May | see your passport and landing card, please?

9) Boloepume pennuky, Hauboiee cOOMEEnCmMEyOWYI0 CUMYauuu 00wenus:
Officer: « »?
Traveler: « I’'m on a business tour to attend a training programmey.

How long are you staying here?

What’s the reason for your visit to the United Kingdom?

May I see the invitation of the company who will receive you here?

Good morning, sir. May | see your passport and landing card, please?

10) Boioepume pennuky, Hauboiee COOmMEemcmeyOuwyIo CUMyauuu 00weHus:
Officer: « ?»
Traveler: « Certainly. Here you are.

How long are you staying here?

What’s the reason for your visit to the United Kingdom?

Do you speak English?

Good morning, sir. May | see your passport and landing card, please?

11) Boibepume pennuky, Hauboiee COOMEEMCMEYIOWYI0O CUMYAUUN 00U eHUA:
Traveler: « »?
Clerk: «Some luggage is over there. I hope you’ll find yours there».

Excuse me, one of my suitcases is missing. Where can it be?

Are you on a business tour to attend a training programme?

I don’t speak English very well, can you help?

What is the flight number?

12) Boibepume pennuxy, nauboiee coomeemcmeyiouyo CUmyauuu 00ueHus:
Officer: «If you have nothing to declare, pass through this green corridor».
10



Traveler: « ».
Thank you.
Certainly. Here is my ticket.
Here is the invitation.
Here is my passport.

13) Boibepume pennuxy, nauboyiee coomeemcmayouiyio Cumyauuu 00ueHus.
Officer: «If you have something to declare, pass through this red corridory.
Traveler: « ».

Certainly. Here is my ticket.

Here is the invitation.

Here is my passport.

| have nothing to declare.

14) Boibepume pennauxy, Hauboiee cOOmMeemcmayouLyio CUmyauuu 0oueHus.
Officer: «If you have difficulty in speaking English, | may ask our interpreter.
Traveler: « ».

| have nothing to declare.

No, thank you. | speak English rather well.

Certainly. Here is my ticket.

Here is the invitation.

15) Boibepume pennuky, Hauboiee cOOmeemcmeyouyo CUmMyayuu 0ouwenus:
Officer: « ».
Traveler: «No, | have some things to declare».

Some luggage is over there.

If you have nothing to declare, pass through this green corridor.

Here is your passport.

Join your group, please.

Tema 4. OopmiieHue 1€J10BOT0 NUCHLMA

3aoanue 1
Pacnonosicume wacmu 0e106020 nucema ¢ NPAGUIbLHOM HOPAOKe:

1) Thank you for your letter. | am afraid that we have a problem with your order. Unfor-
tunately, the manufacturers cannot supply it until November. Would you prefer us to
supply a substitute, or would you rather wait until the original parts are again available?
2) | look forward to hearing from you. Yours sincerely, Simon Tramp Sales Manager

3) Dear Mr Sawyer,

4) 6 Pine Estate, Bedford Road, Bristol, UB28 12BP Telephone 9036 174369 Fax 9036

36924 6 August 2005

5) James Sawyer, Sales Manager, Electro Ltd, Perry Road Estate, Oxbridge UN54

42KF.
1,2,3,4,5
4,5,3,1,2
3,4,5,1,2
2,4,3,1,5
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3aoanue 2
Pacnonosrcume uacmu 0e106020 nucoma 6 nPpasuIbHOM NOpPAOKe:
1) I wish to thank you for your hospitality extended to me during my visit to your com-
pany. The opportunity to meet you was something | had long looked forward to. | can
hope now that one day | may be able to receive a visit here from you. | appreciated your
kindness in showing me round the new plant. | thank you once again.
2)Yours faithfully, John Gibbs, President, Metal Equipment Inc.
3) Dear Sir,
4) 24 October 199X
5) Mr, Walter Drake Chairman The Drake and Sons Engineering Co. Ltd., Bristol, 5,
England

1,2,3,4,5

45,3,1,2

3,45,1,2

2,4,3,1,5

3aoanue 3
Pacnonoscume uacmu oenoeozo nucoma 6 npasujlbHOMmM nop;wKe:
1) Dear Mr. Snow,
2) Yours sincerely, Nick Nikolaev General Director
3) According to our records payment of our Invoice 3582, sent to you on 10 August, has
not yet been made. As an exception we specified payment on an open account terms 30
days net. Our Invoice has now been outstanding for 50 days. In the case of unsettled
debts of this duration it is our company policy to take legal action. We would naturally
prefer not to have to go so far. In case you have lost or mislaid the original we are en-
closing a copy of our invoice. We look forward to receiving your payment this week.
4) 15 October 1997

4,1,3,2

3,124

3,4,1,2

2,4,3,1

3aoanue 4
Pacnonosxcume wacmu oenoeozo nucoema 6 npasujlbHOMm nopﬂOKe:
1) In reply to your letter of 4-14-200X we are informing you that Messrs. Stanley Corp.
are a large American corporation with a substantial capital of their own. They are cus-
tomers of ours and we are granting them considerable credits. Messrs. Stanley Corp. are
known to have always met their obligations promptly and on due dates. They are repu-
table both in the USA and abroad. This information is confidential and is given with no
responsibility on our part.
2) Very truly yours, American Express Bank
3) 4-20- 200X,
4) Ella Bank London England
5) Gentlemen.

1,2,3,4,5

53124
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3,45,1,2
2,43,15

3aoanue 5
Pacnonostcume wacmu 0enoe6o2o nucoema 6 npasujlbHOMm nopﬂdke:
1) Daniel H. Peterson Certified Public Accountant
2) New York, N.Y. 30 January, 199X
3) The Board of Directors Johnson and Co.
4) | have examined the Balance Sheet of Johnson and Co., as of 31 December, 199X, as
well as the related Statements of income and retained earnings and changes in the finan-
cial position for the year ending on that date. In my opinion, the accompanying Balance
Sheet and Statement of Income and Retained Earnings present fairly the financial condi-
tion of Johnson and Co., on 31 December, 199X.

1,2,3,4

3,124

3,4,1,2

2,4,3,1

3aoanue 6
Pacnonoscume uacmu 0enoeozo nucoma 6 npasujlbHOMm nop;wKe:
1)As you will remember from our telephone calls, we have been recently experiencing a
number of difficulties with several large customers. This has resulted in unfortunate de-
lays in paying outstanding accounts. We are extremely sorry that your company has
been affected by these developments. We are doing everything possible to rectify the
situation.
2) 1 November 2007
3) Yours sincerely, John Smith Managing Director
4) Dear Mr. Nikolaev

1,2,3,4

3,1,2,4

3,4,1,2

2,4,1,3

3aoanue 7
Pacnonosxcume wacmu oenoeozo nucoema 6 npasujlbHOMmM nopﬂmce:
1) Yours faithfully, Chief Accountant
2) 2nd May, 2008
3) We have had no reply concerning the statement of account sent to you on 18th April.
We enclose a duplicate of our letter and the statement, and would urge you to give the
matter your earliest attention.
4) Dear Sirs,
5) Crowley and Bullock Ltd. 24 Hartley Lane Real Kent England

1,2,3,4,5

5,2,4,3,1

3,45,1,2

2,4,3,1,5
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3aoanue 8
Pacnonosrcume uacmu 0e106020 nucbMa 6 NPAGUIbLHOM NOPAIKe:
1) Yours faithfully, Company Secretary
2) 21st June, 2008
3) We have not yet received payment of your outstanding balance of 2,850.00. Nor have
we received acknowledgement of our letters of 18th April and 2nd May. We should like
to draw your attention to the fact that you have considerably exceeded the term of credit
usually allowed.
4) Dear Sirs,
5) Crowley and Bullock Ltd. 24 Hartley Lane Real Kent England
1,2,3,45
524,31
3,45,1,2
2,4,3,15

3aoanue 9
Pacnonoscume uacmu oenoeozo nucoma 6 npasujlbHOMmM nop;wKe:
1) We shall be obliged if you would favour us with your opinion as to the means,
standing and respectability of Messrs. Stanley Corp., Minneapolis, Minnesota,
USA. We would be grateful if you could tell us if the firm is reliable in settling its
accounts promptly. Any information given by you will be treated as strictly private
and confidential. Thanking you for your cooperation
2) American Express Bank New York, NY USA
3) Yours faithfully, (Authorized Signature) Ella Bank
4) 14 April, 2009
5) Dear Sirs,

1,2,3,4,5

53124

3,4,5,1,2

2,4,5,1,3

3aoanue 10
Pacnonosxcume wacmu oenoeozo nucoema 6 npasujlbHOMm nop;wke:
1) We enclose a statement of account up to 30th March, from which you will see that
you owe us £2,850.00 for goods delivered in February. As you know, our conditions of
sale stipulate payment within thirty days. An early settlement would be appreciated.
2) Yours faithfully, for Chief Accountant
3) 18th April, 2009
4) Dear Sirs,
5) Crowiey and Bullock Ltd. 24 Hartley Lane Real Kent England
1,2,3,4,5
534,12
3,4,5,1,2
2,4,3,1,5
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3aoanue 11
Pacnonosrcume uacmu 0e106020 nucoma 6 nPpasuIbHOM NOpPAOKe:
1) We saw a collection of women’s dresses in your October catalogue. The lines you
showed would be most suitable for our market.
Would you kindly send us your quotation for clothing that you could supply to us by the
end of November?
Thank you for an early reply.
2) Very truly yours, P.Pratt Buyers
3) Oct. 21, 2000
4) Gentlemen,
5) Jackson & Miles, 118 Regent Street, London, WIC 37D UK
1,2,3,45
534,12
345,12
2,43,15

3aoanue 12
Pacnonoscume uacmu oenoeozo nucoma 6 npasujlbHOMmM nop;wKe:
1) We are pleased to make you a firm offer regarding our products in the size you re-
quire. Nearly all the models are obtainable and can be delivered to you by the end of
November. If you prefer the goods to be shipped by air freight, this kind of shipment
will be charged extra at cost.
2) Yours faithfully, D.A.Leary, Manager
3) Oct. 28, 2000
4) Dear Sirs,
5) Howard & Pratt, Ladies’ Clothing 306, 3d Avenue, Chicago, I1l. 60602 USA
1,2,3,4,5
534,12
3,45,12
2,4,3,1,5

3aoanue 13
Pacnonosxcume wacmu oenoeozo nucoema 6 npasujlbHOMm nopﬂOKe:
1) Thank you for your quotation on October 28. We have pleasure in placing an order
with you for 1,500 dresses to the amount of US $38,745 in the colours and sizes speci-
fied below.
2) Very truly yours, P.Pratt, Buyers
3) Nov. 4, 2000
4) Gentlemen,
5) Jackson & Miles, 118 Regent Street, London, WIC 37D UK
1,2,3,4,5
534,12
3,4,5,1,2
2,4,3,1,5
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3aoanue 14
Pacnonosrcume uacmu 0e106020 nucoma 6 nPpasuIbHOM NOpPAOKe:
1) We acknowledge receipt of your order for women’s dresses dated Nov. 4, 2000 and
agree to execute it in strict accordance with its terms and conditions which we hereby
accept and confirm in all respects.
2) Yours faithfully, D.A.Leary, Manager
3) Oct. 15, 2000
4) Dear Sirs,
5) Jackson & Miles, 118 Regent Street, London, WIC 37D UK
1,2,3,45
534,12
3,45,1,2
2,4,3,1,5

3aoanue 15
Pacnonosicume uacmu 0enoeozo nucoma 6 npasujilbHOMmM nopﬂ()Ke:
1) Thank you for your delivery of dresses which we ordered on Nov. 4, 2000. However
we wish to draw your attention to:
Concerning the red dresses supplied: one lot of 100 (size 12) included clothes of a light-
er red colour than the other sizes. We are returning them, and would ask you to replace
the whole lot by 100 dresses (size 12) in the correct colour.
2) Very truly yours, P.Pratt, Buyers
3) Nov. 22, 2000
4) Gentlemen,
5) Jackson & Miles, 118 Regent Street, London, WIC 37D UK
1,2,3,4,5
534,12
345,12
2,4,3,15

Tema 5. OdopmiieHne KOHBepTa

3aoanue 1
Coommnecume um[)opmaumo noo onpe@eﬂeuubm HOMEpPpOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
New Jersey Power Company
5695 South 23 Road
(1) Ridgefield, (2) NJ 08887

(3) Mr. Frederick Wolf

Director of Marketing

(4) Smith Printing Company

590 (5) Sixth Avenue

Milwaukee, (6) WI 53216

(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
16



(1the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

(1the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address

3aoanue 2
Coomnecume unghopmayuro noo onpeoeieHHbIM HOMEPOM HA KOHEEpme ¢ mem, Ymo
OHa 0003Hauaem.
National Organization of Retired Persons
Freeport High School
(1) Freeport, (2) Vermont 66621
(3) Mrs. Iva Stravinsky
Attorney-at-Law
(4) Law Agency
200 (5) Center Street
Freeport, (6) Vermont 66621
(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from
(1the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(D)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

3aoanue 3
Coomuecume ungopmayuio noo onpeoeneHHviM HOMEPOM HA KOHEepme ¢ mem, Ymo
OHa 0003Hauaem.
Roughsons Electronics
21 Mead Road
(1) Swansea, (2) Glamorgan 3ST 1DR

(3) Mr. R. Brown

(4) Homemakers LTD

54-59 (5) Riverside

Cardiff (6) CF1 1JW
(1)the addressee; (2)the addressee’s company name; (3)the street name in the

mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes

from; (6)the ZIP Code in the return address
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(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address

(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 4
Coommnecume uud)opmauuro noo onpeOeﬂeHHth HOMEPOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
State Chamber of Commerce
Preston New Road
(1) Denver, (2) Colorado 61043
(3) Mr. C. Bennett
(4) Glaston Potteries Inc.
20-13 (5) Vorley Road
Little-Rock, (6)Arkansas 4667
()the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(1)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from
(1the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

3aoanue 5
Coommnecume um[)opmauuio noo onpe()ereHHth HOMEpPpOM Ha KOHeepme ¢ mém, Umo
OHa 0003Hauaem.
United Dental Care Corp.
208 Eastside Road
(1) Columbus, (2) Ohio 37891
(3) Mrs. F. Jones
(4) Marcus Drugstore
15 (5) Ellison Place
Mansfield, (6) Ohio 3704
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;

(6)the ZIP Code in the mailing address
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(1the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

(D)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address

3aoanue 6
Coommnecume uud)opmauuro noo onpeOeJleHHth HOMEPOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
Flanagan’s Department Store
12207 Sunset Strip
(1)Los Angeles, (2)CA 91417
(3)Mrs. Terry Roberts
(4)Ketchum Collection Agency
1267 (5) Hollywood Boulevard
Los Angeles, (6) CA 91401
(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(Dthe ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

3aoanue 7
Coommnecume um[)opmaumo noo onpe@eﬂeuubm HOMEpPpOM HA KOHeepme C méem, umo
OHa 0003Hauaem.
Eterna-Tools, INC.
Route 9
(1) Saddlebrook, (2) NY 07666
(3) Mr. Jack Patterson
(4) Jack’s Hardware Store
72 (5) EIm Street
Kennebunk, (6) Maine 0660
(1the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes

from; (6)the ZIP Code in the return address
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(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address

(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 8
Coommnecume uud)opmauuro noo onpeOeJleHHth HOMEPOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
M M Shoe Store
70-19 Lefferts Boulevard
(1) Bayside, (2) New York 11202
(3) Mrs. Loretta VVasques
(4) The Vasques Travel Agency
1402 (5) Broadway
New York, (6) New York 1003
()the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(1)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from
(1the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

3aoanue 9
Coommnecume um[)opmaumo noo onpe@eﬂeuubm HOMEpPpOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
Standard Electric Corporation
2120 Oak Terrace
(1) Lake Bluff, (2) Illinios 60044
(3) Mr. Bruce Kretchmer
(4)Krethmer’s ApplianceStore
1135 (5) State Street
Chicago, (6) Illinois 60688
(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;

(6)the street name in the mailing address
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(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

3aoanue 10
Coommnecume uud)opmauuro noo onpeOeﬂeHHth HOMEPOM HA KOHeepme C mem, Umo
OHa 0003Hauaem.
The First Banc of Chicago
1160 State Street
(1) Chicago, (2) Illinois 60688
(3) Mr. Milton Smedley
Credit Department
(4) Standard Electric Corp.
2120 (5) Oak Terrace
Lake BIluff, (6) Illinois 60044
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 11

Coomuecume ungopmayuio noo onpeoeneHHviM HOMEPOM HA KOHEepme ¢ mem, Ymo
OHa 0003Hauaem.
Jackson & Miles
118 Regent Street
(1) London, (2) WIC 37D UK
(3) Mr. P.Pratt
Howard & Pratt
(4) Ladies’ Clothing
306 (5) 3d Avenue
Chicago, (6) Illinois 60602

(1the addressee; (2)the addressee’s company name; (3)the street name in the
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mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address

(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address

(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address

(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 12
Coommnecume uud)opmauuro noo onpeOeJleHHth HOMEPOM HA KOHeepme C memM, Umo
OHa 0003Hauaem.
Howard & Pratt, Ladies’ Clothing
306 3d Avenue
(1) Chicago, (2) Illinois 60602
(3) D.A.Leary Manager
Manager
(4) Jackson & Miles
118 (5) Regent Street
London, (6) WIC 37D UK
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(Dthe ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 13
Coomuecume ungopmayuro noo onpeoeeHHbIM HOMEPOM HA KOHEEpme ¢ mem, Umo
OHa 0Oo3Hauaem.
Miranda Collins
Regional Sales Manager
Park House
13 Kings Street
(1) Manchester, (2) M12 3PG
(3) Mrs. Janet Andersen

Personnel Manager
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(4) Dot. Com. Solution Ltd
10 (5) Waterbridge Road
Kingcross, (6) FK18 9GD
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(D)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(1the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 14
Coommnecume um])opmaumo noo onpeOereHHth HOMEpPpOM HA KOHeepme C mem, Uumo
OHa 0003Hauaem.
Mrs. Janet Andersen
Personnel Manager
Dot. Com. Solution Ltd
10 Waterbridge Road
(1) Kingcross, (2) FK18 9GD
(3) Mr. Miranda Collins
Regional Sales Manager
(4) Park House
13 (5) Kings Street
Manchester, (6) M12 3PG
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
()the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(Dthe ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

3aoanue 15
Coomnecume ungopmayuro noo onpeoeyieHHbIM HOMEPOM HA KOHBEPME C meM, Yo
OHa 0003Hauaem.

Bruce Kretchmer
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Krethmer’s Appliance Store
1135 State Street
(1) Chicago, (2) Illinois 60688
(3) Mrs. Ann Jackson
Credit Department
(4) Standard Electric Corp.
52 (5) Hanover Street
Edinburgh, (6) EH2 5LM UK
(1)the addressee; (2)the addressee’s company name; (3)the street name in the
mailing address; (4)the ZIP Code in the mailing address; (5)the town the letter comes
from; (6)the ZIP Code in the return address
(1)the ZIP Code in the mailing address; (2)the town the letter comes from; (3)the
ZIP Code in the return address; (4)the addressee; (5)the addressee’s company name;
(6)the street name in the mailing address
(1)the town the letter comes from; (2)the ZIP Code in the return address; (3)the
addressee; (4)the addressee’s company name; (5)the street name in the mailing address;
(6)the ZIP Code in the mailing address
(D)the ZIP Code in the return address; (2)the addressee; (3)the addressee’s com-
pany name; (4)the street name in the mailing address; (5)the ZIP Code in the mailing
address; (6)the town the letter comes from

Tema 6. OdopmiieHue pe3rome, MMCbMa-3asiBJIeHNS,
NMCcbMa-yBe0MJIeHHS, TMCbMAa-3aMpoca

1) Onpedenume 6uod dokymenma:.

We are a large record store in the centre of Manchester and would like to know
more about the CDs and DVDs you advertised in last month’s edition of Hi Fi. Could
you tell us if the products are leading brand names, or made by small independent com-
panies, and if they would be suitable for recording classical music, games and video?
We would appreciate it if you send us some samples.

Contract

Memo

CVv

Letter of enquiry / request

2) Onpeoenume 6uo 0OKymenma:

Thank you for your enquiry of 12 May in which you asked about the tapes we
advertised in this month's edition of Hi Fi News. The cassettes are ferrous based
and high quality chromium dioxide which as you know means they would be suit-
able for any type of recording. We have sent, by separate post, samples of the ad-
vertised cassettes and other brands we stock.

We would urge you to place an order as soon as possible as there has been a huge
response to our advertisement.
Thank you for your interest and await your reply.

Contract

Memo
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CcVv
Letter of information

3) Onpeodenume 6uod doKymenma:
We shall be obliged if you would favour us with your opinion as to the means,
standing and respectability of Messrs. Stanley Corp., Minneapolis, Minnesota,
USA. We would be grateful if you could tell us if the firm is reliable in settling its
accounts promptly. Any information given by you will be treated as strictly private
and confidential. Thanking you for your cooperation.

Contract

Memo

CVv

Letter of enquiry / request

4) Onpeoenume 6uo 00Kymenma:
Name: Susanna J.Pattrick
Home address: 1 The Lane Liverpool M16 2PT
Date of birth: 22 March 1979
Place of birth: Liverpool
Nationality: British
Marital status: Single
Education: Stonebroom Comprehensive School West Park Liverpool September
1990-July 1995
Qualifications: July 1995 GCSE Mathematics (B)English (C)Business Studies
(A)French (C)Art and Design (D)
Objective: A traineeship in trading
Work experience: Work on a market stall on Saturday
Interest & activities: Swimming. Reading. Horse riding
Contract
Memo
CVv
Letter of enquiry / request

5) Onpeoenume 6uod ooxymenma:

The Sellers have sold and the Buyers have bought on cif terms 10 000 kgs. of
Chemicals ST to be delivered in the fourth quarter of 1998. Partial shipments are
allowed. The quality of the Chemicals is to be confirmed by certificate issued by a
competent independent and recognized laboratory. The Chemicals are to be packed
in plastic bags. The price is 175 English pounds sterling per kilo cif Liverpool. The
total value of the Contract is GBP 1,750,000 (one million seven hundred and fifty
thousand English pounds sterling). The date of the bill of lading issued in the name
of the Buyers is to be considered the date of delivery. Payment is to be made
through the National Bank, Liverpool.

Contract
Memo
CVv

Letter of enquiry / request
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6) Onpeoenume 6uo 0oKymenma:
In accordance with Article 3 of the above Contract we are informing you of the Ar-
rival Date of the Group. It is 12 November and the flight number is SU 241. We
hope this will enable you to reserve the accommodation in good time. We have al-
so made the reservation for the return flight on 20 November.
If you have any queries please do not hesitate to contact us.
Faithfully yours,
Pete Smirnov, General Director.
Contract
Informing letter
CVv
Letter of enquiry / request

7) Onpeoenume 6uo 00Kymenma:

This is made between: International Management Ltd, London, United King-
dom, hereinafter referred to as Organiser and Economtraining, Moscow, Russian
Federation, hereinafter referred to as Customer.

This Contract concerns the Programme for a Group of 10 senior bankers and
foreign trade company executives (the Participants) from the Russian Federation as
nominated by the Customer, scheduled to take place in London during 8 days in
November, 2007.

The exact dates are to be specified before 20 October.

Both parties to this Contract are bound by the terms and conditions of the Con-
tract as set out below.

Contract

Memo

CVv

Letter of enquiry / request

8) Onpeoenume euo 0oKkymenma:
Name: Peter J.Brown
Home address: 3 The Cherry street Liverpool M13 2PT
Date of birth: 14 January 1972
Place of birth: Liverpool
Nationality: British
Marital status: Married
Education: Stonebroom Comprehensive School West Park Liverpool September 1990-
July 1995
Quialifications: July 1995 GCSE Mathematics (B)English (C)Business Studies
(A)French (C)Art and Design (D)
Objective: A traineeship in trading
Work experience: Work on a market stall on Saturday
Interest & activities: Climbing. Reading.

Contract

Memo

CVv

Letter of enquiry / request
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9) Onpeoenume 6uod doxkymenma:
Dear Sir,
| wish to thank you most warmly for your excellent hospitality extended to me
during my visit to your company. The opportunity to meet you and your directors
was something | had long looked forward to. | can only hope now that one day |
may be able to receive a visit here from you. | very much appreciated your kind-
ness and that of Mr. James Frobisher in showing me round the new plant.
| thank you once again.
Contract
Memo
CVv
Letter of thankfulness

10) Onpeoenume éuo ooxymenma.
Name: John J.Brown
Home address: 5 Cross street Liverpool M13 2NR
Date of birth: 10 January 1980
Place of birth: Liverpool
Nationality: British
Marital status: Married
Education: Stonebroom Comprehensive School West Park Liverpool September 1990-
July 1995
Qualifications: July 1995 GCSE Mathematics (B)English (C)Business Studies
(A)French (C)Art and Design (D)
Objective: A traineeship in trading
Work experience: Work on a market stall on Saturday
Interest & activities: Roller-skating. Gardening. Fishing.
Contract
Memo
CVv
Letter of enquiry / request

11) Onpeodenume 6uod doxymenma:
Genlemen,
We saw a collection of women’s dresses in your October catalogue. The lines you
showed would be most suitable for our market.
Would you kindly send us your quotation for clothing that you could supply to us
by the end of November?
Thank you for an early reply.
Contract
Memo
CVv
Letter of enquiry

12) Onpeodenume 6uod ooxymenma:
Dear Sirs,
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We are pleased to make you a firm offer regarding our products in the size you re-
quire. Nearly all the models are obtainable and can be delivered to you by the end
of November. If you prefer the goods to be shipped by air freight, this kind of
shipment will be charged extra at cost.

Contract

Memo

CVv

Offer

13) Onpeodenume 6uod ooxymenma:
Genlemen,
Thank you for your quotation on October 28. We have pleasure in placing an order
with you for 1,500 dresses to the amount of US $38,745 in the colours and sizes
specified below.

Contract

Memo

CVv

Order of goods

14) Onpeodenume 6uod doxymenma:
Dear Sirs,
We acknowledge receipt of your order for women’s dresses dated Nov. 4, 2000
and agree to execute it in strict accordance with its terms and conditions which we
hereby accept and confirm in all respects.

Contract

Memo

CVv

Confirmation of order

15) Onpeodenume 6uod ooxymenma:
Dear Sirs,
Thank you for your delivery of dresses which we ordered on Nov. 4, 2000. How-
ever we wish to draw your attention to:
Concerning the red dresses supplied: one lot of 100 (size 12) included clothes of a
lighter red colour than the other sizes. We are returning them, and would ask you
to replace the whole lot by 100 dresses (size 12) in the correct colour.

Contract

Memo

CVv

Letter of complaint

Tema 7. OdopmiieHne ciry:keOHOM 3aNIMCKHU

1) Bovioepume sapuanm 011 ROOCMAHOGKU C1106 O 3ANOJIHEHUsL NPONYCKOE MAK,
Umoovl OH OMPAXHCATI 0COOEHHOCIU OPOPMAEHUA CTIYHCEOHOU 3ANUCKU:
To . Secretarial Supervisor
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(?) : Claire McElroy

(?) :Demonstration of new office equipment

The (?) of Smart Equipment will visit us on 28 April to demonstrate their new
computer and fax-machine which you are sure to be interested in. Please arrange the
time to meet him so that all your staff could be present.

(?)

From; Subject; Sales Manager; C.M.
Subject; From; C.M.; Sales Manager
From; Subject; Sales Manager; C.M.
C.M.; From; Subject; Sales Manager

2) Boibepume cnoea unu couemanus ci06 0Jisi 3an0JIHEHUs RPONYCKO8 MAK, Ymoovl
OHU OMPAXCATIU 0COOEHHOCMU OPOPMAEHUA CTIYHCEOHOU 3ANUCKU:
To . Attorney-at-Law

(?) : Henry Purcell
(?) : Guest Lecture
The (?) of the Freeport chapter of the National Organization of Retired Persons

would indeed be interested in a lecture on «The Social Security Act». Therefore, with
much appreciation, | accept your offer to address our club. We look forward to your lec-
ture

(?)

From; Subject; members; President
Subject; From; members; President
From; Subject; President; members
President; From; Subject; members

3) Boibepume cnosea uiu couemanus cioe 0 3an0jJHeHUs NPONYCKOG MaK, Ymoosl

OHU OMPAXCAIU 0COOEHHOCMU OPOPMACHUA CIIYHCEOHOT 3ANUCKU:
To : Mr. C. Bennett

(?) : Tony Dilmann
(?) : Request for Marketing Information
The (?) of a list of commercial and industrial wholesalers and distributors will

constitute a chargeable enquiry. The approximate cost of this service will be $300.

(?)

From; Subject; provision; Office Manager
Subject; From; provision; Office Manager
From; Subject; Office Manager; provision
provision; From; Subject; Office Manager

4) Bovloepume cnosa unu couemanusn cioe 015 3an0jJHEHUsL NPONYCKO8 MaK, Yool
OHU OMPAXHCATIU 0COOEHHOCMU OPOPMIAEHUA CTIYHCEOHOU 3AaNUCKU:
To : Mr. Simpson

(?) : Robert Roughson
(?) : Answer on the enquiry
Thank you for (?) about our new tape-recorder. | am enclosing our brochure,

which gives general information about the product.

() —
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From; Subject; enquiry; General Manager
Subject; From; enquiry; General Manager
From; Subject; General Manager; enquiry
enquiry; From; Subject; General Manager

5) Bvibepume cnoea unu couemanusn cioe 015 3an0JAHEHUs NPONYCKO8 MaK, Yool
OHU OMPAXCAIU 0COOEHHOCMU OPOPMACHUA CIIYHCEOHOU 3ANUCKU:
To :Mrs.Biggs

(?) : Claire McElroy

(?) : Credit Investigation

Having conducted our standard (?) investigation, we have concluded that it
would be unwise for us to grant you credit at this time.

(?)

From; Subject; credit; General Manager
Subject; From; credit; General Manager
From; Subject; General Manager; credit
credit; From; Subject; General Manager

6) Boibepume cnoea unu couemanus c106 0jis 3an0JIHEHUS RPONYCKO8 MAK, YUMol
OHU OMPAXCAIU 0COOEHHOCMU OPOPMACHUA CTIYHCEOHOU 3ANUCKU

To : Chief of the company

(?) : John Smith

(?) : Payment

We are extremely sorry that your company has been affected by a number of difficulties
with several large customers. We are doing everything possible to rectify the (?) :
Indeed we hope to make the payment which is about a month overdue in the very near
future.

(?)

From; Subject; situation; Managing Director
Subject; From; situation; Managing Director
From; Subject; Managing Director; situation
situation; From; Subject; Managing Director

7) Boibepume cnoea uiu couemanus c106 0isi 3an0JIHEHUs RPONYCKO8 MAK, Ymoobl
OHU OMPAXHCATIU 0COOEHHOCMU OPOPMACHUA CTIYHCEOHOT 3ANUCKU:
To : General Director

(?) :Mrs. F. Jones

(?) : Claim on toothpaste quality

It is upsetting to learn that you have problems with our toothpaste. On Wednesday
morning our (?) Tony Maller will make the samples which will be forwarded to

our Quality Control Department for analysis. Please accept our apologies for inconven-
ience.

(?)

From; Subject; representative; Vice-President
Subject; From; representative; Vice-President
From; Subject; Vice-President; representative

representative; From; Subject; Vice-President
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8) Buibepume cnosa unu couemanus cioe 0 3anoJaHeHUs NPOnYcKo8 makK, Ymool
OHU OMPAXHCAIU 0CODEHHOCIU OPOPMAEHUA CTIYHCEOHOU 3ANUCKU:
To : Robert Nathan

(?) : George Gillian

(?) . Letter of information

We appreciate your interest in Franklin and Gordon office supplies and are delighted to
send you the (?) you requested. Please let us know if we may be of further assis-
tance.

(?)

From; Subject; information; Customer Service Manager
Subject; From; information; Customer Service Manager
From; Subject; Customer Service Manager; information
information; From; Subject; Customer Service Manager

9) Bbtﬁepume C/106a4 UU COYEMAHUSA C106 015 3AN0JIHEHUA nponyckKkoe mak, umoonl

OHU OMPAXCAIU 0COOEHHOCMU OPOPMACHUA CTIYHCEOHOT 3ANUCKU:

To : Mr. Smith

(?) : John Knight

(?) - Letter of information

We sincerely appreciate your interest in Sony products. We are enclosing a list of (?)
in your community who carry a full line of our cameras. Anyone of them will be

happy to serve you.

(?)

From; Subject; retailers; Sales Manager
Subject; From; retailers; Sales Manager
From; Subject; Sales Manager; retailers
retailers; From; Subject; Sales Manager

10) Boibepume cnosa unu couemanus ci08 05 3an0JHEHUsL RPONYCKO8 MAK, YMoobl
OHU OMPAHCAnU 0COOEHHOCMU 0POPMAEHUSA CYIHCEOHOU 3ANUCKU:

To : Manufacturing Company
(?) : William Wilson
(?) : Enquiry

We intend to purchase a new office equipment before the end of the year. We would
like to consider an RBM copier and wonder if you have a model that would suit our
needs.

(?)

From; Subject; office equipment; Office Manager
Subject; From; office equipment; Office Manager
From; Subject; Office Manager; office equipment
office equipment; From; Subject; Office Manager

11) Boioepume cnoséa unu couemanus cioé 0 3an0JHEHUS RPONYCKOE MAK, UM OObl
OHU OmMPadCanu 0COOEHHOCHU OPOpMAEHUA CTIYIHCEOHOU 3ANUCKU:
To : Jackson & Miles

(?) : Howard & Pratt, Ladies’ Clothing
31



(?) : Enquiry

We saw a collection of women’s dresses in your October catalogue. The lines you
showed would be most suitable for our market.

Would you kindly send us your quotation for clothing that you could supply to us by the
end of November?

Thank you for an early reply.

(?)

From; Subject; women’s dresses; Buyers
Subject; From; women’s dresses; Buyers
From; Subject; Buyers; women’s dresses
women’s dresses; From; Subject; Buyers

12) Bvioepume cnosa unu couemanus cog 0Jis 3an0JAHEHUs NPONYCKO8 MAK, YmMoobl
OHU OmMpaX3canu 0coOeHHOCmU 0PopMAEHUS CYIHCEOHOU 3ANUCKU:

To : Howard & Pratt, Ladies’ Clothing
(?) - Jackson & Miles
(?) . Offer

We are pleased to make you a firm offer regarding our products in the size you require.
Nearly all the models are obtainable and can be delivered to you by the end of Novem-
ber. If you prefer the goods to be shipped by air freight, this kind of shipment will be
charged extra at cost.

(?)

From; Subject; women’s dresses; Manager
Subject; From; women’s dresses; Manager
From; Subject; Manager; women’s dresses
women’s dresses; From; Subject; Manager

13) Boibepume cnosa unu couemanus ci08 05 3an0JHEHUsL RPONYCKO8 MAK, Ymoobl

OHU OMPANCAIU 0COOEHHOCMU OPOPMACHUA CIIYHCEOHOT 3ANUCKU:
To : Jackson & Miles

(?) : Howard & Pratt, Ladies’ Clothing

(?) - Enquiry

Thank you for your quotation on October 28. We have pleasure in placing an order with
you for 1,500 dresses to the amount of US $38,745 in the colours and sizes specified be-
low.

(?)

From; Subject; women’s dresses; Buyers
Subject; From; women’s dresses; Buyers
From; Subject; Buyers; women’s dresses
women’s dresses; From; Subject; Buyers

14) Boibepume cnoea unu couemanus c108 05 3an0JaHeHUss RPONYCKO8 MaK, Ymoowl
OHU OMPAXHCATIU 0COOEHHOCIU OPOPMAEHUA CTIYHCEOHOU 3ANUCKU:
To : Howard & Pratt, Ladies’ Clothing
(?) : Jackson & Miles
(?) : Confirmation
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We acknowledge receipt of your order for women’s dresses dated Nov. 4, 2000 and
agree to execute it in strict accordance with its terms and conditions which we hereby
accept and confirm in all respects.

(?)

From; Subject; women’s dresses; Manager
Subject; From; women’s dresses; Manager
From; Subject; Manager; women’s dresses
women’s dresses; From; Subject; Manager

15) Boibepume cnoea unu couemanus cio8 0sa 3an0JaHEHU RPONYCKO8 MAK, Ymoobl
OHU OMPAXHCATIU 0COOEHHOCIMU OPOPMACHUA CTIYHCEOHOU 3ANUCKU:
To - Jackson & Miles
(?) : Howard & Pratt, Ladies’ Clothing
(?) . Letter of complaint

Thank you for your delivery of dresses which we ordered on Nov. 4, 2000. However
we wish to draw your attention to:
Concerning the red dresses supplied: one lot of 100 (size 12) included clothes of a light-
er red colour than the other sizes. We are returning them, and would ask you to replace
the whole lot by 100 dresses (size 12) in the correct colour.

(?)

From; Subject; women’s dresses; Buyers
Subject; From; women’s dresses; Buyers
From; Subject; Buyers; women’s dresses
women’s dresses; From; Subject; Buyers

Tema 8. O¢puunanbHoe U HeopUIIHAIBbHOE 0JIAT0aAPCTBEHHOE MUCHMO

1) Buvibepume npasunvhslit nepesod npeonoxcenusn. | wanted to thank you for your
hospitality.

51 661 xoTen mobmaromaputk Bac 3a Bare roctenpuumcTBo.

bnaronapro Bac 3a rocrenpuuMCcTBO BO BpEMsI HAILIEH BCTPEUH.

51 Ob1 XOTEN BBICKA3aTh UCKPEHHIOIO 0JIar01apHOCTb.

51 Bam ouenpb OmarojjapeH 3a moMoIilhb.

2) Yemanoseume coomeemcmaeue:.

Many thanks for your help. Cmacu6o 3a mpurjamicHue.
(ynotpebisieTcs TOIbKO MOCIIEe OCEIIECHNS )

Thank you for the lovely evening. | Cnacu6o 3a xopomiwii Bedep.

Thanks very much for having us. CeppeuHo 61aro1apro 3a mMUChbMo.

Thanks a lot for your letter. Bbonpimoe crracn6o 3a momonis.

3) 3anoanume nponyck: 1 would like to thank you for we had last Tuesday.
the great time
the productive meeting
the good reunion
the leisure time
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4) Bovioepume npasunvuslit nepesod npeonoxcenus. Thank you for your hospitality
during our meeting.

51 6w1 xoTen mobarogaputh Bac 3a Bae roctenpunmcTBo.

birarogapro Bac 3a roctenpuuMcTBO BO BpEMS HaIllIEd BCTPEYH.

51 GBI XOTEN BBICKA3aTh UCKPEHHIOKO OJIar01apHOCTb.

51 Bam ouenp OmarogapeH 3a OMOIITb.

5) Aononnume oaazooapcmeennoe nucomo: | you for the useful advice
and the interesting documents you gave me our last meeting.

am most grateful to

thanks very much

congratulate

am glad

6) Jononnume o1azooapcmeennoe nucemo: | your order for the new products
we discussed during our meeting, and | am confident that our renewed co-operation will
prove a success.

cannot wait to receive

shall shortly be receiving

look forward to receiving

want to receive

7) Boioepume npasunvhotii nepesod npeonoxcenus: | would like to express our grati-
tude.

51 661 xoTen nobnaroxaputh Bac 3a Bare roctenpuumcTBo.

bnaronapro Bac 3a rocrenpuuMcTBO BO BpeEMsl HAlIE BCTPEYH.

51 Ob1 XOTeN BBICKA3aTh HAITy UCKPEHHIOIO 0J1ar0JJapHOCTb.

51 Bam ouenpb OmarojjapeH 3a moMoIilhb.

8) 3anonnume nponyck: for the productive meeting we had last Tuesday.
I would like to thank you
| am interested in thanking you
| thanking you
Thanks

9) Mlonoanume onazooapcmeennoe nucomo: | look forward to receiving your order for
the new products __, and | am confident that our renewed co-operation will prove a
success.

| want you to buy

| showed you

we discussed during our meeting

of the firm

10) Onpeodenume 6uod ooxymenma:
Dear Sir,
| wish to thank you most warmly for your excellent hospitality extended to me
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during my visit to your company. The opportunity to meet you and your directors
was something | had long looked forward to. | can only hope now that one day |
may be able to receive a visit here from you. | very much appreciated your kind-
ness and that of Mr. James Frobisher in showing me round the new plant.
| thank you once again.

Contract

Memo

CVv

Letter of thankfulness

11) Boibepume npasunvnstiit nepesod npeonoxcenus. | am most grateful to you for all
your help.

S1 6w1 X0TEN mobaroaaputh Bac 3a Baiiie roctenpunMcTBoO.

bnaronapro Bac 3a rocTenpurMcTBO BO BpeMs Halllel BCTPEUH.

S1 GBI XOTEJ BBICKA3aTh HAIlly HCKPEHHIOI 0JIaroAapHOCTb.

51 Bam ouenpb OnarojjapeH 3a moMoIlhb.

12) lononnume o1azodapcmeennoe nucomo: | am most grateful to you for the useful
advice and the interesting documents you gave me our last meeting.

during

on the occasion of

at

after

13) Onpeoenume 6uo ookymenma:
Dear George
Thanks so much for the great evening at the White Horse Inn. I haven’t enjoyed myself
so much for a long time. | hope we can get together again soon.
Best wishes
Jens
Contract
Memo
CVv
Letter of thankfulness

14) /lonoanume orazooapcmeennoe nucomo: | ook forward to receiving your order
for the new products we discussed during our meeting, and | am confident that our
will prove a success.

good relations

more meetings

renewed cooperation

friendship

15) 3anoanume nponyck: It was to visit your company and become better ac-
quainted with your business operations.

most interesting
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great fun
good experience
great pleasure

Tema 9. Kontpakr

1) Boibepume npasunvHblit nepesoo blpa3ceHus .

hereinafter referred to as

have concluded the present Contract
total value

spare parts

2) Boloepume npasuivHulit REPesood GbIPAIHCCHUA

hereinafter referred to as

have concluded the present Contract
total value

spare parts

3) Boloepume npasunbhblii nepesoo 6bIPANCEHU .

hereinafter referred to as

have concluded the present Contract
total value

spare parts

4) Boibepume npasuibHblii nepesood GbIPANHCEHUS .

hereinafter referred to as

have concluded the present Contract
total value

spare parts

5) Boibepume npasuivHblii nepesood GbIPAIHCCHUA

technical documentation

the prices are firm and to no alteration
date of receipt

payments are to be effected

6) Boloepume npasuibHolit REPesood GbIPAIHCCHUA

technical documentation

the prices are firm and to no alteration
date of receipt

payments are to be effected

7) Bolbepume npasuivHolit REPesood GbIPAIHCCHU

technical documentation
the prices are firm and to no alteration
date of receipt
payments are to be effected
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8) Bovloepume npasunbhblit nepeeoo ebiparcenus. KIIATSKU OYIyT MPOU3BOIUTHCS
technical documentation
the prices are firm and to no alteration
date of receipt
payments are to be effected

9) Bovloepume npasunbvHblii nepeoo GbIPANCEHUA. «OOCCIICUNBATH TIOJHYIO COXpaH-
HOCTB Ipy3a»

to secure the full safety of the goods

by means of negotiations

to enter into force

the prices are firm and to no alteration

10) Boioepume npasunbhblii nepesoo GbIPANCEHUA. KITYTEM TIEPETOBOPOBY»
to secure the full safety of the goods
by means of negotiations
to enter into force
the prices are firm and to no alteration

11) Boioepume npasunvHblii nepesoo GbIPANCEHUA . KITIOCTABISIEMOE 000PYT0BAHUEY
the parties are released from responsibility
the guarantee period
full conformity
the equipment to be supplied

12) Boibepume npasuivhblii nepesood GbIPANCEHUA . KTIOTTHOE COOTBETCTBHE
the parties are released from responsibility
the guarantee period
full conformity
the equipment to be supplied

13) Boioepume npasunvhblii nepesood Gblpa3ceHus . «CPOK TapaHTHI
the parties are released from responsibility
the guarantee period
full conformity
the equipment to be supplied

14) Boibepume npasuibHblii REPe6od GbIPANCEHUA . KBCTYIIATh B CHUITY»
to secure the full safety of the goods
by means of negotiations
to enter into force
the prices are firm and to no alteration

15) Boibepume npasuivHblii nepesood 8bIPANCEHUA. «CTOPOHBI OCBOOOKIAIOTCS OT OT-
BETCTBEHHOCTH

the parties are released from responsibility
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the guarantee period
full conformity
the equipment to be supplied

Tema 10. /lesioBOM 3 THKET

1) Boioepume npasunvuuiii omeem: Before the businessmen get down to business they
often speak about the

weather

news

shopping

fashion

2) Yemanoseume coomeemcmeue:

| regret about it. C 60OIBIINM yJTOBOJILCTBHEM.
That depends on the circumstances. 51 coxkanero 00 3ToM.

With great pleasure. DT0 3aBUCHUT OT OOCTOSATEIILCTB.
Do me a favour. OxaxuTe MHE JTIOOE3HOCTb.

3) Ilepeseoume npeodnorcenue: There are a few points to discuss.
JlaBaiiTe nmepeniem K Aemny.
Hy>xHO 06CyTUTh HECKOIBKO BOTIPOCOB.
DTO XopoI1as ujes.
Y MeHs €CTh HEKOTOpPbIE KOMMEHTAPHH.

4) Yemanosume coomeemcmeue.

I have nothing against it. He mory ¢ Bamu cormacutbcs.
Sorry to have bothered you. W3BuHuTE 32 OECIOKOMCTBO.
Sorry to disappoint you. Kanp Bac pazoqapoBbIBaTh.

I can’t agree with you. $1 HUYero He UMEI0 MPOTUB.

5) Haiioume npasunsnslit nepesod npeonoxcenusn: That does not depend on me.
DTO HE 3aBUCHUT OT MEHSI.
51 HE MOTY € 3TUM COTJIaCUTHCS.
41 BO3paxkaro IpOTHUB 3TOTO.
DTO COBEPUIEHHO HEBO3MOXKHO.

6) Haiioume npasunvnslit nepesod npednoxcenus: | object to that.
DTO HE 3aBUCHUT OT MEHSI.
51 He MOT'Y C 3THM COTJIACHUTBCSL.
51 BO3paxaro mpoTUB 3TOrO.
DTO COBEPIIIEHHO HEBO3MOXKHO.

7) Haiioume npasunvnslii nepesod npeonoxcenus: It’s quite impossible.
DTO HE 3aBHUCUT OT MEHSI.
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S He MOT'Y C OTUM COIJIaCUTHCA.
A BO3paXXaro IIpOTUB 3TOTO.
910 COBCPIICHHO HEBO3MOKHO.

8) Ycmanosume coomseemcmeue:.

I’m at your disposal. BbI MOXeTe Ha MEHS TOJIOKUTHCSI.
You may rely upon me. S B Bammem paciopsiKeHUH.

I’1l do my best. Sl He Bo3pakaro.

I don’t object. SI coenaro Bce OT MEHS 3aBUCSIIIEE.

9) Ilepeseoume npeonorcenue: \We shall get down to the business.
JlaBaliTe nepenaeM K JAemy.
Hy>xHO 00CyIUTh HECKOJIBKO BOIIPOCOB.
DTO XOopomias uies.
VY MeHs ecTh HEKOTOpble KOMMEHTapUH.

10) Cpopmynupyitme ¢ppasy c npusnanuem komnemenmuocmu pecnonoenma: May |
wish you every success in your new position, for which I am sure you have just
and experience.
the good qualities
the right qualities
the best qualities
the high qualities

11) Boibepume nooxooauyio popmyauposxy 0isa no3opasumenbHozo cooouieHus oe-
sn0eomy napmmuepy. My colleagues our warmest congratulations, and we
look forward to continuing our long association.

send you

join me in wishing you

join me in sending you

wish you

12) Boibepume nooxooauiyio popmyauposxy 0is no3opasumenbHozo coooueHus oe-
sn0eomy napmuepy: My colleagues join me in sending you our warmest congratulations,
and we look forward to

continuing our long association

your continued custom

your next order

continue our work

13) dononnume xommepueckoe npeonoxcenue. \We are manufacturers of telephone
answering machines and a European manufacturer of compatible
products with a view to entering into a commercial partnership.

would like to meet

are seeking
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will be contacting
want to ask

14) /lonoanume xommepueckoe npeonoxycenue. \We would like to offer our services as
commercial agents for your products in the United States, your representa-
tion of our products on the European market.

as an exchange for

in exchange with

in exchange for

instead of

15) /lononnume xommepueckoe npeonoxcenue: \We hope you will ? And
look forward to your reply.

look into this

give this proposal your kind consideration

give this your immediate attention

come to the conclusion

16) /lonoanume xommepueckoe npeonodxcenue. AS We are sure , the US
market offers excellent potential for your type of product, and we feel confident that
you will appreciate how much your company could benefit from such a partnership.

you are aware

you must know

you bear in mind

you understand

17) /lononnume kommepueckoe npeonoxcenue. As we are sure you are aware, the US
market offers excellent potential for your type of product, and that you will
appreciate how much your company could benefit from such a partnership.

we assume

we realise

we feel confident

we underline

18) lonoanume kommepueckoe npednoxncenue. AS We are sure you are aware, the US
market offers excellent potential for your type of product, and we feel confident that
you will appreciate how much __ from such a partnership.

your company could benefit

you could game

your turnover would increase

you would benefit

Tema 11. IlepeBo3ka U MoCTaBKa TOBAPOB.

1) Boibepume npasuibHblit nepesood 8blpair3ceHus . «HaYMcIeHue mrpada 3a mpocToii»
uncurring charges for standing time
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time limitations for unloading
the rate of shipment is

freight charges for mixed cargo
additional expenses

2) Bovlbepume npasunivHblii nEPe6ood 8bIPANCEHUA. KOTPAHWYCHUS IMPOIOJIKUTEIHLHO-
CTH pasrpy3Km»

uncurring charges for standing time

time limitations for unloading

the rate of shipment is

freight charges for mixed cargo

additional expenses

3) Boibepume npasunvhvlit nepesod npeonodxcenusn. «Mbl HacTanBaeM Ha JKCIIpeECC-
OTIIPAaBJICHHUN).
We insist upon express shipment.
The price of transportation of goods on the route includes loading and unloading.
The order requires direct container shipping.
Charter us a ship, equipped for the transportation.

4) Bovioepume npasunvHulii nepesod npeonodxcenus: «lleHa TEpeBO3KH ToOBapa IO
MapuIpyTy BKIIIOYA€T CTOUMOCTD IIOIPY3KH U pa3rpy3Ku».
We insist upon express shipment.
The price of transportation of goods on the route includes loading and unloading.
The order requires direct container shipping.
Charter us a ship, equipped for the transportation.

5) Boibepume npasuibHblil nepeeood npeododicenus: «3aka3 TpeOyeT npsIMOi KOHTEH-
HEPHOW MEPEBO3KUY.
We insist upon express shipment.
The price of transportation of goods on the route includes loading and unloading.
The order requires direct container shipping.
Charter us a ship, equipped for the transportation.

6) Boibepume npasuivnulii nepeoo npeonoxcenun: «IIpocum 3appaxToBaTh A HAC
YyapTEepHOE CYTHO».
We insist upon express shipment.
The price of transportation of goods on the route includes loading and unloading.
The order requires direct container shipping.
Charter us a ship, equipped for the transportation.

7) Bvioepume npasuibnvlit nepeeoo evlparceHus. «KTapud Ha MepeBO3KYy COCTABIISICT)
uncurring charges for standing time
time limitations for unloading
the rate of shipment is
freight charges for mixed cargo
additional expenses
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8) Buvibepume npasuivHblil nepeeoo eviparicenus. «Tapudbl Ha MEPEBO3KY CMEIIaH-
HBIX I'PY30B»

uncurring charges for standing time

time limitations for unloading

the rate of shipment is

freight charges for mixed cargo

additional expenses

9) Bovibepume npasunvholii nepesod npeonoxcenun: «IIpenocTaBIsioTCS CKUAKA MPH
IIEPEBO3KE B CTAaHAAPTHBIX KOHTEUHEPAX».

Freight discounts are for shipping in standard containers.

Please, inform us about the exact cost of the charter vessel.

The bills of lading are to be field out by the sender.

We request to forward the order by rail.

10) Boibepume npasuivhblii nepeood npeodnoxicenusn’. «IIpocuM coOOIUTh CTOUMOCTh
apeHIbI CyaHA.

Freight discounts are for shipping in standard containers.

Please, inform us about the exact cost of the charter vessel.

The bills of lading are to be field out by the sender.

We request to forward the order by rail.

11) Boibepume npasunvhulii nepesod npeonoxicenus. «TpaHCTIOPTHBIC HAKIIAIHbBIC 3a-
IMOJIHAKOTCA I'PY300TIIPABHUTCIICM)).

Freight discounts are for shipping in standard containers.

Please, inform us about the exact cost of the charter vessel.

The bills of lading are to be field out by the sender.

We request to forward the order by rail.

12) Bovibepume npasunvnuiii nepesod npeodnoxcenus: «Mpl IPOCHM OTIPABUThH 3aKa3
IO YKEJIE3HOU IOPOTEeM.

Freight discounts are for shipping in standard containers.

Please, inform us about the exact cost of the charter vessel.

The bills of lading are to be field out by the sender.

We request to forward the order by rail.

13) Boibepume npasuibublit nepeeoo npeodnoxcenus. «3aka3 Tpedyer 000pya0BaHUs
AJIAA TICPCBO3KU 3CPHAY.

The order requires equipment for transportation of grain.

The transportation agreement includes loading deadlines.

Freight discounts are for shipping in standard containers.

Please, inform us about the exact cost of the charter vessel.

14) Buvibepume npasunvhulii nepeeod npednoxcenus. «TpaHCIIOPTHOE COTIANICHUE
BKJIFOYAET B CE0sl CPOKU MOTPY3KH.

The order requires equipment for transportation of grain.
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The transportation agreement includes loading deadlines.
Freight discounts are for shipping in standard containers.
Please, inform us about the exact cost of the charter vessel.

15) Boioepume npasunvHblii nepesoo bipadzceHus . «TOTIOJTHUTEIHLHBIC PACXOJIbI»
uncurring charges for standing time
time limitations for unloading
the rate of shipment is
freight charges for mixed cargo
additional expenses

Tema 12. [lnaTexk. YnakoBka u MmapkupoBka. CTpaxoBaHue TOBapoOB

1) Yemanoseume coomseemcmaue:

procurement costs 3aTpaThl HA MOHTAXHbIE pa0OTHI

cost of installation 3aTpaThl Ha CTPOUTEIBHBIC PAOOTHI

cost of construction 3aTpaThl HA MATEPUATIHLHO-TEXHUYECKOE CHAOKEHUE
working costs OKCIUTyaTaI[MOHHBIC 3aTPATHI

2) Boioepume npasunvnwlii nepesood npeonodcenusn’. «Mpl IPEIIOYUTACM IIPEIOILIATY.
We prefer advance payment.
We prefer cash payment at a discount.
We prefer partial payment.
We prefer collection on delivery.

3) Yemanosume coomseemcmeaue:

cost of delivery CTOUMOCTh MaTE€pPHAJIOB
cost of manufacturing CTOUMOCTB pa0d0OYei CHIIBI
cost of materials CTOUMOCTB M3TOTOBJICHHUS
cost of labour CTOMMOCTB JOCTAaBKH

4) Boibepume npasuibHblil NEPe6ood GLIPANCCHUA . IIOIYIUTh CTPAXOBOEC BO3MEIIE-
HUC»

to do insurance business

to obtain insurance indemnity

to have overland insurance

to offer extended insurance

5) Buvioepume npasunvbnblit nepesod npeonodcenus. «Mbl IPEINOUNTACM HAJIOKCH-
HBIM MJIaTEXK.

We prefer advance payment.

We prefer cash payment at a discount.

We prefer partial payment.

We prefer collection on delivery.
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6) Yemanosume coomeemcmaue:

wholesale prices

PO3HUYHBIC ICHBI

retail prices

OIITOBBIC ICHBI

controlled prices

PBIHOYHBIC ICHBI

market prices

peryJupyeMbIe 1IEHbI

7) 3anonnume nponyck. The

is to secure full safety of the goods from any

kind of damage and corrosion during transportation by sea, railway and combined

transport.
marking
packing
payment
insurance

8) Yemanosume coomseemcmesue:

voluntary insurance

TPAHCIIOPTHOC CTPAXOBAHHC

short-term insurance

KPaTKOCPOYHOC CTPaXOBAHUC

property insurance

JI0OpPOBOJIBHOE CTPAXOBAHUE

transport insurance

HMYIICCTBCHHOC CTPAXOBAHUC

9) Bovioepume npasuibHblil nepesod npeonoxicenun. «Mpl PEANOYNTAEM YACTUIHYIO
OIlIIaTy».

We prefer advance payment.

We prefer cash payment at a discount.

We prefer partial payment.

We prefer collection on delivery.

10) Yemanosume coomeemcmeue:.

The goods are insured of fire. ToBapbl 3aCTPaxOBBIBAIOTCS OT CHIPOCTH.

The goods are insured of earthquake. | ToBapsl 3acTpaxoOBBIBAIOTCS OT OKUCIICHUSI.

The goods are insured of wetness. ToBaphbl 3aCTPaXxOBBIBAIOTCS OT 3EMIICTPSICCHUSI.

The goods are insured of oxidation. ToBapsbl 3aCTPaxOBBIBAIOTCS OT MOXKAapa.

11) 3anoanume nponyck: The is to secure full safety of the goods from
any kind of damage and corrosion during transportation by sea, railway and combined
transport.

marking

packing

payment

insurance

12) Yemanosume coomeemcmeue:

Handle with care He xanToBarth

Top Bepx

Do not turn over He ncnonp3oBath Kproku

Do not use hooks OCTOPOIKHO
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13) 3anoanume nponyck:. To get from insurance company a settlement of
damage by a certified agent is required.

services

help

payment

compensation

14) Buvioepume npasuivHblil nepesoo npeonodxicenusn. «Mpl NPEANOYATAEM OILIATY
HAaJIUYHBIMHU CO CKHﬂKOﬁ)).

We prefer advance payment.

We prefer cash payment at a discount.

We prefer partial payment.

We prefer collection on delivery.

15) Yemanosume coomeemcmesue:

The goods are insured of distortion. | ToBapsl 3acTpaxOBEIBAIOTCS OT Je(OPMAIIHH.

The goods are insured of rusting. ToBapsl 3aCTPaxOBBIBAIOTCS OT MOJIOMKH.

The goods are insured of damage. ToBapsl 3aCTPaxOBBIBAIOTCS OT MOBPEIKICHUSI.

The goods are insured of breakage. | ToBapbl 3aCTPaxOBBIBAIOTCS OT PIKABICHHSI.

Tema 13. [IpeTeH3uu U CAHKIUH

1) Boibepume npaeuivHblii nepesoo 6blpaxcenus . «upapa u 00I3aHHOCTH CTOPOHY.
claim procedure
cause for compliant
rights and obligations of the parties
supporting documents

2) Yemanosume coomeemcmeue:

low quality of goods 3aJIep’KKa MOCTaBKH TOBAPOB
defective goods HHU3KOE KaueCTBO TOBAPOB
delay in delivery of goods TIOBPEIKICHHE TOBAPOB
damage of goods u3JIeNHs ¢ AePEKTOM

3) Boibepume npasunbHblii nEpesod GvlpaAdzCeHUs. IIPOLEAypa 3asBICHUS MPETCH-
U,

claim procedure

cause for compliant

rights and obligations of the parties

supporting documents

4) 3anoanume nponyck: If the goods are not recovered the party directly responsible
for it must pay the

penalty

compensation
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eXpenses
contract

5) Yemanosume coomeemcmeue.

to refer the matter of an appeal pPacTOPrHYTh KOHTPAKT

to refer the matter of a claim TIepe/IaTh JIeJI0 Ha areUISIIII0

to refer the matter of a cassation nepeaaTh Je0 Ha CyIeOHbIN UCK
to cancel the contract nepeaTh 10 Ha KacCal|io

6) 3anoanume nponyck: The Seller can make a claim on the Buyer if there is
a default in proper packing
loss of goods
the delay in delivery of goods
a default in payment

7) Bvioepume npasuibHolit REpeeoo 8bIPaAIsceHUs . KIIPUIHHA JJIS IPCTCH3UHY.
claim procedure
cause for compliant
rights and obligations of the parties
supporting documents

8) Yemanosume coomseemcmeue:

Additional shipment 3aMeHa ToBapa
Replacement of goods CKHJIKa M3-3a IIJIOXOT'0 KauecTBa
Discount due to poor quality JIOTIOJTHUTEIbHASI TOCTABKA
Return of defective goods BO3BpaT OpaKOBaHHOT'O TOBapa
9) 3anoanume nponyck: A defines rights and obligations of the parties.
claim
report
procedure
contract

10) Boioepume npasuivhblii nepesoo GblPANCeHUs . KTIOITBEPKIAIONINE TOKYMEHTBIY.
claim procedure
cause for compliant
rights and obligations of the parties
supporting documents

11) Yemanosume coomeemcmaeue:.

We insist on proper packing Mpbl HacTamBaeM Ha HEMEJICHHOM ITOHMCKE
MOTEPSIHHOTO Ipy3a

We insist on reimbursement for delay in | Mel HacTamBacM Ha KOMIICHCAIIMM 3a 3a-
delivery JIEP)KKY TTOCTABKH

We insist on immediate search of the MpbI HacTaMBaeM Ha HaJIeXKaIlleH YITaKOBKE
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lost shipment

We insist on cancelling the contract MpI HacTanBaeM Ha PaCTOP’KEHUU KOHTPAKTa

12) 3anonnume nponyck: If a claim has a legitimate ground behind it the parties try .
to decline the claim
to inflict penalties
to retain the goods
to settle it amicably

13) Bovibepume npasuivhblii nepeeoo vipasicenus. KTpeOOBaHUEC UMEET 3aKOHHOE 0C-
HOBAaHUCECH.

claim procedure

claim has a legitimate ground

rights and obligations of the parties

supporting documents

14) Yemanosume coomeemcmeue:.

The goods do not correspond to the stamples | ToBapbl He COOTBETCTBYIOT 0Opas3ILy
Goods of inferior quality He otmpaBieHo 3aka3aHHOE KOJIMYECTBO
You did not send the quantities ordered 3aka3 mpeBbIICH
You exceeded the order ToBapbl HU3KOTO KauecTBa
15) 3anonanume nponyck: If the goods are lost the must find them.

police

buyer

seller

dealer
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Tema 14. ®opmbl opranuzanuu Ou3Heca

1) Kakoii popme opeanuzauyuu ousneca coomeemcmeyem cieoyiouiee onpeoeneHue.
«In this form of organization the owner himself is responsible for success or failure of
his businessy.

Individual proprietorship

Partnership

Public company

Private company

2) Kakoii popme opeanuzauyuu dusneca coomeemcmeyem cieoyouiee onpeoeneHue.
«In this form of organization two or more people start business together».

Individual proprietorship

Partnership

Public company

Private company
3) Kakou ghopme opzanuszauuu 6uszneca coomeenmcmeyem ciedyloujee onpeoeienue:
«In this form of organization you cannot sell shares to or raise funds from the general
publicy.

Individual proprietorship

Partnership

Public company

Private company

4) Kakxou ghopme opzanuzayuu éuszneca coomeenmcmeyem ciedylouiee onpeoeiienue:
«In this form of organization you can sell shares to the general publicy.

Individual proprietorship

Partnership

Public company

Private company

5) Kakou ghopme opzanuzauyuu 6uszneca coomeenmcmeyem ciedyloujee onpeoeienue:
«A company that owns other company/companies and which is sometimes referred to as
the parent companyy.

Public company

Private company

Holding company

Subsidiary company

Associated company
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6) Kakoii gpopme opeanuzayuu dusneca coomeemcmeyem cieoylouiee onpeoeeHue:.
«A company controlled by a holding company, usually because the holding company
owns more than 50% of the subsidiary company’s sharesy.

Public company

Private company

Holding company

Subsidiary company

Associated company

7) Kakoii gpopme opeanuzayuu dusneca coomeemcmeyem cieoylouiee onpeoeeHue:.
«A company over which another company has substantial influence (for example, it
owns between 20% and 50% of its shares».

Public company

Private company

Holding company

Subsidiary company

Associated company

8) 3anoanume nponyck: A private company can be formed with a minimum of two

people becoming its
responsibility
shareholders
directors
owners

9) Kakoii ¢hopme opzanuzauuu ouszneca npucywu caeoyrowue wepmot. All partners
are responsible for the debts and profits, losses are shared between them.

Individual proprietorship

Partnership

Public company

Private company

10) 3anoanume nponyck: The management of the company is carried out by a
of directors.

union

partnership

council

board
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11) 3anoanume nponyck:. This form of small business has its and certain
drawbacks.

contracts

advantages

forms

differences

12) 3anonnume nponyck: Public company continues to exist despite changes of its .
contracts
advantages
owners
shareholders

13) Yemanosume coomeemcmeue:

The owner himself is responsible for success or failure of his | Public company

business.

Two or more people start business together. Partnership

You cannot sell shares to or raise funds from the general public. | Individual proprie-
torship

You can sell shares to the general public. Private company

14) Yemanosume coomeemcmaeue:

A company that owns other company/companies and which is sometimes | Associated
referred to as the parent company company

A company controlled by a holding company, usually because the hold- | Holding
ing company owns more than 50% of the subsidiary company’s shares company

A company over which another company has substantial influence Subsidiary
company

15) 3anonnume nponyck: A private company can be formed with a minimum of
people becoming its shareholders.
two
one
three
four

Tema 15. KopnopaTuBHasi 0TBETCTBEHHOCTh
1) 3axonuume ¢hpazy: Corporations bear a responsibility that stretches beyond their

shareholders
directors
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managers
firms

2) Ilepeseoume mepmun «HeOOOPOIHCEIAMEIbHOCHbY:
il-will
credibility
honesty
goodwill

3) Iloocmasvme neodxooumwtit mepmun:. All that is required to ensure the responsible
behavior of corporations is about their affairs.

transparency

discussion

news

conference

4) Buibepume npasunvHuliL NEPesod MEPMUHA «KOPROPAMUBHAS OMEEHICHIBEH-
HOoCmbo)):

social responsibility

firm responsibility

managing responsibility

corporate responsibility

5) Ilepeseoume mepmun «pacnoioicenuer:
ethics
credibility
honesty
goodwill

6) Boibepume nenpasunvusiii omeem: The corporate social responsibility has focused
on some main areas:

environment

exploitation

corruption

fashion

7) 3axkonuume ¢ppa3zy: A business is more likely to succeed if it is
trusted
honest
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controlled
ethical

8) Ycmanoseume coomeemcmeue:.

Ethics is good economics. YecTHOCTH — JTydIIast MOJIMTHKA.
Credibility is vital. DTHKa — caMas JTydiras SKOHOMHKA.
Honesty is the best policy. JloBepue — *KHU3HEHHO HEOOX0[uMast BEIllb.
Goodwill depends on faith. b1arockJ1I0HHOCTh 3aBUCUT OT BEPHI.

9) Ilepeseoume mepmun «4eCHIHOCHIbY):
ethics
credibility
honesty
goodwill

10) [Jononnume npeonoxncenue: The possibility that ethical and commercial considera-
tions will conflict has always faced those who _ companies.

run

trust

buy

work with

11) IToocmasvme neodoxooumwtit mepmun. Corporations will behave towards
the wider community without any coercion because it is in their own best interests.
responsibly
transparently
honestly
correctly

12) Ilepeseoume mepmun «0osepuer:
ethics
credibility
honesty
goodwill

13) Jonoanume npeononcenue. Many companies built special housing for their em-
ployees in the belief that a well-housed employee was more

safe

productive

competent

reliable
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14) Iloocmasvme neodxooumeti mepmun:. Unethical business practices create
among customers and the community.
ill-will
conflicts
misunderstanding
quarrels

15) [lononnume npeonoxncenue: If the specialists are asked to do something unethical
they should use their as an argument.

professional code of ethics

personal integrity

honesty

cynical phrase
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