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1. English-Russian Glossary’

2. British-American English :

3. Phrases from Business Correspondence
4. Abbreviations in Business Correspondence
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€C HaCTH 3anpenaerca 6e3 MUCEMEHHOro
Pa3peliCHHs M31aTelIbCTRA

YuyebHoe nocobue npegHA3ZHAYEHO I CTYACHTOB BRICUIMX H Cpell-
HMX NMpodecCHOHANBHRIX YICOHBIX 3aBecHMI, M3yJatolMx Cu3Hec U
MEHEIDKMEHT, A1 pabOTHUKOB OpraHu3anmii, hupM, npeanpusruis, uc-

' TIOJIB3YIOLIMX B CBOeH fefITeILHOCTH aHDIMMICKMH SI3BIK, A TaKXe I

CaMOCTOSITEJIbHOIO M3Y4EHHU AEIOBOTO aHIJIMIMCKOIO A3HKA.

HoBoe u3nanue cocTouT M3 aB8yX yacteir. Part One 13 Basic Units
OPHMCHTHPOBaHA Ha HHTCHCHBHOE M3YYCHHE JIETIOBOTO aHTJIMICKOTO, OHA
BKTIOYAET OCHOBHYIO TEMATHKY, JISJIOBYIO JIEKCUKY, IIPAKTHYECKYIO IDaM-
MaTHKy ¥ doneTuky. Part Two 50 Business-Life Episodes opyeHTHpOBa-~
Ha Ha 3aKperUieHHe NpoiICHHOro MaTepiaa B CIOXETHOM CHTyallMy —
NOATOTOBKA Y NIpoBeieHHe CeMHHapa B JIOHIOHE. _

Ipunoxenus 1—4 CryXaT HONOIHATEILHBIM CIIPABOYHEIM MaTepHa-
JIOM U1 M3Y4alolMX JIEJIOBOM aHMIMUCKHY: 3TO aHITIO-PYCCKHUH CIO-
Bapb, aHIJIO-aMepHKAHCKKHE TepMHUHEI, Gonee 200 ¢pa3 U3 aesioBoii rie-
PeIMCKH ¥ aHIicKue ab0peBHaTyphl, HCTIONB3yeMbIE B fIeIOBOM KOp-
PeCIIOH/ICHLINH. )

Temwt ypoxoe. NpyieM Ha paboTy, BHYTPEHHHUIA pacriopsiiok paboTsl
OpraHM3alMy, BUALI KOMITAHUHY, KOMMEpYecKas H (PHHAHCOBAS ICATEITb-
HOCTh, NIPOJIaXa ¥ TIOKYIIKa TOBAPOB M YCIYr, pexjaMa ¥ MapKeTHHT,
KOHTPAKTHI ¥ COMIAIIEHUs, IPOM3BOACTBO, TPAHCIIOPT U T.AL.

Kparkie rpaMMaTUYecKUe IOSICHEHUS M YIIPAKHEHHS OXBATHIBaIOT
BCIO HEOOXOMMMYIO IpakTHYeCKyIo rpaMMaTHKy. K Haubonee ClroXHEM
YIPaXHEHUSIM B KOHIIE YPOKOB JAIOTCH KoYH. POHETHYESCKHE IpaBiia
M YIIPAXHEHHS Ha HanboJlee TPyAHbIE 3ByKH ¥ HHTOHALMIO NOMOTYT YITy4-
IIUTh NPOM3HOLICHHWE. TEKCTH, AMANOrH, JOKYMEHTHI, BKIIOYEHHbBIE B
HM3IaHKE, COBPEMEHHHI IO COAEPXaHMIO ¥ PopMe, AAIOTCA CO CIIOBAPHEIMHI
NMOSICHEHUAMH Y HECJIOXHBIMH yripaxHeHUsAMH. Ocoboec BHUMaHHe 06pa-
HIaeTCA Ha OTIMYMA aHDHcKoro s3kka B CIITA.

B ypox# Taxxe BKJIIOYEHBI pa3e/ibl Ha OTpabOTKY TAITHYHBIX OIH-
00K B ynoTpe6JI€HMM HEKOTOPHIX JICKCMYECKMX €IMHMI] (HalpuMep:
a visit to — to visit) ¥ c1oBoobpazoBaHue.

B xaxnoM ypoke nmaiorcst ¢passl ¥ IPEUIOXCHUS IS YCTHOIO 06-
LEHWs1, MTOAOGPaHHEIE IO IIPAKTHYECKHM LieJisIM OOIIeHMsA, HAPHMED:



6n1arofapHOCTH, W3BMHEHHA, COTIACHS, HECOTIACHS, ITPOCHOKI, COBCTHI,
YKJIOHYMBRIE OTBETH, NOAAEPXaHKe Oeceibl HA MEPOIIPHATHSX ITPOTO-
KOJIBHOI'O XapaKTepa ¥ T.1. ’

Kpatkue MeTonmueckue peKOMeHIAMH

YyebHoe mocobue cocToMT M3 ABYX 4acteil. B nepmyo 4acts
(13 Basic Units) BxmioueHb! 13 ypoKoB IO OCHOBHO# TeMaTHKe, rpaMMa-
THYECKOMY M (POHETHYECKOMY MaTepuainy. Kaxnbiii ypoK Ha4MHAETCs C
pasnena Grammar Revision, NOCTDOGHHOIO HA HECJOXHO#M oOuIeORnITO-
BOM JIEKCHKE ¥ JIEKCHKE NpeAblayLiero ypoka. Jlanee maeT HECKOIbKO
pa3nenoB Ha O0TpaGoTKYy OTHEAbHBIX KOHCTPYKUHM, JIEKCMYECKHMX €IH-
HHUL, pe4eBbiX (GopMysl. BT0 NMOATOTOBUTSABLHEIH 3Tan K pabore Hajg
TexcramMu. OCHOBA YPOKA — TEKCTHI (MAIONY, MOHOJIOTHYECKUE TEKCThI MH-
(hopMaTMBHOTO XapaKTepa, MHCEMA, AOKYMEHTHI, Ta3¢THHIE CTATHH) C HeOQIh-
HIMMH CTIOBAPHBIMM ITOSCHEHMSMIA H PAa3HOOOPA3HBIMU YNIPOKHCHUIMH,

Bropas 4acth niocooust (50 Business-Life Episodes) Bkmouaet 50 ne-
OONMbIIMX 3IM300B, KAXABH H3 KOTOPHIX COIEPXHUT TEKCT U 3a0aHNe K
Hemy. Bee TekCThI, pasHooOpasHsie 110 (opMe, O beIHHEHB! OHO#M CIOXeT-
HOH JuiHMel: IOAroTOBKA H NPOBEIEHHE CCMMHAPA IUTsi pAbOTHHKOB PHpM,
fankoB ¥ npeanpusTii B JIoHIoHe. Bosbllias YacTb 3THX MaTepHAIOB
OCHOBAaHA Ha PeAIbHBIX aHAIOrHYHLIX CCMMHAPaX, IPOBOJUMEIX B AHT-
yun ¥ CIIA.

TpoxoxaeHue Bcero Marepuana y4eOHOro nocoOus Tpebyer oxono
200 axameMHYeCKMX 4acOB, B TOM YMC/Ie MO HECSATh YaCOB Ha KaKIbii
YPOK IICpBOM YacCTH M 110 OMHOMY Yacy Ha KaXKIbIi ITH30[ BTOPO YacTu.

Kaxapiii ypok nepBoi 4acTi peKOMEHAYETCSs 3aBepliiaTh HeOoIbLOM
KOHTPOIbHOM paboroit, COCTARIEHHOM CaMiM MpenoAaBaTeieM ¢ y4eTOM
THITHYHBX OHIMOOK yYalluxcsi, HauGosee TPYAHOIO, HO HYXHOIO JUis
y4aIMXcs MaTepyaia ypoka. @opMa KOHTPOIA JOJDKHA COOTBETCTBOBATD
YIIPAOXHEHHAM ITOCOOHS.

Bropasi yacts ocoOHs — 3TO AONOMHHUTEILHRET MaTepya Uis pas-
BUTHSA HABBLIKOB YCTHO# M NHCBEMEHHOM peun. Ha oCHOBE TeKCTOB 31Ok
YaCTH MOXHO IPOBOJUTD POJIEBHIE HTPH U OOCYXIeHHA OLIEHKH pealib-
HOCTH CHUTYaIii ¥ MPaBIWIbLHOCTH BHIOpaHHKX PCIUCHUIA.

Marepuan noco6Hs peKOMEHIYETCs! TPOXOIMTE B 3aIaHHOM NOCTIe-
JIOBATELHOCTH. '

C.A. 1llegenesa

Conepxanue

PART ONE 13 BASIC UNITS

Unit,1: CVs and interviews

Grammar.Revision: The Indefinite Tenses
Numerals (numbers, dates)

Word formation: Suffixes of nouns .

Intonation;, General, special and tag-questx_ons

Bné?c on: Asking questions in an indirect way

11

. Texts and Dialogues

Unit 2: Appointments, introductions
Grammar Revision: The Continuous Tenses
Construction o be going to do smth
Ways of expressing the future
if- and when-clauses
' Word formation: Conversion
' Words: a Visit, to visit
" Basic tion: i
D i Lol
Unit 3: Telephoning
Grammar Revision: The Perfect Tenses
Modal verbs can/could, may
' formation: Suffixes of adjectives
'Construction: would like to do smth
Sateuation: Statements
Buwsde function: Apologising
fBexts and Dialogues

Wwit 4: Business trips (airports, hotels) 7
&lﬂ' Revision: The Perfect Continuous Tenses

' Modal verbs must, should, ought, shall

:s to go, to come, 1o fly, to arrive, to stay, fo leave

; fanction: Directions .

‘Imfomation: Alternative questions

..lhlnguw, , Letter



13 Basic Units

CVs and interviews

Word formation
Suffixes of nouns

Intonation
General, special
and tag-questions

Exercises 22
A curricutom
Exerci.
An appﬁcaﬁo
Exercises 26—3

Pron
et " ounc? and translate these words into Russian
v Late ['cum ulum vitae) ['sr'vi] [ka'mkjulom "
' ol vital] job [dzob]
interview ["mtavju:] o t]
application [ irke 1fn
I ]
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Grammar Revision: The Indefinite Tenses

Present Indefinite
wHbHHATHE 683 f0
Uig 3-10 N. €4, OKOHUaHHue -s/-es
Ifyoufwe/they work every weekday. Do 1/you/we/they work every day?
He/she works every weekday. Does he/she work every day? 7
I/youfwe/they do not work every day. ’
He/she does not work every duy.

Past Indefinite
p u/l-;lq)/n;p}mn 6e3 1o + oxoHuanve -d/-ed
'you/he/she/we/they  Did I/you/he/she/we/the
worked yesterday. work yesterday ? /ity
Ifyou/he/she/wefthey did not work yesterday.

Future Indefinite
bidst: 21-m J; shall/will + vdunuTn 6e3 fo
s 2-ro, 3-ro n. will + uadnuuTHB GE3 f0
II[/we shall/will wor:k tfomorrow. Shall/will Ifwe work tomorrow?
‘ouf he/she/they will work tomarrow. Wil you/ he/she/they work tomorrow?
I/we shall/will not work tomorrow. )
You/he/she/they will not work tomorrow.

12

Inaroa fo be

Present Indefinite
I am happy. Am I happy?
You/we/they are happy. Are you/we/they happy?
He/she is happy. Is he/she happy?
He/she is not happy. I am not happy.
You/we/they are not happy.

Uhessh Past Indefinite
she was happy. Was I/he/she happy?
You/we/they were happy. Were you/we/they happy?
I/he/she/was not happy.
You/we/they were not happy.

Future Indefinite
I/we shall/will be happy. Shall/will 1/we be happy?
You/he/she/they will be happy. Will you/he/she/they be happy?
1/we shall/will not be happy.
You/he/she/they will not be happy.

Exercise 1. Underline the verbs in Present Indefinite , write their infinitives
and translate the sentences:

A curriculum vitae and a resume mean the same thing.

Englishmen usually use the words a curriculum vitae.

Americans prefer the word a resume.

Both a curriculum vitae and a resume are foreign words in English.
Curriculum vitae are Latin words, while resume is French.

There are two spellings: a resume and a resumé.

Exercise 2. Open the brackets using the verbs in Present Indefinite and
) translate the sentences:

Mr. Jones (to be) a teacher of English.
He (o live) in Newcastle.

It (to be) a big industrial centre in the northern part of England.

Coal industry, shipbuilding, food processing and other industries (to
be) highly developed here.

Mr. Jones (to work) in the University of Newcastle.

He (to like) his job very much and he (to be) proud of it.

He (to go) to the university practically every weekday.

Naturally he (not to go) to the university on Bundays.

Exercise 3..Make the sentences negative:

She works on Sundays. — No, she doesn't work on Sundays.
She is Spanish. — She isn't Spanish.

Mrs. Smith works at a plant. She often goes to France.
She works every day. Her daughter is a schoolgirl.
She is an engineer. She speaks German.

She speaks very fluent French. Her father is German.

13



Exercise 4. Write general and special questions;

He speaks a few foreign languages.
Does he reqlily speak a few foreign languages?
How many foreign languages does he speak?

She speaks two foreign langua
. NO ges.
She lives in Scotland. ;ha; t ci
She travels a lot. whw i
She teaches geology. hovir :
She has a few children. many
Her children speak three foreign languag,
They travel very much. & =
Exercise 5. Write and read mini-dialogues:
to travel much
— Do you like travelling?
] - Yes, I do. / — No, I don't.
to l{ke swimming to like jazz
:o {}ke flshl.ng to like classical music
o like reading to like pop music

Note: Americans prefer writing fraveling.

Exercise 6. Trauslate into English;

Mue He BpaBmTCS BTA MyBHIKA. ¥ Hero saBTpa B 10 Gyner unTepBLIO.

Mmne upasuTcs EJACCHYCCKas B xaxoe Bpems pu 3axKaHYHMBaeTe

My3hIKaA.
paboty aasTpa?
Mgre He BpaBaTCH mKA3. B nowenensEnk oma 6yner samsTa.

Exercise 7. Underline the regular verbs and write the three forms of the

irregalar verbs:
ttz prefer to like to live to mean
use
o o to see to hear to understand
to come to know to remember

Exercise 8. Open the brackets and complete the es using the following
sentences i
words at the end of the sentences: thef

They (to interview) me

_ ; e yesterda
I (to live) in that city... last weelf
I (to leave) that city... last yeaf

I (to attend) these courses..,
14

the day before yesterday

last month

1 (to get) a driving licence...
a few years ago

I (to start) to work there...
Note: licence (Br) = license (Am)

Exercise 9. Make mini-dialogues:

— Did you study history at university?
— Yes, I did. And I liked it. /| — No, I'm sorry I didn't.

geography law arts

archeology economics psychology

medicine mathematics finance

Note: Englishmen do not use article the before university when they
mean studies. '

For example: Mike went to university for four years.
She is at university now.
But: The university is across the road.
Is there a university in your city?

Exercise 10. Trauslate into English:

On Havan U3yYaTh NCTODUIO
B OPOIILIOM I'OAY.

Tre ona maygajia 5KOHOMAKY?
Celiuac oHA XOpomuii SKOHOMACT.

CKONBKO JIeT OHA YIWIa
dpannysckuii A3LK?

Or yunsn anrymifcruit ssemx
HECKOJIBKO JIeT. -

Exercise 11. Complete the sentences using these verbs:

I think I'll ... him this or next Monday. to speak
I think she'll ... to him herself and I suppose she is right. | to open
I don’t think he'll ... on time. He is usually late. to say

I don't think he'll ... all the papers for tomorrow. to come

I hope he'll ... able to do this. He is a very clever young man. | to see
1 don't know how to use this computer. Will you ... me, please? | to pre-
Will you ... it again, please? I am sorry I didn't hear you. | pare

Will you ... the window, please? It's very stuffy here. to help
- -to be- ¢

Exercise 12. Translate into. English:

ITorropmre, moxasyicra. Or nepesesieT TeReT 3AKTDS,
A Hanrmy 5TO HO-aBTMHACKA. Korzaa oft 3axoxtuT népesoi?
A nymalo, f nepepeay Texer cerogaa. Oua moMoOMReremy. © '
) 15



Grammar Revision: Numerals (numbers, dates)

Homepa Tenedosion, IOMOB, NOYTOBLIX HHACKCOB
51362 65 five one three six o six five
748 seven four eight
35 thirty five

e onnHakosbie DHGPH, cTosmpe pagom
194 11 22 one nine four double [dabl] one double two

Homs B an
1559016 one double five ok fou) one six

Hamucanwe u wrenme nar
1 Sepiember
Ist September
(the first of September)

Foam
. 1812 eighteen twelve
But: 2000 two thousand
2003 o thousand and three

-Hamncawme par » j
(British English) 22 1.2003
22/1/2003
22.01.2003
- (American English) 1.22.2003
1/22/2003
01.22.2003

-

Exercise 13
a. Write these and a few other dates both in British and American En-
glish; read the dates: -
22- oxrabpa 2002 r.
" 1 aEBapsa 2004 .

16

13 despana 2001 r.
3 asrycra 2000 r.

b. ReadlhesedateswﬁttenbyAmicanr

2719/2005
:12.(2)12.(2)3(2)3 12.16.2100
c. Read these numbers of baildings, telé) mwmm
2318 - 254 18 99 941138 ,

679 (44) 584 255 100115

- d. Write and read your

date of birth
home address
telephone number
post code

Word formation: Suffixes.of nouns.

verb + suffix = moim -. ‘
+ -ee =
to employ + -er = employer to employ enyloyee
to employ + -ment = employment o translate + -tion mmth
to prefer + -ence = preference ‘ :

odecve + ot = .
E useful + -ness = usefulness honest + -y = honesty

noun + suffix = noun )
economy + -lst = ecmomzst
friend % -ship = friendship

- Exercise 14

ﬂiemhto
Read the words, mdedmethemﬁxesandm
- Russian; wntetheverbsﬁnmvhichthemmaréﬁ»tmeﬂ:

interviewer advertisement v appiicétﬁn
teacher assignment eduea'liion .
traveller achievement irs
writer government
“‘developmen
speaker deYe
" translator o retirement

Note: organization = organisation



b. Form nouns with the help of the suffixes and translate them into Russian:

~ence/-ance -ness ty/-ity -ist
to accept i
) polite i
b aseit bind bobls et
:o attend fine rare geol
tg xt;g friendly fidel phym?g:
rm ready moral psychology

c. IS‘ea:'i:ow.ﬂlese nouns are formed and translate them into Russian:
rsh1p. musician’ lawyer mathematici l
partnership representative certificate ret:tei;;.mam:mn ::;?!v'eleedge

Intonation: General, special and tag-questions

General questions and tag-questions
are pronounced with the rising tone (7).
Do you often translate 7 texts?
You often translate texts, } 7 dont you?
Special qmﬁons%at kmd.:m pronounced with the falling tone ().
of texts. doyou often trans, late?

Exercise 15

a. Read these sentences paying attention nation
Do you know these words‘: to the futo :
Y?u know these words, } “don't you?

Did you learn these rules at “school?

You learned English at school, } “didn't you?
Will you remember how to read “numerals?
What Grammar rules do you re_member?
When did you \learn them? b

b. Mark the intonation and read the sentences:

You sometimes read job i
e ) ‘When did you write a resume?
alv rtisemle ents, don-t you? Do you remember any joB
donPt thsometimese > write resumes, advertisement? -

y - You remember it, don't you?

18

Basic function: Asking questions in an indirect way

Exercise 16
Completethoseq;mﬁonsandchoosemeofﬂnemponsesforuchquoﬂom
ions Responses

Can you tell me about. 2 Let me see.

Could you tell me ..? I am not sure about that.

I wonder if you could tell me ... T've no idea, I'm afraid.

‘Would you mind telling me .7 Oh, let me think.

T'd like to know ... I'm afraid I don't know.

1'd also like to know ...

Do you happen to know .2

Texts and dialogues: A job advertisement and
two resumes

B - . J’

1977-84 Millard Filimore Elementary School
Oakiand, Catif.
1964-88 James Garfield High School,

Oakiand, Calif.
Graduated with a B.S. In Business

Administration

Education:

Employment history:
Summer vacations: 19871991, Camp counselor,
Camp Redwoods, Mendocino County, Cailf.
Archery and swimming instructor.
1992-present: Administrative Assistant, Soledad
Computers,
Pacific Beach, San Diego. )
Foreign languages: Chinese — excellent Spanish — fair
1 have & Celifornia driver's license.

Classifieds
N Sun., Mar. 11
San )
Name: Stephen Lo mwm .
Present address: 2315 South Sierra Di REPRESENTATNE: . -
San Diego, California, for SanEranciaco-paesd- -~
CA 92128 mm .
Telephone: (619) 076-5581 WMM&ID&
Date of birth: /17170 Smdww' ’ edvantage. |
Place of birth: Oakiand, California WW .
sF.cAap



RESUME

Name; Crystal Rosemary
DANZIGER

Address: 1031 Stormont Avenue,
Long Beach, Celifornia,
CA 90806

Telephone number: (213) 0897-6544

Date of birth; 12.13.67

Place of birth:
Education (from High Schoot ory:

Previous Empioyment:

Languages spoken:

Driver’s kicense:

Do you know these words?

classifieds
obbasnern

software TDaM: o
area ['earo] :g)p MHOE ofectieyenne
advantage [ad'va :ntidz] o
a : ] nperMymecTBo

g'?:;u[?:?qgnro]m a university  saxomauTy YHHUBEPCHTET/NHECTHAT
arch : cTpensba na3 nyka 7

Exercise 17. There are many abbrevia ertisement and resumes
tions in the ady,
‘Write down the words for which these abbreviat?::s stand: '

Sun .
: L.A
y U.S.A.
goar. U.C.LA el
B.S. T
e e
Exercise 18. Match the British Americ
them into Russian:Imd equivalents and transiate
curriculum vitage
oy 0@ | coumar
20

counsellor driver’s license

driving licence traveler
traveller center
centre vacation

Exercise 19. Open the brackets using the Infinitives in the right tenses and
translate the sentences:

To the right of Stephen Lo's resume we (fo see) a job advertisement.
San Francisco Chronicle (to publish) this ad a few years ago.

A software company (to need) to employ a sales representative.

The company (to work) throughout a big area along the Pacific

Ocean coast. .
The company (to want) to have a sales representative who (to know)

foreign languages.
The company (to want) candidates to send their resumes to Business

Computers Magazine.
The advertisement (to state) the address of the Magazine.

Note: ad = advertisement

Exercise 20
a. Translate into English:

Monopoii yenoBeX 3aKOHIMI HAYANLHYIO MKoay B 1984 r.
B 1988 r. or aaxoHYM cpeAuor0 mKoay B Orkianpe.
YeThIpe roga OH YUMJICH B KoJulemsxke B Jloc Amxernoce.
OB moayun 3BaHNe GaKaJIaBpA €CTECTBEHHBIX HAYK.

b. Answer these questions:
When did Stephen Lo start working?
In what capacity did he work?
When did he change his work?
Was it a better job, to your mind?
What foreign languages did he speak?
Why didn’t he mention English, to your mind?

Exercise 21
a. Sum up all the information about Stephen Lo.

b. Use your imagination and complete Crystal's resume.
Note: imagination [1,madzr'neifn} BooGpaxkerue

24



C

. Iransiate into English:

HeByuke 6s1m0 ABasRATE ABA ropa, KOrza OHA 3ANOJHAJA AHKETY.
Ilouemy oma me sanonmmna amkery o KOHIAa?

s pymato, me1 ysraem muoroe o Kpucran na JAUAJIOra.

Bst naiizere naTepsnio ¢ Kpucran va cTp. 23.

Stephen Lo's interview

(I — the interviewer, S — Stephen)

I: Come in. Mr. Lo, isn't it? Please, have a seat.

S: Thank you.

I: Did you have a good trip?

S: Yes, thanks. I came up from San Diego yesterday.
I: And did you find a nice hotel?

S: No. I am at my parents’ place in Oakland.

I: Oh, that's right, you're from the Bay area, aren’t you?
S: Yes. I was born and raised in Oakland.

I: When did you leave Oakland?

S: I went to college in L.A. That was in 1988.

I

S

S

: Soledad Computers in San Diego.
Why do you want to change jobs now?

: I'd like to do some traveling. I want to use my languages, and
I want a better job.

I: Do you want to live closer to your parents?

S: That's not the reason why I want this job. But yes, I'd like to

live in this area again.
I: Well, thank you, Mr. Lo. We'll be in touch.

: So, where are you presently working?

I

Do you know these words?

to touch something/ smth [tat]]

ROTPArMBATECA A0 Yero-nubo

to touch somebody/smb JNOTDArMBATLCH K0 KOro-im6o,
) TPOHYTB KOro-au6o
to be in touch with smh CBA3ATHECH € KeM-JNGo

Exercise 22

a.

Read the words paying attention to the sounds [6] and [O]:

thank you that’s right the interviewer
thanks that was the young man
south this job the young girl
mouth this area the advertisement
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b. Read the general, special and tag-questions paying attention to the
intonation:
Did you have a good “trip?
Did you find a nice ho”'tel?
Mr. Lo, } “isn't it?
You are from the Bay area, } “aren’t you?
‘When did you leave \Oakland?
Why do you want to change jobs , now?
Exercise 23
a. Read the dialogue and translate the sentences:
Pognrenmn Credena »xumm B Oxnanzge. -Ou CHOBa XOTex TAM KHTh.
Creden ocTanOBIIICS y PORMTENEH. # pymaro, oH O09€HB XOTEN
On poamiica u Beipoc B Oxyanze. LOJXYUNTS 9Ty paboTy.
On xoren cuoBa >xuTHL B OxiIanie. Hazneiock, O ee TIONYUMII.
b. Write the reasons why Stephen wanted to have the post of the sal.

representative in this area.

~ Crystal Danziger's interview

I: Come in, Ms Danziger. Did you have a good trip?

: It was OK. I got in on the early flight this morning.
Ah, you're from Los Angeles, aren't you?

: I live in L.A. at the present time, but I'm originally from
New York. Of course, I'm not often in L.A. I travel a lot.
Tell me about your present job. )

: I'm a sales representative for a book publisher. We sell guide
books and maps. I travel around Latin America. You see from
my resume that I speak Spanish and Portuguese. I majored
in Spanish for my Bachelor's degree.

I:- Where did you get your degree?

C: I got it from the University of Chicago. Then, after that, I

did my Master's at the University of New Mexico.

I: And do you speak any Asian languages?

C: No, but I learn fast. I majored in languages.

e REnle!

QO

Do you know these words?

to major ['meid3a} CIEeI(HATN3HPOBATHCH
subject ['sabdzikt] mpesMeT
to major in a certain subject coexmanUsEpoBaTHECA DO KAKOMY-
ando npegMeTy
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Exercise 24. Mark the intonation and read the sentences:

Did you have a good trip? Where did you get your
Do you speak any Asian languages? degree?

You are from Los Angeles, aren’'t you? = 'When did you come here?

Your parents live there, don't they? Did you get by plane?
Exercise 25. Insert correct articles where necessary; read and translate
the sentences:

Crystal said she had ... good trip.

She came to Oakland on ... early flight that morning.

She travels ... lot. Many young people like travelling.

She is ... sales representative for ... book publisher.

She got her Bachelor’s degree from ... University of Chicago.
Crystal did her Master's degree at ... University of New Mexico.
Stephen Lo got his degree of Bachelor of Science at ... college in Los
Angeles.

He went to ... college for four years. Before that he went to ... school.
We do not know exactly how long Crystal went to ... University.

Exercise 26

a. Read the dialogue and translate the sentences:
Ceituac Kpucraa xuBer 8 Jloc Armenoce., Ona pogunacs 8 Heio-
Hopxke. Ora MHOTO myTemectsyeT. OHA rOBOPMT HO-MCIAHCKH M I10-
HOPTYTraNsCKH.
B yEmBepcHTETE OHE CHENWAIM3HPOBAJIACH OO0 MHOCTPAHHEIM HIBI-
xaM, OB3 He 3BAET HEMEI[KOI'0.

b. Answer these questions:
Which are Crystal's advantages as compared with Stephen’s?
Which are Stephen's advantages?
Which of the candidates got the job, to your mmd?

Do you know these words?

minutes OPOTOKON |

customer NOKYyNAaTeNb, KAHEHT

supplier TOCTABILHK

referemcs ['refrans] 1) 7HTI0, AAIOIEe PEKOMEH/IALHIO

2) pexomeHzATAA
. 3) cchuika, CHOCKAR
(Am) testimonial [ test'mounisl] pexomengamus
(Lat) per annum [por'znsm] B rop
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A curriculam vitae

Date of birth: 25 February 19...

Name: Carol Bruce

Present address: 25, Westbound Road, Borehamwood, Herts, WD6 IDX
Telephone number: 081953 9914

Marital status: Single
Education and
qualifications:
1990—1995 Mayfie School, Borehamwood, GCE in English
s French; History; Geography; and Art.
19951997 Hilltop Further Education College, Kenwood Roed,

London Diploma in Business Studies

Work experience:

Jan. 1987 — present National Auto Importers, Sidmouth
Street, London
Type of company: Car importers
Post: Secretary to Assistant Director -
Responsibilities: Dealing with all correspondence, taking
minutes at meetings, and writing up Assistant Director’s
reports; receiving customers and suppliers; making deci-
sions on behalf of A.D. in his absence; and representing
the company at various business functions.

Other information: While working I have attended various evening course-
for Italian and French; and have also been on a spects:’
Information Technology course at The City College.
My interests include tennis, badminton, swimming auc.
reading.

References: Mr B Norman, Assistant Director, National Auto )
Importers. Mr T.R.Bradley, Senior lecturer, Business i
Studies Dept. Hilltop Further Education College, London

Current salary: 14,000 per annum

Exercise 27
a. Read all the dates, telephone mumbers and addresses in the CV.
b. Say what words in the above CV correspond to the following:

unmarried Department
General Certificate of Education wages
Assistant Director a year

c. Name three of Carol Bruce’s responsiblties at National Anto. .

d. Translate into English:
Ona paboTaeT ¢ KOppecnoRjeHAe.
Kapos yacTo npEEMMAaET PA3JIHIHBIX noxynaTesnelt v HOCTABIIKOB.
Ecag DOMOITHEK JUPEKTOPa OTCYTCTBYET, PeIeHR s IPDHHAMAET £ro
ceKpeTaps, OT €ro HMEeHH.
Oma npezcTasnaeT GUPMY HA PASTAYEBIX AENOBEX MEPOIPHATHAX.



. Say which responsibility of Carol Bruce seems most important.
An application form

Applicationform  Ref:
Post:

Mitchelt Hill Pic Merohant Bank
11-16 Montague Street, London EC1 5DN

Surmame (Mr Mrs Miss Ms) Bauer

Forename(s) Marcus

Maiden nams —

Age 28 Dateofbith 12Nov 16—

Martial siatus Single

Ages —

Address Firstenweg 110, D-3000, Hannover 71

Tel deytime (49) 312-883333

Tel evening (49)312-251068

Nextotkin Mr Kurt Bauer, father (see above addreas)

Date 17july 16—

Signature

Education  Schooliunivicollege From To Address
, Secondery  Friedrich-Ebert Gymnagium 15— 19— %Mm
Higher Universitét Minchen 15— 1— D-8000Manchen
Have you any of the
%x:num following skike?
Grade Subject(s) Date Tick appropriste box
Diplom 1 Business studies/ 19— DTyping .38 wpm
) Economics [J Shorthand ....... wpm
Abitur 1 19— [ Word processing
l..ccmnghot Business English 18— L ke “ o
Cambridge Proficiency B English 19— %mmm 9
Telox
Languages Fluent Good Fair %Cusﬂmrmnm
R / [Z) Driving licence
English y [ Fieng
Employers
Name and address From To Position and duties Salary
International Bank 15— 18— Assistant to Director of £16,000
Gecrgenpletz 108 International Securities Dept.
D-3000 Hannover 1 Buying and selling securities
Names of two relerses besides empioyers Can we approach your
N T employer for &
Herr Prof. K. Weil, Universitat Manchen, Hittorfstr., D-8000 Manchen reference?
Herr Dr G. Grass, as above [ Yes [J No
- )
Hobm. . ) When will you not be
Reading, chaes, skiing, swimming, and tennis -vauubluoy::n
interview?

Date(s) before8Sept

26

Do you know these words?

next of kin 6K aimuil POACTBEEHUK
proficiency [pro'fijnsi] ONBITHOCTH, YMEHHE

securities [sI'kjuratiz] 1eHRble OyMarn

to approach smb nojofiTH K KoMy-imbo

to be available [2've1lobl] HMMeTHCH B Ha/IMUHH, GHITH AOCTYIIHEIM

Exercise 28
a. Translate the form into Russian.

b. Read the nouns, underline the suffixes and write down the words from
which these nouns are formed:
proficiency security availability examination fluency  fairness
goodness position assistant activity signature reference

c. Translate into English:
Om sanomHAT (opMy noraca. Ero 6moxatinmiii pOACTBEHHUK — OTELl.
On yKasan Bce OCHOBHEIE Konegno, o noamucan Gopmy
ceenenms. (details) puMay. (at the bottom)

Exercise 29. Tick () the items you would state in your CV and write
your own CV:

___The title and reference number of the job you wish to have

___Your surname, first name, address and telephone number

____Your date of birth

___Your marital status

___Your hobbies and leisure interests

___The sports you play

____The name and address of present or last employer

___Details of all the jobs you have had

- Details of your achievements and responsibilities in your working
carrier

___The languages you speak or write

___Details of the examinations you passed at a secondary school

___Details of the examinations you had at a higher school

___Details of the professional diplomas or degrees you have

___Details of training courses you have attended

___Your suitability for the job advertised

___Your reasons for applying for this job
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___When you are available for the interview
___Your current or last salary
___The names and addresses of two referees

Exercise 30. Sometimes interviewers give candidates a hard time by their
questions. Write your answers to the questions of this kind:

Tell me about yourself.

What do you think your strengths and weaknesses are?

Describe your present job.

What has been your most valuable experience?

Why do you want to leave your present job?

What are your long-range goals?

How would you describe your personality?

Don’t you think you are a little young/old for this job?

We have a lot of applicants for this job, why should we appoint you?

Exercise 31. Read and translate the letter:

Dear Ms Brice

Thank you for your application of June 20 for the post of
Personal Assistant to Mrs Frances Newman, our Sales Manager.
Mrs Newman has asked me to write to you inviting you for an
interview at 18.00 on Thursday July 12.

Please come to the reception on the ground floor at our address
and ask for me, and I will meet you.

Please bring with you any certificates, diplomas, or references
that you have. Meanwhile would you phone me (tel.: ..) to
confirm that you will be able to attend the interview.

Yours sincerely, ...

Exercise 2 (in order)
is

lives

is

are

works

likes

goes

" doesn't/does not

go

Exercise 11

see
speak
come
prepare
be

help
say
open

Answer Key

Exercise 7

go — went — gone

see — saw — seen

come — came — come

hear — heard — heard

to know — knew — known

to mean — meant — meant

to understand — understood — understood

Exercise 19 Exercise 25
see a

published an
need/needs a

work /works a
want/wants a

know the
want/wants the

states a



Appointments,

} » introductions
R N R SR

E tion
ammar Revision Word forma
Th(:rContinuous Tenses - o ersion
Exercises 1-6, 1 1—16 ; ° o e 22
Construction - |
to be going to do smth
FExercises T— .
Ways of expressing the future Words
Exercises 17, : A e, N
if‘%I;d “fh;n—lcgause . ercise 23
ercis X & i
Numerals (time)
Exercise 2

Dialogues
Making appointments

Exercises 25—29
Arriving 2t @ cOMpany
Exercise 30
Introductions

Exercises 31—

Basic function
Thanking
Exercise 24

Maki Letters
aking an appointment
ercise 34
Confirming an appointment
c .Exercise 35
ancelling an appointment
ercise 36

a0

Pronounce and translate these words into Russian:

appointment {2’pointmant] to amrive {orarv] .
introduction [,intra’dakfan] to confirm- [kon'fomn};
invitation [,mvr'terjan] confirming: [kan'foymeg}
to visit ['vizit] to cancel ['kensal)

a visit ['vizit] cancelling ['kznsatm]

Grammar Revision: The Continuous Tenses

Present Continuous
1o be B Present Indefinite -+ npwaacrue 1
I am reading now. " Am I reading now?
He/she is reading now. Is he/she reading now?
You/we/they are reading now. Are you/we/they reading now? .
I am not reading now.
He/she is not reading now.
You/we/they are not reading now.

Past Continuous
to be B Past Indefinite + npuyacTre I

I was reading when she came. Was I reading when she came?
He/she was reading at that momeni. Was he/she reading at that moment?
You/we/they were reading ... Were you/we/they reading ...?

I was not reading when she came. ‘

He/she was not reading ... .

You/we/they were not reading ...

Future Continuous
to be B Future Indefinite + npuaactue 1 )
I/we shall/will be reading ... Shall/will I/we be reading ...?
You/he/she/they will be reading ... Will you/he/she/they be reading ..?
I/we shall/will not be reading ...
You/he/she/we/they will not be reading ...

. Note: J1y1s1 BoIpakeHMA ACHCTBUSE / COCTOSTHHUSA, IPOMCXOASINETO B HACTO-

AN MOMeHT, ynoTpebisorest B Present Indefinite cienyiotize

_ [NIATOJL:
to like to know to remember
. to love to understand “to seem
to want to realise to see



to need to believe to-hear
to prefer to mean

1 like it when it is warm.
She knows the young man whom you see in the distance.

But: 1 feel nervous. = I am feeling nervous.

Exercise 1. Open the brackets using the verbs in Present Continnous and
translate the sentences:

Cathrine wants to work in Italy. So she ({p learn) Italian.

Angela started evening classes last week. She (to learn) German.
My friend (to study) English in a language school.

Peter (to study) mathematics.

I (to read) a very interesting book in French now.

Listen! She (to sing) her latest song. It's a great hit of hers!

Have a look! How wonderful this ballet dancer is! What part she (to
dance)? B

Exercise 2. Complete the sentences with one of the following verbs:

I ... for Christine. Do you know where she is? to rain
He ... hard today. He has a lot to do. to snow
This cameraman ... a new film in the Crimea now. to wait
I wonder what she ... now. to work
It ... heavily. The winter has eome at last. to shine
Don't forget to take your umbrella. It ... to do
The sun ... I hope the weather will be very good to shoot
tomorrow too.

Exercise 3. Complete and read the mini-dialogues:

1. — How is your new job?
— Not so good at the moment. I am not enjoying it very much.

2. — What are you doing now?
— I'm having a coffee. And what about you?

8. -— I wonder where Mary is.
— She is having lunch. She may come in a few minutes.

4. — Is your English getting better?
— T think so. ...

) 5. (at a party)

— Hello, Jane. Are you enjoying the party?

Exercise 4. Read the conversation between Brian and Kathy. Put the verbs
into the correct forms:

Kathy: Brian! How nice to see you! What (you/fo do) these days?

Brian: I (to train) to be a supermarket manager.

Kathy: Really? What's it like? (you/to enjoy)it?

Brian: It's all right. What about you?

Kathy: Well, actually, I (not/to work) at the moment. I (to try)
to find a job but it's not easy. But I'm very busy. I (to.
decorate) my flat.

Brian: (you/to do) it alone?

Kathy: No, some friends of mine (20 help) me.

e "W

Exercise 5. You may hear these sentences at business talks. Choose the
correct words:

1.1 (think, ‘m thinking, sure) that's a good point.

2. (Do you say, Are you saying, Are you meaning) that a mistake was
made?

3. I (agree, feel sure, ‘m thinking) you're right.

4. What (do you think, are you thinking, is your thought) about this?
5. (Don t you think, Arent you thinking, Are you thinking) we need

“more time to consider this matter?

6. How (do you say, are you saying, do you feel) about this?
7. You (sure don % propose, Te surely not suggesting, re surely not
saying) that we cancel the project?

Exercise 6. Translate into English:

Onn ceiiqac maxonarea B Aarnua.  Kaxo# ypox Bul ceftuac mpoxoprre?
Mos noapyra yumrrcs B lepmanmn. Kakoe ynpasksenne on fexser?
Kaxoit maocTpanrsif s36IK Bl maydaere?



Construction: 70 be going to do smth

. I'm going to see this film next week. g
H cobupaloch HOCMOTpeTs, STOT M Ha caenyomelt Henerne.

Look at the time! You are going to be late.
IlocMoTpute Ha gach! Br Moxere Ono31arh.,

Note: B TIDCIVIOXEHUAX THIIA B credyiomuii nonedensnux 5 cobuparoce
yexams 8- boneapuio nupuHATHS to go OITYCKACTCH:

I'm going [to go}] to Bulgaria next Monday.

Exercise 7. Undertine the infinitives, read and translate these sentences:

I'm going to keep studying English until my English is perfect.
I'm not going to come to this class ever again.

Pstg was going to do the examination but he changed his mind.
Are you going to look for a job while you are here?

T'have seen this job ad but I'h not going to apply for it.

Exemlse ise 8. Wnte a few' true sentences about yourself, stating what you
have arranged to do at these times:

I'm going out this evening.
tomorrow morning next autumn
tomorrow evening next winter
next Sunday next New Year Day
next holiday (another day or time)

Exercise’9. Imagine Mr. Powell is planning to visit a company in Scotland
one of these days. Write a few questions you would ask him

about his plans:
- When are you going to Scotland?
how long/to stay what people/to meet
to go/alone when/to return
to'travel/by car to return/by train
where/to stay “'when/to resume/work
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Exercise 10. Translate into English:

Ox cobupaercsa noexats B Berrpmio B 6mKaiinyio uaTHARY.,
Yo BH cobupaeTech fenaTh 3aBTpa’

Ms1 cobmpaeMca IPATTIACKTE B TOCTH CBOMX Apyaeil B cyibory.
OuM coOMpAIOTCH HOEXATEH 3aropof HA HeCKOJBKO JHeH.

T'ne B coGmpaeTecs NPOBECTH OTHYCK?

Exercise 11. Match two parts of the sentences and translate the sentenees
into Russian: .

I was having dinner when they called me for the meeting
He was having breakfast when he came into the room

The secretary was preparing coffee | while I was baking a cake
My friend was making some tea | when I looked out of the window

It was snowing hard when the visitors arrived
It wasn't raining when I got up this morning
It was drizzling when I left the office

Exercise 12. Imagine that this was the view from your window when m
got up this morning. Write a paragraph describing all the
things that were happening.

Exercise 13. Complete and read the mini-dialogues:

1. — Where was he living this time last year?
—In ..

2. — Yesterday Mrs.Bower interviewed Peter. The interview began
at 10 and finished at 11. So she was interviewing him at
10.30. And what were you doing? : .

—1I..



8. — Do you remember what the weather was like that day?
— I remember that when I got up at 7 o’clock ...

4. — The weather was nasty that day. It rained all day long.
— You aren’t quite right. When I returned home at 7 ...

Exercise 14. Translate these sentences using the correct tenses (Past
Indefinite or Past Continuous):

"ro BH slesnann puepa? Yro BuI nesanu B 9 wacos Bewepa?
M1 cobupanucs noiTu B TeaTpP, ¥ B 2TO BpeM# uTO-TO MHcana.
HO NOTOM HepefyMasti. A 1 uurana ¢ 8 po 11.

Exercise 15. Complete the sentences with the construction was/were going +
+ one of these verbs, translate these sentences:

to write to see
to give up to do
" to have to meet

When I last saw Tim he ... his job but in the end he decided not to.
We ... a party last week but some of our friends couldn’t come, so we
cancelled it. .

I ... aletter to him yesterday but I had no time to write it.

We .. Mr. Baker on Monday but he didn’t manage to buy a ticket to
get to the place on Sunday.

What ... they ...last weekend? ... they .. this film during the festival
last month?

We... this musical the day before yesterday.

Exercise 16. Read and translate these sentences paying attention to the
verbs in Future Continunous:

a. What time will Mr. Todd be arriving?
When will he be leaving?
At 9 tomorrow evening I'll be watching tv.
At 10 o’clock tomorrow, Sally will be in her office. She'll be working.
I expect I'll still be living in the same town in ten years.
I suppose you'll still be working here in twenty years.
I'm afraid they'll still be building this plant in five years.

b. I ne 3Rakb, gTO 6yRy ZlenaTe 3aBTpA B 5TOT MOMEHT.
31 nymamw, B 910 BpeMs on 6yner uucaTr counaenne.
1 yeuych ¢ BuM B naTHUALY.
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— B BocKpeceHbe OHA efieT B MHHCK.
— T'ne ona ocranosuTCA?
— OHa oCTAHOBHTCH B M'OCTHEUNE.

Grammar Revision: Ways of expressing. the future

The Present Indefinite Tense {

When does the film start tomorrow?

The Future Indefinite Tense
I think IU see her tomorrow.

The Present Continuous Tense
I'm meeting her tomorrow. (This meeting has been arranged.)

The construction fo be going to do smth
I om going to buy a new car.

The Future Continuous Tense
I7 be having a lésson at this time tomorrow.

Note: What are you doing this evening? (not ' What m’ﬂ you dqf)
He is getting married next month. (not ' He will get married’)

Exercise 17. Say in what tenses the verbs are used, read and transiate the
sentences:

Tomorrow morning at 10.15 I'll be If I return early I'lt phone‘you.

having a business talk with Mr Paterson. I'll do my best tos;ee you.

At this time I'll be translating something. I remember that if's your

What day is Mr Paterson leaving birthday tomarrow,
Moscow? - Shall we go anywhere then?
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\:Vhat t‘%me df)es the plane leave? I'll be glad to.
I'm taking him to the airport. I'll be waiting for you.

Exercise 18. Imagine you have been on a language course with students
from other countries. It is time to say goodbye. Complete
theseexﬁwtsﬁomtheconversationsusingappropriateways
of expressing the future: ’

Are you going by train?

What time (you/to get) home?

Do you know what I (o do) when I get home?

I {to see) you in London, then.

I can't promise anything; but I (o do) what I can.

According to the time-table, the plane (to land) at 14.30.

I don't know whether these ideas (to work) in my country, but I (to try).

Why not? You (never/to know) if you (not/to try).

Grammar Revision: if-and when-clauses

TlpajaTombie npeniokesns yclosus M BpeMeHH
We'll discuss this matter when/if he comes.

TIpunaTounLe UpEAIOXeHHS HONOMORHS -
I don't know when/if he will come.

Note: Tlpunarournie npeanoxeHus BpeMeHH MOTIYT TaKXe BBOIUTHCS
COI03aMH
as soon as, after, before, as long as, till, intil 1 Ip.
Tlpunarownie NpenyioxeHus: KONONHEHHA MOTYT TaKXe BBOIUTE-
€S COI03aMH
whether, what, why, how ¥ 1p.

Exercise 19. Translate into English and read these sentences outloud:
Ecxm HM NOHPABHTCS €10 pe3ioMe, OHH HPHTAACHT €ro HA cobeceloBaHHe.
Ef:.nn MHe He NOHpaBHTCH 5TA PaboTa, f, KOHEUHO, Viixy.

Korza sut Gynere sanommsTs anxery, ykasure sTe nangwe.

2R

5 me 3na0, Korga Oyaer cobecenoBanme.
O6a3aTeIbHO IMO3BOEHTE MHE, KAK TOABKO Y3HASTE DEeRYULTATH

cobeceioBaENA.

If I see him tomorrow ...
If he gets this job ...

Exerc;se 20. Complete the sentences in your owp Way; ..

Before 1'send you & reply I'll ...

I'll send a fax as soon as ... Please let us know when you will ...
I don't know when he'll ... Please contact us when ,..

Grammar Revision: Numerals (time)

 Buisiness English |

Everyday English _ .
at nine o’clock in the morning (at) nine/9.00 a.m./9:00 a.m./0900
a quarter past nine nine fifteen/ 9.15 a.m./9:15 a.m /0915
twenty past nine nine twenty/9.20. a.m./9:20 a.m./0920
half past nine nine 30 475 I0ML 0930
a quarter to ten nine forty five/9.45 a.m./9:45 a.m./0945
ten 1o ten : nine fifty/9.50 a.my/9:50-a.my/6950

" at seven o'clock in the evening,_ |\ (at) nineteen/19.00 p.m,/19:00.m./1900

Note: a.m. ['er'em] ante meridiem (Lat.) A0 NOMyJHSt
p.m. ['pr:'em] post meridiem (Lat) nocHe NQynHs

Exercise 21

I'll be seeing you at ...
I promised to come ...
I'm leaving ...

aCompletethesentenees,staﬁngthethneyouﬁe'

. The plane arrives ..,
The train leaves ...
“The film staris ...

My working day is over ...  'The performance begins ...
b. Practise saying the following aloud:

0930 18 June 2003

at nine thirty on the eighteenth of June, two thousand and three -

10.15, 25 Sept
2.15, 9 Jan
11.30, 23 Apr
3.30, 31 May
5 p.m., 22 July

1500, 28 Feb
29/11/03 (UK)
11/29/03 (US)

" 2180, 4/19704 (US)



Note: to practise (Br) = to practice (Am)
practice (Br) = practice (4m)

Word formation: Conversion

verb noun
1o interview — an interview
10 help — help
Exercise 22
a. Add nouns and translate the pairs:
to study to travel to graduate
to work to fax to address
to plan toreply to name
b. Read the sentences, say if the words in italics are nouns or verbs and
translate the sentences:
May I help you? They sometimes interview

Can I be of any help to you? a few applicants a day.

It wasn't much help. - She usually interviews people
Your advice was a great help. in English.

The help didn’t come that morning. During the interview she took
They often help me. some notes.

I'll help you to do your homework. The interview was rather long.

Words: 1o visit, a visit

% tovivitaplace—avisittoa@

Exercise 23. Underline the preposition fo; read and translate the sentences:

a. I'll see you during my visit to Stockholm.
Let me see you during your visit to Moscow.
I hope to see you during your next visit.
He spoke about his visit to Saint Petersburg.
They visited a few factories in the north of France.,
When are you planning to visit us again? -

How long will your visit be then?
Did you like everything about your visit to the plaoe?

b. Onn cobupaiorca mocCeTHTH STOT Koraa on noternn oy Gupmy?

3aBOJ HA caenyiomeit Hexenxe. TaseTH MHOTO IHCAXH O
Jereramua xorena HOCETHTHh HOPT. BUZWTE HPEIHACHTA B AU FOPOA.
Onn HoceTH/IM HECKOJALKO roposios. Cefiuac oH HaxoguTes

Buepa 0HE moceTrAM 3TOT Myseil. ¢ BH3HTOM Bploccerne.

Basic function: Zhanking

Thank you (very much). Notatall.
Thanks a lot./ Thanks very much./ It’s & pleasure.
Thanks./Many thanks. The pleasure is mine. -
Thank you. That is (very) kind / Don't mention it,
considerate of you. Welcome.
Thank you. That will be a help. You are welcome.
Thank you for your help. You are more than welcome. .
Thank you for helping him. !
Thank you so much for ...
Thank you very much indeed.
I am very grateful to you for ...

Exercise 24. Now practise the above phrases.
a. Write down what you would say in these situations:

An American thanks you for lighting his cigarette.

A colleague of yours offers to lend you his car in an emergency.
Your neighbour passes you the salt at a dinner party.

An Englishman thanks you for directing him to the nearest post
office.

At a formal dinner your American hosts present you w1th a souvenir
of your visit to the US. ‘
An old friend from Scotland pours you a drink. o
Your British colleague has just given an excellent presentation;
you are the spokesman for the audience.

R

b. Translate into English and read the sentences:

Cuacrbo 3a momMomp. Bur ouens Jio6eaHst.
Cuacubo, aTo e mpumuH. 51 GbLT OYEHD PAR nnqe'.m nac
Bnaropapio 3a mogapok. fl oUeEs TPOHYT.



Cuacnbo,.wro momunte o1y Rary.-f‘He odxmaax aroro.
Buaroaapio 3a sarmanme. Mue 65um0 OPHEATHO BHICTYIINTE Hepe | BAMI.
Braroaapio 3a name -coobimenye. OHO OYeHDb BayKHO ANA HAc. -

Dialogue: Meaking appointments

— When can you come o our office. tomorrow? |
— ;Vﬂl t%lé) ‘clock be convenient to you?
— Fine n I'll pick you up tomorrow at a quarter to ten
J-  /An:the lounge of the hotel. .
— OK. Thbyeanks a lot. See you tomorrow then.

Exercise 25

a.Readﬂlewordspaylngatienﬂontoﬂnesounds[w]and [v]

when very of the hotel
what. convenjent of the lesson
w!xere v.lslt of the office
will revision of the water
quarter to live of the west

b. M'fkﬁehmonofthesentemandreadthem

Will 10 o’clock be convenient to you? - OK.
11 o’clock be OK? OK. Thanks
. a lot.
this time suit. you? It's OK with meOt
it be OK with you? Fine. '
Exercise 26

a. Rudlielhloguepayingattenﬂon(totheintomﬂm.
b. Transiate fmto English:

Korga sr: moryma 6m OPEATH K HaM? Dapattre BCTPETHMCH. B
Bac yerpomr 9 gacon y'rpa? BecTHOIONE roci'nnnnu.
§1 2aeny sa mamm » Bam oqmc- Ho Berpeau pastpa, |
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Exercise 27. Mark the intonation and read the following dialogue: .

— I'd like to discuss the IBM contract with you one of these days.

— Yes, of course. When can you come and see me?

— Is four on Monday OK?

- Four o'clock on Monday. Let me see. No. I'm snrrv I'm intervie-
wing a new secretary then.

— Well, could I come at a quarter past nine on Friday?

— Yes, that’ll be fine. I'll see you then.

— Good. I look forward to seeing you. Goodbye.

Exercise 28. Insert words or phrases you find appropriste and réad the dislogee:

— Well, the thing is: is it OK if I come in and see:you during my:
visit to..?

— 1 see. Yeah, all nght

— Now, what about the morning of Tuesday the fifteenth of Aprﬁ .
is that OK? Say ... at about eleven.

—I'lljustseelflcan find my diary. Yes,hereweu'e Aprﬂthe
fifteenth at eleven you said?

— That's right. Now, is that OK? Is that convenient f&r yoa? ™ e

— The next day might be better. Just after lunch for preference.

— Right. In fact, that'll suit me fine, that’s great. Now, shill ‘we:
say two fifteen?

-— Good. A quarter past two. Goodbye then.

— Goodbye, Mr. ... And I'll write to you to confirm the manmants
just to make quite sure we have got everything absolutely right. “

Exercise 29. Imagine you are having a business talk.

a. Complete and read these sentences:
I'll just check my appointment book. Yes, ...
I'm afraid I can't manage Tuesday. I'm going to ... ... .aesgay.
Could I suggest ...
I look forward to seeing you ..

b. How would you respond to these questions:
When do you want an appointment?
‘When would be convenient to/for you?
Would it be possible to postpone our meeting?-
Could you send me confirmation of the appsintment?



Dialogue: Arriving at a company

Introductions

(At reception)
Michael:
Receptionist:
Michael:

Receptionist:
Michael:

Michsel:
Secretary:

Michael:

Good morning. My name is Pike.
Good morning. May I help you?

Yes, I have an appointment with Mr Kingslake.

What time is your appointment?
It is ten thirty.

Receptionist: Just a minute. I'll check if Mr Kingslake is
available. ... Everything is OK. Mr Kingslake's
secretary is coming down to take you to the office.

Thank you.

Mr Pike? Good morning. Mr Kingslake is expecting
you. Follow me please. This way ... Here is the
escalator. We are going up to the second floor.

. Go in please.
Thank you for your help.

Introducing yourseif

— 1 don’t think we've met. I'm Miss
Shell, Joan Sheil.

— 1'm very glad to meet you, Miss Shell,
and my name is Philip Befl.

-
it

{ntroducing othon

Let me introduce you.
Maribel, this is Charles
Hammond. Charles, this
is Maribel Rivera.

I think you two have
already met: Steve
Reich ~ Ruth Harris.

Greeting

—Pleased to meet | &
you. r
— How do you do.

- How do you do. k )

Exercise 30. Read the dialogue and answer the questions:

Who(m) did Mr Pike have an appointment with?

What time was the appointment?

‘Who was the person Mr Pike met first in the building?
Who accompanied Mr Pike to Mr Kingslake's office?
Was there anything unusual about this procedure?
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— Ah yes; nice to see you again! How
are you?
-~ Fine, thanks. How are you?

Exercise 31

1. Match the synonymous expressions:
I'm very glad to ...
Let me introduce ...
This is ...
Hope to meet you again soon.
How are you?
Pleased to meet you. .

Meet ... please.

I hope I'll see you soon.
I want to introduce ...
How are you getting on?
How do-you do.

I'm very pleased to ...°
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b. Translate into English: b. Translate into English:

Mae raxxercs, MBI He BCTpedasinch. Paja ¢ BAMH [I03HAKOMHTLCH. ) Cronpko Bpemenu B mpo6yaere 51 me 3HAIO, KOT/ia OH IPHeEJET.
Paspemmre npeacTaBUTh BaM ... Kax Bm noxunbaere? B Jlonxone? 51 BeTpeuycs ¢ Bamit kar
' 1 me sHalo, kax f0TO A TaM GyAy. TONBKO BEpHYCH.

Exercise 32 '
a. Complete the sentences in your own way: Letter: M k intm

Shall I introduce myself? I'm ... It seems to me we met ... €r: Making an appointment

Let me introduce you. This is ... I'm afraid I don’t remember ... ,
b. Write possible responses to the following: : Dear Mr Grane S :

Let’s make all the introductions a little bit later. Our Ghief Bus M i Eria

I'm pleased to be here after a trip like that. us with a v;ev% di 1ingmmthgl ¢ i Rk by

tlaw Co you ;1 o » tract Withyouroomganyto supply us with steel qver" he next

How are you -He will be in his office all next week, and if you conld write or -

- phone him on 081«-»573 6621 he would be glad to arrange a

Exercise 33 ‘ _ meeting with you. ,
a. Read the dialogue using correct prepositions where necessary: .Yom‘ﬁ sim:erely, s

Note: Yours sincerely/ Yours faxthfully/ Sincerely yours/ Faithfully yours
= Truly yours/ Yours truly (4m)

Exercise 34

a. Read the letter and answer the questions:
Who wrote the letter, to your mind?
What question did Mr Luman want to discuss with Mr Grane?
What was the request of the writer?
What do you think Mr Grane did after he received the letter?

Jessica: Nick! Come in, come in. I’d like you to meet ... Josh Crosby.

Josh:  How do you do, Nick. b. Translate into English:

Nick: How do you do. It’s very nice to meet ... you. Om xover, w1061 BHI CRABAMMCE ¢ Hamu. OH HaJ(eeTca 3AKIIOYATH
Jessica: Josh is our company lawyer. He is taking care ... the contracts. On xover o6CyAHUTE BO3MOMHOCTE 3a- KOHTPAKT HA HECKOJILKO JIET.
Nick: [see. KJIIOYNTH KOHTPAKT ¢ Bameil pupmoit. MEI JOrOBOPHIHCE 0 BCTpeye.
Josh: Ihearyoum ... Canada. c. Wnteﬂleverbseonwondmgtoﬂlefoﬂowmgnmmsandmnslateﬂ:epairs
Nick: Yes, that's right. . appointment instructor duetion

Josh: How long will you be staying ... the States?

arrangement customer hope
Nick: Oh, about thn;e rl}onths. discussion computer supply -
Josh: How do you like it herg S0 far? ' confirmation responsibility phone
Nick: It's great. I'm really enjoying ... it.
Josh:  Well, if you excuse me, I have to go. It was nice meeting ... you. d. Read and translate into Russian:
Nick: Thanks, nice meeting ... you, too. Hope to see you again to contact — contact
sometime. . to contract — contract
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to export — export
to import — import
to increase — increase
to decrease — decrease

b. Write out the sentences which mean that:
Mr Grane will not see Mr Luman on Tuesday
Mr Grane was busy on Tuesday.
It was a very important business.

Mr Grane was sOITY.
Mr Grane was prepared to meet Mr Luman later.

c. Write a similar letter.

Letter: Confirming an appointment

to cancel

a4

 Dear Mr. Grane
' Mr Norman Luman has asked me to confirm the Key
appomtment Answ
you susde to see him, He Josks forward $o meeting you at 11.30 er
?hﬂmﬁt‘mmmmmﬁm Exercise 2 " ‘Exercise §
ours sincﬁ'e!y. - am waiting think L
is working Are you saying
Exercise 35 is shooting feel sure
is doing do you think
a. Read and translate the above letter. is snowing Don't you think
b. Write a similar letter, changing names and time. ii: xﬁnni 2.2 Zﬁ:ef;e 11101; RS
Letter: Cancelli e S
ing an appomtment will you to meet
Dear Mr Hoppgr “'m going to do to arrange
i "1l see to appoint
. mmhuﬂmmmamewmnahoammmpm 1l do to discuss
a8 & ‘ will land/lands to contact-
4 ill k to contract
and nee&s!ﬂs immediate attenﬁon He offers ius sincere apologias ":1 tr;v . to :?lpply
Vft:rthe inoonvenience and will contact you as édori-as he returns "Il never know to phone
¥ m _. o don't try
Exercise 36
a. Read the letter and say what the difference in these expressions is; translate
them into Russian: =
to make
to have
to keep an appointment
to postpone



2. — Has Jane returned from holiday?
— She’s back home now. She’s been to ...
3. — Is Sally here?
— No, she's gone out. She'll be back in about ...
4. — Who is that woman by the door?
— I don't know. I have never ...
5. — Are you going to the bank?
— No, I've already ...

Exercise 3. How would you respond to the following:

It's nice to see you again. We haven't seen each other for a long time.
Have you had a holiday this year?

Have you ever met Mr. Evelyn?

Have you travelled a lot?

She has been to a few French speaking countries.

Exercise 4. Imagine that your friend was planning to do all these things
today. He has checked (v") the things he has done so far. Say
what he has already done and what he hasn't done yet:

call the travel agency buy some bread v’

arrange to meet Sandra for dinner '/ make dinner reservations

do yesterday's homework do today’s homework

wash the car fill the car with gas v/
write to parents buy birthday card for Mom v*
read today’s newspaper v/ watch the news on TV

Note: petrol (Br) = gas (Am)

Exercise 5. Translate into English:

I'-u Jlonr yxe yexan ma opuca. $ AyMal0, ero Apy3kd yiKe npubuLIn
Ona yie Havana H3yUaTh B Hapmx,

HeMeIKHH A3BIK. 51 EmKOrZA He BHIEN 9TOTO YeNOBEKA.
Moii apyr mpounTas HeCKOJAbKO B! ynmTaMM 9Ty KHUTrY?

KHUT HA MCIAHCKOM SA3LIKe. On 6u11 Koraa-anbyae B JIoBOHE?

-

Exercise 6. Translate the sentences:

a. When he came home his wife had already prepared supper.
When I phoned him yesterday he had completed the work.
I last went to Rome last year. I had been there three times before.
I did not know that he had been to this picture gallery many times.

b. ‘Koma r-a OcTeH npHmen Bce 3naam, vrd OH RUKOrKA w6 GELT
yTpoM Ha paboTy, CeKpeTapk B 3Toil CcTpaHe.
yxe HaneuaTtana Bce muchbMa. Jlo 2001 r. oH HECKONBKO pas G B
Yr0 BE YCIIEAN CAENATD IIseiimapem.
K 11 gyacam yrpa? Ona 6ru1a B [{aavm Ho genam dupMet?

Exercise 7. On the left there are sentences given in the chronological order.
Use this information and complete the sentences on-the right:

. Ann went out. I tried to phone Ann this morning
. I tried to phone her this morning. but ... no answer. She ... out.
. There was no answer.

. We wrote to Leo many times.  Yesterday we ... We ... very
. Leo never replied to these letters. surpnsed We.... manytunes
. Yesterday we had a phone call but Leo ..

from Leo. )
. We were very surprised.

CO DD 4 QO DN
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Exercise 8. Read the situations and write sentences from the wer& in
brackets:

Last year he went to Denmark. Tt was his first time there,
(he/not/to be/there before) He had not/hadn't been there before.

" She went back to her home town after many years. It wasn't the aame

as before. (it/to change/a lot)

They invited Rachel to the party but she couldn't corte. (she/to ar
range/to do ‘something else)

I was very pleased to see Tom again after such a long time. (I/not/
to see/him for five years)

A woman walked into the room. She was a complete stranger t¢'me.
(I/never/to see/ker before)

Exercise 9. Translate into English:

§1 mosBoHIO B 5 uacos. I gymalo, oHa yxxe yiiger.
Korza oHa npuezer B Mockpy, OH yike yAeTar B Hopocubupex.
Borock, UTO K 9TOMY BPEMEHH OHH YiKe 3AKJIIOYAT nompam ¢ Apyroif

dupmoii.
§1 ysepen, aro o 12 deBpana oHN HAM OTBETHAT.



~ Telephoning

Construction
would like to do smth
Exercise 18
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Pronounce and translate these words

to telephone ['telrfoun) - to contact [kon'tekt]
telephoning ['telrfounm] o contacting [kan'taktim]
to apologise [2'poladzaiz] contact ['kontaekt]
apologising [?'poladzarzn]] contract ['kontrakt]

Grammar Revision: The Perfect Tenses

Present Perfect o
fo have B Present Indefinite + mpuuactue I1
I/you/we/they have just called Mr X. Have I/you/we/they just called Mr X?
He/she has just called Mr X. Has he/she just called Mr X?
I/you/we/they have not called MrX
He/she has not called Mr X.

Past Perfect
to have B Past Indefinite + mpuuactue II
I/you/he/she/we/they had called Mr X before that.
Had 1/you/he/she/we/they called Mr X before that?
I/you/he/she/we/they had not called Mr X before that.

Future Perfect
fo have B Future Indefinite + npugactue 11
I/we shall/will have called Mr X by this time.
You/he/she/ they will have called Mr X by this time.

Note: British English American English

I have phoned him today. = | phoned him today.

Have you called him today? = Did you call him today?

I haven't had any interviews. = I didn’t have any interviews.

Exercise 1. Open the brackets using the verbs in Present Perfect, translate
the sentences:

He told me his name but I (o forget) it.

She (to start) a new job and she likes it.

I (to meet) a lot of people in the last few days.

Everything is going well. We (rot/to have) any problems so far.
We (never/to meet) Mr Young and I'm eager to get acquainted with him.
I (never/to be) to any English speaking country. But I do hope I'll see
many of them with my own eyes.

They (not/to start) preparations for the holidays. I'm afraid they're
going to have some problems.

Exercise 2. Complete and read the mini-dialogues:

1. — Where is Jim?
— He's on holiday. He has gone to ...

51



Exercise 10. Read the situations and write sentences from the words in brackets:

Mary always leaves for work at 8.30 in the morning, so she
won't be at home at 9 o'clock. (she/to go/to work)
She will have gone to work.

1. Don’t phone me at between one and two. I'll be having lunch then.
Phone me after two o'clock. (I/to finish/lunch /by then)
2. — Will you be free at 11.30?

— Yes, ... (the meeting/to finish/by that time)
3. It is possible that by then (we/to solve/the problem)

Grammar Revision: Modal verbs can/could, may
Present Tenses

Can
I can meet you at 10. {BO3MOXHOCTR)
I can drive a car. (yMenwue)

Can 1 speak to Mr. Huns, please?  (1ipocsba)

Cannot
1 cannot see you tomorrow. {HEBO3MOXHOCTD)
He cannot speak English. (Heymenue)
They haven't lived here for very long. (HEBEPOSTHOCTB)
Ihgy cannot know many people.

Could

Could I speak to Mr. Hunt, please? (oueHs Bexnupas npocsGa)

May

May I come in? (nmpockba nary paspeleHne)
He may come later.  (npemnonoxerue)

Past Tenses

Could
1 could do it yesterday but I didn’t van¥ to. (yriyiiesisas’ ﬁpsuoxmm)

I eould drive a car at that time.  (ymedine)
Could not
I coald not come to your office yesterday. (Henomoxﬂm)
(Heymenue)

1 corld not drive a car then.

Exercise 11. Read the sentences, underline the Modal Verbs and transiate
the sentences into Russian:

Could I speak to the General Manhger, pledse?
Can you put me through to Ms Bell, please?

. Could you repeat the number, please?

I'm afraid I can’'t hear you well enough.

"I cannot telephone you tomorrow, I'm afraid.

Can you give me your ngéme, please?
May I have the bill, pleas~?

Exercise 12. Complete the sentences using the following vetbs:

:Could I ... to someone in the Marketmg Department? to tell -
Could you ... Mr. Green to call me back? o speak-
Could I ... a message for Suzanne Butler? 1o hold
Could you .. him I called? .40 repest .
©LCould you ... the line, please? to ask:
Could you ... the date, please? | - toleave

Exercise 13. Complete the sentences in your own way:

We have just started our ...
He can't be tired. He started ...

‘He can't be at work. I've just ...

You can’t be joking. You know ... very well.

Your order may be slightly delayed. We believe ...

The delivery may be late. I suppose ..

Our prices may go up from Jan 1%, Therefore I recommend thav you -

“should ..



Exercise 14. Translate into English:

MoxxsHo meperoBopeTs ¢ r-BoM CresutoM?  Br MOKeTe HO3BOHITE ITO3KE?
K coxanenmio, s e cMOry Bl MOYKeTe TIOR0XAATE?
IO3BOHATHL BAM HAa 9TOH Henee. O= rosopHT no-pyccku?

Grammar Revision: The Imperative Mood

Hudunnras Ges 1o
Hold the line, please.
Call back at.three o '‘clock, please.

Don't + unduawmas Ge3 1o
Don't hang up the receiver, please.
Don't phone him now, please.

Note: Do not (do smth) BHpaxaeT 3amper.

Exercise 15. Open the brackets using the verbs in the Imperative Mood
and transiate the sentences:

(to read) his telephone number, please.

(to hold) the line, please. Mr. Rich is speaking on another line.

(to hang on) for a moment. I'm putting you through.

I don't think he is on the phone now. (to page) him on.

I am sorry I don't know their number. (to look) it up in the directory.
The line is very bad. (speak) up, please.

I'm sorry the line isn't very good. (to spell) the name, please.

Exercise 16. Translate into English:

Tloxany#icra, TpogAKTYI(Te Bamy paMuamio mo 6yKBaM.

Hanmmwure, noxaxyiicra, ero somep reredoHa.

T'ne on ceifaac? IlosBoHHTe eMy Ha Telmxep.

He semaiire Tpy6ky. I'-H CMEpHOB 3aKarRuHBaeT PA3TOBOP TIO JPYTIOMY
Tenedony.

Word formation: Suffixes of adjectives

B e T -
verb + syffix = adjective
noun + syffix = adjective

to read + -able = readable 1
1o compete + -ive = competitive .
person + -al = personal
care + -ful = carefnl
care + -less = careless
response + -ive = responsive
romance + -ic = romantic

Exercise 17 |

‘a. Underline the suffixed of these adjectives and transiate then; sl 0
verbs from which they are formed: '
usable active
manageable representative
payable descriptive

b. Form adjectives with the help of the suffix -al v
nation nature music pracﬁoe w

;Fomtwoa(ﬁeeﬁvesﬁomuchofthesemmmzmw_ _

ful -lens

use — e : B tat
colour B T
meaning
tact e B

d. Sathmmaﬁmmmmmmm’m
financial cordless customary, .-
industrial reducible advantageous.
fashionable speakable friendly o
expensive limitless systematic

\




Construction: would like to do smth

” " would'like to'do smth”
xXomenocs 6ot cOeaamv ¥mo-aubo

Exercise 18
a. Read the sentences paying attention to the construction would like to
do smth and translate them into Russian:
I would like to speak to'Mr. Brown if he is available now.
I'd like to leave a message for Ms Greenfield.
We'd like to speak to Mr. Hood, please.
I'd like to have a word with his assistant.
We'd like to discuss some important matters.
I'd like to get answers to my previous questions.

b. Complete the sentences in your own way and translate them into Russian
Would you like to leave any message for. ..?
Would you like to phone me ..?
Would you like to caIl later?
Would you like o speil ..7
Would you like to speak ..?

c. Translate into English:
Bui Be x0oTHTE TIOrOBOPHTEH C J 651 xOTeNna NOMOBOPHUTE ¢ P-HOM
€ro NOMON{HAKOM? ' Xunn ceituac.
Bul He X0THTe HQ3BOHUTH 3aBTPa? Mm 6ni XoTenn 06CYyAUTH He-
H 611 xoTesx O6CYAUTL DTO MO3Ke. CKOJIBKO BONPOCOB 38BTPA.

Intonation: Statements

Statements ar¢ pronounced with the falling tone ()
This is Mr. King's \u office.

B R

 Exercise 19

a. Read the sentences paying attention to the mtomﬁon.
T'd like to speak to Mr Green. (This is) Thompson speaking
He isn't in the office now. Speaking. .
(I'm) putting you through. T am sorry to keep you waiﬁng
I'm sorry I don't understand you. Iam sorry tohave kepty!mwaitln&

b. Make sentences and read them:

I'm afraid Mr .. is on another line - .

I'm sorry Mrs ... is on the other line .

Ms ... isn't available at the moment, ..
isn't in just now

isn't in the office

is away )

is out of town

is on holiday now

Exercnse20 Mark the intonation, readandtramlatetheqwm

Can 1 help you? Where is the telephone direetq y? ﬁ} 5.
, How can I help you? ‘What company would you hketa’ 00 up?

Who is that speaking, please? Where is the ‘néarest payf)ﬁ

i

Exercise 21

a. Make sentences using telephone uumbers, read rRe—
8 10 44 00 1525 o
The complete telephone number is eight one ok’ dbiiblé
double oh one five two five.

8 910 519 2790 01 273 736 344
8 095 340 0016 44 26 77
8 499 155 9700 5109

b. Complete the sentences using various telephone numbers and:-rend tho
sentences:
This is ...
Is that ..?
Write down our new telephone number. It is ...
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Is your new telephone number ..?
You may have my mobile telephone number. It is ...
I'm not sure I remember your number. Is it ...?

. Write and read your telephone number and the numbers of a few people
you know.

Basic function: Apologising

Apologising Responses
I'm sorry. I'm sorry.
I am sorry, That’s quite all right.

Excuse me, could you ...

Excuse me, please. (when you want to pass someone)
Pardon? (when you want someone to repeat his words)

Have you got ..?
Could I speak 10 ..?

I'm afraid not.
I'm afraid he's out at the moment.

Exercise 22. Now practise the above phrases.
a. Write down what you would say when someone addresses you with these

words:
Have you got the time, please?

Could I speak to Mr Sergeev, please?

Have you got the tickets yet?

Do you know his telephone number?

b. Translate into English;
HNasunwure, rae ageck resedon?
HzBrHHKTE, BE He 3HaeTe,
KOTOpHI# ceifuac yac?
IIpocTATe, e BRIXOA?

Mory Jn s IOrOBOPHTE

C MeEeIIKepoM?
IIpocTaTe, mOBTOPHTE,
MOKANYHCTA, TOCJIEARIONN

¢pasy.

I am sorry I'm late.

I'm sorry to disturb you.
Could I to the manager?
Is he in

IIpocTrTe, MOXkHO npoiiTu?
HWasuauTe, TOABUHLTECH HEMHOI'O,

" moxainyiicra.

HapupuTe, 9TO BH CKASAIUT
IIpocruTe, BBl He MOrm GBI MHe
TIIOKA3ATH A0pOry K OaHKy?
ViaBunanTe, 51 BTy jioM Ne 12,
Bri Mo)KeTe MHE OMOYL?

Ha, KoHe4Ho.

The telephone

e

G

Thwiing 1 vt witicn ¥

The directory The receiver

Look up their numberinthe  Can | help you? ‘He's on the othier kine.
directory. (Br). Putting you through. Would you iike tohold lm

1"l look up the number in ’m afraid he's not available line? 2
the telephone at the moment. (Br). Thelina is ; ¥
book. (Am). 'm afraid he's tied up at engaged. (Bn) i

The number is the moment. (Am). The line Is busy. (Am).

ex-directory. (Br). You're e. Goodbye.
The number is

unlisted. (Am). TS gr A 4YE
'l ring Directo! The cperator

Enqguiries. ?ér). Dial 100 for the

i ol i operator. (Br). ~

I’ ring information. ” (Am) Dial © (zero) for the
operator, {(Am).

r'd like to make & reverss”
charge'call. (Br).

I'd like to make'& coltact:
call. (Am).

time. (Br). _
Ligten for the dialling tone.

have dialted sre
Plaase try later. tBr7

+ The codebook 4
I'm on a long distance A message
{or international) call. Can | tell him who called? *Remember
+The STD code is . .. Can | give hera Hyoudonot *
(Br). message? tand, say. ..
The areacodeis... Let me take down your "Sorry, | didn't quite
(Am). number. catch that.” .

rd like to make & tranister :
hapeccal. (&, .

Ail lines to the hoymwn

;




Exercise 23
a. Read and translate the sentences given in the picture.
b. Complete these expressions:

to look ... the number ... the directory

to take ... the number

to put somebody through ... the secretary
to be ... another line

to be ... a long distance call

to be tied ...

to call/to ring ... back

c. Translate into English and make sentences of your own:
TNIO3BOHHTE KOMY-JmGo TIOCMOTpeTh HoMep Teaedona
NePe3BOHUTL KOMY-JInbo B COIPABOTHHKE
3aIMCATL HOMED B TeJe- COEIMHUTE Koro-1ubo (o Tenedony)

(oHHEII cIpABOIHAK NEPe3BOHEUTH KoMy-auto

Exercise 24

a. Translate the British and American equivalents into Russian:
British American
dialling dialing
STD code area code
(telephone) directory telephone/phone book
Directory Enquiries Information
ex-directory unlisted
personal call person-to-person call -
engaged busy
reverse/transferred charge call collect call
not to be available to be tied up

b. Choose the British equivalents and translate the sentences mto Russian:

The line is (engaged, busy).

The number is (unlisted, ex-directory).

It is necessary to ring (Directory Enquiries, Information) then.
I'm afraid Mr Todd is (tied up, not available) at the moment.

It is sometimes very convenient to make (reverse charge, collect) calls.
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I don't know the (area, STD) code for this town.
I usually make all (person-to-person, personal) calls from home.

Exercise 25

" a. Read the English synonyms, match them with their Rssian cqmiyalests

to pick up == to lift HOBECHTH TPYOKY
to look up = to find 3aKOHUKTE (Pasrosop),
to cut off = to disconnect COE/THEMTHCSA C Kep-nubo
to get through to smb = to reach smb coeqmmmnw
to hold on = to wait - HalTR
‘to hang up = to replace the reteiver | mpai%
to give up = to stop trying nepé3BoORirTE
to be over = to finish pazbenuttints
to call back = to ring back = noxusTh (rpybicy)
to return the call -
to put smb through to smb = OPeKpPATHTS NONEN KA
to connect smb with smb JO3BOHRTHCH

.Usemeofﬁesymnymaﬂmmthemmw By

Could you (call back, ring back, return the call) tomorrow
Could you (put me through to, connect me with) Mr. Steffens, Qleaae?
(Hold on, Wait) a minute, please. ’
(Look up, Find)the number in the telephone directory.

Don't (hang up, replace the receiver), please. ,

Don't (give up reaching, stop trying to reack) Mr Frank.

Iam trying (to get through to, to reach) Ms Sunderg. _

He is (picking up, lifting) the receiver and answerirg'théeail.
She cannot (cut me off, disconnect me).

Translate into English:
51 me Mory ceitaac coemEMUTE Bac ¢ r-HOM IleTpoOBEIM.

- TloctapaiiTecs Iepe3sBORATL 6MY B 4 uaca. CelivatoH sanawor) 6

I mmy BOoMep B TeaedonHOM cnpaBoummke. Ilomozmre,. Roa
ayicra.

§1 saxaEYNBAIO PA3TOBOP C I-3KOK Bpayn Onny MHBYTY,

~ Mory s cKasaTh eMy, KTO 3BOHHUT?

' Bhl MOJKeTe OCTABHTH cooBménue ana r-Ha Il"e'rpona.

‘ TlpocTrTe, HO NHHAA 38HATSA.



Dialogue: A business telephone call

John: Is that the Journal of Commerce?

Operator: Yes, that's right. Who's calling, please?

John: Oh, Schakleton’s my name. I'd like to speak to Ms Atkins.

Operator: Sorry. Could you repeat your name, please?

John: John Shackleton. S-H-A-C-K-L-E-T-O-N.

Operator: Just a moment, please, Mr. Shackleton. I am putting
you through to Ms. Atkins.

John: Is that Ms Atkins now?

Exercise 26
a. Read the sentences paying attention to the sounds [z] and [0]; translate
the sentences into Russian:

Is that the operator? Is this her telephone number?
Is that the switchboard operator?  Is this her name?

Is that Brown and Co? Is this the country code?
Is that Machine Tools Ltd? Is this the area code?
b. Read the dialogue.
¢. Answer the questions:
Whom is John calling? Is Ms Atkins available?,
What is John's surname? How long does it take John to reach
How does he spell it? Ms Atkins?

Exercise 27. Underline the suffixes of the words; trlnsht{%_ E

caller official transferable operitfor” tir 3
receiver enquiry available noisy tal
collection  importance  reversible reversal ‘Journalist
journalistic presentation customer appointment _in 3

nouns adjectives

D PO IR = i g ot
Exercise 28. Read these responses of operators and say if the W‘ﬁ‘f;
are identical:

Can 1 help you? Hello?
Certainly. What is the number please?
I'm sorry. Could you give me that -
again?

Thank you. Hold the line, please ...
You are through now.

I have 'your call om*hﬁim&
Go ahead, please.::

Exercise 29. Add names you like and read the foﬂmm

1=

Alice: This is ... speaking. Could I speak to ..
Operator:  Well, he's here today, but he may not be in h!s éﬁce :

t now. ,,‘ e
Alice: rlljg;lyoutlunkyoucmddﬁndhimfornﬁ* “ﬁ"““‘“ il
Operator:  Can you hold on?
Alice: OK, operator ... if it doesn’t take too long.
Operator: I am sorry, madam. ... isn't ..

Exercise 30. Mdthefoﬂowmgwordsandreadthism ;.

calling am available in mw‘, e ;
can bad speak speak to througlic %% 3




Switchboard: Congiomcrate Group. Can I help you?

 Alex: CouldI ... Mr. Adams, please?
Switchboard: Putting you ..
. Secretary: MrAdam's.. .1 help you?
" Alex: Can you hear mc" It’sa . line. Could you ... up, please?
. Secretary:  Is that better? Who's ... , please?
Alex: Alex Dee from Newall Company
Secretary:  Oh, hello. How nice to hear from you. How are you?
Alex: Fine thanks. Is Mr Adams ...?
Secretary: I'm sorry, he isn’t ... Would you like to leave any ...?
Alex: No, thanks. Just tell him I ... in London.

. Secretary:  Certainly. Nice to hear from you again. Thank you for ...

Alex: Goodbye.

Exercise 31, Imagine you are answering a call. Improvise the conversation
using some _-of the following phrases:

(calls from outside). (calls from inside)
. name of the company .'s office (here).
.. telephone number . department (hcre)
' (yow) can | help you? !

Asking for the caller's name Who is calling, please?
Who is that speaking, please?
Who is on the line, please?
Could/can/willfwould you give me your name,
Dplease?

- Asking the caller to wait Hold the line, please.
Could you -hold on a minutefmoment? I'll just
Jind out for you. ' '
Hang on for a moment.
Just a moment, please.
One moment, please.
Sorry to keep/to have kept you waiting.
(I'm) putting you throygh. . ...

“The person called This is ... speaking.
is answering the call Speaking.

The person called
is not available

I'm afraid/sorry ...

Asking for further actions

Asking for the number

Finishing the call

f isnt available

isntin

isnt in the office

is on another line at the moment/now/just now
is on the other line

is with a client

is in conference

is at a conference

is in a meeting

is at lunch

is away rtoday/this week/for a few days
is away on holiday/vacation

is out of town

Shall I put you through to his secretary?
Would you like to call later?

Could you call later?

Can I give him a message?

Can I take a message?

What’s your (extension) number?
How could ... contact you later?

— Thank you for callmg/telephomng/phonila :

— Goodbye/ Bye bye / Bye.

— T R — N CEERGL i ——— —— — — — —— — — —— I o —— — — a—

" Exercise 32. Imagine you are making a call. Have a look-at dlem

and write what you would say:

1) to introduce yourself

~ 2) to give the name of the person

whom you would like to speak to
3) when you hear that this person

’ is not available right now

4) to leave a message for this person




Is that ... (the name of the company)?

(the number)?
This is ... (calling from ...). 1d like to speak to ...
My name is ... Could/can/may I speak to ...?
I'm ... Is ... avallable, please?

Could you put me through to ...?
Could you connect me with ...?7

Could you give ... a message, please? Thank you (a lot/very much).
What time could I reach ...? Thanks (a loy).
Could you ask ... to call me back, Goodbye/Bye bye/ Bye.

please?

Exercise 33
a. Read and translate the following:

The line isn’t very good.

Sorry, it's a bad line. Could you speak up, please?

I'm sorry, I can't hear you very well, this is a bad line.

I'm sorry, I don’t understand.

Sorry, I didn't quite catch that.

'Will you repeat it, please?

Can you say that again, please?

‘We must have been cut off for a moment.

The line is temporarily disconnected.

All lines to the country you have dialed are engaged. Please try later.

b. Add the missing words and translate the sentences:
We must have been cut ... for a moment.
Will you repeat ..., please?
Can you say ... again, please?
I'm ..., I don't understand you.
The line is ... disconnected.
I'm sorry, I can’t hear you very well, this is ...

Exercise 34

d. Read and translate the following:

The number is wrong .

I'm afraid you have the wrong number. I'msorry touwhhm
Sorry, your number is wrong.
Sorry, this is the wrong extension.
There is no person of that name here.
Look up the number in the directory..

The number

is ex-directory.

b. Translate into English:
ITepesBoBHTE, NOXKATYHCTA, TIO3IKE.
HasuauTe 3a Gecmoxo#cTBo. o o
I nymalo, BaM HYKHO IOCMOTPeTD TejedoHBbI COpaBOHER.
Bo:6c1>, YT0 9TOr0 HOMEPA HET B CIIPABOYHMUKE.
Brr omubarcs upn sabope. ITonpobyfite eme pas.

c. Imagine you are on holiday in Britain and wouldlike to hnea m», .
You would like a small car for the weekend. Phone Rentacar Ltd. ani
then Cheaprent Ltd. Sec what they can offer you. The total cnst {withais

petrol) must be under £ 30.

You hold a ticket on flight BA312 from London to Paris at 18.00 91
Friday 19 September. You know you will.be a little delayed. Phane. tlg
the British Airways and change your booking.



d. Act out a short dialogue between the two:

Exercise 12

leave
tell
hold

repeat

“You should use the phone more often, Mr Congreave.
It really makes you look like someone.”

Answer Key
Exercise 23b Exercise 30
up...in speak to
down through
to office
on can

.on bad

wp speak
calling
available
in
message
am
calling

Exercise 33b
off

it

it

sorry
temporarily
a bad line

Business trips
(airports, hotels)

Grammar Revision

The Perfect Continuous Tenseg~

Exercises 1—6
Modal verbs must, should,
ought, shall
Exercises 7— 12

Basic function ; '
Directions Alternatijye questi
Exercise 16 Exercise 17 s

_ Dialogues ‘ Announcements
Reserving an airline ticket Flight announcements
Exerci.s‘e 18 - Exercise 21 - 1
At the airport Announcements
Exercises 19, 20 in flight
Security check i
Exercise 22 e .24\ \
On the plane ,
Exercise 23 Dislogues | -
Immigration control Arriving at a hotel
Exercise 25 %&27 i
At the baggage claim harges
Exercise 26 Hm 28

Letter
Errors in a hotel biil
Exercise 29




Pronounce and translate these words into Russian

hotel (hou'tel] baggage [bagidz]

to reserve [ri'za:v] flight [flat]

securfty fs'kjurrti} announcement [2'naunsmant]
check [tiek] error ['ers} -

Grammar Revision: The Perfect Continuous Tenses

Present Perfect Continuous
to be B Present Perfect + mpudacrue [

Ifyoufwe/they have been learning Have Ifyouf/we/they been learning

English for a few years. English for a few years?
He/she has been learning English Has he/she been learning English
Jor a few years. Jor a few years?

I/youfwefthey have not been learning English for these few yeaors.
He/she has not been learning English for these few years.

Past Perfect Continnous
to have B Past Perfect + npudactie 1

Ifyoufhe/she/we[they had been learning English
Jor a few years.

Exercise 1. Use the verbs in Present,Perfect Continuous; read and translate
the sentences:

He (to visit) the plant for a week. I suppose he's leaving tomorrow.
They (to inspect) the equipment for two days. They'll sign the inspec-
tion report today.

It (to rain) since early morning. I hate it when it rains.

We (to wait) for the bus for 20 minutes. I don’t know when it will come.
Géorge (not/to feel) well recently. I'm very sorry that he hasn't been well.
Paul is very tired. He (o work) very hard. I wonder how long he has
been working. g

We always go to Sochi for holidays. We (to go) there for years.
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Exercise 2. Compiete and read the mini-dinlogues:

a. — I guess I'm a little late.

Have you been waiting long?

— Yes, I've been waiting here gince ... i

— Oh, that means you've been waiting 3
for over ... I'm really sorry.

b. — How long have you been living at ybur present address?
— Oh, let me think. We moved there about ...
— 1 see, you've been living there since ..., haven't you?

Exercise 3. Read the situations and complete the sentences:

Ann began looking for a job six months ago. She s still trying to find a job.

She has been trying to find a job for six months.

Mary started working in London on 18 January. She's still working
there now. She ... since 18 January.

They started work on the project last month. So they ... for three weeks.

He started Spanish classes in December. He's still learning Spanish now.

He ... since December. )

Bill started English classes five years ago and he is learning English
now. He ... for five years. '

Maria passed her driving test in January. Then she started driving a
car by herself. So she ... for a few months.

It started raining at nine. So it ... for a few hours.

Exercise 4. Write a question for each situation:

You have just arrived to meet Mr Nill who is waiting for you.
You ask him: Have you been waiting long?
‘Mr Finch is now living in Denmark. You ask him: ... (how long/you/
to live/Denmark)
Mr Maxwell tells you about his job. His company sells computers.
You ask him: ... (how long/company/to sell/computers)
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Exercise' 5. Translate into English:

CKOJIBKO JieT Bhl 3aAMIMBeTeCh. STHM GH3HecoM?

Mu TOPryeM C 9TOii CTPaHOH yxe HECKOJIbKO JIeT.

I'-n Tomcon Haxopmrea B Mockse yme HECKOJLKO HeJelNb.

Kax nasHo Br1 paGoTaere afech MeHemxcepom?

CroimKo BpeMeHH OHA H3yuaeT aAHMMICKAN sapk? OHa TOBOPHT CBO-
GogHO, ..

Exercise 6

a. Underline the verbs in Past Perfect Continuous and translate the sentences:
Ken gavé up smoking two years ago. He had been smoking for
~ thirty years. :
I was very tired when I came home. I'd been working hard all day.
At last the bus came. I’d been waiting for twenty minutes.
It wasn't raining when we went out. The sun was shining. But it
had been raining for a few hours.
We were good friends. We had known each other for years.

b. Read the situations and make sentences using the words on the right:

Mike was very tired when he arrived he/to read/it/for a week
home. somebody/to smoke/
There was nobody in the room but in the'room

there was a smell of cigarettes. he/to work/hard/all day
He returned the book to me yesterday.

c. Read the situations and complete the sentences:
I had arranged to meet Tom in a restaurant. I ... for 20 minutes
when suddenly I realised I was in the wrong restaurant.
Nelly got a job in a factory. Five years later the factory closed
down, At the time the factory ..., Nelly ... there for five years.

d. This time make your own sentence:
I got into the plane at three o'clock...

¢ Transiate into English:
51 mosBoEmNI eMy Buepa B 12 wacos. On 6pL1 Ha neperopopax. On
yiKe TeJBIX ABA 9aca o0CYIXAaIN HOBLIK HKOHTPaKT.
Korza s npmexan ma 3aBog, COEqMANNCTH NPOBOLMIN ACHLITAHAE
oprbopa y:Ke HeCKOJBKO YaCOB.
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Grammar Revision: Modal verbs must,
should, ought, shall

Must

You must do it. (=It is necessary that you do it.)  (HeobxommMocTs)
She is really a nice person. You must meet her. (HacrosrenbHas
PEKOMEHAalLMA)

You've been travelling all day. You must be tired.  (MpeaNOJOXeHHeE)

Should
You look tired. You should take this  (peKOMEHIAUMSA, OCHOBAH-
medicine. Has Ha JIMMHOM MHEHHH)
She has been studying hard for the (NpeAnoNoXeHNe, MEHee
exam, so she should pass. yBepeHHOe, YeM must)

Ought
Smoking is bad for her. (PEeKOMEHIALMA HECKONBKO
She ought to give up smoking. yBELIEeBATEIbHONO XapaKTepa)

Shall
Shipment shall be made  (nOmXeHCTBOBaHME,
in three lots. MCHOJIB3YeTCs B JOKYMEHTAX)

Exercise 7

a. Read and translate the sentences:
Don't tell anybody what I said. You must keep it a secret. You
mustn’t tell anybody else.
Carol must get very bored in her job. She does the same thing
every day.
* We haven't got much time. We must hurry.
I haven't phoned Nick for ages. I must phone him tonight.
I must get up early tomorrow. There are a lot of things I want to do.

b. Complete these mini-dialogues:
1.— Jim is a hard worker.
— Jim? A hard worker? You must be joking. He is very lazy.
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2. — We must go now. I promised I would be on time. I mustn’t be late.

c. Translate into English:

Horoponmrecs, moxkanyiicra. M He JOMKHEI OIA3ALBATS:

VY Hee cerogas feHb poxkaenms. $ FommeH ofs3aTeNHHO MO3BO-

HHUTH ei,

OR, nomxHO GHTH, OYeHs yeran. OB paGoTan Neasli AeHb.

Anna nomxHa 3HATH HCNARCKUH g3k, ORA 0sTO XMa B Micnarum.
I'-n I'nen, pomxno GuITh, cefivac B Harmr. OH orcyTeTBYeT yxe 10

JHEH.

Exercise 8. Use should or shouldn % in these situations:

There are plenty of hotels in the town. It shouldn % be difficult to find

somewhere to stay.

Her salary is very low. She ... look for another job.

She needs a change. She ... go away for a few days.

Jack always has difficulty getting up. He ... go to bed so late.
What a beautiful view! You ... take a photograph.

She drives everywhere. She never walks. She ... use her car so much.

Bill's room isn't interesting. He ... put some pictures on the walls.

Exercise 9. Match statements and responsesﬁ

— I don't like smoking.

— I don't see him often enough.

— I'm in a difficult position.

— The speed limit is 80 miles :
an hour, but Cathrine is
doing 50.

— Is John here yet?

Exercise 10. Translate into English:

Bawm cnefyeT noroBOpuTE ¢ HUM.

~— She shouldn't be so reckless.

She should not exceed the
speed limit. .

~— Not yet, but he should be
here soon.

— But I don't think smoking
should be banned.

— You yourself should come
and see him more often.

- You shouln't worry. Things

will work out by themselves.

EMy, ROHETHO, HY)XHO IIOMOTb.

5 nymao, wro Hy:KHO Bammcars macsMo. Ham nyume obcyanTs aTor
Bawm crexyer 6urrs Gonee BHUMATEILHOR. BOIPOC MO3sKe.

76

Exercise 11
a. Translate the sentences from the Contract paying attention to the modal

verb shall:

The Sellers shall deliver the goods in 3 lots of 5 machines each.

The Buyers shall open a letter of credit within a month of signing
the Contract.

Payment shall be made in American Dollars.

Delivery shall be made within January.

The goods shall be packed in wooden cases.

. Translate into English:
Hocraska nporssonurca B Mae, IliaTesx ocymiecTBasieTcA TOJNBKO
ToBap oTrpy}aeTca AByMA B €BPO.
IAPTHAMH, Hoxymnarens OTKPHIBAET AKKPENH-

Himuky MapKEpYIOTCA Ha ABYX  THB B TEYEHMe ABYX HefeJab CO RHSA
SI3BIKAX. HoAnMCARAS ROHTPAKTA.

Words: o go, to come, to fly

fo go to London

to come  here

o fly there
home
abroad

Exercise 12

a. Supply prepositions where necessary:

When are you going ... home? Will you be coming ... the party?
Do you sometimes go ... foreign When will you go ... there?
countries? I really don't know when he is flying
I fly ... North America about ... Canada. -~

once a month. He often goes ... abroad.

Do you usually go on business He hasbeen ... Portugal a few times.
... there? Have you been ... there?

b. Complete the mini-dialogues:

1. — When were you last in South America?
— I last went ...

2. — When do you usually come to the office?
— As a rule I come ...
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8.— May I come in?

4. — What are your plans for the holiday?
— I'm going ...
5.— Could you come and see us ...

c. Translate into English:
Ilo penam $upMsEl OH 9ACTO
€3[IAT 38 I'PAHMILY.
I'-r Buncon y:xe npmexan
B CTOHLY YKPAMHEI?
O=n yxe yxeren B Opes.

Oxn cobnpaerca serers B MoHpeasb
peiicom Aspodora.

O=n serur aenarme B Kaxrapy mecr-
HBIMH JIRHEAMUA,

51 me 3HAI0, KOT/IA OH BOZBPAITIAETCS.

Words: 70 arrive, to stay

(" a hotel }

an airport

an office
at { a factory

t0 arrive a plant

10 stay a company

\ g firm

a country
in acity
a fown

Exercise 13

a. Add correct prepositions and make sentences of your own:

to stay ... Sochi

to arrive ... Pulkovo airport
to arrive ... Saint Petersburg
to stay ... Ireland

to stay ... the Russia Hotel

to come ... the Infourist Hotel
to go ... Novosibirsk

to arrive ... Moscow

Words: 70 leave

% 10 leave Moscow for London j :

Exercise 14
a. Complete the sentences:

The plane leaves Moscow for Oslo at ... Whenareyous.. . ..

I3 she leaving home ...?7
He will be leaving ...

b. Translate into English:

for ...?

He can't be leaving us ..

Ona BruTeTaeT B3 Puma peficom SU-22. 3asTpa Hama rpynma yes-

OH To)Xe BBELICTAET?

Korza oHA BRIIINA W3 AOMA, IIEJ CHET.

sxaer s Hosropoa.

Korga ona ynuia n3 oduca?

Basic function: Directions

Questions Replies

— Excuse me, where's ..., please? — Turm right/left.

— Excuse me, could you tell me — Take the (second) turning
where ... is, please? “on the right/left.

— Excuse me, could you tell me — It's on the right/left.

the way to ... , please? — It's straight ahead.

— Excuse me, could you tell me — Go straight along/down/ .{
how to get to ..., please? up here.

— Excuse me, is there a ... near — It's on the corner of Brook

here, please?
— Do you happen to know where ...?

— I wonder if you could tell me where ...

— You don’t happen to know where

Street and Paik Lane. You
won't miss-it.

. Translate into English:

OH ocTaHoBMACA B rocTaaune «Bepama>s.
Ilepesogunk nmpraeTHT B MOCKBY

TOJBKO 3aBTPA.

1 nos¥eH MO3BOHHUTHL €My M CKA3ATD,
9TO OCTAHOBIJICA B APYI'OM OTeJIE.

TocTa y>xe npuGrutn B
rocTuHARY?

Camosner npubriBaeT
IlTepemeTrseso B 13.1(
Bs! BcTpeuaere ux?
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... is, do you?
— I don't suppose you know where ...
— Can/could you tell me where ... is, please?
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Exercise 15

a. Now practise the above phrases. Write down what you would say when
yYou want to find out the way to:

the centre of the city the nearest post office
the Buckingham Palace the nearest chemist's shop
the British Museum the nearest shoe shop

Note: chemist (Br) = druggist (4m)
b. Translate into English:

HnnTte npsiMo, a 3aTeM 110BEPHUTE HANIPABO.

IlosepanTe HasJEeBO M BEI YBHANTE OrDOMHOe 3maHHE. JTO W ecTh
Bup:xka (Exchange).

Bam myxHO cecTs Ha aBTobyc 27. OcraEQBKa CIIpaBa.

Bam Jryuine noexaTs Ea MeTpo. Binnxaifinas cTARIEA BOH Ha TOM YTUIy.
Brr Be ckaxere, Kak npoiTa k odpmcy Aspodiora?

¢. Make a few mini-dialogues using the following questions:

How long does it take to get to ...?  Where shall I have to change?
Is it a direct flight/train? How many stops does it make?
Is there a restaurant car? Where is Platform 57

Intonation: Alternative questions

{ Is he” leaving } or,, staying? §

Exercise 16. Mark the intonation and read the sentences:

1Is she leaving tomorrow or the Are you going or staying?
day after tomorrow? Will you go alone or with her?
Are you flying or sailing? Would you like some coffee or tea?

Does he know English or French? Can you rewrite or type this letter?
Do you remember this rule or not? Have you done it or not yet?
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Exercise 17. Write a few mini-dialogues using the following questions:

e

Should I ...or ... 2

~ Do you think I ought to ... or .2

Wait for the bus or teke a taxi? Car: buy used car or new one?
Take bus or taxi to work? Hair: get it cut or let it grow?
Vacation: stay home or go abroad? Restaurant tonight: make a
This evening: go out or watch TV?  reservation or not?

This weekend: stay home and study Museum: this or next week?
or visit a friend? kS Theatre: with Julia or Maria?

Dialogue: Reserving an airline ticket

Travel agent: Good morning. Can I help you?

Nancy Lee:  Yes, I'd like to reserve a seat for a flight to Hong Kong.

Travel agent: Hong Kong? Would that be a round trip ticket or one-
way?

Nancy Lee: Round-trip, please.

Travel agent: And for what date?

-Nancy Lee:  The eighteenth, if possible.

Travel agent: Friday, the eighteenth? Yes. That's fine. What about
the return date? Do you have a fixed date in mind, or
do you want an open ticket?

Nancy Lee:  An open ticket.

Travel agent: OK. Do you want a morning flight, or an afternoon
flight?

Nancy Lee: 'What's available?

Travel agent: Well, there's a Gathay Pacific flight at ten-thirty and
a US Air one at twelve-thirty.

Nancy Lee: I'll take the Gathay Pacific one.

Travel agent: OK. If you'll just wait a minute, I'll check to sce if
there's room. Yes, that's fine.

Nancy Lee: Oh, good. How much is it? -

Travel agent: One thousand, eight hundred and seventy dollars.

Nancy Lee: OK. Thanks.

. Travel agent: Now, can I have your details, please?
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Exercise 18

a. Read these words paying attention to the sounds [w] and [v]:
one-way to reserve
at twelve thirty eight hundred and seventy dollars
Would that be a round trip? Do you have a fixed date in mind?
For what date? What’s available?
‘What about the return date? Can I have your details?
Do you want an open ticket? Thank you very much.

b. Complete the alternative questions as in the dialogue, mark the intonation
and read the sentences:
Would that be ...?
Do you want a moming flight ... ?
Do you have a fixed ...?

c. Read the dialogue and translate the sentences:
51 xorena 6ut saxasars asa 6mnera Ha pelic A0 MOCKBEL
O6parexiii 6neT BEy)XeH ¢ OTKPHITOR AATOM.
Cxoanro crour Guner Tyas u ofpaTao Ha 3TOT peiic?
Mie Bysxer Gurer no Ilapmixa m ofpatrbilt Gputer.
A xoren GH BRUIETETH YTPEHHAM peticom.
IopoxpnTe, A OPOBEPIO, €CTH JIA MECTA HA PTOT peiic.
d. Answer these questions:
Have you ever flown to Hong Kong or any Asian country?
Have you ever made flight reservations in English?
Say how you did that.
Why do you think many people prefer having return tickets?

Dialogue: At the airport

Jeff is flying to Denver. He is at the check-in desk now.

Check-in elerk: Your ticket, please, sir.

Jeff: There you go.

Check-in clerk: Flight UA755 to Denver, then you are going on
to Aspen, on Flight RM002?

Jeff: That's right.
Check-in clerk: Do you have any baggage to check?
Jeff: Yes, I do. Just one piece.

Check-in-clerk: And did you pack it yourself?

G et Cdmmpe S . — — —  — —— — ——. —— — —— — —— —— ——— ——

Jeff: Yes, I did.

Check-in clerk: Are any of the articles on this list in your bag?

Jeff: Um ... No.

Check-in clerk: Would you like me to tag this bag through to
Aspen? Then you won’t have to pick it up in Den-
ver.

Jeff: That would be great. Thanks.

FLIGHT DEPARTURES

| _CHICAGO |

~ DENVER

WAIT IN LOUNGE

\

e - =

MEXICO [ T 6 ]
I

l

| WAIT IN LOUNGE _

J

) | LOSAN T -~ " DELAYED 60 MINS
AA299 H C "7 'WAIT IN LOUNGE
'VV201 ‘ 'WAIT IN LOUNGE

Restricted Articles
For your safety and the safety of your fellow passen-
gers the articles listed below must not be carried in
checked baggage:
+ Radios, personal stereos, portable computers
« Firearms e Electrical appliances
» Maiches, lighters, or fireworks

Exercise 19

4. Look at the Restricted Articles list and mark the true statements:
—__You shouldn’t pack an electric razor in your baggage.
___ You shouldn't pack a gun in your baggage.
___ You should carry matches only in hand baggage.
___ You shouldn't pack pens in your baggage.

b. Match and translate the British and Americal equivalents:
luggage baggage
to collect luggage a round trip ticket
Have you got any luggage? Do you have any baggage?
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That would be fine. That would be great.
Certainly. Sure.

Here you are. to pick up baggage

a return ticket There you go.

. Read the dialogue, have a look at the Flight Departures board and answer
the questions:
At what time was Flight UA755 leaving Denver?
On what flight was Jeff going on to Aspen?
‘What flights on the Flight Departures board attracted your attention?
Are any articles usually used with number of flights, gates, tickets etc?

Exercise 20. Translate into English:
Ham peifc romep AD200.
Kaxum peiicom Mu1 netTaM naree?
Coobmmure, KAaKHM peitcoM
BBl IPUJIETAETE.

Ham Brrxox MN15?
HasurnTe, a rae Berxox Ne3?
Hapurnre, BHI HE 3HAETS, INE
san N20?

Flight announcements

Flight BA417 to London (Heathrow) is checking in at Gate 30.
British Airways regret any inconvenlence which has been caused
by the delayed departure of this flight

g

KLM announce departure of Flight KL642 to Kuala Lumpur.
Passengers who hold boarding cards for this flight should proceed
at once fo Gate 23

Exercise 21
a. Read and translate the announcements.

b. Translate the sentences:
HpeT perscTpanus NACCAXKHPOB Y BRIXOAa MN...
CoxaneeM o HeyaoGCcTBAX, BHIBAHHMX 3aJePIKKO BhLTeTa peiica...
O6nasnaeTcs nocaaKa HA CAMOJIET, BRUICTAIOINNR pelicomM...
TIaccAXMPRI ¢ IOCAKOYHEIME TATORAMM BO/LKHE! IpoliTh K BrxOxy N...
BHI O/KEH BEMMATEIBHO CAymaTs obbaBIeHnd.
Cxopo nomxen obbaBuTs HAm peitc. CaymaiiTe BEEMATENLHO.
Bagepxka He nOMKHA 61T noxaroit, S Eazeocs Ha 9TO.
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Dialogue: Security Check

- Passengers are going through the Security Check.

Security: Please, put all carry-on luggage on the conveyor. Step
right this way, ma'am. This way, sir. (Beep) Please
empty your pockets and go through again, sir. (Beep)
Please step this way, sir. Pardon me, what do you
have in this pocket?

Man: Oh sorry, just some keys.

Security: That's fine. Thank you, sir.

... Would you mind opening your handbag, madam?

Woman: No, not at all ... there you go.

Security: ... Would you mind turning on the Walkman?

Man: Oh, sorry.

Security: That's fine, sir. We just have to check. You can go

through.

lote: Walkman = portable radio

rcise 22

-Complete the sentences, paying attention to the verbs in the Imperative
Mood:
t’ Please, put all carry-on luggage ... Step right this ...
Please empty ... 2 Please go through ..

(S

-
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b. Write and read these polite requests:
Would you mind opening your briefcase?
to turn on your radio
to open the window
to close the window

c. Translate these polite requests into English:
Bh1 He Mo GBI TOBODHTH OMEZIERHEE?
TpoaukTyiiTe 5T0 C10BO 1O OyKBaM, HOMKANYHCTA.
TlosTopuTe, NOXKaxyiicra, 4To BH cKasamd. I Be paccanmaa.

to repeat it
to say it again
to put it down for m

Dialogue: On the plane

A man is looking for his seat on the plane.

Man: Excuse me. I think I'm in 15 C.

Woman: This is 14 C.

Man: Are you sure?

Woman: Yes, look here ... oh, dear! I am sorry.
Man: That's OK. Sorry to disturb you.

Woman: That's quite all right. It's entirely my fault.

Exercise 23

a. Complete as in the dialogue:
— Excuse me. I think...
— Sorry to...

— It's entirely...

b. How would you ask your neighbouring passenger:
to move a little to let you pass to close the shades
to lift the shades to pass you a magazine

c. How would you ask the flight attendant, using this pattern:
May I have... , please?
for a Russian newspaper for a blanket
for an English magazine for some water
for a headset for some medicine

d. A flight attendandant may sometimes ask people to obey the
regulatlons.Match the attendant’s words to the situations:
Someone is smoking a cigar. | I'm sorry, you'll have to turn it

Someone is using a portable | off.
telephone. I'm sorry, you'll have to put it out.
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— Oh, dear. I am...
— That's quite...
— It's entirely my...

I'm afraid you can't use that here.
Yes, that's all right.

Someone is asking about
using a Walkman.

A child is playing an
electronic game.

Note: steward/stewardess (Br) = flight attendant (Am)

Announcements in flight

This is your captain. My name is Roy Conway, and I'd like to thank
you for choosing Transworld Airlines. Welcome aboard our Boeing 767,
flight 488 to Minneapolis.” We 're just waiting for clearance from Air
Traffic Control, and then well be on our way. 1d like to remind you
to keep your seat belts fastened, and also that smoking is not permitted
on flights of less than four hour duration.

This is your captain speaking, again. Sorry, folks, I'm afraid we have
an air traffic delay. It Il be 30 minutes before we can take off. So sit
back, relax and our flight attendants will serve you drinks courtesy of
Transworld Airlines. Wed like to apologize for this delay, bui, at thts time,
it’s beyond our control.

Note: to apologise (Br) = to apologize (Am)

Exercise 24 :
a. Say what the main words in each announcement were.

‘b. Translate into Engliéh and complete the sentences:

51 xotes 651 HATOMHHUTE BAM...
IlpmsercTByio Bac HA Gopry...
O9T0 HHKAK He 3ABHUCHT...

1 xortenx 661 nobIarogapuTh BaC...
§1 6B XOTEJ UBBHHHUTEHCH...
Mpu1 sxem paspelneHEHsT Ha B3JIET...

c. Read the nouns and write the verbs from which they are formed:

announcement service take-off
flight attendant check-in
clearance translation check-out
duration smoker conveyor
delay control apology

ill. Read the sentences, say if the words in italics are verbs or nouns and
" “translate the sentences:

The delay was more than thirty minutes.

They must delay the journey until the weather i 1mproves

We never delay payments.
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There is no smoke without fire.

A good cigar will smoke for at least half an hour.
I smoke ten cigarettes a day.

I'll bring in the drinks.

He couldn’t control the situation.
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Immigration control

Admission Number:
234199692 01

194 ArrivalV/Departure Record
leted by a1l persons US, chizens, retuming

m-l:“: mm imz;mln vln:::nm citizens visiting,
or in transit.
Type or grint legibly with a pen in ALL CAPITAL LETTERS. Use English.
Do not write on the back of this form.
‘This form Is in two perts. Please complete both the Arrival Record
(ltems 1 through 13} and the Departure Record (Tiems 14 through 17.)
‘When all items are completed, present this form to the U.S. Immigration and
Naturalization Service Inspector.
Item 7 - If you are entering the United States by land enter LAND in this
space. If you are entering the United States by sea, write SEA, in this space.

Admission Number
234194692 ot 194 Arrival Record

femtlydoms
INJAIKIAIMIVIZIAL 11 1 11 )1

Welcome to the United States

xercise 25. Have a look at the Arrival Record card and try to complete
the answers to the Immigration Inspector’s questions:

Immigration Inspector: Good morning. Where have you come
from?
Tadashi Nakamura: eee
- Immigration Inspector: Fine. May I see your passport?
| Tadashi Nakamura;
Immigration Inspector: What's the nature of your visit?
Tadashi Nakamura: vee
Immigration Inspector: And how long are you staying in the
United States?
Tadashi Nakamura: cee
Immigration Inspector: Fine. Here is your passport back.
Tadashi Nakamura: .-
Immigration Inspector: Welcome to the United States. Enjoy
your stay.

Note: immigration officer (Br) = immigration inspector (4m)

Dialogue: Ar the baggage claim

2, Fion (Given) 3. Bintvdgse (Day! Mo 1 Vv
JCIAIDIAIS I | L1 L L1 1L 10121007171
4, Country of eltissoubip 3. 8em (Mals o7 famals)
]JIA[EIAINI ) I O O I I I I A BHALLIE] |
“.ml* 7. Aiding & Might Numbex
AIBILIZIBIAS, L1 L L L1 | | IAlM 1usi2)
§. Countzy whaes you live 9. City whers yeu bearded
APLAINL (1 L 1L 111 | ITowIyIoL 1
Clhywhae 'was Soasuod
Tl bt L L Lttt
. Duss; Meai¥e)
ﬁl‘-ﬂﬁﬁél ’lél"l T T A O T O O O I O I I |

32, Addrest while yous are In the Liaked Siaes {menbsr and sirest)

TSI DO ICIALL L FlolRIN LIAL | |

Depariure Number
234196692 01 1-94 Departure Record

14. Fumlly mume

{ I SO T O O O O B (N N T T T O O N A

15. Fiag (Glvon) macs 16. Rinhdans (Day? Mo7¥e)

1 1T T TS T O T T O O A Y O I IO

7. Constry of Ciisorublp

I O N T O N T T I T
] T{Siuple here)

Wilbur Meeks, an American businessman, had to 80 on business to
Boston. He waited for his baggage for some time but it did not
appear. It seemed 10 be lost somewhere. Mr. Meeks turmed to the
Airline Representative.

Wilbur: Ah, excuse me. My bag hasn’t arrived yet.
AR: Which flight?
Wilbur: Um, Redwood Airlines from Seattle.
~AR: RRA 4217
Wilbur: Pardon me?
AR: The flight number. RRA 4217
Wilbur: Yes. Everyone else’s bags came off the baggage claim,
! and now it's stopped. But mine never arrived.
AR: Uh huh. Did it have your name and address on it?
k Wilbur: It had my name, address, zip code and telephone number.
AR: We'll try to find it for you, sir. Can you fill aut this
{ form? Description of bag, flight number, value of
contents etc.
E Wilbur: Oh, yes.

I B

1 4
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Exercise 26
a. Use your imagination and say what happened then.
b. Give extensive answers:

Has an airline ever lost your luggage?

Was it lost forever or was it found?

Do you take out travel insurance when you fly?
Have you ever made a travel insurance claim?

" c. Write the British equivalents:

to fill out baggage

zip code flight attendant

Pardon me? immigration inspector
d. Translate into Englsh:

O=n pempt oGpaTATHCA K MPEACTABATEIO apuaumuanii. Jla, K sTOMY
MOMEHTY OH IpOKAas Garax oKOno 1aca. Ero 6arayx OGHApYZKHIU
B 83pONOPTY OTHpaBJeHms. Barax McKamm HeCKOILKO nmei.

Dialogue: Arriving at a hotel

At the entrance )

Bell captain: Welcome to the Studios Inn, ma'am. Are you
checking in?

Jessica: Yes.

Bell captain: Step this way, over to the front desk. I'll look
after your bags.

Jessica: Thank you.

Bell captain: You’re welcome. Enjoy your stay.

At the front desk

Front desk clerk: Good morning. Can I help you?

Jessica: Good morning. My name is Stockton. I believe
you've got a room booked for me.

Front desk clerk: What was the name again, madam?

Jessica: S-T-0-C-K-T-O-N. Jessica Stockton.

Front desk clerk: If you'll wait a moment, madam, I'll check.
... Yes, that's right, madam. Room 708. Fill

in this form, please. i
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Exercise 27
a. Fill in this form in Jessica’s name:

MEEr o o g P g iy & SO T ey | ER - 4

Studios Inn Hotel ° Hollywood Boulevard

GUEST REGISTRATION CARD
Last 3 First

Middle initial:

Tide: . Home address:

Home phone number: ( )
Company Ce

pany address:

Company phone ber: )

Nationality (onty for non-U.S. citizens):

f Next Destination:

T I e

Passport number:

Car License plate: State:

D o et PR S,

o A A R 2R T AR T Snraten

b. Make a few sentences of your own using these words:

to check in to look after
check-in to book a room
to check to make a reservation

¢. Translate into English:
51 posxen cerogus 00A3aTeILHO 3ape3ePBHPOBATH MOCTUHMILY.
MEe AOMKEBI CerofHsA NOATBEPANATS 3aKa3, He TaX Ju?
51 gomxen sanonHUTE 3TY dopMy, na?

Dialogue: Hotel charges

Jessica is going on speaking with the front desk clerk.

. — Will you be paying by credit card?

— Yes, Mastercard. Here you are.
I'll just take an impression of your card. ... Here is your

credit card, and your room key.

— Thank you.
| — This is your room charge card. You'll need this if you charge
[ anything in the restaurant or lobby shops. Could you sign it
! here? ... Thank you. '

-,Exercise 28

Answer these questions:
Did anything seem strange in the check-in procedure?

91



What is a room charge card?
Is it similar to a credit card?
For whose benefit are various cards made?

b. Make a few mini-dialogues using these questions:
Where can I change some money? Is there a bureau de change nearby?
Is there a cash dispenser? Do you accept this card?

Note: cash dispenser (Br) = ATM (A4m) = automated teller machine,
automatic telling machine

c. Translate into English:
HUcnoaw3syiiTe 3Ty KapTO4YKY, e€cau OyJere UTO-JIN00 3aKa3LIBATH B
pecropasxe. ‘
BrI Mo’xeTe BCIIOJIb30BaTh KAPTOUKY, ecjan OyneTe AejaTh HOKYIIKH
B MarasMHax OTeJsd.
Korma oH moesmer B KOMaHIUPOBKY, OH BO3bMET CBOM KDeJMTHBIE
KApPTOYKH. ’

Letter: Errors in a hotel bill

Dear Sirs

I stayed at .. hotel on ... and when I left I took advantage of the
express check-out facility. I have now received my copy of the bill
which you charged to my credit card and was astonished to find
certain items on it which I had not incurred.

I refer specifically to charges for room service, newspapers and
the mini-bar, none of which I used. You have also charged me for
an additional night's accommodation on .. by which date I was in
fact back at home.

Please amend the bill accordingly and make the necessary credit
against my card.

I look forward to hearing from you by return that this has been done.
Yours faithfully,

Do you know these words?
to take advantage of smth
facility [f2'siltr]

to incur (expenses) [In'ka:]
to amend [2'mend]

30. ycayra
HecTH (PacxXoAkl)
HCIPABIATD; YIYIIIATD

r

BOCIIOJIL30BATLCH YeM-JIH00

Exercise 29
a. Translate the letter into Russian.

b. Write a reply in the name of the hotel billing manager.
(Apologise for the errors and promise to make the necessary
adjustments very soon.)

Answer Key

Exercise 6 ¢

had been waiting
closed down ... had been working

Exercise 12 a Exercise 13 a

home in Sochi

to foreign countries at Pulkovo Airport
to North America in Saint Petersburg
there in Ireland

to the party at the Russia Hotel
there to the Intourist Hotel
to Canada _ to Novosibirsk
abroad in Moscow

to Portugal

there
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Small talk

Words
to have, have got
¢ Exercises .
t0 do — to make (doing business
— making money)

Exercise 17

! d formation S .
: Thw:\‘;fﬁx of adverbs _ Wi Shes
| e *eercise 1 : Exercise 19

Text
Small talk
Exercise 20

Intonation
Echo questiong
Exercises 21, 22

Dialogues
In the Convention lounge
Exercise 23

Meeting a businessman at the airport
Exercise 24
Before a business talk
Exercise 25
A business lunch
Exercises 26, 27

Pronounce and translate these words into Russian

convention [kan'venjn] businessman {'brznssman]
to convene [kon'vi:n] businesswoman | bizriaswumsn]
lounge [launds] airport ['aapot] '

Grammar Revision: The equivalents of modal verbs

4
b

The equivalents of the modal verb can
to be able (o do) I was able 10 come. 51 cMOT IPHITH.

to manage (to do) I managed to come.
to be allowed (to do) 7 was allowed to come. Mue pa3peliUia TPHATH.

} The equivalents of the modal verb must

to have (to do) I have to go to the  S1 HOTTKeR/BHOHYXACH

plant once a week.  e3MMTEH Ha 3aBOA pa3

B HEAETIO.

to have got (to do) IThavegottogo to 51 pONMXeH/BREYXACH
(neiictBue, coBepimaemoe the plant fomorrow. HOeXaTh 34BTp4 Ha 3aBOA.
OIMH pas) .
to be (to do) (neticreue, We are to complete Mu BOMKHE 3aBEPUIHTD
COBEPIIAEMOE TIO IUIaHY, the fests fomorrow.  HCHBITAHHS 3ABTPA.
rpaHKy, MHCTPYKLIMH)

ote: 1. I could come. 51 mor NpHATH.
2. B oTpHIIaTENBHBIX NPEIIOXKECHMAX:
could not = was/were not able = did not manage
I couldn't help her. = I wasn't able to help her. =
I didn't manage 10 help her.

ercise 1. Write sentences about the scenes in the cartoons using the structures
' given below:
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2. ﬂhwv‘v-:
IS T AAAE Xl
I \{1

ANEN

She was able to... to reach for.a book
She managed to... to fix a tent

He wasn't able to... to open a door

He didn't manage to... to climb a mountain
He couldn't... to lift the weight

Exercise 2. Complete and read the mini-dialogues:

1. — Did you have difficulty in finding our office?

— Not really. Mr... had given me good directions and I managed to...
2. — Did you finish your work this afternoon?

— Yes. There was nobody to disturb me so I was able to...
3. — Did everybody escape from the fire?

— Yes. Although the fire spread quickly, everybody managed to...
4. — Was she allowed to go on holiday last month?

— She was, as far as I know. I'll be able to...

Exercise 3

a. Use appropriate modal verbs or their equivalents and translate the sentences: ‘

I... to contact her at her office and we settled all the problems over
the telephone.

1 couldn’t see him on Thursday, though IL.. meet him on Friday.
But he was busy.

Tell Cathrine about your problem. She might... to help you.

I can’t understand Martin. I've never... to understand him.
They... to ship the goods in May but they... not... to do so.

b. Translate into English:
§I Mor moMOYb eii, HO OHA OTKasajach OT Moeil momomu. (£0 rejed“
smb's help) . _ i
§I cMoT noMOYb eii, 1 oHa GBLIa oueHs OnarosapHa. (to be gratefu.ﬂ
O Mo moexaTh B SIPOCHaBIbL HA MOe3fie, HO Pellnn eXaTh ud
MamHHe.
OHE He CMOTJIA 3aKa3aTh OMJIETH HA cAMOJIET BO-BpeMs.

Ll
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K10 cMor moay4YsaTs 8TH AaHHbEIE?
Ei#t paspemma HeMHEOro nopaboTaTh Ha STOM KOMIIbIOTEpE. -

Exercise 4. Imagine you are talking to an English person-about travelling
on a double-decker (bus). Read these sentences and underline
the equivalents of modal verbs; translate the sentences:

— Do elderly people have to pay on the buses?

— It depends where they live.

— Do you have to pay the driver?

— Usually. But if there’s a conductor, you pay him or her,
— Are you allowed to take an animal on a bus?

— Yes, but you have to pay for it.

— Are you allowed to smoke downstairs?

— Not on a double-decker.

— Does a child have to give up his seat to an adult?

— In theory, yes; but it’s a matter of politeness.

b. Sum up what the English person said about travelling on a double-decker.

Exercise 5
.. Make questions with the construction 7o kave to do smith:

T had to go to hospital last week. . Why..?

I have to get up early rather often. ‘Where...?
Ann has to go somewhere now. How much...?
George had to pay a parking fine yesterday. How long...?
I had to wait a long time for the bus. What time...?
I have to phone my sister now.

Paul has to leave soon.

). Write a few questions starting with Do you have to... Choose one of the
responses to your guestions:
I think so. I don't think so.

I suppose so. I don't suppose so.
I hope so. 1 hope not.
I'm afraid so. I'm afraid not.

£. Translate into English:

]

MEe OpHEILIOCH ODPOMTH TECT HECKOJMBKO pPas, IToOhI NOAYIHMTH IIpABa
HA BOXKJeHNe aBTOMOGHIA.
H.pomsken 3apTpA NPUATH HOpaHbLIIe, yToOH HaTMCATH # OTIIpA-
BATE nrckMo 0 10 uacos.

Benosolt anrnatickui
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Exercise 6 b. Translate into English:

a the sent i don’s/doesn’t/ M"‘ ve + one of these verbs: go y;;::x : Tx;o:g;ipennnn pasabmIe. ,ﬂ Bossxer OBLT yeners Ha noga.n.
Complete using ¢ . s Pa BeYepOM § HE CMOI'y BCTDETUThLCH ¢ BaMu. §1
to do to get up togo to pay to wait

[oxer mopaboraTh goma.
I'm not working tomorrow, so... early. '
The car park is free, you... to park your car there.
I went to the bank this morning. There was no queue, so L..
We've got plenty of time. We... yet.
I'm not particularly busy. I've got a few things to do but I... them now. mustn’t don’t have (to do)
A man ‘was slightly injured in the accident but he... to hospital. 1. You musn't do something. You don't have to do something.

b. Translate into English: BEI He OJDKHEL 9TOrO Jejiarh.  BaM He HYXHO 9TOTO JeiaTh.

. (3TOrO HEeNL3d AeNaTh, 3TO (wer Takoli HeobxomHUMOCTH)
3aBTpa MHE He HYJKHO paHO BCTaBaTb. 3aBTpa Hepabouuii feHb — 3aNpeIIeHO)
BOCKPECEHDE. j
BaM He HYMHO OIJIAYABATE CTOSHKY am'ouoﬁm 910 CTOAHKA 2. I mustnq be late.

IV HOKyHATeNel MATASHHA. 51 He mOIKeH ona3IbIBATE.
) (370 OYCHD HEXEIATENLHO)

mustn’t and don't have (to do) compared

must and to have (to do) compared
mast to have (to do) Exercise 8. Read the sentences, underline the equivalents of modal verbs
You must do something. You have to do something. and translate into Russian:

I don't want anyone to know. You mustn't tell anyone.

He doesn't have to wear a suit to work but he usually does.

I can stay in bed tomorrow morning because I don't have to go to work.
Iris doesn’t have to get up early. She gets up early because she wants to.
Whatever you do, you mustn’t touch that switch. It's very dangerous.

BEI BOJIXHE 910 CACATh. BRI NOIDKHEL 9T0 COENATE. -

(TaKOBO MOE ‘MHEHHE) ' {TaKoBO NpasWIo WiHr TpeGoBalHIe CHTYAIHH)
I nusst get up early tomorrow. 1 have to get up early tomorrow. I'm
There are a lot of things  going away and my train leaves at

1 want to do. 7.30.

I mustn't eat too much. I'm supposed to be on a diet.

Note: Visorna raroms: must and to have (to do) paBHOZHAYHHL: You don't have to be a good player to enjoy a game of tennis.

Oh, it's later than I thought. I must go. = I have to go.

to have got (to do)

Exercise 7
a. Choose the appropriate verbs and translate the sentences: Exercise 9
to wear to go to come to turn to work  to take a. Use appropriate verbs and translate the sentences:

. In Britain many children have to... uniform when they go to school.
When you come to London again, you must/have to... and see us.
You can’t turn right here. You have to... left. :

to go to check to repair to translate to come

I have got... there tomorrow.

Caroline may have to... away next week.

We couldn't repair the car ourselves. We had to... it to a garage.
You reslly must/have to... harder if you want to pass the examination.
Paul does nof like Lis new job. Sometimes he hans to..." at weekends.
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When does Ann have...7"

We have got... the instructions into German.

The operator has got... the machines now.

The maintenance workers have got... the pump today.
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b. Translate into English: Exercise 11

51 ponken HameuaTaTh 9TOT nepeBoj cerogns.

MBI IO HEL 38BTPA BHECTH BCE STH ZAHHEIE B KOMOBIOTEP. a. Write negative sentences with the verb #o have or have got. Some are
3aBTpa A oMxKen OMTE B 12 B MuHNCTEpCTBG. present and some are past:
ToTpebuTems AOMHOH KYIATH ele OAME KOMIIEKT 3amdacrelt, (a set I can’t make a phone call. (a phonecard)
of spares) . I haven't got a phonecard.
OHn fONKHE BHECTH BTH M3MeHeHWA B KOHTpawT. (glterations) I couldn’t read the notice. (my glasses)
I didn't have my glasses.
to be (to do) We couldn’t visit the museum. (enough time)
He couldn’t find his way to the park. (@ map)
Exercise 10 She can't pay the bills. (any money)
. They can’t get into the house. (a key)
a. ﬂ:d the s.ent‘ences, underiine the equivalents of modal verbs and translate I couldn't take any photographs. (a camera)
In accordance with the Contract the deliveries are to start in May. b. Translate into English:
They are to complete the inspection on 1 March. B sToii moesake y MeHs He 6BLIO V¥ MeHEA HeT KaJIbKyJATOpA.
The goods are to be packed in wooden cases. ¢ coboii myTeBOAMTENS. B 10T fieHs 'y Hee eme He
Mr Grant is to be on holiday in June. ¥V BuX He GELIO BpEMEHM OCMOTDeTh  OBLIO GHUIeTa Ha CaMOJeT.
He is to be back at the office on 20 July. JOCTONPHMEYATE THHOCTH. Ay Bac 6xin 6aner?

b. Translate into English:

51 moskeH HMATH B OTOYCK 5 aBrycra.

OER J0/MKHB 32AKOHYETE 3TY pAGOTY B UYeTBepr Wil IATHHUILY. Exercise 12
:r;:;o::;'crmm ¢ KOHTPAKTOM IOCTRBKH JO/KHEI HAYATHCH €Uie B a. Complete these questions:

Excuse me, (you/have got) a pen I could borrow?
Excuse me, have you got a pen I could borrow?
(you/have) a bicycle when you were a child?
Did you have a bicycle when you were a child?
When you did the exam, (you/have) time to answer all the questions?
" (she/have) time to answer all the questions too?

IIo KOHTDPAKTY OHHM JOKHH AONONHATENLHO IMOCTABHTEL NATE KOM-
IJIEKTOB 3am4acreii.

B COOTBeTCTBMM ¢ KOHTDAKTOM OHM JOJPKHLI OTKPHITE AKKPEeAUTHB
B Teuenne 10 nmeii. (fo open a letter of credit)

WOl'dS: 1o have md have gOt (ll.MCMb) I need a stamp for this letter. (you/have got) one?
to have have got _ I need some paper. (you/have got) some?
;01 have h‘::vsciste{. IH:avegwa sister. , — It started to rain while I was walking home.
you a sister? ve you gof a sister? L Did :
1 have 1o Sister. 1 haver's got a sister. Did it? (you/have) an umbrella?
2. B yCTONYMBEIX COYETAHMAX: b. Translate into Eng"Sh: .
to kave breakfast/lunch/dinner/supper/a cup of coffee have got a headache ¥ Bac ecTh BOOpACH K AOKJIAAIMKY? ¥ Bac GrLIa BOZMOIKHOCTH
%0 have a bath/a shower/a swim/a rest/a cigarette . ¥ Bac GuLIH BOOPOCH K JIEKTOPY? 38J18TH CBOM:BOOPOCKI? *
% Aave a party/a holiday/a tice time , V Hero GBUIM TrOTOBBI OTBETH ¥ mero 61in0 BpeMs’ OTBTATS
# have an accidentan experience/a dream . il
2o kave o look (at smih)/a chat (with smb) H& BCe BOIPOCHT? HA BAITH BOIPOCHI?
to have difficulty/trouble/fun

to have a baby = to give birth to a baby
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Exercise 13

a. Write a few sentences about yourself using the following words:

Words: 7o do — to make |

(doing business — making money)

car computer
bicycle driving
moped licence to do business ) to make money
guitar dog work progress
a job a contract
(now) (a few years a go) the post contacts (with smb)
TI've got a Lada car. I didn't have any car when an exam impression {on smb)
I was a student. damage (to smth) a mistake
smb harm an appointment
smb an injury a note of it
one’s best yourself understood
well a mess -
everyting I can
b. Translate into English: something about it 5 ;
Teneps y MeHA AOMA ecTh KoMuoeioTep. Ho eime Tpu ropa HA3ax y
MeHA He ObUIO KOMIBIOTEpa AasKe Ha pabore.
Celfuac' y MeHA eCTh BOAUTENbCKHE Opasa. fI moiyums HX ABA roaa Exercise 15

HA38J, KOIrja y MeHs He OBLI0 MAINMHEL.

a. Readandmnslateﬂneabovesetphm,addafewoﬁmwﬁchymhow

b. Use the right verb (to do or to make) in the right form and translate the
sentences:

Exercise 14 A
a. Use the Indefinite Article where necessary and translate the sentences:

I don’t eat much during the day. I never have... lunch.

We had... party last Saturday. It was great — we invited lots of people.
Excuse me, can I have... look at your newspaper, please?

I haven't seen you since you came back from holiday. Did you
have... nice time?

Susan had... baby last month. It's her second child.

David likes to keep fit, so he has... swim every day.

I don't usually smoke, but I was feeling very nervous, so I had...
cigarette.

— Where is Jim?

— He's having... rest in his room. He's very tired.

. Translate into English:
H3suHEYTE, MOYXCHO IOCMOTPETE
BAII XXypHEax?

Bm He x0oTHTe 9aIOKY Kode?
— He xotaTe nu curapety?

— Cuacubo, 1 He Kypio.
Korza y Bac oroyck?

Buepa oH 049eHBL XOPOLIO
OTAOXHYIL.

¥ Hero Opumm 6uieTsl Ha
¢yrboa, HO OH pemuy |
OCTATLCH JOMA M IIOCMOTPETh
3TOT MaT4 HO TeJeBHACHMIO.
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I think I ought to... an appointment.

We... progress but it's a very long job.

I think they... a special weekend price. It's worth asking
It looks as if someone... a silly mistake in the invoice.
We'll have... something about it. We ought... a complaint.
I'll... enquiries for you and get back to you later today.
The storm... great damage to the ship.

I don't want to... difficulties, but it is a very short notice.

Exercise 16

a. Read and complete the mini—dialognw:

1. — We've done a lot of work but we haven't ‘Hizde iuch: prugress
— You are quite right. /I agree with you./1 doa't think so
— And what...
2. — Somebody has definitely made a mistake.
— Now what are you going to do about it?
© — 1 think...
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- b. Translate into English;
~ BxI ge Moxere BecTH GuaHeC 6ea pHCKa. (wlthout taking risks)
IT0 feNI0 BAHEC/IO OrPOMEEIR ymepl X penyTanus.
Ha BricTaBKe MBI YCTARHOBHJIM DAJX BaKHBIX KOHTAKTOB..
STOT 3aBOA NpPOM3BEN HA HAC OPEKPACHOE BUEYATIICHRE.
f Gyny paj BBUIONHSATL 91y pabory.

Words: 700 — cither

YTBEpOUTE/IBHEIE NPEIIOKECHHA OTpHuaTeNbHEIE TIPEIIOKECHUA
I like it too. I dont like it either.

Exercise 17

a. Choose-one of the response to the statements which follow:
I do too. / But I do.
I don t either./ But I don .
But raw vegetables, such as carrots,
I quite like.

I like garlic.
But I don't like onions.
I find fish boring. 1 don't like spinach, which is rich
I like shellfish, though, . in iron, they say.

I don't care for minced meat. - And 1love mayonnaise, which is
I never eat liver. probably very bad for me.

Fried food? No I don't eat much I have cream in my coffee.

fried food. But I don't take much sugar.

b. Translate into English:
A Toxe.3HAIO 9TO MPABMIO. Ona ToXxe HUKOrAA DTOro
M=z Toxe 3HAKOME! ¢ 9THMH TPAIMIUAME. He DpoboBasa.
1 TaxxKe He BHAIO, YTO 9TO 3a MPOAYKT. MHe 9TO TAK:Ke OYeHL He
HDABHATCH.

Word formation: 7he suffix of adverbs

sadjective + suffix -Iy = adverb Hcxmovenus
quick guickly good — well
“definite: definitely . late — late
slow slowly early — early
hard ~ kard -
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Note: hardly (eBa) as usual (xax OBEYHO)

He could hardly speak. Yesterday I came home at 7 as usual.
Exercise 18
a. Form adverbs from these adjectives and translate them:
complete usual good loud.
certain dangerous long oﬁiglal
slight slow Iate entire

b. Underline the adverbs and translate the sentences into Russian:
I've long wanted to meet her. You may borrow the book as long
Stay as long as you like. as you wish. -
That happened long ago. She read the book all the day long.
I can’t wait any longer. She's no longer living here.

¢. Translate into English:
Ona opuexajia OFMeHb NO3ZEO. OH roBOpET 04eHb MEAACHHO.
BaBTpa OH JO/KEH BCTATH OYeHb paHo. S ToXKe roBopro He OnicTpO.
Korna ou o6u1YEO BeTAeT? I To;xe MHOrO paboraio.
Buepa or ymen xax ofwraro 8 8.30. Kax o6eraso, suepa s1-6uia
S naBHO 3HAIO €ro. B oduce fo-7 9IacoB BEYEPA.

Basic functlon' Wishes

" Wishes 1Y Thank R:sponses h)
Have a holiday. nk you (very muc
Have a % tnplday Thanks (a lof).
= Have a safe journey. The same to you.
Many happy returns (of the day). = Likewise.
= Happy birthday! : ( Best wishes to you foo.
Happy New Year! That'’s very kind of you.
Merry Christmas! .
Give my regards 10...
= Remember me fo...

- Congratulations!
(on some achievements)

', Exercise 19
" a. What would you say in these situations using the above phrases:

Mr Ross is going away on holiday.
Mr Hanson is leaving for London and you wish to send a greeting
to Mr Easson whom you have known for a few years.
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You see Mrs Goldman and you know it is her birthday: today
‘Miss Taylor has passed an exam.

Mr Exton has got a job.

Mr Frazer has won a prize.

b. Complete and read the mini-dialogues:

1. — Happy New Year!
— Thank you. The same to you. I hope...

2. — Have a goéod ‘weekend.
— Likewise.
— Are you going... ?

3.~ Have you married Diana at last?
— Oh yes, a month ago.
— Congratulations! I hope you'll be very happy and...

Text: Small talk

}Beforc talkmg about the detalls of busmcss, there is usually a period
of social conversation (small talk) which can be dliﬁcult.iA good tactic
is to ask questions. {There are three main reasons for this: people like
talking about themselves; it is easier for the other person to listen; you
may learn something vseful} Here:are some sorts of questions:

Are you busy this month?]  Did you come to last year’s Trade Fair?
Have you had coffee? ¢ How does your company sell?

Do you smoke? ' How big is your company?

Where is your hotel? ..  How good is your Italian operation?

If the small talk continues too long, you may want to change the

subject to business matters! Here are some ways of doing it.
With someone you know well: With someone you don’t know well:

iLet’s get down to business. . Perhaps we could talk about the subject
*Let s get started. of our meeting/ the reason...
Exerclse 20

a. Do you agree that:

. 1. There is usually a period of small talk before a business negot}

ation.
2. Small talk is always very.diffieult. - . .
3. The only way to start small talk is to ask questmns
4. Small talk should not continiie t86 long.”~ :
5. Sometimes it is difficuit to end the small talk.
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5. Translate into English:

MasaiiTe nepefifeM K fey. MoskeT 6BITH Teeph TOTOBOPEM
Hy, a Teneps O fenax. o Bamux gexax?
Ecay roBOpATS O AENAX,... Hy, a xax Bamu Aexa?

KaxoBhel BaIIM IJIAHBIT

Intonation: Echo questions

— 1 like this food. — It isn't traditionally Russian.
— 7 Do you? — 7Isn'tit?
(fa?) (Ja?)

~ Note: D10 CKOpee BCETO PEIUIMKH CITYILAIOLIETO.

Exercise 21. Imagine you are at the World Youth Conference. An old man is
tellmgyouabouthknself.Makeechoquesﬁomtoﬁsstatemems.

— 1 enjoy coming to these conferences.
~— Do you?
— Talking to young people makes me feel young?
~— Does it?
I come to all the conferences.
No, I tell a lie. I didn’t come to the last one.

.My eldest boy got married that weekend.

He is forty. ]
T've got eight children and twenty three grandchildren.
And 1 had three wives.

:I'd like to marry a nice foreign girl next time.

Don't mix up écho questions with tag-questions

echo questions tag-questions
— I can speak Russian. = You can speak ™ Russian, ; Zcan’t you?
— 7 Can you?

Exercise 22. Imagine you are at a party.

a. Make and read a few tag-questions:
1t's a lovely party,... Red suits her,...
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Beautiful day,... She looks very attractive,...

It was cold yesterday though,... She has got a grown-up son,...

~ Yes, funny weather. Changes

‘ . You don't believe.me,.... .
from one minute to the next,...

You are not leaving,...

b. Make and read these mini-dialogues using echo questions:
1. — He has a lot of problems.

2. — That idea would't work.

3. — He's got a job in Egypt.

4. — He's just bought a new Green Chevrolet, Caprice.

5.— :fhe weather is always quite nice on these islands.

Dialogue: In the Convention lounge

=~ Hi, I'm Robeit Baket from New York.

— Hello, my name is John Green. I'm from London. .

— Pleased to meet you, John. What do you think of the .Convention, then?
— Oh, I'm enjoying it. What about you?

You are in the hotel business, aren’t you?

— Not exactly. I work in travel. But we work closely with hotels. At the
moment, we are looking for new contacts in the States.

— Perhaps 1 can help you. I do a lot of business there.

— What's your line of business?

— I'm in the construction industry.

— Are you?

-— Oh, yes. We tuild a lot of hotels in Florida.

— Look, why don’t you take my card? Perhaps we can get in touch again.

— Thank you. And here’s my card.

— Well, glad to know you, John.

— [ like it too. I think it's very useful. And I like meeting all these people.

Exercise 23

a. Pronounce the following paying attention to the sounds [g] and [n]:
again enjoying :
to get .T'm enjoying it.-:
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i gai i ing all these people.
We can get in touch again. I like meetu’lg
I'm glad to know you. We are looking for new contacts.

b.Wﬁtemlttheechoandtag-qu&sﬁons;markthemtonaﬂonaﬁdreadﬂiem.

¢. Read the dialogue.
d. Say what you have learned from the dialogue about:

Robert Baker
John Green
the Convention

e. Underline the sentences which can be referred to as small talk.

f. Practise asking questions as small talk from the following notes:
how/come here this evening you/see Mr Bower/often
you/been to New York before your firm/have many overseas

how bi, ur department branches N
yzu/wgt{lsc’:d here long who/in charge of your publicity

Jim Palmer/still work here department

Dialogue: Meeting a ‘businessman at the airport

— Hello, Mr. Howe! . :
— Hello, Pete! Please, call me Victor: Ifs so good to see you! Thank you

for meeting me. )

—I'm verylzlgad to see you too. Can I introduce my friend and colleague
Nick?

— How do you do, Nick.

— How do you do, Mr. Howe. ’

— Please ca){l me Victor. We usually use first names, when we dorft want
to be very formal. " vod trip?

— Good, Victor. Did you have a g 1ip? .

— Thank you. Everything was fine. And I'm very glad the plane came on
time. )

— Let me help you with your sulz‘—case.

— Thank you. That's very kind of you. )

— Follow me, please. Our car is in the parking area.

y 3

Exercise 24

a. Read the dialogue.

b. Write out the words about travelling. Can they be referred to as small talk?
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c. Use prepositions if necessary and translate the sentences:
The two businessmen are meeting... Mr. Howe at the airport.
We do not know... what airport they are.
Maybe they are... Sheremetyevo airport... Moscow,... Pulkovo airport...
Saint Petersburg or... a different airport.
Do you often go... airports?
... what airport did you last go?
How long did it take you to get... there?

d. Make sentences using the following words and translate them into Russian:

Thank you for meeting me.
to help to come
to call to translate the letter
to see to print the text

. Translate into English:
Cnacu6o, 9TO BHI IO3BORWIA MHe Buepa. Kak BH gojerenn?
Bam caMoneT BuLIETEN NO3e? Coobmusm, 9To HAm
3t0 gacTo GniBaeT. peiic 3aliepyKHBAETCA.

f. How would you respond to the following:
The trip was good, wasn't it? Was the voyage all right?
Did you have a good journey?  You aren't airsick, are you?
Did you have a smooth flight?  You aren't seasick, are you?

Dialogue: Before a business talk

— Mr. Fenton, how do you do. I'm Mark Gordon, Personnel Officer.
Welcome to ICL.

— Thank you.

— Did you have a good journey?

— Yes, thank you. It was a long flight, but I slept for a few hours.

— And are you happy with your hotel?

— Yes, it's very comfortable and it's in a good position.

— I'm pleased to hear that. Would you like a coffee before we start?

— No, thank you. I had a cup of coffee just now.

— So, this is your first visit to England?

— Yes, it is.

—~— Well, I hope you have a nice stay.

- Thank you very much. I'm sure I'll enjoy my v1s1t here.
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Exercise 25
a. Read the dialogue. ‘
b. Write out the sentences about hotels and add a few others.

¢. Make and translate sentences:
‘Would you like | a cup of coffee
some coffee
some coffee or tea
to see our premises
to have a look around

d. Translate into English and write your responses:
Y Bac oueHHb XOpoINee HoMemeAne. BaM Bce IOHPABHJIOCE B oTexe?

Ecrtb Kaxne-m6o npobmremsi? Kax obcrymxmpalor-p'oTene?
51 gymato, MEI pemM Boe BOIPOCHL Momerﬁmcnawmmd)emmm?
Mpsl sxe Bceraa BCE pelnayn. Yai ¢ mmoroM?

before we stal“'_f?
before we get down to business?

A business lunch

— Great! Here is the soup. They do an excellent clam chouder hem

— So I hear. Now, I wanted to explain more about the contract...

— 1 really enjoy seafood. Have you evér been to New Orleimns? That s the
place for seafood.

— No, I haven't. But, you see, my company will-be at least 10% cheaper
than anyone else and...

— The weather's been great today. I love the fall. The air feels so c¥isp.

— Did you read our brochure, Mr Howard?

— James! We can talk business after we eat lunch. Come on, yburchowder’s
getting cold. And just call me Marcus. -

— OK, Marcus. Let’s really enjoy the lunch. Forget my petsastznce for
some time. ’

y

Note: autumn (Br) = fall (M)



Exercise 26

a. Read the dialogue.

b. Write out the sentences on these two topics:
food weather

¢. Answer the questions:
Why do you think Marcus wanted to talk business?
Was he right, to your mind?
What was Marcus's policy?
Do you think they had known each other for rather a long time?

d. Say how the nouns are formed; read and translate these pairs of words
to explain — explanation '
to converse — conversation
to discount — diseount
to offer — offer
to question — question

to reason — reason

to smoke — smoke

to contract — eontract
company — companion
crisp — crispness

e. Translate into English and write your responses:
Br1 korpa-ER6yAL 6sun B. HoBoM Op.nea'ne?
Bel poGoBasm #TH MOpenpOAyKTE? e
Bcero mepieno crout npexpacras TOrofa, He TAK 7
Bam mpasmTca Taxas morona, na?
A kaxas nmoroga ceiraac y Bac? ’

Exercise 27

a. What could you talk about during the meal? Look
at the list of topics below, and decide whether they would
be. suitable or not:

the weather families sports
travelling vacations work

food and drink automobiles music
medical problems religion politics

the news gardening your country
the environment money jokes
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b. Choose one or a few topics and write questions you could
ask a foreigner:

Have you ever riden a horse?
Are you interested in...?

Do you like...?

Did you hear about...?

Do you know...?

How do you feel about...?
‘What do you think of...?

c. Write your responses to these questions and statements:

1. Have you ever been to a Latin American country?

2. Have you ever ridden a horse/ridden a motocycle/driven a sports
car/climbed a mountain/been caught in'a hurrican/tried water
skiing/tried surfing/tried windsurfing?

3. How do you like French/Italian/Chinese/Japanese food?

4. I'll always remember my first visit to Australia.

5. I'll never forget Christmas in London.

6. It's hard for me to get used to foreign food.

d. Improvise a small talk using some of the above questions and responses.
¢. Read and retell this text:
Englishmen talking
Listen to men’s conversation in the 8.18 train on Monday morning
and, later, to the chatter at the office and the factory. It will-be about
gardens. It will be of jobs done despite the difficult week-end weather; of

seeds sown; of progress made. There will be discussion of the best meth-
ods of growing cucumbers and arguments about the best varieties to grow.

- There will be boasting, and wonéer and disbelief, but each man will talk

confidently of his own plot.or garden which differs from all the others,
and which is the place where he himself is an individual and’ different

from other men.
The love of gardens is deep-rooted in the British people.
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Exercise 3 a

managed/was able
could

been able

were

didn’t manage/
wasn’t able

Exercise 6 a

don’t have to get up
don’t have to pay
didn’t have to wait
don’t have to go
don’t have to do
didn’t have to go

Answer Key

Exercise 9 a

to go

to come

to translate

to check/to repair
to check/to repair

Exercise 14 a

DQDDDFQI

Exercise 7 a

‘wear
come
turn
go
take
work
work

Exercise 15 a

make

have made/made
make

has made

to do

to make

Word formation
::k done/d; Prefixes re-, OVer>
one/did under- and others

make ) n '. 356 . Exercise 12

Exercise 24

at

| E88&EF&ESR

Exercises 13
a document 10 study
ExerciSé 17 ‘

Dialogue
Two businessmen
meet

Fxercises 22—23

Requests apd asking
for permissjon
reise 27

A Letter
Personnel change
Exercises 26, 2I;g
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Grammar Reyvision: The Passive Voice
of the Indefinite Tenses

Present Indefinite
The Active Voice I send many faxes every day.
The Passive Voice = Many faxes are sent every day.

Past Indefinite
The Active Voice I sent this letter yesterday.
The Passive Voice The letter was sent yesterday..

" Future Indefinite
The Active Voice I shall send it tomorrow.
The Passive Voice It will be sent tomorrow.

Exercise 1. Underline the verbs in the Passive Voice; read and translate
the sentences:

This company was established last year only.

The president was elected last January.

As far as I know the first contract was made in March.

1 am sure the goods will be shipped next week.

The equipment was installed a month after the goods arrived.
This accident was caused by careless handling of the machine.
Most probably the goods were damaged in transit.

Exercise 2. Read and complete the mini-dialogues:

1.— Excuse me, do you know when this firm was established?
— If I'm not mistaken it was established...

2. — The letter will be translated tomorrow, won't it?
— The secretary says it will.,..

8. -— The cases were damaged when they were loaded on board the ship.
— Were they? I have not heard anything about...

4. — Have a look at these photographs. Where do you think they
were taken?
— It seems to me they were taken...
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Exercise 3. Transform the sentences:

It's a big company. It employs two hundred people.
Two hundred people are employed here.
I don't know why they sacked Alan from his job.
The company is not independent. A much bigger other company owns it.
They will open a new branch at the end of the month.
Most probably they will appoint & new director of the department in
the very near future.

" He managed to make two contracts at the beginning of the year.

They shipped the goods in three equal lots.
The airport authorities delayed all the flights because of thunderstorm.

Exercise 4. Look at the words given below and make the sentences about
e-mail:

messages quickly is to send e-mail and efficiently used
via messages sent modem are a

anyone messages be system sent to compatible with a can
multinational is e-mail used by often companies

this saved of time is in lot way a

Exercise 5. Translate into English:

Bame coobiesne 6yAeT OTIPABAEHO IO 3JIEKTPOHHOM 1o4Te MO3AHEe.
§I Baepa oTmpaBma coobmeHne PUpMe MO INEKTPOHHOH modTe.
Korzia 6bLT0 NOJYIEHO STO .MUCHMO?

‘Bolock, 4TO KOHTpaKT Gyser anayanposan. (to cancel a contract)
HackoJIbKO f 3HAX0, NOJYIeHHEI rpy3 GhlJl pacraxoBaH BUEpS.
ToBap GLLT OTTPY?KEH HA HPOILIOH HexeJe.

Exercise 6. Rewrite these newspaper headlines as complete sentences using
the verbs in the Passive Voice and making some necessary alterations:

Over 24,000 new businesses begun last year
Managers accused of accepting bribes — forced to resign
'Missing airliner found in jungle — survivors rescued by helicopter

Note: survivor — OCTaBIIMHCS B XXMBRIX
to rescue — CIacaTh
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Grammar Revision: Modal Verbs
and Passive Infinitives

can/could I am sure it can be easily done.

may + be done  The parcel may be left here.

must Something must be changed to improve the design.
should 1 think this rule should be learned by heart,
ought (to) + be done I think he ought to be invited.

shall The goods shall be delivered in May.

Exercise 7. Underline the Passive Infinitives; read and translate the sentences:

The prices cannot be revised.

Payment shall be made by a bank transfer.

I’m afraid the deliveries may be postponed.

The Buyers shall be informed of the readiness of the goods for
inspection two weeks prior to the scheduled shipment by fax.

The negotiations can be held in a month.

Some improvements must be done in the decoration of the office.

This work should be done as quickly as possible.

What is done cannot be undone.

Exercise 8

a. Complete and translate the sentences:
In the USA elections for President are held every four years. TI
American President can be reelected only...
In France Presidential elections...
In Russia a President is elected...
In Great Britain a Prime Minister is appointed...

b. Write a few sentences about elections in some other country.

Exercise 9. Translate into English using Modal Verbs and Passive Infinitives:

Bee.aTH cBeAeEmMA MOKHO HaiiTH B JnoGolt sHOmKIONEAHH H JTI060M
COpaBOYHUKE.

Mereasxeprt 510 GMPMBI CMOT'YT HOCETHTH 3aBOJl Ha CJIEAyIOmelt Hefee.
Heob6xoxuMO cesaTh KOMAID ATOrO BAMKHOTO JOKYMEHTS.
IleperoBops! coieayer 0110:KHATH Ha ABe Beflenu. (to postpone smth for...)
Hess3s ponyckaTs Takoil cepresHOi ommOKH.
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Grammar Revision: many — much

. Countable nouns
many engineers | Very mamy technicians work at this plan.

people :
cars

Uncountable nons
much time |They are exporting much gas.
oil
power

ixercise 10

. Group these nouns into two columns (write countable nouns in the
plural) and translate them into Russian:

customer trouble country tea coffee packing package parcel
invoice bill account office department factory plant personnel
production product manufacture firm manager equipment

countable nouns uncountable nouns

b. Translate into English:
MHOTO JIofeH MHOTO paborst MHOI'0 3aIIpOCOB
MHOTI'O CIIE[[MAJIHCTOB MHOI'O IIOPTOB MHOI'O IO ek

MHOT'0 CTaHIuii MHOT'O CAENOK
MHOT0 KOHTeliHepoB  MHEOro aabor
MHOTO NIEPEBO30K MHOT'0 TpyAHOCTEH

MHOI'O TOBapoOB
MHOTO BpeMeH
MHOrO pas

¢. Choose the correct variant:
Many/much oil is/are transported through this eountry.
Many/much shipments was/were made to France during the first quarter.
Many/much sugar cane will export/will be exported on a barter basis.
‘We have got many/much reports from various markets.
Many/much business is/are dependent on the political situation.
I haven't got many/much time, I'm afraid.
‘We have discussed this problem many/much times.
To my mind many/much people know/knows these regulations.
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Exercise 11

a. Pay attention to these uncountable nouns and translate into English:
money information news knowledge advice
MHOT'O fieHeT MHOTO HOBOCTel MHOTr'0O CBeJIeHHii
MHOI'O COBETOB MHOTrO 3HANTH 9TH 3HAHUA
MaJo geHer TH CBeAeHuN MAaJI0 HOBOCTEH

b. Complete and translate the sentences:
They spent too... money on...
We have received... information about...
You can find... news about... in...
.. knowledge can be very helpful for...
He gave me... advice as to how...
As far as I know... information on... can be found...
All the spokeésmen stress that... money must be spent to improve...

c. Translate into English:
Ha aT0M caitre B ARTepHeTE MEOrO MEGOPMATVH O JAHHOMK KOMIAHHY.
Konmanmsa gejiger GoJbione MHBECTAIMN B IPOM3BOACTRO.
KoMnasWs TPATUT MHOT'O JieHET ¥ HA PEKJAMY.
1 6010ch, wT0-MHOTO Bpemenn Gyzer no'rpaqeno apd. (in vain)
§I y're nan eMy MHEOTO COBETOB.

Mer ofcy»/(aym 5Ty TeMY MHOrO pas.
M=uoro Jiogeli 3as8BamM eMy OOMH ¥ TOT e BOIPOC.

Word formation: Prefixes re-,
. ‘over-, under- and others

re- i over- under- ‘
to invest — to reinvest { \ to pay — to overpay to pay — to underpay
to construct — | to estimate — to estimate -
0 reconstruct |t over-estimate to under-estimate

Exercige 12

a. Rmd,tmlshteﬂmewotﬂsandwdtetheomﬁ'omwhmhﬂwyareformed:
to reelect to overdo undergraduate to enlarge
reelection overpayment underground interactive
replay overcharge understaffed submazine
reusable overall undersized microscope
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b. Underline the prefixes and translate these word combinations:
to replace damaged goods to overuse foreign words

to replace a vessel by another one tinderused resoursdés
to rerun a film to operate a. microprocessor
to replay a recording to translate sub'titles ]

c. Underline the prefixes and match these equivalents: .
He post-dated his check. | Hemade the person pay a too high charge.

He overcharged the He says he has to work too hard but is
customer. paid too little.

He says he is overworked | He dated his check with a date that was
but underpaid. later than the real date.

Note. cheque (Br) = check (4Am)

Construction: - there is/there are

(mecmonaxoxcoeHue (Bamusue muenul, .

Ko20/4e20-nubp) npobaem, mpyoHocmew) . , .
There are three compusers There is an opinion that every
in our office. employee should have a.computer.
There were a few people - . There will be. a problem.about .
in the corriflor. \ placi ing this equipment.
There must be a certain defect I don't think there can | be any
in this instrument. question abouit that shipment.

Exercise 13. Underline the construction there is/there are; read and translate
the sentences:

There are two post-dated cheques on the desk. Have a look: at them.
"Fhere must be a mistake. I don't know who made it. ‘
There can be a lot of questions and you should be ready to answer them.
Do you remember that there were similar machines at the’ eﬂubltlon?
How many flights are there to London on Mondays?

There isn't enough room in the office, is there?

There should be a bus in three minutes. You don't have to walk.

Exemxse 14. Compiete the sentences:

 there a. company which...?
Fm afraid there is no information about...
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There were so many people who...

I don't know if there was anybody who...

There are a few messages for... and..

I don't think there will be any problems...

Are you absolutely sure there won't be any-question about...?

Exercise 15. Make the sentences arranging these words in the coirect order
and translate the senfences:

there can much do about it we isn't

there’s alternative no

there left were no seats

there's to programme been change the a

there time finish yesterday enough to wasn’t

there's way be there time on no we'll

there trouble find be when out they what's happened ‘11

Exercise 16. Translate into English:

K coxanenmo, cymecTsyeT MHEHHe, YTO 3TO HEBO3SMOMCHO.
CymecTByIOT onpeieIEHARE TPYAHOCTH ¢ HOAGOPOM MEPCOHAJA.

EcTb aBe ¢HEpMEI, KOTOpBIE MOTYT NPEICTABIATSH JJIA BAC HHATEPEC.

B npuropozie HaXOAHMTCH HECKONBKO MacTepcKux (shops) 91oit dupmMer.
CxoMBKO OT/leJIeHAH B CBOEH cTpaHe HMeeT T8 (pupMa?

¥ srott pupMEr ecTh TOproeas Mapka (brand).

Construction: a document to study

a document to study IOKYMEHT, KOTODBI# CIEIyeT M3YUHTh/IIA H3ydeHI
a letter to write MHCBMO, KOTOPOE HYXHO HATIHCATDH

a film to see ¢GWIbM, KOTOpBI HYXHO OCMOTPETH

a film to remember He3a6bBacMBIl GHIEM

Exercise 17

a. Match the equivalents:
an exercise to do tomorrow YepTexH, KOTOphIe Hy>KHO H3yIaTh
a day to remember GuPMA, € KOTOPOH MONKHO BECTH Jesia
an exhibition to visit CYeT, KOTOPHI HYMKHO HeMeLIeHH0
a car to see by all means OTUPABATH
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a factory to go to He3a0bpIBaeMuIH fleHL

a company to do business with | 3aBoj, Ha KOTODLIH HY:KHO CHE3AATE

drawings to study now aBTOMOGIIb, KOTOPEIH HYMHO

an invoice to send immediately 00:3aTe/IbHO YBHJETD

yupasKHeHVe, KOTOpoe HY»KHO
creiaTh 3aBTPa

b. Translate into Russian:

a contract to translate a book to read and enjoy

machines to buy a musical to see
a trade fair to visit a place to take a photograph of
money to transfer some new dish to try

goods to ship a new soft drink to try

c. Translate into English using the above construction:
¢$UPMEL, ¢ KOTOPHIMH HYXHO COTPYAHHAYATH
ojuc, KOTOPEIA HYKXHO NepeobopyAOBATH
obopyfoBagne, KOTOpoe CJIeAYeT 3aKyIUTh
KOHTDPAKTHI, KOTOPHIE NPEACTOUT 38KJIIOUUTH
Ou3HeCMeHE], ¢ KOTOPRIMH CETOAHS NDPEACTOUT BCTPETHTHLCA
KOHTPAKT, KOTOPHIHA CieZyeT OTHPABHTE IIO 3NIEKTPOHHOR moTTE

Text: What sort of company is it?

There are many types of business organization, and the different
terms can be confusing. The left-hand column below gives various
types of organization, and the other column contains short descriptions
of each type.

company (UK) organization operating to make profit

corporation (US) .

society friendly association of people; for example,
. a sporis society

enterprise new commercial activity; for example: How is

your new enterprise? Also in some company
names; for example: Smiths Enterprises
firm where shareholders’ liability is limited
democratic firm owned by its workers
multinational organization operating in séveral countries
parent company company which owns another
subsidiary (=affiliate) firm owned by a parent company
- holding company firm, usually without commercial activity,
created fo be parent to other companies

b-—-——-—,—.—--ﬁ--—_-—————-—-—-—-—-—_—-*—

limited company
cooperative




public company company whose shares are publicly available

private company company whose shares are not publicly
available

nationalized company company owned by the state

government agency  organization which is part of the state adminis-
tration

charity organization to relieve poverty, advance reli-
glon or education, ete; benefits from some fi-
nanocial concessions

offshore company firm based in a tax haven to avoid higher taxation

minority interest company in which another firm has less than a
50 per cent interest

operation general word for a company, usually a small
one, and part of a large group. It also means
activity; for example: our commercial operation

partnership two or more partners working together for prof-

it, without limited liability

Do you know these words?

enterprise ['entapraiz) HpenpuATHe

liability [ lara'bilit1] (dunancoBas) OTBETCTBEHHOCTD
subsidiary [sab'sidior] (11128020

share aKnuA; AOJMA

charity ['tfeerrti] 61ar0OTBOPUTEILHOCTD

etc (etcetera) [rt'setars] (Lat.) H TAK Jajee

concession VCTYIKA, JBIOTA

Exercise 18

a. Read both columns. Then, cover the left-band column, and from the
description fry to name the type of organization described.
b. In the above table the articles and the verb 20 be are missing. Write a

few similar sentences using the table:
A company is an organization operating to make profit.

c. Write out the sentences with:
the construction there is/there are
the verb (s) in the Passive Voice

d. Translate the text into Russian. -
¢. Write a similar text.about companies in Russia. Read it as if-you were
delivering a lecture on this topic.
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Text: Who is the boss?

Rockbridge International éomorato Organization
|
Board of Directors
I
Chairman of the Board
Prasident and Chlelf Executive Officer

I
R I | ! ]

Vice-President,  Vico-President,  Vice-President,  Vice-President, Senior
Corporate International Public Relations  General Counsel  Vice-President,
Development and Advertising Corporate Staff
President, Vice-President, Vice-President, Vice-President, Vice-President,
Automotive Investor Personnel Finance Research and
Operations Relations Engineering

The above diagram is called an organization chart (or family tree). It shows
the chain of command in an organization. ‘

Do you know these words?
board of directors [bo:d]
executive [1g'zekjutiv]
-pounsel [kauns]]

COBET ZHPEKTOPOB
PYKOBOAHTEND; PYKOBOAAITHE
COBET; COBeTHHK

Bxercise 19

ks, Make similar statements about the chain of coinmand, completing the
following:
The Vice-President; Corporate Development is responsible to/reports
to the President and Chief Executive Officer.

The Vice-President, Finance...

‘The President, Automative Operations...

The President and Chief Executive Officer...
The Senior Vice-President, Corporate Staff...
The Chairman of the Board...
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b. Say how these words are formed:

vice-president international director corporation
vice-consul multinational president development
vice-captain reorganization officer responsible

. Translate into English:

9TO OPraHM3aHOHHAA CXEMa Hallell KOMIAHAMW.

Ecau s 6yny apeck paborars, 8 6yAy HOOUYMHATLCA HENOCPEACTBEH-
HO IPEe3UIeHTY.

Korpa s mepeiizly B 3TOT OTZeN, A OyAy DOMUHHATHECH I'JIABHOMY
6yxranrepy (chief accountant)

IIocsie BO3BpAINEHMA M3 OTIyCKA OH OyZieT mepeBeieH B ADYTroii 0T-
Aei, He TAK JuA?

CKOJIBKO BHIIe-OPE3UIEHTOB B 3T0li KoMIaHun?

Kaxomy BANe-IPESHAEHTY MONUNHACTCH Bam OTAea?

Text: Who's responsible for business systems?

Below is a diagram showing the structure of a ‘mixed’ type of multinational
company based in the US: some activities are organized into domestic,
regional and international divisions, others into worldwide product divisions.

Chief Executive Officer (CEO)
I
[ l l [ I l
Domestic Domestic Worldwide  Pacific Division Intemnational Corporate Staff
Telecom-  Business Defence (Telecommuni- Division (Corporate

munications  Systems Systems cations and  (Telecommunica-  Planning, etc.)
Division Division Division Business tions and
Systems) Business Systems
other than in the

b. Write these abbreviations in full and translate them into Russian:

SE Asia S Korea ete. - adj
Cent Asia N Africa n adv
Mid Asia S Africa v prep

c. Translate into English:

O=n pabotaer co crpanamu Ilearpansnoit Epponti, e Taxk aB?

3a Kakoit yyacToK paGoThl BH OoTBEUAeTe?

51 He Mory HecTH OTBETCTBEHHOCTH 3a paboTy oToro orpeina.
Josxeo 6miTh, r-H JI3KEKCOH OTBEeYAeT 38 BTOT KOHTPAKT.

OB He CMOr OTBeTHTH Ha 9TOT Bompoc. KTo cMOKeT MBE OTBETHTH?
Kaxoil oTesI TrOTOBH STOT NOKYMEHT?

Basic function: Requests and asking

for permission
{ — Can/could/may 1..., please? Responses
— Could you (possibly)...? _ .
— Willywould you...? Yes, certainly.
p — Why, certainly.
— Do me a favour, please. - '
: — You are welcome.
.— I wonder if you could... — Do. ple
— Do you think you could...? Il b’; alzz
— Do you mind doing smth? - serw'ceg # be of help/
— Would you be so kind as to do smth? — No problem.

™

gexercise 21

Pacific region) . Write mini-dialogues in these situations using the above:
to wait a little (you are busy at the moment)
Exercise 20 ——— g take your message (you are phonf'ng somebo.dy)
: person open a door for you (you are carrying something heavy )
a. Write questions and answers using responsible for/comes under about the to close the window. (it's very cold inside the office)
following: ’ to pass you the salt/pepper/bread etc (at a table)

— Who's responsible for business systems in the Pacific?
— That comes under the Pacific Division.

Corporate Planning...

Defence Systems in Africa...

Telecommunications in the USA...

Business Systems in Europe...

Telecommunications in SE Asia...
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» Imagine you are in a department store(s). How would you ask a salesgirl
for help:
to have a look at a watch/pen/necklace
if you wish to try on a suit/a dress/trousers/shoes
to ask for a smaller/larger size

fote: shop (Br) = store (Am)
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c. Translate into English:
— Mory s moMepaTSs APYTYIO Oapy?
— Komeuno. Pasmep ToT ®e?
— Her, BeMHOro noboxasime.
— Mory s nOMeHATS UX, €CJId OHM He TOACHIYT MHE?
— Ia, sT0 MOKHO GyAeT CAEeNIATL.
— I'me 310 MoxHO Oyaer caeaaTn?
— 3aecs. Ho yex HeoGXOAHMMO COXPAHHTD.

Dialogue: Two businessmen meet

— What exactly do you do at C.B.W., Michael?

— I'm in charge of North American sales. Hey, can I ask you
something, Dave?

— Sure. Go ahead.

— What exactly does Jessica Adams do? I mean, what's her job
description? «

— That's easy, Michael. She owns the company.

Note: certainly (Br) — sure (Am)

Jessica Adams
CE O & President

/N

Charles Stevens Andrea Muller
Executive Vice-President Vice-President, Sales &
/ \ Marketing
Sara Adamski Daniel Hanson Mario Leone Amy Park

Finance Manager Production Manager  Marketing Manager  Publicity Manager
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Exercise 22
a. Mark the intonation and read the dialogue.

b. Have a look at the diagram and write a few mini-dialogues like this one:
— What does Charles Stevens do?
— He is Executive Vice-President of the company. He is responsible
for...

This may be of help: to be responsible for smth
to report to smb
to be in charge of smth

c. Answer these questions:
Who do you think Dave and Michael are?
Where are they?
Why is Michael asking Dave about Jessica, to your mind?

d. Translate into English:

Boroce, s1 He 3HAIO OTBETA. $1 3raro 00 a0t hrpMe oueHs MATIO.

Ilo-mMoemy, Ha 3TOT BOHIpOC ¥ Mory BaM MHOr0 PacCKasaTh

MOYKHO JATh PA3HbLIE OTBETHI. 06 ux mpoxyxmuu. ‘
Exercise 23

a. Imagine a foreign businessman is visiting a plant. Write the questions
with which he turns to the person who is showing him around:

Can/could/may I see the warehouse?

to visit/loading bay look round/crysallisation plant
to visit/recycling unit to see/product samples
to talk/plant manager to examine/new pumps

‘. Now you are visiting a plant. How would you express your requests:
Could you show me the computer room?¢

show /toolroom to arrange/meeting /production director
describe/inspection system to take you round/storage area
explain/separation process to show/production line

Jdenosolt arrnmickai 1 29



Exercise 24 Exercise 25
ercise

a.lmagme' oumworh'ng s T 2o
parent colynpany: for this. medium-sized subsidiary of a UK a. Read this chart and compléte the sentences below:
Jim Bourne (CEO)
|
| l ]
Al Heston Vice-Prasident Don Jaspers Vice-President . Corporate Staff (corporate
Chemical Products Division Hydrocarbons Division planning, etc.)
Don Jaspers... the CEO. comes
If it’s a question about corporate planning, under
- you'll... the Corporate Staff... have to
Research and Marke- — Who's..... Chemical Products? people
. Sales A
"""‘”"‘" . — That... Al Heston. reports to

b. Translate into English:
Ota cxema GBLIA COCTABJIEHA B IPONLIOM TOAY.
Bo3MO0KHO, OHa GhlIA M3MEHEHA HEKOTOPOEe BpeMs Hasal.
51 pymaro, pame npejoKenre GyZeT pacCMOTPEHO B TEICHHAE HEREN.,
OTBer GyZler HanpaBJaeHd B OTAEJ HPOJAK MO dakcy.
OH PYKOBOAUT OTAEJIOM YIIPABJIEHIECKOro U (MHAHCOBOTO YUeTa.

Today a few membefs of the Group Internal Audit team are
visiting your firm. Write similar answers to the auditors’ questions:

— I have a question about the corhpany” ‘
oripany’s sales budget. Letter: A personnel change
— You'll have to see the Sales people about it. p
IC‘(;ulldlk:rou help me? It's about last year's development costs Dear Sirs
'd like to know exactl i ) '
Our Computer Audit t;x:hen {:l:ode!u-iered these goods. Today we are informing you of a personnel change in our export
ask about it? wan visit you soon. Who shonld we team. One of our export area managers, Mr Frank Willet is leaving
Do you have p cont ith all our company on 31.10.2003.
I'd like to disouss thees cn achts_ flow foroensts s;‘é’ghef s? - In order to be clear, we wish to stress that Mr Willet has no autho-
could help ine? y asts. o do you think risation to represent us in any possible way starting with the 1st
November, 2003.
b. ;hm‘t; mj;o English: We will inform you of the name of the new export area manager
!Iame, KOMUAHAH HeT OTAEJA IO CBA3AM C O0IeCTBeHHOCTHIO. in the very near future. Meanwhile you are kindly requested to con-
Bee HeGxopaMEle OKyMeHTH GruTH nepefadkl BIepa B OTAe) MapKe- tact Mr Milroy, Executive Vice-President, if you have any
THHrAa. questions or proposals.
Ba Mg;!cuo Gynet nossomuTL? We wish Mr Willet success in his new job and we are confident
Roo TBET OYAET HOATOTOBJIEH K 3aBTPALIHEMY IHIO. our cooperation with you will always be to our mutual benefit.
TAR OV7 B4 HOBAA OPTaHM3ANHOHHAN CXeMa QHPMLIT. Yours faithfully, ...

Kro sxozur B coser aupexropos Kommamwm?
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Exercise 26
a. Answer these questions:

Who do you think signed this letter? ‘Who was to take over?

To whom was it sent, to your mind? Why was Mr Milroy
Why did Mr. Willet give up his post? mentioned?.

b. Translate the letter into Russian.

c. Write sentences of your own with these expressions:
to inform smb of /about smth
starting with (the date)
you are kindly requested to do smth
we are confident

d. Translate into English:

A aymealo, on He GBI YBOJIEH. A pymMalo, aHAJIOTHYHEIE ITACHEMA
Koraa 6yzer HazaaveH HOBHIN 6BLIN HATPABNIEHBLI B HECKOJIBKO
MeHexep? apecoB.

¢. Read the text, insert correct articles where necessary and translate it:

Export managers

If... firm does not have... branch in the country it is exporting
to, it can appoint... export manager.

He will deal under his own name, but use... address of... company
he represents. His job is primarily to develop... market for the
exporter, and for his services he may charge... fee, or arrange
for... profit-sharing scheme between himself and... exporter.

Exercise 27
a. Translate the following draft advertisement for an executive job:

With good promotion prospects. Salaries are competitive, and there's
a generous profit-sharing scheme. All executive employees receive a
four-week holiday allowance. Company car provided. Relocation
expenses where necessaty.

b. What executive job was meant, to your mind?
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Answer Key

Exercise 4

E-mail is used to send messages quickly and efficiently.
Messages are sent via a modem.

Messages can be sent to anyone with a compatible system.
E-mail is often used by multinational companies.

A lot of time is saved in this way.

Exercise 15

There isn’t much we can do about it.

There is no alternative.

There were no seats left.

There's been a change to the programme.
There wasn't enough time to finish yesterday.
There's no way we'll be there on time.

. There'll be trouble when we find-out what's happened.

| Exercise 26e

33 A
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Grammar Revision
The Passive Voice of the
Continuous Tenses
Exercises 1—4
few — a few,
listle — a little
Exercises 5—10

Basic function .
Irecting
ercise ]2

Texts angd dialogues
€ selling procegg
. Lxercise 27
Oﬁ'ermg nﬁcroproceSsors
Xercises 22, 23
€sponding to Customer’s
Deeds
ercises 24, 25

Construction

tter do sm,
Xer Cl:s‘es 1 & 7, 6h
would rathey 4,

10 be

Letters

¥ Greeting a new customer

Exercise 26
Trying to recover
a lost customer
Exercise 27

Grammar Revision: The Passive Voice
of the Continuous Tenses

Present Continuous
The Active Voice  He is writing a fax.
The Passive Voice The fax is being written.

Past Continuous
The Active Voice I was translating an article when he -called.
The Passive Voice An article was being translated when he called.

Future Continuous
The Active Voice  She will be having English classes at this time tomorrow
The Passive Voice (this form is not used)

Exercise 1. Complete the sentences with one of the following verbs in Preseat

Continuous Passive:
to hold to target to make to produce
to establish to discuss to carry out

Eastern Europe... by a lot of companies from all over the world.
Heavy investments... by numerous foreign companies of various types.
Quite a lot of joint stock companies... by different small operations.
Various goods... under licence there and then exported successfully.
The tests... in their laboratory under our supervision.

Very important questions... at the talks in the Business Centre now.
An annual agricultural exhibition... in this famous place.

Note: centre (Br) = center (Am)

Exercise 2. Rewrite these sentences using Passive s s

I didn't realize that our conversation was being recordes.
They are building a new food producing factory near Amsterdam.
The Egyptian textile company is/are now developing a few new ma-
chines. -
The garage mechanics are now fixing my old Volkswagen car.
This TV channel is now showing a new Brazilian serial.



Somebody is building a very attractive country house near the forest.
Some people are organizing a hunting trip in Voronej region next
weekend. ’

A tourist agency is arranging three voyages along the Volga River
in May.

Exercise 3. Make sentences from the words in brackets and translate them:
We can'’t use the office at the moment ... It is being redecorated.

Mr Rey asked the customer to call a little bit later. ... (¢he installa-
tion/to test)

The machine is far from being perfect. ... (therefore/improvements/
to make)

We have not studied their offer yet. ... (their proposed terms/to consider)

We coudn’t move to our house on the Istra River. ... (it/to reconstruct)

He had to go to work by underground ... (his car/to fix)

When he was passing the motel he saw a lot of cameras. ... (a film/
to shoot)

He has bought a few rare bushes for his garden. ... (the bushes/to plant)

Exercise 4. Translate into English:

Korza or opuexan B Jleionmur, TaM DpOXOAKUIA €IKEroAHAA MEIKIYHAa-
POLHAA APMADKA.

Ceituac B CokonpHEKAX B MOCKBe Takke NPOXOMMT MEXKIYHAPOAHAH
BHICTABKA.

Mae KaxeTrcs, Balle MUCHMO, KOTOPOE BEl MHE I&JIH BUYeDa, €Ine mepe-
BOJAT.

Kaxue copeBHOBaHUA IPOXOAAT ceifdac HA 9TOM CTAAHOHE?
I'te B 9T0T MOMEHT OPOXOAMIH cOpPeBHOBAHMA mo rpebie? (boat races)

Grammar Revision: few — a few, little — a litdle

with coutable rouns ) \ with nncol_ltable nouns
few — Ma0o a few — HECKONBKO

‘ Jew people a few people )
fewcars  afewcars

little — mano  a little — HemMHOTO
little money a little money
lirdle fuel = a litdle fuel

P . with verbs

. Iknow him very little.
, ‘ 1 know him a little.
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Exercise 5. Read and translate the sentences:

Let's go and have a snack. We've got a little time before .the tram)’leaves
We couldn’t go on a sightseeing tour. We had very lhttle’ hqui

We must be quick. There is little time. We must make the tran;. _
I've met Mr Pollard a few times and he impressed me fayourab y.
Mr Fender isn't very popular, I'm afraid. He has few f'nerfds. e

I enjoy my stay here. I have a few friends s:nd we metet qmt; (1);_ n.
They have made very little progress in getting into this market.

?, v B * - A B -
ise 6. Use these nouns with few or litle. Don't forget to use count
el aI: pouns in the plural. Translate into Russian:

i toolroom goods
energy activity ,
country enterprise adVA ice (ii(;ne’mm‘dl‘ e
information business area > )
il:;:s’ progress forecast businessmaft
knowledge sample “mt enquirs

Note: enquiry = inquiry

Exercise 7. Read these mini-dialogues and make 8 few similar ones

1. — Would you like milk in your coffee?
— Yes, please. A little.
9., — Do you speak French?
— A little. 4o sbout it7
. 8. — What are you going to do about 1 ) ey
— 1 can't give you a decision yet. I need. a little time to think.
4. — When did you last see Clare? I am worried a little bit abo.ut her.
— 1 saw her a few days ago. Itseemst:lmtf.:eve;ythin%wasOKmthher.
5. — Can your secretary do this transla’ 0{1 or {ne 3
— She 13.:1 very busy these days. She has little time. A (\:onferenceé C 13
to be held in a few days. We are ex ecting many guests. An

she has a lot to do.

Exercise 8. Completethesentencesinyourovjnway: N

Mr Partridge speaks little English. It was difficult to communicate
with him. We had to ask the interpreter to.... a.nd she... . 4
Mr Ward speaks a little English, so we were able to discuss... and

ame to an agreement. We decided to... '
::I‘hjngs are not going very well for us now. ‘We have a few problems, 80...
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I'm afraid they have very little experience in...

svsefzrre as I kli:?v:i they hxlnsanaged to sell a few... at the Fair in Paris
nego i % {ttl

b gotiating t contract now. But we've made very little

Exercise 9. Translate into English:

1 mommmalo
, ¥ BAC MAJI0O BPEeMEHH, HO MOKHO
A

5 > . SaJATH HECKOJBKO
- npoco .

6nin 3 Vicnanw® HeCKONBLKO pas ¥ HOIHAKOMEJICH € HEKOTODHIMH
HHTEPECHEIMH AAA _n(ac 6nanecuenamn. (to get acquainted with smb)
RMH BeaeM B Bpuo ouerns Beboabmoit Guanec.

COMRAIT {

€HUIO0, MBI OBL/IA Ha BHICTABKE MAJIO BPEMEHH, BCET'O HECKOALKO

gacos. Ho YBHAEIA HEMANO MATEPECHOTO.

Exercise 10

a. Add a few words you find appropriate and translate the sentences:
Will you wait a little? Mr Parry is coming in a few... and ‘
They were a little late for the negotiations so we had to
We are a little bit worried about possible delay, so...

I remember... very little, therefore I can say only a few.
He knows... a little. So I hope he'll be able...
Her son reads very little and she is afraid...

She can paint a littlie and she spends much time...

b. Translate into English:
::mem KOMIAHMY ObhLI HEMHOTO OTODYEH PE3YJILTATAMH
OHE OYeHBL M&JIO 3HANW 00 MCTOPEM STOT0 PETHOHA.
IElca;:ocnemee, BpeMsa (PHPMA HECKOJILKO PACIIMPIJIA CBOE IIPOMIBOJCTBO
mmcmanno,onnmmomemcnomnpemmommonm'
K coxaneHmio, OHE HECKOIBKO 3aJEPIKAINCE C OTBETOM. -

Word formation: Suffixes of verbs

adjective + suffix = verb poun + saffix = verb
- real + ise = fo realise o .

; Rt mputer + ise = to computerise
simple + fy = to simplify code + fy = 1o codify j
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b. Use the appropriate verbs in correct forms and translate

Exercise 11

1. Underline the suffixes and write down in two columns the words from
which these verbs are formed:
to specialise to dramatise to modernise to idealise
to modify to organise to mobilise to scrutinise
to justify to notify to finalise to criticise
nouns adjectives
the sentences:

to itemise to modify to notify tojustify to finalise 1o specialise

adiness of the equipment for inspection.

They have... us of the re
little we shall be able to place them on our

If they... the machines a
market.

We know they are..
As soon as we... the price we
They are doing their best to..
unreasonsble.

We wish to... you of the results
They... the bill in every detail to..

. in medical equipment and special devices.
shall proceed to the terms of delivery.
. their claim, but we are sure it's

of our negotiations on your behalf.
. the emount claimed.

Basic function: Correcting

) Correcting ( Responses
I think you‘ve made a mistake. Let me see.
I think it should be 12.80 not 13.80. Let me have a look.
I think it was 2001, wasn't it? I have to admit you are right.
I think they did it last year, In all probability you are right.
didn 't they? 1 can't imagine how this mistake
1'll appreciate it if you check occurred.
these figures. I'm really sorry about this.
Will it be all right if I ask you 10..., 0
be double sure. \
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Exercise 12

a. How would you correct someone who:
has nfade & mistake in calculating the price
has gl}ren you a wrong date of the shipment )
has misspelt your boss’s name '
has put down a wrong telephone number
has not written down an address properly

b. Write a few mini~dialogues in these situations:
the profit was miscalculated .
the cost of the study tour looked very high
1t;}lllere are some doubts. about the cost oi" transportation
ére seems to be a mistake in the percentage of the premium

Construction: had/'d better do smth

1 have 10 meet Mr Moran in ten minutes. I'd better go now or | 7 be late.
(Mye stywine yxe noitrty, a 1o s o103za.)

Exercise 13. Undertine onstructi
sentences: fe sbove o on, read and translate the

The bank is closing in half an h ,
I our. I'd better go th,
These goods are fragile. You'd better use different ;::kii::’:;ml’row.

It seems to me the '
> Pbackage doesn't look very ;
change it. It should be pleasing to the eye, atiractive. You'd better

T sure translati
T?e x:z:u r about the . lation of the word. You'd better look it u
appe (;f ::w j:lt don’t seem very encouraging. We'd better haxlr)e
Ty later. And you'd better invite a few ex.
’ ’ M rts.
:’ s rather late for today. We'd better discuss this maft:er the first thing
morrow morning. Is it al] right with you?

Exercise 14. Mark the intonation and read these mini-dialogues:

1. : "{*(})11::{]? expe;:ting you to phone him today. You'd better do it now.

2. an you or reminding me. My memory sometimes fails me
. o beyou leavn:g for the country this weekend? -
tter not, I've got a lot of work to do. I'll sit for the exam soon,
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8. — Shall I leave the window open?
— You'd better close it. I'm afraid of sitting in a draught.

Exercise 15. Read the situations and write sentencés with construction
had better. Use the words in brackets.
You want to go out but you are expecting an important phone call.

You say to your colleague: ... (to stay).
I'd better stay and wait for the call. It's very important.

1 You received your phone bill four weeks ago but you haven't paid it
yet. If you don't pay very soon, you could be in trouble. You say to

yourself in English: ... (fo pay)

2 You and your colleague are going to the theatre. There are only
few minutes left before the beginning of the performance. You
don’t want to be late. You say to your colleague: ... (a taxi)

3 You and your colleague plan to go to a restaurant this evening. It's
a very popular restaurant. You say to him: ... (to reserve)

4 Jill doesn't look very well — not well enough to go on working.
You say to her: ... (to go home and stay in bed) ‘

5 Jack has just cut himself. It's quite a bad cut. You say to him: ...
{a plaster)

Exercise 16. Translate into English:
¥ meHs genosas Berpeua uepes 15 vmumayr. Mie ryame fiofitu cefiaac,

Huaue a1 MOTy OIO3AATE. '
Bawm sryaime OpeaynpeAuTs (10 WArN) €ro, WTO BE MOJKETE 3aJePIKaTHCA.

Hawm syume nepesecTn (fo postpone) obcyxjeHEne 3TOT0 BOIpOca Ha
aaBrpa. Bce yKe ycrand, He TAK nu?

Construction: would/'d rather do smth

I d rather send a fax than phone him.
A 6u cxopee oTtnpaBmwi (akc, YeM 3BOHIIL MY,

: Exerciée 17. Read and translaté the sentences:
Would you rather go to the production floor or test department?

. I'd rather see the storage area tomorrow. It's rather late riow.
I'd rather discuss the prices in the afternoon. I need someé time to get

ready for the talks which promise to be rather tough.
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I'd rather choose this motorway to go by than all these long avenues.

Would you rather have a test drive now?
I'm tired. 1'd rather not go out this evening, if you don’t mind.

Exercise 18. Read these mini-dialogues and make a few similar ones:

1. — Would you rather have tea or coffee?
— Coffee, please.
2. — Shall we go by train?
— I'd rather go by car.
8. — Do you want to go out this evening?
— I'd rather not. I'm not quite well.
4. — Do you prefer seats in the stalls?
— I'd rather have one in the balcony.
5. — Do you like this music?
— I'd rather listen to some jazz.

Exercise 19. Complete the mini-dialogues ﬁshg the following:

to wait a few minutes to think about it for a while
to discuss it tomorrow to have a look at the samples firs:
to visit the factory one of these days

1. — Let's meet and discuss all these matters next week.
— I'd rather...

2. — You have seen all these machines in operation, haven't you?
— We'd rather...

3.~ Shall we leave now? Most probably he has already left.
— I'd rather...

4.— I propose to sign all these papers today. The matter is urgent.
— We needn't hurry. I'd rather...

B Your colleagues have seen the samples and expressed their approval,
~— I know this but I'd rather...

Construction: to be interested in smth/doing smth

They are interested in our £goods.
OHHM 3auHTEpecOoBaHH B HAITHX TOBapax.
They are interested in exporting steel,
Oun saunrepecopann B 3KCITOPTE CTATH.
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Exercise 20
‘a. Translate into English: _
- Mbl 3aHHTEpeCOBAHKN B YBEAMYECHEH SKCOOPTA 9THX TOBAPOB.
Ony Taxrie 3aMHETEPECOBAHL B paciMpeHnH JeOBEX xommn. $ 5
OT0 COBMECTHOE NPEeANDHATHE 3aHHTEPECOBAHO B NOKYIKEe HanIero i
' ?

cuIpha (raw materials), ve Tak ma )
BricraBka, Koropag opoxoant ceifuac B Canxr-IlerepGypre, DoRa3m
BAET, 9TO MHOTHe (PHpME aann'repeconam mamed FpogyRmeit.

b. Complete these sentences: ) _
. Were they really interested in buyx_n‘g...?_ 2 -
As far as we understand they are 1{xter'o;s’§ed in selhng
There is no evidenee that the company is interested...
How can they be interested in... if..."
Most probably they'll be interested... after...

Text: The selling process
The pictures below illustrate the stages in the selling process. =

a) Contacting the customer : Mngvouhaﬁdayﬂubm"

And you will need retraining
Jor your staff, won't you?

- 8 A
TRY LTS ER YL,

SN e ct— i — — S S— —— =

e e o —— — — —



We are using state-of-the-
iy of-the-art

1t rather pricey!

S0 we ll put you down Jor 5000,

) | !"

8) Establishing folloy- n r
and goodwill - 5 'ﬁ-

Exerise 21

a. Write in the iate .
priste pictur::wmpm name of the following stages under the appro-
Closing the sale ; .
Handling objections Social conversation (or small talk)

5 Pr i
Discussing customer n, i esenting the product

b. Translate these sentences and staj Seller Buyer) said them
te -
Did you go on holiday this yearw‘;lo o . vl sa” o

So, we'll put you down for 5000,
144

It's rather pricey!
And you will need retraining for your staff; won’t you?
‘We are using state-of-the-art technology.

c. Answer these questions:
‘What goods or services were being negotiated, to your mind?
‘What did the figures of 5000 stand for?
Did both businessmen look interested? }
What do you think preceded these negotiations?
How long were these negotiations held, to your, ;pind,?
What was the result, in your opinion?

Note: negotiation [ni,goufr’exfn] / [n1,goust’erfn]

d. Translate the expressions and write a few sentences ofyur ownﬁﬂng
use of these expressions:

to establish| relations with smb | to be'in the market I withanith
. contacts with smb for smth

follow-up 7

goodwill
to meet smb’s request tobe | of intexwo. w0 smb

smb’s requirements intsemsfad in’ aing

smb halfway P L 3

= VYRR

to make a concession |  tocontact smb | mw

€. Translate into English:
Cxopee Bcero, CTOPOHL! MPRIIUIM K B3ANMHOMY COTIIACHIO.
Mee ka)eTcs, OPOAABEN NOIIE] HA YCTYIIKH.
1 xymaio, TOBAD YAOBJIETBOPHI 3AITPOCH HOKYIATEINM: - »s:oxfiid,
BoamMoxHO0, KOMDaBERA-IIDOMSBOAUTEIIE BHIIUIA HA PHHOK.-C HOBMM
TOBAPOM.
BTOT TOBAD IPEACTABHII ONPEIGSIEHARIN HHTEPEC ANA noxynm

.

Dialogue: Offering microprocessor.‘s, ,

— Hello, Jackson.

— Fr, yes, what can I do for you"
— Well, as you probably know, wearemuoducmganewmzwof&h-
performance microprocessors. 1 am going to be.- visiting: your-sreas
next week and I wondered if you would be ingerested mm :
these new models and perhaps having a demonstmtnon




— M-m-m, yes, I would certainly be interested...
— ?Vogi’ sv;guld Wednesday morning be convenient?
— Wednesday is a little bit difficult; I'm ti ;

T ; I'm tied up all day. How about
— Thursda

Thurs ywog‘?c fine. Can you let me have an hour or so sometime
— Yes, I think that would be possible. S: {

. Say, four o’clock?

— Excellent, well, Il look forward to seei :
- - seeing you on Thursday then. Goodbye.

Exercise 22

a.hme&ehﬂowhgmyhgaﬂenﬁothhesonﬂ[sz]:
certanp I would certainly be interested.
;chrtauﬂymy ’I'hutsday will be convenient to me.
I'll fook forward to seeing you on Thursday.

b. Write out special questions, mark the intonation and read them.
¢. Read the dialogue.
a A ¢ the tions:

Did the two businessmen know each other, to your mind?

How did Mike'éray learn the telephone number of Mr Jackson? -

What did Mike Gray offer?
On what did they agree?
Were you surprised that Mr Jackson agr  this meeting
agree to this
Why do you think he agreed? !
e. Translate into English:
51 pymaio, Takne neperoBop o Tenedory
TPOXORSAT AOBOJILHO YACTO.

Il;l‘;o:nymaﬁwe. Bot roeopaT xsa GE3HEECMEHA.
: ymmno, obcyxasercs Gyaymas CReKa.

'Ae ceaac MPOXOASIT meperoBopsl? Mae Hy:KHO BhiaBaTh -Ha IleTpoBa.
Ceiivac noamACKHBaeTCA KOHTPAKT H # 6010CH, 9ITO €10 HelIbasg BH3BATD.

Exercise 23

a.I?l?gineyoumatatradefair.Wﬁteafewsentm i
visitor who seems to be interested inyowprohcmﬁefolmom(g
the following words and start with Would you like...):
a brochur.e/catalogue/a few free samples/a demonstration
to show him round the stand/to show some less expensive products

Note: catalogue (Br) = catalog (Am)
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b. Imagine you are receiving a prospective client or customer in your office.
How would you:
ask him if he is prepared to discuss prices and terms
propose his meeting with your technical experts
propose his visit to your plant
offer him a free demonstration of your products
offer to send his office your catalogues and price-lists
ask him if he wanted to discuss performance guarantees
offer him help with staff retraining
ask him if he wanted your salesman to call on him

Dialogue: Responding to customers’ needs

Here are some customers’ requirements and some responses of the
salesman:

We are looking for something
that is not too fragile and not
too difficult to operate.

Our product is very strong and
durable and extremely simple
to use.

We want something new!  This is the very latest design and inco-

rporates the most up-to-date technology.
1 need some details on 1 have all the specifications and technical
paper to show the technical data right here.

department.
We have got to save money It is very economical to run and easy to

on operating costs and save maintain.

time on maintenance.
We require supplies of these No problem. We can guarantee delivery

products very urgently. within three weeks.
We are not prepared to pay 1 think you'll find that our prices are most

more than the market price. competitive.
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Do you know these words?
operating costs
to maintain
[meIn'tein]

IKCITYATAINOHHBIE PACXOABI

IPOBOAMTSH TEXYIMH PEMORT, HOAAEPKHUBATE B
paboteM cocTogHUM

Exercise 24

a. Read and translate the customer’s words and the seller’s responses.

b. Use prepositions where necessary and make a few sentences of your own
using these word combinations:
to require... something to agree... the price
to need... something to come... an agreement... the price
to be interested... something to agree... somebody
to buy goods... a certain price to save money... something

c. Translate into English:

Ceiiaac ¢ HAIDUM ONAPTHEPOM Ham ToBap ¥ mEHH BIOJHE
COTJIACOBRIBAETCSH II€HA. KOHKYPEHTOCIIOCOOHEI.

HaM HY'XHO CPOYHO IIOCTABHTH TOBAD. OTOT JBUTaTek OYEHb SKOHO-
Kaxosa mx peraHO9IHASA CTOMMOCTB? MIJYEH ¥ OIPOK3BOAHATEIICH.

d. Write your responses to the following:
We require the goods next month. Your price is extremely high.
We would like you to start Cin you reduce the price?
deliveries at the end of the year. Can you give us a discount?

‘We would like you to ship Your competitors are more
the goods by airfreight. generous.

€. Make the sentences and translate them:
If you agree to our terms we shall arrange delivery in two months.
to take over 2000 units/ to grant you a discount
to place regular orders/to send you the first consignment free of
charge '
to pay in euros/ to guarantee no price increase for 18 months
to settle promptly/to give you a five per cent discount
to give us all your business/to offer you a buy-back facility
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Exercise 40 ‘ '
1. Fill in the gaps with the phrases listed below:

— Well, that takes care of the financial details.
- Xes 1 think so, I'll complete the order forrp on your behalf and our
counts department will send a proforma invoice... .

— aV(\:/ell 1 think that’s everything; it's been an interesting rpeetmg.

— Yes. ,indeed. Now, regarding..., I'll arrange for our service depayt—
mer;t to contact your technical people to agree a timetable for in-
spection and maintenance visits. 0

— Will you be coming to see us yourseli: '

— Well yI expect to be visiting your country..., but... I.ll make sur;irom;
local,age_nt calls in... We will send you a... and details of any... direc

from the head office.
: I\?\;:i it's been a pleasure doing business with you and I look
forward to secing you again...
- from time to time
ij::: tc:t':f: update in the meantime
Lnfter-sales service in the very near future

n a regular basis
price movements o gu

b. Match the above phrases to these Synonymous expressions:
Follwa 1 t or repairs
follow-up maintenance replacemen
every week or every month or every three months etc.
now and again
while we are waiting
price increases or cuts )
changes in the product available
at the proper time

c. Translate into English: o
x 6BUIO MAJO 3 OB. : )

ﬁ?ﬁggﬁi Bee paGoTH B YCTAHOBJIEHHEIC KOHTPAKTOM CpPOKH.
Mre xasxeTcs, celiuac Majno KTO pas6mpaercs B 9THX BOIpoCcax.
Mz OTIIPABMM BAM IPEJJIOKEHAE B 6mmxaiimne TPy JHA.
Oxnn pasMeCTHIA y HAC HECKOIBKO 3aKa30B.
(to place an order with smb)
Mz coobmpna uM 00 H3MEHWH LEH.
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Letter: Greeting a new customer

Dear Mr Robertson

Many thanks for placing your first order with us. I hope that
all the items meet with your full satisfaction. If you have any
cause at all for complaint, please contact us so that we may put
matters right.

Naturally, we are always pleased to welcome new customers and we
look forward to-a long association with you. We value your ¢ustom
just as much as we do that of our long standing customers.
Please don't hesitate to contact us if there are any problems in
your dealings with us.

Yours sincerely,...

Exercise 26
a. Read and translate the letter.
b. Say if the following words are used in the letter as nouns or verbs:

order contact value welcome look

hope matter thanks cause - deal
C. Translate the verbs and write the corresponding nouns;

to economise to complain to popularise

to personify to regulate to multiply

to facilitate to minimise to signify

d. Answer these questions:
Do you think such letters are frequently written?
Why was this letter written?
What was the reaction of the customer, to your mind?

What other means are there to €ncourage customers to cooperate
further?

e. Translate into English trying to use the following expressions:

to meet with your full satisfaction to be DPleased to meet new customers
a cause for complaint’ to look forward to smth
fo put matters right a long standing customer

Mz1 HazeeMes, 9TO BRI OymeTe moJHOCTEIO YAOBJIETBOPEHH! KaYeCTBOM
HalIero ToBapa.
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Mu neEAM HAIDHAX AABHHX KJIHEHTOB.
A mageloch, caryanns Gyner ucnpasnena B Oymxalmwe gsa fAHA.
Ecau y Bac 6yaer npuanHa AAsA Kaxoi-nmr6o xanobul, ofasaremuo

CBSDKHTECH C HAMH.
M= pagsl, KOoria y HAC IOABIHIOTCH HOBHE KIBEHTHI.

C BeTepneHNEM K€M BAIIEro OTBETA.

Letter: Trying to recover a lost customer

Dear Mr Briggs

I have looked through our client lists and I note tha? it is some
time since you placed an order with us. I hope this does pot
mean that we have lost your custom entirely.

I have no record of receiving any complaint from you about our
services, but if you have any cause for dissatisfaction I ma.lld
very much like to know about it. We pride ours?lves on xfmm-
taining the highest standards of cusomer service and, if we
have failed to meet these standards in any way, we should very
much like to have the opportunity of remedying matters. -

Please contact me personally if you have any cqmplaint about
our services or if there is any other way in which I can be of

help.

Yours sincerely,...
Exercise 27
a. Match the synonyms and translate them:
to note to render cause chance
to know to improve oprortumty help
to maintain to get in- touch with assastance - fall_,.
to fail to do to hope :increase :fi):e,
med to learn ecrease ]
:g :zntacst: to see consignment | condition
to expect not to do term reason
b. Read and translate the letter.
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c. Answer these questions:
What services had been rendered to the client under the trans-
action, to your mind?
Are such deals rather frequent, in your opinion?
Is it easier to sell products or services?

Contracts

d. Write a few sentences of your own using the following:
to fail to meet the standards tomaintain the highest standards
to fail to deliver the goods on time maintenace instructions

nouns
Exercises 5—

to fail to notify smb of smth maintenance costs Y
to fail to send smth 4 G ar Revision re
to have the opportunity of remedying matters " The Passive Voice of Constracg
to have the opportunity of visiting a factory Bl Perxfect Te;\ses o dp VMithe:'; 7
) . g . . _ A
to have the ‘opportunity of expressing thanks _ Efergﬁssuncounmbl-e Exercises 9 10
e. Translate into English: | Countable

MBI cTapaeMcs COXPAHHTE CAMBII BHICOKHI YPOBEHb KAUeCTBa, TOBapa.
Biarozapum Bac 3a IpeoCTABIEHHYIO BO3MOXKHOCTD IOCETHTH BAIIL 3aBOI,
MBI 0/KHBI KOHCTATHPOBATE TOT (aKT, UTO TOBAP He GRUI MOCTAR/IECH
BOBDEMS.

Ceituac npoBoasiTCcs HMCOKTAHUS HOBOM MOfeNM aBTOMOGHIA. Mul

NpeACTaBUM e¢ Ha PHHKe B Giansxaiimenm Gyaymem. ‘Word formation
Basic function Compounds
Agreement and FExercises 13—15
Answer Key disagreement

Exercises 11, 12

Exercise 25

in due course
after-sales service
from time to time
in the meantime
on a regular basis
product-range update
price movements ; . Letters
in the very near future ‘ delive’ : LlcenSiD.g terms
’ i reise 24
Breach of contract
ercise 25




Grammar Revision: The Passive Voice
of the Perfect Tenses
Present Perfect

The Active Voice  They have already made the contract.
The Passive Voice The contract has already been made.

Past Perfect
The Active Voice When we arrived they had already made the contract.
The Passive Yoice When we arrived the contract had already been made.

Future Perfect
The Active Voice I'm afraid when we arrive they will already have
made the contract.
The Passive Voice (the form is not used).

Exercise 1. Read and translate the sentences:

The message has been written. You may send it now.

I know that before they came an urgent telegram had been received
A lot of money has been spent on this project.

I'm afraid the contract has been broken. Mr. Klain has informed w
of this breach. )

Before we received the spares the machine had been repaired.

The due sum has been transferred to their account.

The car was three years old but it hadn’t been used very much.

Exercise 2. Rewrite the sentences. Instead of using somebody or they write
a passive sentence:
A new storehouse has been built near the airport.

They have sent the spares by airfreight.

I'm sure they have already opened the letter of credit.

Somebody has delivered a parcel for the company.

They have postponed the concert.

When we got to the stadium we found that they had cancelled the
game.

How very nice. Somebody has cleaned the room.
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Exercise 3. Make the sentences from the words in brackets:

We are studying the samples now, The handling instructions
have been received too.

We are planning to ship the goods next week. ... (all the documents/
to prepare)

The protocol will be signed tomorrow. ... (all the goods/to deliver)
Tom gets a higher salary now. ... (he/to promote)

The photocopier broke down yesterday but now it's OK. ... (it/to repaire)
His car has disappeared. ... (it/to steal)

A tree was lying across the road. ... (it/to blow down/in the storm)

Exercise 4. Translate into English:

M= nostyumin rpys Buepa. OH Bech yixe Gbiu omiaveH.

IIpu6GopE! yiKe YNAKOBAHEI M OYAYT OTIPYKeHEl 3aBTpAa.

OHH COOBIHIN, YTO YACTH TOBAPA IIPH TPAHCIIOPTHPOBKE IIOBPEXeHA.
Tasers: manryT, 4To 270 azanne XIX Beka yxe cueceHo. (fo demolish)
§1 nymaro, UTO KX IUIAH PEAJHM30OBAH MOJIHOCTHIO.

Grammar Revision: Countable and uncountable nouns

Countable nouns ) , Uncountable nouns
This is a very important fax. This is important mail for Mr
We have sent some faxes today. Trench.
They received a few faxes the day ; We have sent some mail today to
} ‘ before yesterday. New Delhi.
Did you receive any faxes yester- They received a little mail the day
day? before yesterday.
We didn t receive many faxes last Did you receive any mail yester-
week. day?
We didn 1 receive much mail last
j { week.

“Exercise 5. Use the Indefinite Article a/an where necessary ana wranslate
the sentences:

you tell me if there's... bank near here?
She studied... banking for three years.
. My brother works for... insurance company in Lvov.
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Did you study... insurance at the university?

We need... petrol. I hope we come to... petrol station soon.

They have made... substantial progress since we last saw them.

I have made... very serious mistake.

Liz doesn’t usually wear... jewellery but yesterday she was wearing...
necklace.

Exercise 6. Some nouns can be used as countable or uncountable, usually
with a difference in meaning. Read and translate the sentences
paying attention to the words in italics;

Too many regulations from Brussels Too much regulation from

are bad for business. Brussels is bad for business.
You can stay with us. There is There is always room for
a spare room on the second floor. improvement.

I had some interesting experiences while = They offered me a job

I travelled. because I had a lot of
experience.
Enjoy your holiday. Have a good time. I can't wait. I haven't got
. - time.
Two coffees and an orange juice, please. I don't drink coffee very
often.

On my way home I bought a paper to I need some more paper
read in the evening. to write on.

I thought there was someone in the Everybody knows light
house because there was a light on inside. comes from the sun.

Exercise 7. Choose the right word and translate the sentences:

What (is/are) the news?

Could you supply the usual bank and trade (reference/references)?
Please, accept our sincere (apology/apologies) for the delay.

We have excellent storage (facility/facilities).

The annual (account/accounts) must be submitted not later than
January 31.

They close their (book/books) for the financial year on June 30.
Let us have a note of your (expense/expenses) as soon as you get
back.

We have (no/any) knowledge of the proposal to increase import duty.
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Exercise 8. Translate into English:

M 6ynem Gaaroilapebl BaM 84 COBETH IO DIPOBEAEHUIO YCOLITAHMI,
HorocT 6RLIM CAHITKOM HIeYaJbHEL

Korzma nepesanu sTu HOBOCTH?

Ero cosernl 6R11H OueHb NOJIC3HEL.

Cnacn@o 3a Bamry mEGOPMALNIO IO JAHHOMY BONPOCY.

Ero sHaEMS MCTOPHAY NPOCTO YAUBATENBHEI]

Construction: so do I / neither do 1

Affirmative sentences

— 1 like these samples.
~— Sodo I (U a ToXe.)

Negative sentences

— I don 't like their machine tools.
— Neither do I. (! st ToXxe.)

Exercise 9. Read these mini-dialogues and make a few similar ones:

1.— I am ready for the tests. 4.— I haven't seen this film yet.
— So am L, — Neither have I. I'm going to

2.— I don't like these results. see it one of these days.
— Neither do L. 5. — I'll make the journey by train.

8. — I've studied their instructions = — So shall L. I prefer travel-
very carefully. ling by trairni when I'm on holi-
— So have 1. Though it wasn't day.
very easy.

‘Exercise 10. Translate into English:

1. — B aToM roay Mbl 3akaioqmIE 3. — §1 cobupaiochk DOATH B
: HECKOJIBKO KOHTDAKTOB. OTIYCK B HIOJIE.

v — W M=t Toxe. — H a roxe.
:2.— §1 urorna e 6pu1 B Amrymn. 4.— 1 we yMeto HIpaTh B.1oMB.
— N 5 Toxe. — U o= ToxeE. :
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Basic function: Agreement and disagreement

Agreement )
I (fully) agree with you,
1 agree up to a point.

Disagreement
I have 1o disagree, I'm afraid,
I can't agree with you.
I couldnt agree more. (I'd say) you are not quite right.
I can't but agree. You are not quite right, if [ may
You are quite/absolutely right. say so.
I'm in complete agreement. It seems to me you are wrong here.
I agree entirely. That'’s out of the question.
I'm in total agreement with you. ) I'm not too happy about that.

Exercise 11. Match the following statements with the responses below and
underline all the different ways of agreeing and disagreeing:

1. I think it's a wonderful deal.

2. What we need to do is invest in the domestic market.

3. We need to borrow at least $20 million.

4. This new model is a real breakthrough.

5. The marketing strategy is very fully developed.

6. I think we should sell our Central Moscow office. The rent is far
too high.

7. It would be better to move to a greenfield site.

8. We need to put money into our current products.

9. We could consider a takeover.

10. The simplest answer is probably a joint venture agreement.

Responses

a. I agree with you up to a point but I think that's too much.

b. Sorry, I think we need something new.

¢. No, I cannot agree with you, I'm afraid.

d. Cooperation is the best solution, you're right there.

e. Excellent — our best deal for ages.

f. I'm afraid I think expanding exports would be better.

g. I'm in complete agreement. We need to relocate.

h. No, that’s out of the question, I'm afraid. The share price is far
too high. )

i. It's a very clear plan. I agree entirely.

j. Yes, I'm in total agreement with you there. It's a real innovation.
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- Exercise 12. How would you express your agreement or disagreement with

these statements:

1. I understand they are in debt now.

2. That information was very important.

3. This news hasn't been published yet.

4. Bad news doesn’t make people happy.

5. Carla’s English is better than it was last year. She's made progress.

6. 1 don’t think Ann will get the job. She hasn’t got enough experi-
ence, to my mind.

7. Nobody was hurt in the accident but the damage to the car was
quite bad.

8. There is room for everybody to sit down. There are plenty of chairs.

" Word formation: Compounds

Exercise 13

a. Say how these words are formed and translate them:
shipowner medium-sized beakthrough
shareholder well-done (meat) output
sportaman no-charge (invoice) printout
chairman left-hand (column) check-in
fisherman right-hand check-out .
handbag well-grounded (claim) take-off (of a plane)
codebook afier-sales (sevice) shake-up '

Write out compounds which mean the following:
The takeover of one of our leading hotel chains has just been an-
nounced.
We made a profit of $1000 on a turnover of $10,000.
We're trying to find some new outlets for our products.
Take your things to the check-out to pay for them.
Cutbacks will be essential until the recession is over.
Last month saw a tremendous shake-up in the pegsonnel.
 Nobody expected the brek-up of the USSR.
It will be a long time before the consequences of fallout from Cher-
nobyl are no longer felt.

_money passing through a company —

collapse —
radio-active dust in the atmosphere —
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reductions —

purchase by another company —

cash-desk —

change —

Dlaces to sell —~

Exercise 14. Match the compounds with their meaning:

walk-out information that is put in

input production -
output important discovery
printout strike

breakthrough | paper on which computer information has been printed
outlook comments
outcome failure

feedback prospect

Exercise 15. Read the sentences, guess the meaning of the compounds
- from the context and translate the senfences:

Unfortunately, our plans soon suffered a setback.
She provided some very valuable input to the discussion.
I'm sorry I'm late. There was a terrible hold-up on the bridge.

Because of the accident there was a three-mile tailback along the
motorway.

The robbers made their getaway in a stolen car.

The Prime Minister yesterday announced a shake-up in the Cabinet.
The papers are claiming the Prime Minister organised a cover-up.
The negotiations aim to end the 10-day-old walkout.

Text: Negotiations and contracts

Here are the stages of a negotiation and some expressions from dialogues
which you might find useful at each stage.

Beginning a conversation (1)

I'm sure/confident we can reach agreement.
I'm sure there’s room for negotiation.

We have a lot to discuss,

Let's see how we get on.

Presenting your position (2)
This is our position.

This is how we see it.

We think the following is
reasonable/appropriate.
Our approach is this.

Questioning the other's position (3)
How do you explain your attitude?
justify..? account for...? arrive at...?
Why do you want...?
Why such a high charge?
long. delivery period?
low discount?

Refusing to accept (4)

T'm sorry, I can't accept 2%.

You'll have to do better than that, I'm afraid.
T'm afraid it’s not enough.

Other firms offer more than 2%.

Refusing to move (5)

T'm afraid I can't agree to that.
increase the rate.
lower the price.
shorten delivery.

We've done our best for you.

We have to maintain a policy.

. T have my instructions.

Suggesting a compromise (6)

May I make a suggestion?

If you... then we may be able to...

We may be able to... but only if you...
Unless you... there is no question of
our being able to...

Reaching agreement (7)

Let’s just go through the terms.
Let’s summarize the conditions.
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Exercise 16
a. Read an cancellation clause 50% charge if cancelled less then six weeks
- d translate the above sentences from business negotiations. beforehand
. Improvise 8 few short di . exclusivity sole rights over all East Coast states
dialogues using some of the above phrases. royalties on sales under 3% of turnover on licensed goods

c. Use the Indefinite Article a/an where necessary: licence
issi 5% on sales in the territory

I'm sure we can reach... agreement. I'm sure there’s... r

: - . YOOI
%’;;mhxar::he;'e t;s.tomom for... discussion. negotiation. fore
e have.;o :)n b tdlscuss ' ‘Why such... high price?
e seem';nn a1n policy. May I make... suggestion?
e too high. May I make... proposal?

d. Translate into English:

3E:1.l::3 .nu maguTe 10% -HYI0 CKUMAKY, BOSMOMKHO MEI YBeJIHIAM HALI
ﬁzJIHI;T zezﬁgnﬁcmfxemﬁ 6yZeT COKpaIeH, MBI CMOYKEM H3-
ﬁ;‘::::m,czznmml?: H; IBa pa3a 38KA3 HA STY MOZEJb, €CIH

commission

early settlement discount 2% if paid within 20 days

option period first option for 12 months after contract
method of payment irrevocable letter of credit

warranty period 18 months guarantee from completion

b. Make a few similar statements about the above conditions:

I'm not too happy about the unit price. 1 think $8.20 would be more

reasonable/appropriate.

Sorry. I can't agree with you...

I have to disagree, I'm afraid...
No, that's out of the question...

Iocse TOro Kax Mul
pemaM 3ToT
VCTIOBHA. BOIIPOC, MHI eIme Pas oGcyEM Bee
He MoxeT-OLITE B peun
O TaKo#l CKUAKe, €CM Bl .
HAIDHMHA YCJIOBUSAMA HOCTABKH. He COTJIACHTECH C Exercise 18
a. Read and translate the following into Russian:

Exgrcise 17 . .
a 'Ihnslate the conditions and examples given below:

Conditions Exam
iples
unit price $8.50 per unit
minimum quantity at least 10,000 units b. Answer these questions:

Do you think all businessmen know these rules?

m“ym:az gg ?3}'8 after invoice

une 2
bulk discount -2.5 i.feovg(r)Bw 000 units Which of these rules seems most important to you?
penalty clause 5% for each mgmh of delay 'Are you guided by any other rules when negotiating?

—— — e po—
— — i —— — oy
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Exercise 19. The remarks in List A should not be used at negotiations.
Instead use the remarks in List B. Match these remarks.

A
You see? 1 knew I'd win!

I know what you want
to discuss, so let's start.

I can reduce the price. Does
that help?

Delivery? That’s no problem;
no extra charge.

It's against your policy to
give discounts. OK?

‘What a ridiculous ideal
Don't be stupid.

Another half per cent? Yes,
that's a very generous offer
you are making.

This is my final offer. If
you refuse, I'll cancel

everything.

Exercise 20

B
If you increase the order, then we may
be able to reduce the price.

Very well, but if you can't give
discounts I'm sure you can extend.

If you can't accept this, I may have
to reconsider my position.

I think we can agree to these terms.
I'm afraid that will not be possible.

May we go through the points to
be discussed before we begin?

Half a per cent is a very small
amount.

Delivery. Well, it may be possible
but only if...

a. The words below are often used in connection with contracts. Use some
of them to complete the sentences which follow. You may need to put

certain words in the plural.

to terminate clause
condition binding

to provide for arbitration
litigation out of court
court term

to draw up agreement
section party

to compromise  to comply with
to abide by valid

void breach

A contract is an... between two... It is divided into..., and...

The contract... any problems between the two parties. The condi-
tions of the contract are... on both parties. If one party does not...
the clauses, this is called a... of contract.
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many contracts provide for... but in some

In the case of & disputer Most parties reach... without going

..., and the dispute is settled... . i
g:)me contracts are for a fixed period, or... also, there are way:

which the parties can end, or.., the contract.
b. Translate the above sentences into Russian.

Text: Contract of sale

Here is an extract from 3 contract:

Payment shall be made by cheque, and the terms of p
be as follows:

ayment shall

i rder
ble upon the placing of any O
25;5)2 g:zzble 3godays after delivery of the product as orrg::ccll
25% payable 60 days after delivery of the product as O .

' t all orders in
deliver to and the Buyers shall z_lccep _
msaiugiesﬁvery point. The initial order will be delivered no

later than 31 January 2003.

includ-
The Sellers shall not be liable for any damages whatg,oe:{fr g:;l ;1 ”
i1o Joss of trade or profit) incurred by t}_le Buyers mtS :ms oo
lcilglivery being frustrated or delayed by stnk;s, loc_k.ou . x’pbrta-—
dgsputes acts or restraints of Government impositions on €

tion or arising from any cause ot within the control of the Suppliers.

Do you know these words?

HBBAJIOM, TYPTOM, BCE BMECTE

in bulk “ B0
i oTBedYaTh 38 YTO-J 4

to be liable for smth yOHITKH, KOMIIEHCAILHA 3& yﬁbms::)

3:12?(damages/expenses/ . gHecTd (yOBITKH, PACXOABI, noTep!

costs/losses) .

to fn{strate [fra’stre1t] paccTpamBaTh, CPHL
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Exercise 21

a _
tQReadpaythe words, llnderlimm the suffixes and translate the words
oo liable to damage to impose
pever i lhty damage imposition
Pl 1;Olmbl.hde ties damages to export
Payesle ol lay to frustrate exports

elay frustration exportati

b. Match the equivalents; -
strike 38K
ke 28 G:cur:;; IpeAnpusTAA 1 Maccopoe VBOIBHEHHE
n.ot RelicTeme
dispute OrpaHNYeHHe
:::t cuop

raint Gecuopajox, OyHT, MaTex

C.
'l‘ranslateﬂxesentencesintoEngﬁshpayingaﬁentiontotheverb L arise:

?cron TPYAHOCTH BOSHHMKNIH He 0o Hamel; Buge
TR& HOABHIACH 9TH opobieMri? .
Iovemy Boamux I} 8TH BOODOCKHI?

of the Sellers. Your director is asking
o - Yo . you about the con-
e .Compleehlspossﬂplequeshonstowlmhyougave the

— When will we pa, :
. Y the final cheque?
— When...? 60 days after delivery of the product.

~ No later than 31 Jan
— When...? Hary.

— Upon placing the order,
-— Where...?
~— To one named delive i
— What..? * point.
— Don't 3 i
worry; we have a clauge in the contract about problems

beyond our control '
— How...? ol 8o we don't have to do anything at all.

— By cheque.
Note: cheque (Br) = check (Am)
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Dialogue: Wrong delivery

— Well, I think there may have been some misunderstanding-about
our last order, Mr Shelstomn.

— Oh, dear. What seems to be the problem, Mr Joiner?

— We've just started unloading the truck and the quality of the goods
doesn’t appear to be Class Al, which is what we ordered.

— Oh, dear, I'm very sorry. Let me just check this on the. compu-
ter... Oh, yes, I'm afraid there has been a slip-up in our shipping
department. I'm very sorry. It's certainly our fault. What would

you like us to do about it? ~
— Well, we can keep the goods and use them for another order o

ours, if you will charge us 20% less for the load and ship us a load

of Class Al right away.
— That sounds fair enough. Let me just check the stock position....

Yes, we can ship tomorrow morning, if that's all right?
— Oh yes, that will be fine.

Exercise 23

a. Answer these questions:
Who do you think these two persons are?

What wrong delivery did they discuss? .

Did Mr Shelston easily admit the mistake?

‘What discount did Mr Joiner get?

When Did Mr Shelston promise to deliver the right goods?

Do you think he kept the promise?

b. Translate into English:
BosmoxxHO, Opon3omia oIINOKa ¢ BAINAM 3aKA30M.

BepoaTHo, 3Ta Mogebs He Ta, YTO MLl 38KASKIBAJIH.
ME MOXeM OCTABATH TOBap V cefd, ec/I BH COrJIECHTECH YMEHB-

IIETE c9eT 3a Hero Ha 20%.
Ho npy 3T0M IPOCAM OTTPY3HTE 3AKA3AHHRIA HAMK TOB

ro-1u60 OpoMe/IIeHus].
c. Translate into Russian:

There has been a slip-up in our shipping department.

What would you like us to do about it? .

That sounds fair enough.
Let me check the stock position.

ap 6es KAaKo-
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d. Read the following: paying attention to the sound [r]:

for_another customer another _order
for_another contract further_instructions
for_us future_agreement
for_every customer clear_actions
for_ages clear_idea
fairvenough ourvorder
your_agreement your_account

e. Mark the intonation and read the dialogue.

Letter: Licensing terms

Imagine you have asked a US firm if you could make one of its prod-
ucts under licence, in your own country.. Here is part of their answer:

We have checked with our legal department. Yes, we are the patent
holders for the XT7. We are prepared, in fact, to grant you a licence to
make it in your own territory on these conditions: there would be a fee
on agreement and then a royalty of 5% with a minimum annual royalty
of $50,000. The term would be four years with the possibility of fenewal
on expiry. And, of course, in the-event of any infringement, as our
licensee you would have to apply for an injunction on the infringer’s
production.

Exercise 24

a. Replace the underlined legal terms in the letter with the following phrases:
let you have when it ended
official manufacturer 5% to pay
further years illegal copying
ask for a ban copier's
an immediate payment country
yearly bottom limit permission

have the legal rights over a period
b. Translate the above extract into Russian.
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Letter: ‘Breach of contract -

Dear Mr Jones
Breach of Contract

with you requi
As you know, our Contract 4
informed by... that you arc not complying

We should be grateful therefore if

red that yow... We have been
with the following clauses:...

you would arrange to comply

with fully all the terms of pomracs... ) )
If you have any problems in fulfilling thls requuemm;r;,t ep;leasr,e
contact us immediately so that we can discuss the .

Yours sincerely,..-

Exercise. 23

a. Translate the letter into Russian.
b. Rewrite the letter adding the missing parts.

c. Sayifyouagreeorilisagwewlﬂlthefollowing:
This is clearly a serious matter.

In such kinds of letters

you should be careful not to threaten any

iol i ully intend to carry out.

d of .action which you do nqt by ] -
l';'ihne tone of such letters should be fairly formal and quite fn'm
without being aggressive.

Answer Key
Exercise 7 Exercise 11
was l.e
references g f
apologies 4. a
facilities -
accounts b.i
books ?( c
 expences 8. 5
" 9. h
-30: 4



Marketing,
advertising,
public relations

o t .Speech
irect and Indirec .
The Ilzules of the Sequence of Tenses
Fxercises 1—4
comparison of adjectives
and adverbs
Exercises 5—9

Degrees of

Basic functions
Polite commands, negative.
requests, written requests
Exercise 13

_ Texts and dialogues
Negqt.lations and contracts Contract of sale
Exercises 16—20 Exercises 21, 22
Wrong delivery The marketing plan
Exercise 23 Exercise 15
Adbvertising of a new word processor
Exercise 16
A market survey Giving a presentation
Exercise 17 Exercise 18

Press release letter A word from your publi i
Exercises 19—2] Exercise 22 Your public elations offcer

Grammar Revision: Direct and Indirect Speech.
The Rules of the Sequence of Tenses

Direct Speech

'l am a manager’, she said.
'I have met him before', she said.
'I shall be present at the press conference’, she said.

*What is your name?' she asked him.
'Where have you learned English?" she asked him.
'Will you be present at the press conference?’ she asked him.

Indirect Speech
The Rules of the Sequence of Tenses

Tnasnoe Tipanavounoe npentoxen e AONOIACHNA
npeAJoXenHe

she was a manager.
She said < she kad met him before.
she would be present at the press conference.

what his name was.
She asked him { where he had learned English.
i if he would be present at the press conference.

Tharoxs B INABHOM NPENIOKEHAH

to say 10 ask to know
tell enquire understand
repeat inquire remember
answer wonder forget
remark want to think
guess know suppose
indicate believe
state

deny
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O6crogremcrsa BpeMeny
B-MpaAMoit pean B KOCBeHHOH pewn, B mph-
JATOMHOM IPeIVIOXCHAN
now then
at this moment at that moment
today that day
Yesterday , the day before
last week the previous week
{omormw the next day
in a few days a few days later
next week the next week

Exercise 1. Transform these sentences:

I’;‘he c?nference will discuss new trends in marketing’, he said
e said the conference would discuss new trends in marketiné

She studied marketing at a special business school’, she said

"'Ir{e has a lot of experience in advertising foodstaff', y 1 added-

, T;lle young man h’as compiled a lot of advertisements’, she rem:;rked
e Journalist will interpret this radio commercial’, he stated .

. actually start?’ she asked the personnel manager.

She asked the Dbersonnel ma
nager what the salg
the hours were and when the job actually startedfy s how long

Is there any overtime? Do you need a reference?’ she wondered.

' She also wanted to know if
ther ; .
needed a reference, € Was any overtime and if they

b. e the fi
ll;::mg :e ollowing to make reported questions and translate them

materials they would us when the be
v ready asked
much thestr henqmred they also cost how would
manager the i '
o purchasing we our wanted to know goods usually
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they payment what terms the were also inquired

had asked last they contract when finished the

contract they to when the know also start wanted would
asked also if price was they fixed the

renewable they the if contract was asked

* Exercise 3. Now report the following questions about a contract in a

similar way: -

"When does the contract start?' I inquired.

'"How many companies are involved?' he asked.

'Is there a penalty clause?’ she enquired. .
'"How many units will be supplied each month?' he wondered.
"How will the goods be shipped?' the manager asked.

"What discount has been offered, if any? the boss asked.
'Is the agreement flexible?' he asked then.

'"Were all the terms guaranteed?” he added.

- Exercise 4. Translate into English:

OH cIpocuJi, KOT'Zia M I'ie COCTOMTCS CHeAYIomas npecc-Koudepennus.

* HuxTo He 3HAJ, rie oHA OyieT OPOXORUTE.

51 3pa, YTO Ha COBET AUPEKTOPOB IPUTJIAINEHE PYKOBOAUTEIM OT/IENOB.
Tasersr coobImanm, 4TO COrJIATIEHME MEMKAY STUMM ABYMS CTPAHAMN

. 6BLI0 yaKe IOAIMCAHO.
- Ilo pagmo coofmmnu, 9TO BCTpeYA I'JIAB IPABATENLCTB cTpaH EBpo-

meitckoro Coro3a COCTOMTCS uepe3 HECKOABLKO NHel.

Grammar Revision: Degrees of comparison
of adjectives and adverbs

quick quicker quickest
quickly guicker quickest
natural more natural most natural

naturally more naturally most naturally

Hckmouenns
good/well better best much/many more  most
bad worse worst little less least
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Exercise 5. Write the two degrees of the following words:

cheap difficult high
expensive important low

short strong small
long weak Prosperous

Exercise 6. Translate into Russian:

Many people are considerably better off now than they used to be.
This is a much more prosperous country.

The most expensive isn't always the best.

The prices for oil are now a little bit higher,

I like this tour much less, and what about you?

This airport is much bigger, isn't it?

Where's the nearest toilet, please?

Exercise 7. Uselhecomparativedegreosandu'anslateﬂletextintoknssian:
Tests have shown that car X is (reliable) than car Y in every respect.
The engine is (efficient), the bodywork is (solidly) built and the running
costs are considerably (low).

On average, car X will do 20 kilometres per litre and this makes it
slightly (economical) than car Y, which averages 19.2 kpl.

Exercise 8. In a recent survey, one hundred British people (fifty men, fifty
women) were given ten adjectives and asked whether they
were more appropriate to men or women. The results are
shown in the table and suggest that British men and women
see themselves as differing in a number of ways.

How Britons see men and women

Adjectives Women % Men % Don’t know %

1 sensitive 71 | gy 21 | m 8
2 easy to please . 3 e 63 3
3 idealistic . 30 | oemme 55 m_____ 15
4 tidy s 78 [ ay 18 | o 4
5 open 70 ' 16 m 14
6 self-critical N (9 gy 26 | L 5
7 romantic e 856 13 | g 1
8 strong w55 wmm 35 m______ 10
9 good drivers | 16 | w82 2
10 careful with money e 81 my 19 —_—0
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Write ten sentenees describing the differences, as in the example:
Women seem to be more sensitive than men.

Exercise 9. Translate into English:

Jemanie aToro onpoca 6osee HageIKHEIE.
Onz Gosnee TIMATENRHO NPOBEJIA MAPKETHHTOBRLIE MCCJIEAOBAHNMI.

Ha 9T0ii mpecc-xkoBMepeHINN HPEe3AAEHTY 384AJMH HAMHOTO MeHbINE
TPYAHBIX BOIPOCOB. '
Teneps y HEX OHLIO 3HAYHTEIRHO Goabmie MEQPOpDMALMHE O HOBEIX
H3JeIHAX 2TOR KOMIAHNH.

Ha 9roM Tenexanage caMasi JOPOTas PEKJIAMA.

Word formation: Negative prefixes

un- 1o unlock, unsuitable

in- inconmvenience, inconvenient .

im-  impatience, impatient, impatiently

il- illigal, ilﬁgalw‘ i ity

ir- irregular, irregula )

dis- to disagree, disagreeme ment, dxsagreeable.
mis-  to misunderstand, misunderstanding
de- to denationalise

non- "MW

Exercise 10 . |
a. Form the verbs with the help of these prefixes and translate the words:
un- dis- mis- de-
to load to close to interpret to code )
to pack to arm to inform to carb(?mze
to screw to appear to pronounce to clasmfy
to roll to like to trust to colonize

b. Underline the negative prefixes and translate these word combinations:

to dishonour a bill/draft unreasonable/unjust clai.m

to disapprove of some measures irrevocable letter of credit

to dismount equipment unpardonable mistake

to misuse smth immature payment o

to debase the coinage irreplaceable parts (?f equipment
to decentralize economy uncomfortable furniture

to decontrol trade dmloyal person

" Note: honour (Br) = honor (Am)
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Exercise 11
a. Make sentences with these words:

non-observance of the terms of dissatisfied party

the contract inefficient staff
non- delivery/shipment/payment inappropriate measures
non-profit organization immature invoice

b. Translate into English:
HeCAHKIMOHNPOBAHHLIN OCTYT TOHATH HeNPABKILEO
Ge30T3LIBHEIN AKKPERUTAB BRITPYBUTE TOBAD
CYeT, CPOK OILIATH MO KOTOPOMY AEeMOHTHUPOBATE 000pYAOBAaHHME
ellle HE HACTYIMI FaTh HeOPABHJILHLE CBECHAN

Exercise 12. Contradict the following statements:

It s a convincing argument.
I cant agree with you, I'm afraid. To my mind it s a very incon-
vincing argument.
1. That's a very relevant point. 4. He's a very efficient worker.
2. He's a tolerant person. 5. He spoke about immature payments.
3. I always find him responsible. 6. I'm sure she's loyal to the company.

Basic functions: Polite commands,
negative requests, written requests

Polite commands Negative requests
Please sit down. [Sit down, please. Don‘t do that, please.

Will/would/can/could you Will you stop doing that?
please sit down? Stop doing that, will you?
Visitors are kindly requested Can you stop doing that?

to call at the Information Desk. Do/would you mind not doing that?
Visitors should proceed to Hall 5. Do you think you could stop doing that?

Written requests
I should{would be very grateful/obliged if you would/could...

Exercise 13
a. Write a few polite commands you may need to express one day.

b. Complete these sentences expressing negative requests:
... forget the meeting tomorrow. It starts at 8.30.
- expect to get an order today — they always send their orders
two or three days later by fax.
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... obstruct these gates. Access needed at all times.
. miss the chance of a free holiday — act todayl

.. enter without protective clothing. o |
... worry, it's only ten to. We'll be there with time to spare,

c. Translate these sentences from business letters:
Mu Guima GBI OueHB BAM IPHMIHATEIBHBL, ecxm 661 MBI OBCYAHLIE

9TOT BOYIPOC ellle pas. ]
Mu: 6u1m Gut BaM GrarogapHbl, €CIH 651 BRI IPHUHSIA HAIIIETO ITPeX

CTABUTENH Ha CJeAYIONeH Hefene.
IIpocwM BAC PacCMOTPeTh BOIPOC o6 H3MEeHEeHHH CPOKa IOCTABKH.

He morim 661 Ml 06CYARTD BOIIPOC O pexJiaMHON KaMIanun?

Construction: managing director

managing director — IMPEXTOP-PacriopsiiuTeb
marketing director — JpEXTOP NO MAPKETHHIY

Exercise 14

a. Match the equivalents:
advertising campaign yCIOBRA JHNEH3NPOBAHNA
reading materials MeHe/Kep 0 MAPRETHHTY

TECHWA
licensing terms MaTepHAJIHl ANH U
marketing department obopynoparue o obpaboTxe 6a30BHIX
engineering problems RaHHBIX
data processing equipment| OT/ieN MAPKETHHIA .
marketing manager pexJaMHas KaMIaH
keting npobieMBl MATTHBOCTPOSHUA

b. Translate into Russian and make sentences with these words:

" il exporting countries melnll}uéaczgcr‘i;slég plant
. t se m p - -
225;2:1&!11:5 golsniﬁng people food processing industry

Text: The marketing plan

ing di ir for the company's
The marke’ director has drawn up a marketing strategy
latest produui:‘f; he's presenting the strategy to the area sales managers and
sales representatives in the formof aplan. -
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%% % Do you know these words?
e, q;,o launch [lo:nt(] 3aI0YCK; PeaIu3anua
© , ® commodity launch rosapHOe obpamenne
l J distribution [,distrr’bju:jn) cOHIT
% ountlet ['autlet] PHIHOK cOBITR
% wholesale onTOBHIK
% retail POSHAYHBIH
2| E § Exercise 15
g 2 £ a. Write the words from which these ones are formed:
g 5 g director exporter promoter
A manager importer distributor
% g g wholesaler buyer producer
" £ g b = retailer seller owner
g a £ g = consumer investor cashier
% 12 = = 8 end-user dealer shareholder
g g g b. Translate these words into Russian:
3 g z 5 marketing plan test marketing
‘é S marketing department  market research
£ - marketing director media advertising
8 é marketing strategy non-media advertising
2 : -S c. Translate into English:
)] 2 5 TIPOMBBOACTBO OnTOBEIA IPOAABEL,
§ § 8 YNaKOBKA IIYHKT NPOABHK
< z ~ cORIT peKJaMHAas KaMIauus
- '-g PeKJAMHOE AreHTCTBO POBHITYHEIA DPOJIABET
£ g E 5 5 § npoABMYKEHMe TOBAPA MAPKETEHIOBAA MOJUTHKA
§ hg § gg % d. Use the information on the plan to complete these sentences:
£ £ Before the... launch,... research and... marketing are carried out.
g - 3 The marketing department is also responsible for... policy.
5 7 The advertising... is responsible for the... campaign.
There are two main types of advertising: above-the-line, or... ad-
vertising and... or pon-media advertising.
2. v , Media advertising includes... and...
£2 ) mé % The... department is responsible for sending the sales... to contact...
53 3& - End-users is another term for...
aQ =

:
£
(=]

Wholesalers sell to..., who sell direct to the public.
€. Imagincyouareﬂlemanagerprwenﬁngﬂﬁsphn.ﬂowwmﬂdyoudomat?
f Look at the plan and say, what the terms above-the-ine and

178 below-the-line mean.
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[ [ K} i 3 m d~
Dialogue: Advertising a new word processor d. Read the whole of the dialogue outiou

Translate into English:
— The thing is, our new word processor needs more advertising. c. I e :::axo K KAKOMY peImeHH0 OHM IIPHIILIA. P
— Exactly. ’ JIeCHA C MpefyoxKenneM Buasbypa.
aJIa, ITO OHA HE COT.
— The question is, what kind of advertising? Now, I've thought g:;f;ygk::“mm, 4YTO peKJaMa 110 TeJEeBHACHUIO AACT CBOM ILIOARL.
alot about this, and I think we should try a television campaign. eH. YTO
> s mopas.
— I couldn’t agree more, sir. 8H gztgns;nne pﬁyne'r JI¥ IPUHSATO €ro NPeANOKeHue.
— A good TV campaign could increase sale by 50 percent. " ’ v
— Absolutely. You're a genius, sir! Text: A market survey
— I'm glad you agree, Wilbur. What about you, Linda? :
— I'm afraid I don't agree, sir, SURVEY
— What do you mean? DEVEREUX COMPUTE:s o, WA 60014
— In my opinion, it's a complete waste of money, The Wilson Building, Chester s“'e_et’ ;‘:_I“ o'ut this computer survey.
— Oh, I i1;~:)eally ion’t agree — think of all the people who are yhz wouu'its a&%:%t;ia:zri; Kmﬁ?ﬁ:ﬁ:ﬁ::m: best computer software and
oin see it. resu ) .
— 'f‘heygnﬁght see it, but will they buy it? hardware for your business and/or lelsure computer needs
— Yes, I'm sure they will. 1 You are: femate [] mate [] under2s [] 2640 [ overso []
— I'don’t know. Think about it, We're talking about a $630 word
processor, not a $29 Nintodo game! This is a serious business r at: your place of work? [ your home for work?[_]
tool. We should advertise in the specialist businesg press! 2 po you use a computo

(Please check all that apply.) your home for personal use? [ lother 1]

Exercise 16 . 3 Which types of software spreadsheet (| inventory database Dgames O
a. Answer these questions: do you most use? icsCJother [
Who do you think these three people talking are? (Please check all that apply.) word processing DtjesiQNQ’aP““ —

Whose point of view do you share? '

Is a television advertising campaign usually rather expensive?

i ! D

do you most use? optical drive Dkeyboard E] modem D

b. Read these sentences paying attention to the intonation: (Please check all that apply.) CD-Romdrive [] scanner [ ]
The question is, what kind of advertising? ‘ 0
What about you? 5 po you own a computer? Yes [] Mo
What do you mean? If so, what type of computer do you have?
They might see it, but wiil they buy it? O O
Will they come to an agreement? 6 Doyouownaprinter?  Yes No 2
What will their decision be, to your mind? if so, what type of printer (LaserWritter, Ink-Jet, etc.) doyouhave?_____
C. Read these words without stressing possessive pronouns: 7 Please fill in your name and address. If you are Intsrested in ;ocolval:'\asb .
their decision your increase Information about computers and computer software currently av. -
our advertising your increasing the price 1 Mr.Ms./Dr.
our agreement your increasing production Address Telephone
your intonation your increasing advertising costs Zip code ___
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Do you know these words?
to appreciate [2'pri:fiert]
leisure ['lez0] OCYT, OTARIX

to determine OIIpEeAEIATH

hardware KOMIIBIOTED, 000pyioBaHNE

IOEeHNUTh, NIOHUMATDH

Exercise 17

a. Answer these questions:
Why do you think this company distributed these forms?
Where did they distribute the forms, to your mind?
Did they cover all the important points in the form, in your opinion?
Were there any superfluous questions, to your mind?

b. Imagine you have received this form. Try to fill it out.

c. Imagine you work for a computer stores in Canada. Write a letter to
the American company asking them where you can get their products in
Canada.

Text: Giving a presentation

DELIVERING THE MESSAGE

FIRSTLY, ... SECONDLY ...

THIS BRINGS ME TO MY NEXT
POINT ...

’ T0O
BEFORE CLOSING ¥'D LIKE
SUMMARIZE THE MAIN POINTS
AGAIN.

AT THIS POINT WE
CONSIDER . ..

INTRODUCING YOURSELF PREPARING THE AUDIENCE

GOOD MORNING, LADIES AND

I'M GOING TO BE TALKING ABOUT
GENTLEMEN.

WE HAVEN'T ALL MET BEFORE, SO I'D
BETTER INTRODUCE MYSELF, I'M
FROM

PLLSTARTWITH _________ AND
THEN MOVE ON TO
FINALLY, I'M GOING TO

{ HOPE YOU'LL EXCUSE MY ENGLISH.
I'M A UTTLE OUT OF PRACTICE.

I THINK, IF YOU DON'T MIND WE'LL
LEAVE QUESTIONS TO THE END.

TO GO BACK TO
MY EARLIER
POINT . ..

THAT'S ALL | HAVETO SAY FOR THE
MOMENT . ..

| MUST EMPHASIZE . ..

THANK YOU FOR LISTENING.

NOW, TO DIGRESS
FOR A MOMENT . ..

NOWIFT
'LL BE HAPPY TO ANSWER THEM.

HERE ARE ANY QUESTIONS.

to emphasize ['e
digress

2

ou know these words?

o) mfosaiz] TOXIEPKHBATD, npusaB
oTCTYH, OTBJI€YeHUE

a1 ocoboe sHAUeHWe
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Exercise 18
a. Translate the phrases of the diagram into Russian,

b.Imagineyouaregoingtogivea i
presentation of a certain
know. Write the text of Your presentation and read it ouﬂ(l:ll;?i'.i et you

c. Imagine.you are at another i
presentation. Match thes interrupti
-those present and the replies of the speaker: ) ons of

Interruptions 7 Repli

Excuse my interrupting you. Let me clarify that for you.
You haven't mentioned the

price yet! I take your point... but have you

taken into account the improved
durability?

Your product is more Il
. 1 be comi i
expensive than your competitor's, g fo that in a moment.
; ld like the exact specifications, | You are quite right, but on the other
ease. i
e hax}d our product has a number of
unique design features.

;;?::. mz'ielirigersﬁnddthf Our technical department will be
een the de-lu . .
and economy models] xe | able to give you an answer on that.

Your new model seems much That' i
: _ at’s all i
heavier than the old onel to say? PENt. What did you Want_

"4

Letter: Press release letter

For immediate release

The amazing new product

Cell and Co have just announced an amazing new addition to their
product range. They have been leaders in the field of battery manu-
facture for many years. Now their scientists have come up with
something that will revolutionise the way we live.

They have invented a battery which is 10 times more powerful than
any at present on the market. And it is one-quarter of the weight of
conventional batteries.

The technology is such that the new batteries can be made in almost
any size and shape. oo
Prototypes have been tested in products.ag diverse as;pqgggt ‘com-
puters and long distance lorries. In all cases they have p&f&;med
beyond all expectations. ’

For further details or to arrange photo opportunities, interviews
and factory visits, please contact...

Exercise 19. Answer these questions:

Can this letter be called a letter of advertisement?

¥or whom was it meant, to your mind? ’

What effect could it have?

Po you believe that advertisements always state true facts?
Tan you give an example to support your point of view?

Exercise 20
) Form as many words as you can from these ones and translate them:
" to add to lead journal :
to produce to state success
to negotiate to expect practice
to compete to differ . present

i'h'anslatethepairsand make a few sentences of your own using them:
support — to support final — to finalize .
mention — to mention emphasis — to emphasize
end — to end summary — to summarize

hm:ise 21
K Translate into English:
OBu npozanu Gospmylo HapTuio ToBapa 6iarogapa xopomed pex-
HAMHOM KaMIIAHHAH,
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B aT0M 10y OHHM IPOBE/A HECKOJBKO PEKIIAMHEIX KAMIIAHUIA.

B sToM rogy MH, K COXAJIEHMIO, He BRITYCTHIM HA PHIHOK HOBOI'O
HPORYKTA.. '

1 dyuTan HeCKOJNBKO aHAJIOTHYHLIX MHCEM HA PYCCKOM f3LIKE.

MgeI HUKOrNA He COCTABNAIN TAKHX IHCeM H& aHrAuicCKOM fA3BIKE.

b. Write a press release letter on the goods you know.

Text: A word from your public relation oﬁ‘icer

How to say nothing:
'm afraid | can't commentat  'm sorry, but | can't Thank you for your interest
the moment. comment at this stage. but | can’t tell you anything

Astatement will be issued  Yes, 'm pleased 1o be in :’ggg the statement s
shortly. your country, 0

Difficult questions:
("1 did not say that at all.

t would rather not answer
that question at present.
Do you have any other
questions?

Giving and not giving information
in a press statement:

PRESS STATEMENT

As a result of this meeting,
agreement has been’
reached on the following
points.

First,

PRESS STATEMENT

This has been a useful
mesting. Both parties have
expressed their views
clearly, and the meeting has
taken place in a spirit of
cooperation. Further details
cannot be given at present,
but it is hoped that the
increased understanding
resulting from this meeting

Secondly, .

Finally,

Thank you.

a press statement

is made/Issued will be of assistance in
resolving the present
situation. | am afraid that we
a press release cannot answer quegtions at
(written) i< lssued ;

this stage. Thank you.
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Exercise 22. Imagine you are just leaving an important negotiation with
another company. The press are at the door. You must
speak to the journalists and be polite, but try not to tell
them anything (except that a statement will be issued soon).
Write down your responses to their words:

1. Good afternoon, sir. Could I ask you a couple of questions?

2. Could you say if the negotiations were a success, from your poipt
of view?

8. Can you tell us what will be in the statement?
4. Are you pleased to be here?
5. So you think the negotiations have been good for your company?

6. Do you have plans for similar talks with other companies in the
industry? ‘

7. One last questions: is it true that you said you expect to get
everything you want from these negotiations?

8. Thank you...

Answer Key
+2b

| They asked us when the materials would be ready.

They also enquired how much they cost.

The purchasing manager wanted to know how we usually shipped our
hoods.

They also enquired what the terms of payment were.

They asked us when the last contract had finished.

?l:ey also wanted to know when the contract would start.

?;:ey also asked if the price was fixed.

ey asked if the contract was renewable.

Exercise 12
lrrelevant point
terant person

irresponsible

icient worker
ture payment

@isloyal to the company



Company meetings

and decisions
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Grammar Revision Words
Modals and the Rules of the 10 speak — g, say —
Sequence of Tenses 1o tel]
Exercises 1—4 Exercise ¢
another — other — others
Exercises S_v;iZh Lames
use of a[t_l.Clﬁ X
Thoe} companies, banks, titles
Exercise 8

Construction Basic function
10 ask smb to do smith / Presenting jgeqs
not to do smth ercise 77
Exercise 10

Texts and dialogues Memorandum,
Tactics for the speakers Announcing 4
Exercise 12 Ieorganisation
Tactics for the chairmen @ Exercises 20— 24
Exercise 13
A company meeting
Exercise 14
Two companies
Exercises 15—17
A diversification plan
Exercise 18
Takeovers, mergers and other changes
Exercise 19
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Grammar Revision: Modals and the Rules
of the Sequence of Tenses

can
'I can speak German,' he said. He said he could speak German. %

to be able

‘I was able to meet her,' he said.  He said he had been able 10 meet her.
'T will be able to meet her,’ he said. He said he would be able to meet her.

he said.
he said.

notes,’ he said.

to manage
‘I managed to send the fax,' he He said he had managed to send
said. the fax.
‘I will manage to send the fax,' He said he would manage to send
he said. the fax.
to be allowed

‘They are allowed to take notes,,  He said they were allowed to take

notes.

'They were allowed to take notes’, He said they had been allowed to

take notes.

*'They will be allowed 1o to take He said they would be allowed to

take noftes.

may

'May I come in?' he asked her. He asked her if he might come in.

S ‘

must

‘I must be present at . He said he must be present
the meeting,’ he said. at the meeting.
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to have

:I have to go,' he said. He said he had to go.
I will have to go,’ he said. He said he would have to go.

have got

*I have got to do it He said he had got
tomorrow,’ he said. 1o do it the next day.

to be

'I’hey are to_ship the goods next He said they were to ship the goods
week,' he said. the next week.

should 1
*You should be more attentive,' he said. He said I should be more attentive. {

ought
*You ought to help her,’ he said. He said we ought to help her.

shall

'They shall discuss it in May,’

The protocol stated that
the protocol stated.

they shall discuss it in May

Exercise 1. Transform the sentences:

"They are to hold a meeting tomorrow,’ she said.

" 'She should speak in a louder voice,' I added.

'He was able to write all these figures, I remarked.
'He will not be able to attend the meeting, we told her.
'Will you be able to deliver a speech?' I asked him.
'She can say a few words in Spanish, he confirmed.
'"We were allowed to see the report beforehand, I said.
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Exercise 2. Complete the sentences in your own way:

She understood she must be present at...

I remembered we were to meet the delegation at...
I hoped I would manage to...

The chairman asked us if we could...

They confirmed they would be able to...

The company informed us they had managed to...
I knew they were to ship the installation in...

Exercise 3. Complete the sentences with the appropriate infinitives (with

the particle o where necessary):
to wait to call
to stay to come
to use to be
to go

. Though I didn't feel well, 1 understood I must... present at the com-

pany meeting. .

I came to the office very early. The secretary said I would have... for
Mr. N Barton.

She asked him if she could... his telephone.

It was very late and I said I had...

We missed her a lot. And I said she should... us at least sometimes.
I knew the children were not allowed... in bed till very late in the morning.
His little daughter was ill. Therefore I said we ought... another time.

Exercise 4. Translate into English:

OHH COOGIIHIN, YTO BHHYKAEHS OTIONRETS 00CyH/IeHHe 9T0r0 BOIPOCa.
M1 DOATBEPAHIIH, YTO CMOXKEM HPUCYTCTBOBATE HA 3acCe/lAHAM.
IlpeacesaTexs CKA3AT, YTO 3aBTPA JOJIKEH BEICTYIATE 5.

§l sEan, 9TO BCTpeua AOJKHA COCTOSTHCH Yepe3 ABA fHH.

OHHE NOHKMAJH, YTO GyAYT BHIHYXKIEHH € HAMHE COIJIACUTECH.

Grammar Revision: another — other — others

another ‘
May I ask you another question?
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other

We have discussed the list of the participants, the time of the
Jorum and a few other details.

We have discussed two questions. One of them concerned
the expenses, the other concerned the Place of the meeting.

Have you got any other suggestions?

others
Here are a few proposals. This one is quite suitable. But the others
are not.

He's been to many African countries, for example Morocco, Tunis,
Egypt and others.

Exercise 5. Insert the Definite Article where necessary and translate the

sentences:

Mr. Finch supported this proposal but... other directors did not.
What do... other managers think about this change?

Many managers, engineers and... other professionals expressed their

opinion.

Miss Mills is ill now but... other secretary is taking Mr Creig's dictation
There were two interpreters at the Congress. One was Russian and..
other was a Pole.

‘Have you spoken to... other participants of the conference?

We spoke about the weather, our first impressions and... other things.

Exercise 6. Use either other or another and translate the sentences:

- I like spagetti, pasta and... Italian food.

May I have... cup of tea, please?

Have... look at the text.

There are a few... matters to discuss today.

I'm afraid he can. easily make... mistake.

Mr. Morr is busy on... line now.

Mr. Numan and... officials arrived at the factory yesterday.
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. Exercise 7. Translate into English:
M=ur sxenoprupyem Hamy npoaykmuio B Ilserno, Hopserumio, Hanmio

H Apyrue eBponeiicKie CTPaHbI.
Orm 3axynaoT Kode, caxap U Apyrie OIPOAYKTEI B Bpasmnun.
Jpyrue nocTasmukn 20T UM 6oxbnine CKHUAKH.

JHapaiiTe oOcyzuMm Apyroif Bompoc. }
Mu1 nonyymiy ABAa NPEAJIOKEHHS W DACCMOTDHM CeidAc nepBoe, a

BTOpO€ — 3aBTpa.

Grammar Revision: 7The use of articles with
names of companies, banks, titles

Companies

the British Broadcasting Corporation (thq BBQC)
But: Fiat, Sony, Kodak, IBM, Microsoft, British Telecom

Banks

the Bank of England
But: Lloyds’ Bank, Midland Bank

Titles

The President delivered a speech.
Bur. He is President of the company.
Mr Klein, President of the company, was away.

. Note: When no article is used before a noun many grammarians say the
Zero Article is used before it.

Exercise 8

a. Use the articles where necessary: e
«. McDonalds is... American company, isn't it? ) .
If I'm not mistaken... British Petroleum is cooperating with... few

Russian oil producing and distributing companies.
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I don't know... name of... President of
... cOMpAany.
Do you know where... headquarters of... Microsoft are?
Do you happen to know who... Chairman of... Board of Directors of
.. City Bank, one of... leading banks of America, is?

b. Cofnpleteﬂlegentencosﬂ)ewayyoumxeandu'anslateﬂ:emintommian'
- 18 a very big multi-national company. .
.. is a very big oil producer in...
.., 80 English company producing..., is goi
The President of... stated that... going o
He's been Chairman of the Board of Directors of... for...

c. Translate into English:
OH OBl npeauAeATOM (HPMBI HECKOJBKO JIET.
Ko cetiuac Bosrnasisier npasieene I{earpobanka?
51 me 3HAI0, KTO ABNAETCA AHPEKTOPOM 3TOro 3aBOjA.
T'ne cefiuac HEaxoARTCA HAYAJNLEUK BaImero orgena?
ITorosopuTe ¢ r-uoM CraifTOHOM, MEHELKepOoM 1o cOnITY.

Words: 0 speak — to say — to tell

with/to smb :

about smth smb smth
to speak < for a few minutes fo say { smih to tell { @ Story

at a conference smth to smb the truth

English a lie

Exercise 9

a. Use the appropriate verb in the correct form:
He... goodbye to us and left.

She... a very interesting story about their trip to Greece.
.. us about your holiday. Did you have a nice time?
He... for an hour answering the numerous questions the audience had.

’;’:; manager... he was very busy and asked me to-come some dther

Who... you that he was on a business trip?
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b. Translate into English:
OH cKasaji, 4TO ITOT BOIPOC Gyner obcyKAaTbCA HA caeayoleM

3aCelanun.

«KTo OyaneT BHICTYDATH?», — CIPOCHLI Mol KoJuiera.
Cexperapb ckasasa, YTO 3ace/lanve yske 3aKOHINNIOCH.
OHa npexpacHo ropopuia no-panIly3CKH.

O= ropopmi, 9TO NOEJET B KOMAHAUPOBKY 4epe3 HeleJo.

Construction: 7o ask smb to do smth/
not to do smth

Exercise 10
a. Use the appropriate verbs and transiate the sentences:

He asked her... a message. to translate
The Chairman asked his assistant... the to take
minutes of the meeting. to drive

The director asked me... the article into Russian. to hurry
He asked her not... any notes.

The mother asked her children... up.
‘We asked the driver not... so fast.

b. Complete the sentences in your own way and translate them:
My friend was very pessimistic about the situation, but I asked...
I had difficulty understanding her, so 1 asked...
The customs officer looked at me suspiciously and asked...
They wanted to postpone the meeting but we asked...
We didn't want to give them a discount, but they asked...
‘We had no maintenance instructions, so we asked...

Note: to tell smb to do smth — BeneTb KoMy-1ubo creynaTb yr0-1860

c. Translate into English:
I mompoc’I €ro CKasaTh HECKOJIBKO coB 06 aToii mporpaMme.

MeHs NONPOCHIR BEICTYIMTH HA CHMIIO3NyMeE.

Ero nonpot¢win NOKa He TOBOPHTH 00 aTHX ILIaHAX.

‘TiipeKropa HHCTATYTA {IPOCAIIN BHICTYIMTH N0 APYTOMY BONIpOCY.
HaM NpUILIOCH IPOCKTD MX NEPeCMOTPETE CcBOE pemenne.

195



Basic function: Presenting ideas

on the one hand

on the other hand
on the whole
in fact/any case/ other words
accord.lng 10 smb/ a newspaper/
r_nagaz;ne/ spokesman
in his opinion
In general/ theory/practice
in the long run
Jor example
Exercise 11
a. Match the English and Russian equivalents;
on the one hand
on the other hand .upnpamqyrmne(c:glaaw
in othef words B LIeJIOM
:acco_rdmg tp her C OZHO CTOPOHEI
in his opinion C ApYToi CTOpOHKL
in general TeOpeTHYECKH
on the whole B XOHEYHOM MTOre
in the long run TIO €r0 MHEHHIO
in theogy KaK TOBOPMT OHa
1n practice BOODILIE
b. Match the synonyms:
for example at any rate
in fact for instance
In any case at feast
as a matter of fact

(S };Ise the above words and expressions in these sentences
veb;:ll)xlou.ght about your proposals. Although... our profits will
brobably increase,... we'll all have to work harder,

I see what you mean and... I agree with you, but I don't think your

ideas will work...
There are several things I don’t sary
understand:... i
to make these alterations? - L P e
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I know it's a big expense right now, but... it will end up saving

your money.
I sometimes have problems with reading a map: — ... I usually get

lost when I'm using one.

d. Translate into Russian:
DaAKTHYECKY OHE YwKe cjenany csot Beibop.
ILnans B nenoM onolped, KpoMe OJHOI'O HYHKTA.
Ilo MeHBImmeE Mepe feCATE YeSOBEK DORMEPIKATH ero HIeN0.
Ilo coolmenuic dupmit «Poseps, KOJAUYECTBO NPOAAK BHAURTENIL-
HO YBEJIMYHIIOCE. -
OHH rOBOpHJIMY O MHOTOM, HAIIDHMED, O PA3BHTHH CBA3eH Mexay
CBOHMU CTPAHAMH.
Ilo ero muenmIo, pexkaaMa crocoGCTBOBANA IPOAAIKAM.

Text: Tactics for the speakers

Managers in international firms often need to participate in meet-
. ings. The formulae and tactics which follow will give you the confi-
dence to use your English in the situation:

I'd like us to reach a decision today.

I'd like us to think about this after the meeting.
This is for information only.

saying what you
hope to achieve

introducing the This issue is:..

subject Let's look at the background to this:..
What is the situation at present?..
Let's look at possible courses of action...

keeping to the subject Let's keep to the immediale subject, which is:..
don't look back! We've already discussed that. Lets not go over
it again.

don’t jump ahead! Let's not jump too far ahead at this stage.
getting things clear There seems to be some confusion:.. )
Let's summarize what we've just said so far:..

summarizing

frequently

asking to speak Could I just say something?
if you have to Sorry to interrupt, but...
interrupt

giving your opinion My own feeling is...
disagreeing or I'm not sure...
disapproving
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Exercise 12

a. Close the right-hand column with your hand and write what you would
say in each situation.

b. Translate into English:

JIapaiiTe GyaeM roBopuTs Toabko  § xotes, uro OBl cerogHEA MbI
IO TeMe CerofHAIero cobpansus. IIPUHAJH pPeIneHHe.

910 MBI yaKke obcyixganu Ha JasaiiTe mocMoTpHM Ha
nponwuioi BeTpede. HCTOPHMIO 3TOrO BOIIPOCA.
IaBaitre Gosnbme 06 aToM He Gysem  JlaBailiTe mozgBeseM HTOTH.
TOBODHTb.

Text: Tactics for the chairmen

These words are mainly for the chairman (who chairs the meeting,
and is in the chair), but they may also be useful for all people
present, expecially if there is no chairman.

stopping people who 'Essential'¢ Edward, do you think it s essential?
talk too much Sorry to interrupt you, Charles, but 14 like to
' know if the others agree.
Perhaps you could write a paper on this, Charles?
encouraging people Would you like to comment, Nore?
to talk What do you think about this, Paul?
Could you let Paul finish? Id like to have his
point of view on this. .
That s an intersting point, Mrs Orr. Thank you.
when personal Let s just concentrate on the arguments/issues.
disputes occur Jim, you have experince of this; I'd like to ask
_1}ou a question.

Exercise 13
a. Read and translate the above formulae.

b. Underline the formulae you find very useful to you. Say why.
c. Complete the phrases using these words:

question think
view concentrate
interesting interrupt
like of
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Sorry, to ... you.

Would you... to comment?

I'd like to have his point... on this. You ?mve exPer.ienge... this.
What do you ... about this? 'I:hatg an .. ﬂomt. o
Let's just ... on the issues. T'd like to ask you a ...

d. Translate into English and complete the sentences:
. spunnTe, YTO MepebuBalo Bac, HO... Ja#ite Iloo BHICKA3ATD...
Bol He XOTHUTE HHYEro I06aBUTD O... PaspernnrTe...

Y7o BBl AYMAETE O...

Mee GBI XOTe0Ch YCIBIIATE...

A npyrue corjiacHsl win...? HssnauUTE, HO...

Dialogue: A company meeting

i

Chairman I'd like us to reach a decision today about jitem 1.

Henry

Chairman Thank you, Henry. Now, let's look at possible cours-

Bob

i i i i ket. Hen-
The issue is falling sales in the Ital_mn.mar
ry will explain the background to this, and the present
situation. '
Thanks. Well, as you know, in Italy we've always...
That's how things are at the moment.

es of action. ! _ e -y
Could I just say something? The Italian market isn't

as important to us as the Russian orders. I was in
Moscow last week, and learnt some prt'atty interest-
ing things about the way things are moving out there.




e. Read the following without stressing pronouns:

Chairman Let's keep to the immediate subject, which is the The Italian market isn't important to us. What do. you think
Italian market. I should see the market for myself. about th%s? o
Bob My own feeling is this: the only way to sell in Italy is Sorry to interrupt you. Do you like it or not?

to go there and see the market for yourself, instead
of asking our agents to do it.

Chairman Sorry to interrupt you, Bob, but I'd like to know if

the others agree. What do you think about this,

Walter? )

Well, 1'd like to say that for the last two years we

haven't had a stand at the Milan Trade Fair. I un-

derstand that the Fair has produced lots of contacts
in the past.

Chairman That's an intersting point, Walter. Let’'s summarize
what we've said so far. Bob thinks we depend on the
agents too much, and Walter suggests that the Trade
Fair is important.

Walter

Text: Two companies

Exercise 14

a.

b.

Read the above dialogue and underline the phrases mentioned in the
previous section.

Answer these questions:

Do you think this is a real meeting?

Is there anything which seems artificial?

Why do you think they discussed the Italian market?
What people were present at the meeting, in your opinion?

VITNTER

is taking on more staff

is enjoying steady growth
is making profits

is in credit and has no liquidity
problems

has an increased market share
is launching new products
enjoys high productivity

has a capital investment
programme

has good workforce morale
is highly competitive

seems a sound and reliable
investment °

Cassandn

is declaring redundancies

has a falling turnover
is making heavy losses

has an overdraft and cash-flow
problems

has a reduced matket share
has a limited product range
is inefficient in production

cannot afford new investment

suffers from industrial unrest
is no longer competitive.
seems a high-risk investment

c. Translate into English: has a secure future may soon czlﬂ)ns;mpt
COKpAIIleHHe IPOAAK %old up
HMETh CTEHJI, Ha BEICTABKE be wound up

IOMOYDb YCTAHOBHTH KOHTAKTHL
CJIMINKOM IIOJIAaraThCa Ha TOProBBIX areHTOB

CHBTATE, TO BOTABKA MueeT Gombimoe suasenite Exercise 15. Imagine you are working for Minitex and Co. You ha've been
asked to make the analysis of the local marlfet.. Fl,l'St you
have studied the position of Cassandra, Mmltex S mauf
competitor. Compare the two companies as in the examplg.

itex is taking on more staff whereas/whilst Cassandra is

ring redundancies.

d. Say if you agree or disagree:
All fairs produce lots of contacts.
No companies should rely on their foreign agents too much.
Company meetings often discuss various matters arising from com-
petition on local and foreign markets.
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Exercise 16
Xercise Text: A diversification plan

a. Rei;:ln I:lnd translate these words into Russian:
redundaney unre;
liquidity - g:‘;) . The ABS Group, a holding company in machine building, has
morale bankrupmtclkmp adopted a diversification plan to improve their standing on the Brit-
overdraft Y ish market. These headlines come from the in-house magazine of
to make smb bankrupt the ABS Group:
b. Read and translate these words, say how they are formed:
to comPete to increase to produce
oompet_ztf)r increase producer
competftfve increasing production
competftlon to collapse produce
competing collapse product
c. f‘oorm nouns from these verbs and translate them:
grow to increase to secure j
" to
ttg prof}t to decrease to rely to f;izh
2 credit . to f.all to lose to declare
amoun to rise to invest to cash
Exercise 17
a. ';‘ranslate into English: Exercise 18
KOMIIaEuy «Mu HKAK
a oponenn <1 HUTEKC» HE 6LLT0 H HX npobsieM ¢ BarMunyI- a. Make similar Thsente' dnce_ sr;i ification poll that th
o ‘ 7 ) eir arversificafion policy means €re
c :;‘z:m.ua BLOJIHE KPeAuTOCHOCO6ROM H moNyuaIa XOpOoINyIo mpu- will be new types of product in 2004,
Moser 6 b. Imagine you are working for the ABS Group. You are now talking to
gl BITH, B TPOIIIOM Y Hee ¥ GLLIM TPyAHOCTH H OHA- Hecya -~ another businessman about the coming changes. Write down your re-
Hepcnelf'mna Ana «MunnTexcs Grina BmonEE PaxysxHOM. Sponses fo s comments:
b . — I hear that you will have new products in 2004,
Wt Do e e scomen — Yes, that's part of our diversification programme.
sandra seeme i
What was in store for Cassandra ton;r?)slfrsfnnu(::il; toyou? I e T op  rodustion In the training budget.
’ I'm told that the Purchasing Department is to come under Com-

mercial Services.
I've been told that all Personnel functions are moving to Head Office.

I gather that the new model is going to be assembled by machines.
I'm told that fifty people are losing their jobs at Newton.
I understand the small assembly plants are all being closed.

c. Write a short report about the present financial position of the Group
and the diversification plan which has been recently adopted.
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Text: Takeovers, mergers and other changes Exercise 19 .
a. How would you describe in English these terms:

joint venture acquisition
::rkeover i merger S ::::;’::r im.tel holding company
ris b. Answer these questions:
e e A SnEigeelion Which reason for takeovers seems most frequent to you?
n ) = , Do takeovers and mergers occur in our busme;s too?
B gg‘g‘y Are joint ventures very popular in Russia now —_—
B I Are there any informal associations in business
Aoffersto buy B A has taken ; o ture operating in Russia.
privately, or makes over B n n c. Give an example of a joint ven pe
a take-over bid publicly . .
Ellosapt s ietin A Shd Ebernarecgnd Memorandum: Announcing a reorgamsation
horizontal and vertical groups informal association s = s v
before after %02 &nrfélgﬂmmt’fm
‘ L Trrome  MI DU
A Aand B I - l"‘“ - I"l S l“‘l o l £ President
setup ¥ y .
- the joint Note: In some countries, takeovers and Wmm ey T e N i
B venture associations which may have too much *Asyou-are well aware from the mmm ha“w mt«:
influence on the market (cartels), are . ‘Inst few weeks, it has become niecessary to miake some changes*to
controlied by monopoly (UK) or antitrust 3 mowmm,& This has arisen not ‘only from the
chang g."’ A ' i . have made:
. but-alsofrom the changes our main competitors, hav :
horlzontal and vertical groups Why do takeovers occur? their orgenisational structures: e, T Hikve dbeided
oot | | At tollcomidesions with ol deperimenty, {7 S0
gt o] S i e i that this will give them onough time to make the
organization _ In order, from the companies - ‘aeemtothink thatthls e ems do arise, 1
- b - necessary preparations. If any unforeseen problems i
takes called 1 To complete product lines ® ‘shotild be grateful if #hey: could be brought-to ;my»fat@ﬁon
over vertical 2 Toincrease market share § ST s B e
== integration 3 To tully utitize existing marketing b et = : 54 and ;
suppliers capabilities . *7 am sure that the niew structure will make mmorgeiﬁdmf e ana ;
4 To offset unsatigtactory growth E or able to-compete in- the market place. I:t‘ il theref(;t:
5 To capitalize on technological expertise E e b e o Hak dg able ‘maintain our. present la-
6 To obtain patents, licences and W ,ogr-»w‘Ofm : shie to Al ¥
fa rakes | . Enother . _II(_now-how ; - Jour force Intact. 5 S e oW GIrVFOH
manutacturing | 4 manufacturing o meet the demand of diversifi 7 ist taff the best of success within : BMPO awon:
gy | UL sy 8 To St%g]zm isting producti 'Im‘i tg:‘::vwf ure will oreate and look forward to being
o utilize existing production capacity : o RN ’:!mr-“ -our decision
: v | 9 To increase control of sales outlets ’ﬁmt’m‘t theandof mea}, O tb?§ qu’r
this is called horizontal integration |10 To reduce dependence on suppliers k40 change wes the'right'ome. \ o ket
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Exercise 20

a. Read the internal memoy/letter and answer these questions:
Why do you think the reorganisation was proposed? )
What consultation had been made?

How did the employees react to this memo, to your mind?
Was the letter very careful in the language?

b. Match and translate the synonyms:

nlaintain correct
Create keep
report believe
think know
be aware at once
be sure too
a.lso be confident
f‘ght bring about
lmmediately say

Exercise 21

Write a few sentences of Your own with these words and expressions:

froblem/to arise from smth price/to rise
0 raise/price to maintain/relati
Se/pr ons
:o m:.l.knta;ln/ labour force intact plan/to come into effect
0 make changes to smth to make preparatio
to make smb more efficient smth prep ne for

Exercise 22. Translate into English paying attention to tenses:

3a mocnexuve HecKOMLKO He Harmm
eJIb MBI ITIPOBeE.
e POBEJIM DS BCTPEY ¢ MBI
Boamukna RneobxoguMocCTs BHeCTH
HM3MEeReHHH B )
3T0 OPOM3OMNI0 Ho DALY HpEYIHH. CTPYRIYY Gupest
EMcu Gynem GiaaromapHbi, eciay Ber coofimnTe HAM 06 sTOM
JIH § BAC BOBHUKHYT HeNpeABUAEHHEIE obcTosrTenseT . obsas

HO coobnrrTe HAM. o e
«B cnexyomem TOZly MBIl ILIARUD:

YeM H3MEHHTSL MAPKETHHIOBYIO ¢TDa-
TErH10 QMPMEIs, — coobmm BROE-NpeaufieHT.
IIpesenranus HoBOTO KaTaNOra GHPMEI IpomIa BechMa yCHern=o
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Exercise 23

. a. Act out a company meeting discussing a possible merger with another

company.

. b. Say what decision was made in the end.

i
|

~—————

Exercise 24. Read and translate the item:

Nissan, Dongfeng aim to export
Nissan Motor said yesterday that its planned $1bn joint venture
with Dongfeng Motor Corp., China’s second-largest vehicle group,
could be exporting trucks within one or two years.

Mr. Nekamara, senior vice-president in charge of China’s opera-
tions, said that export volumes would be initially small as most trucks
manufactured by the venture, which also plans to make passenger
cars, would be absorbed by the repidly growing Chinese market.

The ambitious 50—50 venture between Japan’s number three

. Jearmaker and Dongfeng aims to roll out 550,000 vehicles by 2006,

and become a globally competitive player with production capacity o
900,000 vehicles within 10 years. .

Answer Key
Exercise 3 Exercise 6 Exercise 8a . Exercise9
be other an said
to wait another a . told
use another the the the tell
4o go other the spoke
call another the the the said
to stay another speak
to come other told
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Grammar Revision
Modals + Perfect Infinitives
Exercises 1—4
Complex Object
Exercises 5—7
Articles with names of goods
and commodities
Exercises 8—10

Bgsic function
Giving advice
Exercises 18, 19

Costs and production

Grammar Revision: Modals + Perfect Infinitives

can have done

They can't have increased the production.
He MoxeT OHITH, YTOOB! OHH YBETMYWIH BHIYCK TIPOXYKIIMH.
Can they have increased the production?
Heyxenyn oHn yBeIUIWIN BHITYCK TPOXYKIMH?

may have done

They may have signed the contract.
Bo3MOXHO, OHH YX€ TOATHCATA KOHTPAKT.

must have done

They must have signed the contract.
Onu, KOTKHO OBITH, YXe MOANUCITN KOHTPAKT.

was/were to have done

They were to have shipped the goods in May.
OHH ROTXHB! OBUIM OTTPY3UTH TOBAP B Mac (HO He OTTPY3HUIH).

should have done

You should have called them yesterday.
BaMm 65t CI1eI0BAJIO NTO3BOHUTH UM BYEpa.

Exercise 1. Read and translate the sentences into Russian:

They can’t have already launched this new product.
Can they have completed the tests?

He should have kept to the subject when he talked.
They were to have started the talks on 2nd December.
The decision must have been reached yvesterday.

This plant must have enjoyed high productivity.

"He can't have been to Canada so many times.
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Exercise 2. Use Perfect Infinitives of the appropriate verbs and translate

the sentences: .
to speak to collapse
to agree to adopt
to achieve to develop
to fall to see

They must... very good results.

The company can't... to this price.

This small group can’t... such a big investment programme.
The turnover must... significantly.

Can this joint venture...?

You should... to him personally.

As far as I know this old company was... a diversification plan last month.

Exercise 3. Read these mini-dialogues and make a few similar ones:

1.— I didn't see him at the stadium yesterday. It's very strange.
— He must have left Moscow the day before yesterday.
- Really?
2. — Why didn't you come earlier?
— We had some unforeseen complications.
— You should have warned me. We are on the phone, aren't we?
3. — He can't have painted this picture.
— Why? He is a very talented boy and he 's going to an art school.

Exercise 4. Translate into Englsh:

Ony poykHL! ORIH HAaYaTh OTTPYsKy 3 moab6psa. Ho BoaHHKIO Heo-
HKHAAHHOE OCJIOKHCHHAE, )

Omn, gomxHO GHITH, yiKe OGCYAMIHA 9TOT BOIPOC.

Hey:xenm oHM 3aKOHYHJIN TEPETOBOPHI TAK MO3AHO?

He Moxer 65T, YTOGLI OHE yiKe HOAINCATIE 5TOT KOHTDPAKT.
Bam 611 cjef0BasI0 M IIOMOYb.

Grammar Revision: Complex Object

to expect/to ask/to want/would like + smb to do smth
to make/to let/to see/to hear/ + smb do smth
to watch/to notice to see + smb doing smth
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Exercise 5. Use the particle 7o where necessary and translate the sentences:
They expected us ... reduce the costs.

We Yexpected Mr Murphy... come to Moscow later that wee'k.

The foreman asked the technicians... work 2 hours overtime yester-
day and they must have agreed.

Did you notice anyone... g0 out?

. I didn't hear you... come in. You must have been very quiet.
~ Nothing could make me... change my plans.

Let me... help you, please.

Exercise 6. Complete and read these mini-dialogues:

1. — Has Mr Farrington arrived yet?
— Yes, I think I heard him...

9. — Did I lock the door when I went out?
— Yes, you did. I saw... -

v 8.— Why did you turn round suddenly?

i — I thought I heard somebody...
4. — Can he handle this machine-tool?
— 1 don't know. I've never seen...

Exercise 7. Translate into English:

Mgz 681 XOTesaw, 9ToOs OHY CHHSHJIM MEHE! HA STH M3Jens.
Onu oxupann, aTo ToBap 6yAer OTTPYHeH B nl?ne.

M1 IPOCHJIA MX YCKOPUTH OTTPY3KY. (to expedite)

$1 61z xoTes1, YTOOK BHl IIOCETAIMA STOT IEX. (shop) )

Brl BUIeNH, KAK OHA YIIAKOBLIBATHY 3TH npubopw? (instruments)
Yro 32CTABIJIO MX KYIIMTh UMEHHO 3TH pacTpymerThI? (tools)
DT0 3aCTABWIO HAC YCHMIHTH CBASH C o611ecTBEHAOCTEIO.

Grammar Revision: Articles with names
of goods and commodities

Countable nouns
one thing a few or many things
afthe tool ___[the t.ools
a/the instrument ____[the instruments
afthe table ____[the 1ables

1



Uncountable nouns

General meaning Certain quantities
___oil the oil

___ Ssugar the sugar

___ tobacco the fobacco

Note: The Zero Atticle is shown as ____ here.

Exercise 8. Underline the uncountable nouns, explain the use of articles
and translate the sentences:

They export oil to many countries of the world.

The oil we received last week is of the highest quality.

This company is doing good business in furniture?

Do you like the furniture in their office?

This young man fits and repairs water pipes.

They installed the pipes last year. Something wrong must have been done.
I saw the pipes being installed.

Exercise 9. Use articles where necessary and translate the sentences:

They are importing... lux-cars and... big lorries.

Switzerland is famous for manufacturing... watches.

... Swiss chocolate is very popular too.

Was... sugar you received last month up to standard?

We were interested in buying... coffee in one of these countries.

... machine-tools are very easy to handle. Who is the manufacturer?
As far as I know they need... manganese ore for the production.

... goods are too expensive. We can't buy them I'm afraid.

Your subsidiary is introducing... more up-to-date system, isn't it?
They are introducing... more modern equipment, aren’t they?

Exercise 10. Translate into English:

CefecTOMMOCTE 9TUX MAUIAH CANNIKOM BHICOKA.

Bo MHOrux cTrpaHax 1eHhE Ha NMPUDOAHEIE PeCypPCH 3HAYHTENLHO BO3-
pocin.

S sHAN, YTO OHM 3aKyHaiOT MHOro osomielt B Bosrapun u Berrpun,
OBn, ZONMXHO GBITH, YIKe OTTPY3HIN PPYKTEL.

T'ne ceiuac maxopures Tosap?
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Words: hundred, thousand, million

a hundred
two hundred
nine hundred and fifty two cars
hundreds of cars

Exercise 11
a. Write in words and read:

MILIAPOB 3467 eBpo 367 cTaEKOB
g MKJIJIE':;OB e i 7892 dyHTA 895 npuGopos
5 oraton 5821 auHAD 1200 AmMUKOEB

325 CTAHKOB -

b. Translate and make sentences with these words:

coTHH OporIiop COTHH JIIOfien "
MMJUIEOHEI Jrropel TLICAYY ITOCETHTEJIE:

necarxa (dozens) Monene JIECATKY CTPaH
c. Say these figures outloud:

50,000.00
12 5,000.00 ,
125 - 500,000 500,000.00
1250 500.00 5 000.00
12500 5 000 000 5 500.00
cercise 12 _
Match the figures with the words:
314692 three hundred and fourteen, point six nine two
i i two ;
14,692 three, one, four, six, nine, )
314.692 three hundred, fourteen thousand, six hundred and
ninety-two (Br) )
three hundred and fourteen thousand, six hundred
and ninety-two (Am)

Ib, Add figures, read and translate the sentences:
The project is worth &...
We remembered the contract was worth ...
We expected the purchase to be worth...
The lot of furs was worth...

The wheat was worth...
He asked me if the lot was worth...
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Words: price, cost, value

price cost value

1leHa, Kypc LI¢Ha, CTOHMOCTB, LHEHHOCTH,

LEHHBIX GyMar cebecTommocTs, cm}mocr;,
PaCXOu, 3aTPAThI IIeHa, CyMMa

Exercise 13. Match the English and Russian equivalents:

! price risk

# price support

2 agreed price

v asking/offered price
¢ bargain's/buyer’s price
¢ discount price

+ gross/invoice(d) price
7 list price

- 9 net price

/2 wholesale price

‘/ retail price

/2 opening price

73 closing price

£ npefickypanTras nena

1 nenoBoli puck

< NeROBas moxzepPIKKa

/{2 KyPC HA MOMEHT OTKDHITHS 6uprxn
413 KypC HA MOMENT 3aKPHITHS 6mpxn

3 coryiacosanmEas mena

/eonToBas men

/ POZHHYHAS 1eHA

% sanmpamunaems OeHa/NeRa Nposasna

3" mhskas nena/uena TOOKynaTeln
6 mena co ckuaKot

nesa 6e3 yuera ckuaox

LIEHA 38 BHIYETOM BCEX CKHIOK

Exercise 14. Translate into Russian:

cost of capital
cost of living
cost of administration
= administrative expenses
costs of doing business
cost of entry
cost of service
total cost

advertising cost
annual costs
average cost
basic cost
commercial costs
distribution costs
operating costs
to incur costs

Exercise 15. Make sentences of your own with these words:

vat (value added tax)

value date (damq 6A0MUPOCANUS)
value of commodity/currency/money/exports/imports

actual value
average value
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book/carrying value (6atarcoeas cmoumocmp)
cash value

-entry value (6xodawsan cmoumocms)

exit value

face value (romunasvras cmoumocntv, Homuran)

home value (cmoumocmov e cmpane npoucxoxcoerus)

insured value (3acmpaxoeannan cmoumocms, cmpaxoeas oyeHKa)
price-adjusted value (cmoumocmp 6 cKoppexmupoeaHHbIX eHAax)
sales value (o6uwan cmoumocme npodaic)

Words: to increase/decrease/go up/
go down/cut/grow/reduce

to increase

to decrease

togoup  te 500/to... per cent
to go down by 200/by... per cent
to cut

to grow

to reduce

Exercise 16. Read and translate:

We had to reduce the price by 10 per cent.
‘Why did they have to increase the costs by American Dollars 1,000?

As far as know the production has reduced by 100 units per hour.
Their exports have gone up by 2 per cent this year.
Nobody knows how they managed to increase their exports by 5%

last year.
We are planning to cut the overhead expenses by 1% at least.

Exercise 17. Translate into English:

Ha CKO0jIbKO IPONEHTOB BHl MOKETEe CHASHUTE NeHy?

ORu coofIana, 94TO B LPOILIOM rORY OHH YBEJIWIRIH NPOHIBONCTBO
Ha 10%.

Brr camsmum meny 50 3000 eBpo 3a eguHMLy, He TAK ana?

IloueMy oHE He MOI'YT CEM3ATh NEBY XO0TA 6ur Ha 1 %7

Onu BHIRYK/ICHM GRUIM CHU3HTL BROTYCK A0 400 v_xane.uui‘l B 4ac.
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- Basic function: Giving advice

?’iving advice Responses

YZZ ;Z;;:dto Thank you for your kind advice.

Wyt 1 think you are quite right.

o don t);yol;o tIh thbzgl;/be;ieve/suppose it is really
e right thing.

mﬂgzzv; e that you ;I’ve never thought about that.

My e e th ow very clever of you.

1 would advise that you should...

Youd better...

.

Exercise 18. Mat.ch each statement made by one person with a piece of
advice given by another person:

There is a problem with the test, I think it's about time we got a new
one.
This fund isn’t performing well. | Why don't you reschedule it.

The. photocopier’s out of order I would strongly advise you to
again. reinvest elsewhere.

I've got to get these documents | Y :
ou ought to tak
to the Buyers by 11 am at the | off, ght to take a couple of days

latest.
We still haven't received an i '
y I think
Payments since July. courier.you % better send them b
;Il‘lhis. lt)';ax is completely You could try ringing their accounts
ggl e. people. The personal touch
sometimes works.
I’ : r
m very tired. You'll have to ask them to send it

again.

Exercise 19. Translate into English:

11'3[ 9TOM CiIyuse HAM MPUAETCH MPOBeCTH ellle OZJHO MCHEITanue
oeMy 6Bl HAM He cpenats ceigac uepeprs?
He mornw 611 BH aath Ham geprerxn?
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MzI HaCTOATEIHLHO COBETYEM BAM OBCYAUTE STOT rpadMK ¢ BAIDIAM PYKO-

BOACTBOM.
A aymaio, 910 Jy4ine o6 5TOM COPOCHTL TEXHOJIOTOB.

— ITouemy 6nl BaM, He HPOBECTH Lpecc-KoHGEPEHNHUIO M He .IOATOTO-

yBHTb Ipecc-pesus (news release)?

— Coacubo. 3To oueHHs XOpOIUAA HAES.

Dialogues: When things get difficult

Sometimes during negotiations businessmen find themselves in diffi-
cult situations. But they always know what to say. Here are a few

mini-dialogues to prove the point.

— Where does the January figure come from?
— I'm just looking. Could you bear with me a moment?

— So what is the basis of calculation?
— I'm sorry, I don't have the figures to hand.

— Could you give me a moment to do some calculations?
— Certainly. Would you excuse me a moment?

— Would you like me to go through that again?

— I'm sorry, could you go through it again?

— I don’t think we're talking about the same thing.
— That's right! We are talking at cross-purposes.

— Can we say it's agreed, here and now?
— I'll have to come back to you on this.

Exercise 20. Which expressions from the above mini-dialogues would you
use in the following cases:
You are talking about different products. The other person has
just realized this and says so. You say: That's right! We were
talking at cross-purposes. :
1. The other person does not seem to understand your explanation of

the payment schedules.

2. He wants you to agree to a definite price today, but you need to
consult your boss at the office before comitting yourself.

3. He suddenly asks you what discount you would make for a very
large order indeed. You need a minute to work it out.

4. You are rather surprised at the high charge for transport.
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5. He sudderily asks about the price of similar products in the range. You
have the price list in your briefcase — somewhere.

6. You think he has just made up the figure for installation costs!

7. He has already explained the commission system twice but you are
still not really clear about it.

- Exercise 21. Translate into English:

Kaxopa crormocTb Beel yeranoBku? Jlafire MEe MABYTY TOZYyMAaThb.
Opay MHEYTY. He nostropuTe n¥ elne pas?

51 aymMaro, MBI rOBOpDHM O pa3HKX KOHEYHO, 5T0 MOMHO IOBTOPHTE.
Belnax. OH p0mKEO GHITH He PACCHRIIAT.

Text: The department performance

Mr Vennonen, the company’s public relations assistant, is inter-
viewing the production supervisor for an article on productivity
for the company newsletter. Read the supervisor’s answer and
complete Mr. Vennonen's notes:

Well, I can give you a few figures which may help you — for
example, we run our machines at 150 hours per week at a
throughput of 44 units per hour. On average we produce
855 finished articlés per shift. So weekly output is over
6500 units. Our machine utilisation is very good — an aver-
age of 86%, that is, 9% better than the average for last year.
Every month we have supervision and maintenance costs of
about $33,000 and total monthly production costs average
out at $90,000. Nevertheless, last month we had a profit of
$150,000 which is 6% up on the previous month.

_

Exercise 22. Use the verbs given in brackets in the correct tenses and
translate the sentences:

We never... 100% efficiency, but this month we... for 88%. (to get/to aim)
Although ,we generally... good results, we... with a new loading sys-
tem. (to get/to experiment)

At the moment we... to balance the plant load, although we always—.

some machines. (to try/ta underutilize)

Because we constantly... from stoppages, we... 8 completely new sye
tem. (o suffer/to adopt)

Our experts... currently... the efficiency of the machines that we mos
often... (to measure/to rely on)
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We occasionally... problems with overloads, so this month we... the

iob sequence. (to have/to change) o _
i&t pregsent the sales department... a list of priorities for the jobs.we...

regularly. (to prepare/to perform)

Text: Purchasing

The company The market

Snpp!ier

Supplier

about his job. Fill in the gaps with words from the diagram
above, or from the list below:

am in charge of..., and it is my... to monitor the..., as well as... with
r departments within our..., such as the...,.._.,... and... depart-
ts. I have to decide which... to buy... and conmiponents from, de-
ing on..., quality and service. I also have to make the... —... —-.
ision, in other words whether to manufacture a... or component

lves, or to... from an outside....

F(ercise 23. Here is the account of the Purchasing Manager talking

-by art responsibility source
o Ir)aw materials ligise buy in
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Exercise 24. Complete the following passages using the following terms:

variances actual budgeted costing
charge cost centres standard costing allocated
overheads indirect direct

Costs such as materials, relating directly to the product in question,
are called... costs.

Other costs are....

The calculation of costs is called....

A costing technique which uses pre-determined standards is known
For each product there is a fixed... for materials and for labour, and
also a fixed charge for the share of the... which are... to that product.
Stages in a process or production may be known in costing terms
8S....... The real, or... cost is not always the same as the... cost.
Differences, which are called..., are carefully examined.

Text: Comparing actual and budget costs

Exercise 25. Compare actual costs to budget as in the examples:

000.
Direct wages were above (up on) budget by GBP 55,
Indirect wages were below (down on) budget by GBP 20,000.

Text: Predicting future costs

Here is a summary of actual costs compared to budget costs over a
six-month period:

Costs($)
A decision Installation 50,000
tree. | Choose successful
Teledec !
system Installation 0.000
unsuccessful 300,
Installation 90,000
Choose . successful
Inforum _
" system Installation 340,000
unsuccessful
Commission Dot | 20000
a feasibility proceed
study
i 0
Do nothing

Variance
Actual cost Budget favourable/(adverse)
Cost £000 £000 £000
Direct wages 955 800 (55)
Direct materials 1250 1100 (150)
Factory costs 376 350 (26)
Indirect wages 435 450 15
Selling and distribution 255 275 20
Administrative costs 296 270 (26)
TOTAL COSTS 3567 3345 (222)
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‘ ?
Do you know these words:
y nopyqa'rb, Ha3HAYATH, JaBaTh 3aKa3

to commission
feasibility rOXHOCTH, BO3MOXKHOCTh
to proceed IpPOAIOIKATh

. . d-
ise 26. Have a look at the above diagram. Imagine you areé Consk
rercie ering whether to invest in a new system of data communica-

tions. The future costs are an important factor. Say what
will happen if you make each of the six choices on this

decision tree.
If we install the Teledec system, and it is unsuccessful, it will cost us
$300,000.
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Text: Reviewing the project

£270 —
budget limit
2204 T T T T T

Below is a chart showing the progress of a plant installation
contract. The project is being reviewed on May 1st. Study the
chart, and then construct sentences about the past and future costs,
using the notes which follow the chart.

predicted actu
P b i

predicted
overspend

|

e

il

il

2\
it

£170 =~

9
€

£120 m

£70-

time now

pudgeted cost>

planned

The story so far:
1. At the end of February,
2. In mid-March,

actual costs/budget
3. At the moment,

|
Jan]Feb]MarlApr IMay'JunelJuty[Aug[Sep]Oct ]chlDec[Jan IFeb]

actual costs/budget/£20,000

actual costs/budget/£30,000

revised
completion;
dated

Looking ahead:

4. If we proceed, the total project/
cost £270,000

5. If we proceed, we/complete/
project/in February

6. If we proceed, total project/
budget/£50,000

Exercise 27. Make sentences:

your subsidiary/to introduce/more up-to-date system —
Your subsidiary is introducing a more up-to-date system isn't it?

The government/impose/import restrictions ...?
Some of your machines/become/obsolescent ...7
Your main competitor/cut/his price ...?
You/improve/your retail network ...?

We/work/in the same field ...?

~Aan

quality control, stock control,
marketing, accounts
supplier/vendor

parts

price

make-or buy

part

buy in

source

Answer Key
Exercise 2 Exercise 5 Exercise 9
have achieved to —
have agreed to —
have developed to t—; .
have fallen — e sugar
have collapsed — the machine-tools
have spoken — —
—_ the goods
.'60 have adopted a more up-to-date system
Exercise 22 E.xefcise 24
have never got /are aiming flm?ct
. have got /are experimenting mdu.'ect

are trying /under-utilize costing '
suffer /are adopting (have adopted) standard costing
are currently measuring /rely on charge
have /are changing (have changed) overheads
is (are) preparing /perform allocated

cost centres

actual

budgeted

variances
Exercise 23 Exercise 26
purchasing 1. At the end of February, actual
responsibility costs were down on budget by
market £20,000.
liaise 2. In mid — March, actual costs
company were the same as budget.

3. At the moment, actual costs are
up on budget by £30,000. ,

4. If we proceed, the total project’
will cost £270,000.

5. If we proceed, we will complete
the project in February. .

6. If we proceed, the total project
will be above budget by £50,000.



Grammar Revision
The Conditional Mood
Exercises 1—3
would
Exercises 4—6
Numerals (decimals and fractions)
Exercises 7, 8
Articles with names of documents
Exercises 9, 10

s and dialogues
V?f;);e is the money?
Exercise 20 )
Arranging international
payments
Exercise 21
A word from the Corporat®
Treasurer

Exercise 22
Controlling customer accounts
Exercise 23

Coﬂs(rucﬁon
0 have syyp, done
ercises ] ;. 4

Words
like, as
Exercises 1518

Grammar Revision: 7The Conditional Mood

If we had the instructions we Ecnu 66 y Hac GBI HHCTPYKLHH,

would pay today. MBI OBl IPOU3BENH OIUIATY CETOMHA.
If I were you I would do the $1 6Ll Ha BalleM MecTe cenan Ol
same. TOXEe caMoe.

If we had had the instructions Ecnu 66 y Hac GEDIM HHCTPYKLHK

last Monday we would have paid B pOUUTHIA NOHENEIBHNK, MBI GBI

on Friday at the latest. TIPOM3BEJIH OIIATY CAMOE IO3THEE
B TIATHULLY.

Exercise 1. Open the brackets, read and translate the sentences:

If I (o have) enough time I (to translate) this document in written form.
If he (to know) this rule he (o explain) it to me.

If we (to agree) on the price last week we (fo sign) the contract the
same day. :

If they (lo open) a letter of credit at the beginning of the month we
(to start) the deliveries a week later.

If they (not to make) a mistake in the invoice we (to setile) it long ago.
I (to go) to this concert last Sunday if I (to be) in Moscow.

She (to accept) my invitation if I (o ask) her to go to the theatre with
me last Saturday. '

Exercise 2. Complete the sentences the way you like and transiate into Russian:

If we could foresee these changes we would have chosen another
currency for payments, for example ...

If we could foresee these difficulties we would have included a rele-
vant clause into the contract but ...

I am sure they would have made the payment if this unforeseen
complication had not occurred and ...

If I were you I would ...

If it were winter now ...

If I could play ..

If I could speak ...

Exercise 3. Translate into English:

Ecm 661 OHHE OTKPHIINA AKKPESHUTHB, MH OBl yiKe SHAIN 06 3TOM.
Ecim 611 B cuere He 66110 ommmGKM, MbI 6B €r0 Cpa3y OIIATHIIM,

8 Jlenopoi aHrnakickml 225



Mul OH OnIATHANE cueT Buepa, ecand Ohl:y Hac HHUIN BCe’ PeKBH3HTEL.
(deiails)

Onz 61 [aBHO IepPEBeNH Ty CYMMY, €CJIH UKl MK BOBpeMst cooBIymIR
AM HAIIW DeKBRSHTHL. © ?

Eciim 61 B kol¥pakTé 510 GLLIO YRABAHO, MBI 6K HpeAcTaBmin Gan-
KOBCKYIO TADAHTHIO.

Grammar Revision: would

Exercise 4. Read and translate these sentences. Mark the meaniugs would
has in each séntence:

a. hypothetical or conditional situation
b. refusal

c. past habit -

d. polite request or offe:

e. past-form of will in reported speech

____ We would be very happy to send you further information.

____They told us they would let us know soon.

____ Would you let us know your. dgecision at your, earliest conve-
nience? .

___ In that situation we woiildn't be gble to hold the price down.

____Y'm afraid they wouldn't agree to our terms. )

___'The problem was they wouldn't accept any changes to the contract.

____Life would be much easier if we had better equipment.

____ She said she would phone again the next day.

____Occasionally he would work late into the night.

___ Would you fill in this form, please?

____Would. you like some more coffee?

___ My car wouldn't gtart this morning.

Exercise 5. Rewrite and translate the sentences ysing thise words (They
are the words of a negotiator reporting what happened at a
meeting):

agree I'm they price the increase wouldn't afraid to

the renegotiate they they to contract said would prefer

would better a also be new us agreement for

chance it terms give would the to us negotiate new

insert able we be to a penalty would clause
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Exercise 6. Translate into English using would:

Oy COOOIIMIH, UTO CKOPO CBAXYTCA C HAMH.

Boock, 9TO OHA HE COTJIACATCA C BAINAM IpenoKeHueM. e
Jleno 8 TOM, YTO OHA HHKAK He XOTAT BKJIOYUTH B KOHTPAKT 8TOT Hu 61..;
Ecyri 651 MBI A3MEHAIN YCJIOBUSA IIIATERHA, KaK OHE LIPOCHT, O!

e HaM CKUAKY C HeHbL.

1 mymaio, Hamle PYyKOBOJICTBO HA 9TO HE noiiger.

Grammar Revision: Numerals
~ (decimals and fractions)

10.3 ten point three
4/9 four ninths
14" one and two thirds

Exercise 7. Read and write in figures:

a twenty three point five pez:cent discouflt
thirty point six degrees centlgrad.e/Celsms
sixty point two degrees Fahrenheit

an oh point seven percent difference

a one eighth percent increase

a two ninths percent decrease

Note: percent = per cent

Exercise 8. Write the following in words and read:

28, 4% 67.5% a 0.7% decrease of the population
30:5 C a 5.5% discount.  2/7 of the area
60,7 F a 1.3% increase
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Grammar Revision: Articles with names
of documents

It is a very big contract.

Have a look at the Contract, please.

We have completed all the shipments under ___ Contract RT245.
Please find attached hereto copies of the Contract, Insurance
Policy and ____ Acceptance Report. T

— Delivery Schedule

Exercise 9. Use articles where necessary and translate the sentences:

If ... contract had been signed we would already have left Rome.
May I have a look at ... Bill of Lading, please? '
May I have ... Notification of Readiness?

Here is ... Balance Sheet.

This is ...Protocol 79.

We propose to sign ... letter of intent.

... memorandum announced some changes in the structure of the company.

We have filled in ... customs declaration.
There is an error in ... Invoice No 368.

... power of attorney will be issued before he leaves Moscow.

Exercise 10. Translate into English:
Kaxk Toapko cgeT 6yaeT roTos, MBI OTIIPABAM €70 1o (PaKcy NOCTABIHKY.

Cuer 23 emge He omiaYeH 38KA3IUKOM.

va Obl OB BaM OJIAIOAAPDHB, €CJIM BHl OILIATHTE CUET HAa CICLYIO-
meli HezeNle.

OHM IPUIOKIIA CIET, KOHOCAMEHT H TAMOYKEHHYIO AeKJIapalinio.
Ham otfen y)xe COCTABHI ropopoii otuer. (annual report)

Construction: 70 have smth done

S naneyaran KOHTPAKT.

1 typed the contract.

1 had rthe contract typed.
(I did it myself.) o

(Somebody did it for me.)
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Exercise 11. Read and translate the sentences:

We are having the office painted at the moment.

We had the roof of the building repaired last year.

We have just had central heating installed in our country house.
How often do you have your car serviced?

I took my car to the garage to have it serviced.

Have you had you photograph taken?

I lost my key. I'll have to have another key made.

Exercise 12. Read the statements, complete the responses with the follow-
ing words, then match the statements with the responses:

decorated drawn up
posted installed

Statements

1. The photocopier isn’'t working properly.

2. This office is looking very smart.

3. I think we agreed on all points. All we need now is a contract.

4. 1 need to have these letters typed. Could you ask someone to do them?

5. Mr Johnson still hasn't called.

6. It's very difficult to get an outside line. All the phones seem to be busy.

7. 'm afraid you won't be able to send it by fax because our machine
is temporarily out of order.

. 8. What about this registered letter? Is anyone going to the post office?

Responses

a. Right. I'll have one ... as soon as possible.

b. That's strange. We had ten new lines ... only last week.

c. Just leave it with me. I'll have it ...

d. Right. We'll have to call the service engineer.

e. Sorry. There's no one available. You'll have to do them yourself.
£f. Yes. We had it ... last week.

g. I see. Well, I'll have to post it to you then.

h. Really? I suppose I'll have to call him again then.

FExercise 13. Revwrite and translate the sentences using these words in the
correct order: -

we of made a contract the lot changes had to
had first the removed penalty we clauses

the then had limit time extended we

option we a then added had renewal
re-translated finally had the we contract whole
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Exercise 14. Translate into English using the construction @ have smth done:

Hawm ysxe mocTapuiad Bech TOBAP.

Bce BeoGxouMBIe JOKYMEBTH MHE OTIPABHIIM IO IIOYTE

MEe nepemeuaTals YCJIOBHA ILUIATENKA. ‘

EMHamﬂo;:pzx axxmrppennm , KAK TOJIBKO MbI IPEACTABHM BCE JOKYMEHTLI
VSIIA BeCh TOBAD, Ml Ob! yike HAYAN :

O CNIeIyIOINEM KOHTDAKTE. , ¥ R HeperoRopH

Words: like, as

like as
P.Wtat a beautiful building! It ’s
Il;ke a palace.
ill is a mechanic, like me. H j
Be cardull T o e poen e works as a mechanic.

po’li.s'hgd It s like walking on ice.
I.ts raining again. I hate weather
like this.

Some sports, like motor racing,

can be dangerous. Some sports, such as motor racing,

can be dangerous.
1 didnt move anything. I left
everything as I found it.
Z""y d"l‘: as they promised.
you know, it'’s his bii
As T said ... Srihday today.
As I thought ...
As she expected ...

ercise 15. Usethea?propmteword (either like or as) and translate the

A few years ago he worked ... a bus driver.
She acted ... a silly girl.

We've got a garage but we h ¢
 workoton, aven’'t got a car, so we use the garage ...

Many English words (}
any | ords (for example work) can be used both ... verbs or
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.Fhere is no place ... home.

London is all right ... a place to visit, but I wouldn't like to live there.
The news of the earthquake came ... 8 great shock. |

... 1 said yesterday, I'm thinking of changing my job.

Tom's idea seemed a good one, S0 Weé did ... he suggested.

His ideas ... the one he offered yesterday always prove ingenious.

Note: garage (Br) = service station (Am)'

Exercise 16. Read these mini-dialogues and make a few similar ones:

1. — What does Bob do?
__ He's a student like most of his friends
2. — Have you settled the problem?
— Not yet. It's a difficult one. You never know what to-do in:a
situation like this. ;
3. — Can she swim?
— Why, certainly. She's a very good swimmer. She swims like a fish.
4. — T'm afraid I can’t meet you on Sunday as we arranged.
— Don't bother. I'll manage by myself.

Exercise 17. Complete the sentences the way you find appropriate:

Margaret once had a part-time job &s ...

He's 22 years old but he sometimes behaves like ...

I wonder what that building with the tower is. It looks like -..

It's very cold for the middle of summer. It's like ...

I've been learning Spanish for a few years but I still speak like ...
Your English is very fluent. I wish I could speak like ...

It's true that we disagree about some things but I don’t regard this-as ...

Exercise 18. Translate into English:

OHE NepeBeR BCIO CyMMY B CPOK, KaK & H OMCHIAT.
Bmmoxmenecnenonamuoemymnerynnwryn&rbmmnyxmbn&.
Hax Mbi Bee B OXKHAAIHN, OH COrACHICH HAM OOMOTb. ' :
31y HOBOCTH OBUTH MIOKOM AJd HAC BCEX.

Kax BpeMeHHEAA 3aMEHd STO HAC MOIKET YCTPOHTE.
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Basic function: Emphasizing a point Dialogue: Where is the money?

14 like to stress/emphasize /underline that ... Sometimes you may need to call a customer, in English, to ask
I really must Stress/emphasize/underiine ... where the money is! Here is a little help.
1 firmly believe that ...

It is absolutely necessary/essential ...
1t is impossible to overestimate /underestimate

I'm sure you know why F'm ringing.

The point/matter/question is ...

The crux of the matter is ...

There is no doubt whatsoever. Then why didn’t you tell us earfier?
Let me get straight to the boint,

Exercise 19

You reafize that payment is riow
overdue?

You know that you have exceeded your
credit limit?

a. Complete the sentences using the following words and expressions:

essential straight to the point

to over-emphasize to emphasize Our agreement was quite clear

more than anything else important ‘ concerning payment. l
crux of the matter no doubt whatsoever

What I'd like to stress is, and I can't ... this enough, that you
should observe your obligations and you have to pay now.

‘ I'd like your payment to be made '
without any more delay.

I firmly believe that what you need ... is a complete reorganisatior

of your sales department. [ don’t think | like your altitude. We don’t want to have to take the

It is absolutely ... to have an effective sales team. matter any further.

The ... is that '

you simply aren’t aggressive enough in your ap-

Fm only concerned that promises are
kept.

proaching to selling. To sell you have to push and push hard. It's because ot We'll be able (o process your orders
I really must stress that the most ... thing at this stage is receiving = 2: ,ﬂ“;ﬁ?ﬁé’bmofc'e as soon as your payment comes
the money in tin}e. ] ) — you sent the wrong items. through.

Selling is one thing, but there is ...that having the customers pay _

for the goods shipped is not less important, ]
Let me get ... We need action and need it now.

It is impossible ... the importance of the role played by the finance
people.

b. Complete the sentences the way you like: You should end the call, with:
What I'd like to stress is ...
I firmly believe that ...
It is absolutely essential to ..,
The crux of the matter is
I really must stress that ...

‘ We may have to consider legal action. '
It is impossible to over-emphasize the importance of ...
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1 look forward to immediate payment,

then. Thank you. Goodbye.




Exercise 20

a. Read the above phrases and answer the following questions:
What excuses did the Buyer give for failing to pay in time?

Can the words I don't think I like your attitude be used by both the

Seller and the Buyer in this situation?

Why do you think the Seller is recommended to end the talk by

mentioning the possible legal action?
Do you think it always helps?

b. Read the following without stressing auxiliary verbs:

I'm sure of it. Our agreement was quite clear.

: T'm ringing to tell you about it.  We'll be able to do so.
Payment is now overdue, It's because of errors there.

c. Read the sentences paying attention to the intonation:
I'm sure you know why I'm “ringing.
Then why didn’t you tell uys “earlier?
You realize that payment is now “overdue?
Do you realize that payment is now “overdue?
You know that you have exceeded your ”credit time?
Do you know that you have exceeded your ”credit time?

d. Read and translate these sentences:

I'd like your payment to be made without any more delay.
We'd like your payment to be made this week.

Id like your payment to be made as soon as you receive this paper.

We'd like your payment to be made on 8™ April at the latest.

e. Maké a short dialogue using as many phrases given in the picture as possible.

Text: Arranging international payments

e e e . . o P . T .
by tel hic transfer, or by mail transfer. But we don't give a
:flstt‘:)l;ge?zpen account facilities until we have refe::en::es fr?:;ll
two major firms and from a bank. Open aCS:OllI.lt is DK wi
people you know well, but don't go round offering it to si;rangers!ﬂl !
Now, bills of exchange, or drafts. We use two types of b 80
exchange: sight bills, which are a little like chegues; ?.nd t%me
bills, which are paid after a certain period. OK? Sight bills, time
ills. OK. . .
l;;:)l;’ the type of payment system 1 prefe'r-to- use is the irrevoca-
ble letter of credit. The word ‘irrevocable’ is important. It means
that there's no risk; the banks guarantee that we get our mon-
ey: and that's the way I like it ...

At a.group training seminar in England, export sales executives
.are listening to a Senior Finance Manager. He is briefing them
about the payment system between the firm and its different
customers. Here is part of his talk:

There are four systems that we use. Cash with order is ideal but
most customers want a period of credit, so it’s not always easy
to insist on the cash first.

The next one I would mention is open account; and there are
three ways that open account customers can pay us: by cheque,

Do you know’ these words:

-a6o

to brief smb HMHCTPYKTHDOBATL KOTO

sgght bill BeKCeJlb, OIIAYUBAEMELl TPH NpebABICHAR

time bill BexceJib, MMeronyu GHKCHPOBANHEKIA CPOK

Exercise 21

a. Translate these words and say how they are formed: it
executive trainer c T
execution trainee stratl(:ger
financial payee cus ::er
payment employee bank

b. Fomasmanywordsﬁnmﬂmevelbsasyouun;readandmte.@u::
to finance to order to account to facilitate
to talk to credit to transfer to refer
to cash to mention to offer to prefer

_C. Check if you remember:

What is the idea of payment by cash?

In what three ways can payment on an open account be made?
On what conditions do sellers usually accept payment on an open
account?

What is a draft? o

What two types of bills of exchange are there _

What guarantees do irrevocable letters of credit mean?

What terms are ideal for the sellers? _

Is payment on an open account usually preferred by gellers?
What is the preference for the buyers?
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d.ImagIneyouareoneoflheexecuﬁvwatlheseminar.Completeywrnotw:

€.

Translate into English using Complex Object constructions:

M osxxmnanm, aTo oHR GyayT obcyxaaTs yenopns IJIaTexa cerofHs.

Onu xorerm, wTober TpoziaBe1] COTNIacICs ¢ KpeauTHOH (opMoix pacuera.
Mbxr monaranm, gro OapTHePH! O6paTATCA K HaM ¢ BTOMH npock6oii.
Mz1 661 xoTesrn, YTOBEI BEI OTKPLLTH Ge30T3LIBHELN aKKpenuTHB.

Oun x(i're.nn, YTOOHI MEI IIATHIH TPATTAMH, MUMEIOIUME (PHKCHDO-
BAHHEIY CDOK.

Text: A word from the Corporate Treasurer

At a meeting of Financial Controllers of a multinati
tional group, the
new Corporate Treasurer shows that a change in arrangements
i . ments
Joreign exchange is need: N gements Jor

QK. I:‘oreign exchange. We've got problems. Two problems. The
f1rs't 1s that as a group we have too much exposure to currency
variation, and that can mean losses. Big losses. Second, money
f:osf:s money. All your hedging or transferring money costs a lot
in time and money.

And you know why we've got these problems? It's because as a
group, we're not coordinated. There's no real i
foreign exchange. group policy for
Right. Things are'go.ing to change. First, there's going to be a
new company'. This is going to be called the group Invoicing
Compar}y (we'll call it the I.C. just for now), and the role of
the IC is going to be to coordinate all foreign exchange transac-

Right. How's it going to work? Procedure. First, you always
invoice customers in your own currency (dollars, pesos, pounds,
whatever you use), always: if possible. But, if you have to in-
voice in a foreign currency — and this is the second option —
then invoice the new IC company. In your own currency. OK?
And then the last step is that the IC will then invoice the cus-
tomer for you, in the foreign currency. So everything passes
through the IC; got it?

Right; now let's take a look at the details. Some of you are

probably thinking ...

Do you know these words?
exposure [1ks’pouzs] MOABEPXEHHOCTD
to hedge [ hed3] CTpaxoBats (OT HEGIATOIIPUATHOTO U3MEHEHS LICH)

Exercise 22

a. Match the English and Russian equivalents:

financial controller | ayaurop

corporate treasurer | OyxranTepckmit paboTHEK (o6imee HasBaHEMe A5
auditor paboTENKOB chepHl yiera, B TOM unciae ayamnra, Hu-
bookkeeper HAHCOBOTO yNpapjaeHHA)

accountant rIaBHHIA Gyxrantep

chief accountant (PUBAHCOBHI AUPEKTOP-TIABHENA OyxraiTep

COTPYAHHK KPYIHOH KOMOAHIH, 3aHUMAIOMHiCA
YIIpaBJIeHNAEM ee CBOOOIHBIMU CPEACTBAMH, 3aMM-
CTBOBAHWAMH, IOAAEPIKKOM PHHKA NeHHBIX GyMmar,
KOHTpPOJIEM 38 YY€TOM

cueToBOH, OyXrayiTep

b. Imagine you are a member of this multinational group. Make notes of

what the new Corporate Treasure said:

Problems 1
2

Reason

New company
and its role

tions: for every part of the group.

— e —
-—.—_—_—_—————_-—_-——
— e e— et S— —

Procedure

1
2
3
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c. Agree or disagree and give your reasons:
It's very strange that the newcomer proposes the changes.
These changes will be approved by j:he group.

d. Translate into English using like and as:

Kak u /nobasg apyrag GupMa, HANa KOMIAHAS MMeJIA HeKOTOphIe Ipo-
GyieM:l B 3TOT mEpDHOA.

§1 xymaio, oH paboTas B KauecTse (PEHAHCOBOrO AAPEKTODPA XOJWH-
TA HECKOJNLKO MECHIIEB.

Ilpepnoxenne mo/mKHO GBIIO 3aTeM OOCYXIAThCH, KAK OOBIYHO, C
PYKOBOARTENAMH XOJIAUATA.

Kax Bce noranw, sT0 mMpefIoKeHNE KAacaloCh TOJBKO CAGJIOK, 3aK-
JIIOYEHHLIX B WHOCTPAHHOM BaNIOTE,

B KaKoM KauyecTBe OH YJAaCTBOBAJX B 3TOM CHMIO3HyMe?

Text: Controlling customer accounts

You are investigating the credit control system of a group subsidiary.
In front of you is an age-analysis of unpaid debts.

:’f:e ms: ::g;mr m a print-out from a computer
these are accounts receivable these amounts are overdue
(US) debtors (UK) (=late) |y

this customer has exceeded the balance is outstanding this looks like a bad debt (it
(= gone over) his credit imit (= unpaid) may never be paid)
Do you know these words?
ledger ' OyxrasTepcKknii perncTp
accounts receivable cueta aefrTopoB
bad debts Ge3HaieIKEbIE AOJTH
238

b. Have a look at the text. Imagine that this is the latest print-out: Say

Exercise 23 |
_ a. Match the synonyms and translate them into Russian:

outstanding lqtg y
d unpai . .
gz:c:‘eid debt which may never be paid
bad debt to go over
debtors to settle
amount
erlt)lay accounts receivable
bill of exchange advices o_f Qayment
advices (bank) draft ;

how long each sum has been outstanding. ,
The $50,325.90 (sum of fifty thousand three hundred gad bwen'y

[

five dollars ninety cents) has been ouistanding for more than 90 days.

£373.70 AusD7,855.60
2,757.90 R11,765.90
CanD998.60

c. Say when exactly the present situation began.

Bestons have. not paid us.since 1 March 2002.
Bergonica Cristales
Critterton Dierras.

Letter: Encouraging a slow payer o make payi....t

Dear Mr. Robson
Account No ...

1 have noted that this account is now considerab ; ly overdue. Aagmknow,
our terms are payment within ... days and this account dates S |
If you have a problem with th‘is,;aogpu:xl:i fpleai:e contact me 5.8001.A8
ible, so that we may resolve the difficulty. T
i)foi::\‘; ‘:re happy with the details of the ampunt due,“I sho].lld very
much appreciate a chequé by return. If this is not_ possible, again,
please contact me so that we may discuss tl_le situation. o
This letter may have crossed your payment in the p_ost, in which case s
please disregard it and accept my thanks for settling the account. |
Yours sincerely, .. ‘ e n)

¢
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Do you know these words?

overdue payment/amount

OPOCPOYEeHHAI
to settle an account POCPONEHHRLI Huatest:/cymma

OILJIATHTH cueT

Exercise 24

a. Translate into English:
]];oamomno, BRI Y€ OTHPABUIN HAM H3BEIeHHe O mniaTexe.
3TOM Ciy4ae cyHTaiiTe Bompoc 38KPHITEIM
M=r 6naropapusr Bam 3a OPOM3BEACHHLIN BOBpeMSA ILIaTex.

1(\)4111«1 MOriH GBI, KOHeYHO, IPEOA0JIeTh HOABMBINNECH TPYAHOCTH
Bl MOrJM 6Bl BMecTe o6cyxuTs BOSHHKIIYIO CHTYAIIUI0

b. Translate the letter into Russian and write a similar one,

c. granslate the follov-ving pieces of advice and say if you agree with them:
. ;ch.letter_s requlre.a a heading because it will help the reader to
ldentify quickly which unpaid bill you are referring to.

The first paragraph should be quij s o
owed and for how long. quite specific about how much is

;)on't threaten the reader with dire consequences immediately
h case the company has/have already sent payment and it is still

in the post or in your own account, tr
s d .
for sending the letter, epartment, do not apologise

Note: to apologise (8r) = to apologize (Am)

Exercise 25. Match the appropriate heading to each of the five sections
of phrases that follow, and translate the phrases into Russian:

Advice of payment
Acknowledgement of payment
Asking for more time to pay
Replying to requests for more time
Requests for payment

Section:

Thank you for your letter concerning the outstanding balance -
oln y(?ur account. I sympathize with the problem you have had in
clearing the balance and am willing to extend the credit for

another six weeks. Would you pl . 1 1¢
be settled then? you please confirm that the credit will

——— —— — — —— — —— ——— —— — — — — —— — — — — — —— — ——— p—

We certainly appreciate your difficulty but we ourselves have to
pay our own suppliers and therefore must insist on payment
within the next ten days. We look forward to receiving your
remittance.

We are prepared to compromise and suggest that you clear half
the outstanding balance immediately by sending a cheque for
€-... and clear the remainder by the end of next month.

. please acknowledge receipt?

" 1 have instructed my bank, today, to transfer ... to your account

Section:

Please find enclosed our Cheque/Bank Draft/Postal Order for ...
in payment of your statement/Invoice No ... dated ... Could you

in payment of your 31 March statement,

We would like to inform you that we have arranged for a credit
transfer through our bank, the Hammergsbank, Bergen. The
transfer is for ... in payment of Invoice No ... Could you confirm
the transfer has been made as soon as the correspondent bank
advises you?

Our bank informs us that they now have the shipping docu-
ments, and will be transferring proceeds of our letter of credit

to your account.

We have accepted the sight draft, and the bank should be send-
ing you an advice shortly.

. Section:

‘We are writing concerning the outstanding October account for ...,
a copy of which is enclosed and which should have been cleared
last month. Please let us know why the balance has not been paid.

This is the second letter we have sent you with regard to your
March account which has not been cleared. Our first letter dated
21 April asked why the account had not been paid, and you will
see from the enclosed that ...




We feel that you have been given sufficient time to clear this
balance and now insist on payment within the next ten days.

- We were disappointed that you did not bother to reply to either
of our letters asking you to clear your account, and you have
left us no alternative but to take legal action.

Section:

Thank you for your Postal Order Cheque/Draft/Credit Trans-

fer/Postal Chegue for ... in payment of our statement/invoice \
No ... dated ...

We received an advice from our bank this morning that your
transfer for Invoice No ... has been credited to our.account.

Our bank informed us today that you accepted our Bill No ...
and the documents have been handed to you.

The Nippofx Bank in ... have told us that the proceeds of your
letter of credit have been credited to our account.

Section:

We regret we were unable to send a cheque to settle our account for
the last quarter.

The dock strike which has been in operation for the past six weeks
has made it impossible to ship our products, and as our customers

have not been able to pay us, we have not been able to clear our own
suppliers’ accounts yet.

We were not able to settle the account because of the bankruptcy of
one of our main customers. The debt was considerable.

We will try to clear your invoice within the next few weeks. Mean-
while the enclosed cheque for ... is part payment on account.
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Answer Key

Exercise 4

d 4. a 7.2 10. d
L. d 5.b 8. e 11. (é
§' a 6.b 9.c 12.
Exerciseé)

T'm afraid they wouldn't agree to increase the price. .
. They said they would prefer to renegotiate the contract.

i ter for us.

A new agreement would be bet .

It would give us the chance to negotiate new terms.
We would be able to insert a penalty clause.

Exercise 13

We had a lot of changes made to the contract.
First we had the penalty clause removed.
c. posted Then we had the ﬁmeallixéﬁ:iztircll((liz((ll.
new .
fi-ddCCOI'ated 'g::ll;v;l:i?ag :;e Wholelzzontract re-translated.
2f
3a
4e
5h
6b
g
Bc

Exercise 12

a. drawn up
b. installed

Exercise 15

%%552%‘38%5



Grammar Revision
Participles
Exercises 1—5
Absolute forms of possessive
pronouns
Exercises 6—8&8
Possessive Case of Nouns

- Exercises 9—11
Articles (@ 10% discount)
Exercise 12

Basic function
Possibility and probability
Exercises 17, 18

Texts .
Company’s paperwor
Exercises 19—22
Cash cycle
Exercises 23—25 X
Profit and loss accoun
Exercises 2428
Balance Sheet
Exercise 29 .
Nestlé set to hit targe
Exercisées 30—34
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Grammar Revision: Participles

He worked in the Packing Department.

The workers packing these cases made a certain mistake.
Participle 1 They made a similar mistake (when) packing our goods.

Having packed the goods in other cases they made the

appropriate marking.

We received the goods packed in wooden cases.

Participle [T The packed goods were loaded on the trucks.

ixercise 1. Translate the following; underline the Participles and write the

verbs from which they are formed:

a. contracting parties marketing strategy
managing director growing market
purchasing director expanding exports
oil-producing countries increasing prices
receiving side declining demand

b. improved offer amount paid
improved quality goods shipped
hidden costs invoice cleared
enlarged company bill received
written papers amount paid

Exercise 2. Underline the Participles and translate the sentences:

They are competing in a shrinking market.

‘We are not clear about the total amount of money needed to finance
sthe project.

Are you sure there are no hidden costs here?

They were dissatisfied with the service offered by their current
suppliers.

I was able to offer them an improved deal.

He visited Pim Ltd. as part of his marketing trip to a number of
European countries. '
He had a meeting with the Purchasing Director and his senior staff.
They are a small operation producing electrical components for the
car industry.
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Exercise 3. Make sentences of your own with the following: c. Translate into English:

8. written application amount paid UBpecTHpysa B DPOM3BOACTEO, KOMIAHHS BHIILNA HA OfEO K3 Iep-
. . acJIn.
written agreement damages paid ;uxmmmecfr ;p(:;l:;mmo, OHH CHU3HJIN ICHH HA MNOTABYIO IPOAYKITHIO.
writtt?n Is)tification connnissic;?d paid OniaT#B Bee CeTA, OHM HAYANM BECTH TIEPETOBOPHI U0 HOROMY KOH-
exercise done charges :
. . ? TPAKTy. 0 309HEIE AOKYMEeHTHI.
b. Match the English and Russian equivalents: OTrpysauB TOBap, ML HAPABMJIM BAM BCE OTTDY:

. hipping documents) _
expenses incurred o6sa3aTe/sEOe pemenne (s BLLJIAJIM HAM COOTBETCTBYIO
unwarranted transfer TIOHECEHHEIE PACKOMLI Orrpyzxas ToBap, o(l:: tice) il pas Brc
undisputed question HPOMIpaBIIAsA CTOpOHA mee yBeAoMIeHne.
corrected document Geccnopasii Bonpoc
losing side He00OCHOBAHNAS Iepenaua s e rm
binding decision SAMMCTBOBAHHAN CyMMa Gramm_ar ReVlS?()n- AbSOIute fO
amount invested MHBECTMPOBAHHAA CYMMa Of possesstve pronouns
amount borrowed MCIPABJIEEHLIH AOKYMER'T

Absolute forms
Exercise 4. Translate into English (noun + Participle):
. Possessive pronouns
oo oo oo m, e el o s v gt e
ait yours, ... .
OTHPABJICHHAOE NPEAJICCHMEe HEPEeBEeAeHHaA CyMMa, Iy:i)s“r ﬂ)sm Your data is different from that of Ris.
HA3BAHHKIE I[EHLI HOJIyYeHHKI TOBap her hers Your question is easier than that of hers.
SAKTIOYEHHNI KOHTDaKT 8a/lep;KaHHAS OTTPY3KAa our ours The land became ours by purchase. .
their theirs Your prices are much higher than theirs.
Exercise 5
a. Underline the Participles and translate the sentences: ' .
sentences:
Studying this problem we discovered many weak points. Exercise 6. Use absolute forms of the pronouns and translate the
:I:%Vveczt:l:;rgs the goods in these journals they managed to establish We have studied a few catalogues :1; gou,l-), .
. i to visi 8 plant.
Moving on to human resources, we feel that this is the option that It was a.gool:i X ﬁiea ofi:y(zz:))
will be most acceptable to our workforce. o off.lce re bl'ng r than .(their). Let me show some of (our).
They resolved nine-tenths of the questions before the executives 01.“ offices are bigge nt with a colleague of (his).
met, leaving only the most economically sensitive points to be decided, L:hchae‘l had an arg:;g}e on Saturday. An office-mate of (my) is
Having recently deregulated the market within the European Union I'm going to (ai wedding
. . ia. etting married. .
they increased their exports to Asia ghe went on holiday with some friends of_ (her).
b. Complete the sentences the way you like: .
king t f ) s . similar ones:
m;:}l:::e ﬁlganzlc:;;z'; g;:zov(:;:g - Exercise 7. Read these mini-dialogues and make a few ; 7
Having transferred this amount they ... 1. — Our market is sluggish at the moment. And what about yours?

Having heavily invested in the car industry they hoped ... ,
Having introduced some modifications in the machines they offered ...
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— I wouldn't say it's very good eitl}er.



2. — What's your phone number?
— 7726981. And what's yours?
3. — Sheila’s left her bag somewhere in here.
— I think this is hers, isn’t it?
4. — I don't think this is his car.
— No, his is over there.
5. — My feet hurt.
— So do mine.

Exercise 8. Translate into English;

Hx nmenrr yixe CHYIKEHEI, & BAmMH?

Hamn ycnoBus nsmMeEnMcs, 5O g He 3HAI0, NBMEHUJINCH JIN HX.
MbI BEMMATEIBHO MBYYHIN HECKONEKO BaIllUX KATAJIOrOB.

ITo aToMy ®XOHTpaKTY OHM omiaTHIH HECKOJBKO CBOMX CYETOB.
M= HAIPABYMIIM HECKOJIBKO CBOMX TIDeAIOM e Hit.

Grammar Revision: Possessive Case of Nouns

Mr Sting's offer children's clothes

Mr Evans's first name men's footwear

the manager's office women's magazine

our suppliers' factory :
the company's success or the success of

S the company
the g?mement'.s: fieaszon or the decision of the government
the city's authorities or the city authorities
Haly's largest company or the largest company of Ttaly
yesterday's newspaper

next week’s meeting
two weeks' holiday

Exercise 9. Give your own responses to the following:

Has tomorrow’s meeting been cancelled?
Where is the Purchasing Manager's office?
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Do you know the name of the company's new manager?

What is the government's policy in this respect?

This advertisement was published in last month's issue of The Economist.
Britain's exports to the United States have fallen recently.

The region’s main industry is tourism.

Note: cancelled (Br) = cénceled (Am)

Exercise 10. Complete the sentences the way you like:

They are importing children’s wear from ... )

We are planning to place a few advertisements of ours in next month's
issue of the magazine.

[t's about three hours’' drive to his London office from ...

[t's only ten minutes’ walk from my office to ...

[ haven't read today's papers but ... :

Last night I only had four hours’ sleep, so ...

['ve got three weeks' holiday and ... '

Exercise 11. Translate into English:

Brl 3aHAETE YyTPeEHHE KOTHPOBKH Ha JIOHAOHCKOI Onpike?

¥V Bac ecTh Buepainnsas rasera?

A me 3Halo, Ile HAXOANTCA TOJIOBHOM odHC 9T0MH DHPMEL
Foponcxwme BiacTH ceiiuac pACCMATDPHBAIOT APYT'OM BOIIPOC.
Dxcnopt Beruko6puTanuM B 3Ty CTpaHY IIOCTOSHHO BO3PACTAET.
ToproBas Mapka 9TOi KOMIIAHMH XOpoImo maBecTHA B Erpone.

Grammar Revision: Articles (a 10% discount)

a 10% discount/allowance/commission/advance
a 5 star hotel
a 3 week delay

Exercise 12

a. Read and translate the following:
a 2% penalty a twelve month guarantee period
a 1% insurance premium a two billion dollar profit
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a 100% refund
20% decrease
a 5 per cent drop

a 26 million pound drop
a two million rouble increase
16 million pound sales

b. Make senten;:es of your own using the following: :
a twenty million dollar credit at the price of to offer the price of
a thirty million pound loan at the rate of toconfirm the price of

a one thousand euro fine for the value of to quote the price of

Construction: 7o suggest/recommend
that smb should do smth

to suggest

to recommend

to insist

to demand
suggestion
recommendation
demand

that smb should do smth

Exercise 13

a. Read and translate into Russian:
They suggested we should carry out another test,
What do you suggest should be done?
What do you think about their suggestion that another method of
payment should be used?
They insisted that we should have dinner with them.
We recommended that the cases should be marked in two
languages.
Their recommendation was that we should split the consignment
into two parts.
The Sellers demanded that the Buyers should clear their account
immediately.

b. Translate into English:
MuI HacTamBaIE HA TOM, YTOGEI OHK CObIIIORANM CDOKH IIaTekeit.
KTo mpeanoxun o6paTHThCS B 3TOT Gamk?
ITogeMy OH peKOMEHZOBAN OTKDHITH 6e30T3BLIBHELR SKKPeSHTHBT?
IlocTaBmukn TpeGoBaNM yCKODHTD mIaTerk. (to expedite)
MbI npeAIoKUIH nEPeCMOTDETE rpaduk nasTexeit.
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Construction: 70 wisn smwv atu srun

g I wish I knew her. Xann, 94to 1 €¢ He 3HalO. {
Exercise 14
a. Match the equivalents:
I wish I knew him. Hans, ¥To 51 MANIO 3HAID 00 9TOM

I wish I could speak French. Ganke.

I wish I knew more about JKann, 9TO A He ropopro Nno-ppan-
this bank. IIY3CKH.

I wish it didn't rain so often. | Kaxb, 4TO TAK YACTO MAYT AOMKIH.

I wish there were so few Jans, 9TO A He 3HAIO €rO.
people. JKais, uTo 371eCh TAK MaJIO HAapoA4.

I wish there were my friend. K cosxaIeHrIo MOero Apyra 34ech Her.

b. Use the verbs in the correct form and translate the sentences:
I wish my office-mates (to be) here now.
I wish their price (to be) lower.
I wish I (not to have) to stay in Moscow all summer long.
I wish I (not to have) to work tomorrow.
I.wish I (to have) a car.

Exercise 15. Translate into English:

Oit, y MeHA HeT ¢ co6oif 3TOr0 XypHAJIA.

JKans, uyTo y Mmens HeT HX agpeca B UHTepHeTe.

BoT ecan 6rI f 3HAJT UX ajpec.

axnp, uro onu He moaxaouesH K CBUDTY. (to be a SWIFT sub-

scriber)

Construcion: 7o wish smb had done smth

g I wish I had done that. Xaib, 9TO 5 3TOrO HE CHENAL. %

Exercise 16

a. Read and translate the sentences:
I wish they had made the contract with us.
I wish the contract had been made for the sum of 30 million dollars.
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I w.ish they had paid this amount without our reminders.
1 w;sh they had visited our plant in the suburbs of Orel.
I wish she had booked a few tickets for this performance,
I wish we had gone on holiday at the very beginning of June.
b. Translate into English:
Kax axans, uro o y:ke yexai. Onz nepenecu CpoKH cBOEro
K cosxarnenmo Mur Be BCTpeTHmHCs ¢ Heil. npHe3 8, ¥ OUEHb KAaJh.

Kanb, 4T0 OH He nosBORMA Buepa. JKans, 4TO OEM He cooburuny
O, KaK aub, 4TO Bac TaM He 6sutol HaM o6 9TOM paHbIIe.

Basic functions: Possibility and probability

Possibility Probability
It may/mtight/could happen. I'm sure that it ll happen.
It may/mt.ght very well happen. It Ul happen, that's for sure.
It may/might/could not happen. It s going to happen.
It's not going to happen.

T'm sure that it won't happen.

It wor't happen, that's for sure.

It ll probably happen.

Most probably it will/won't happen.
1t probably won't happen.

I don't think it Il happen.-

Exercise 17. Use these verbs in the sentences that follow and translate the

sentences:
fo use fo grant
o refuse 1o go up
o reduce to discuss

The prices of oil may ... next month.

Most probably some new kinds of transportation will ...

I'm afraid they may ... credit facilities.

The supplier does not think it necessary to take up references and he
may ... credit immediately.

I don't think this matter will ... tomorrow.

They won't ... the prices, that's for sure.
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Exercise 18. Translate into English:

Uenn ma aBTOMOGMIN 9TOr0 THIE MOI'YT YVIACTH.

Cxopee BCero, OHH COKpaTHAT BEITYCK 3TOTO M3EIUS.

Bo3MOHO, OHNE IPHIJIACAT Ha NEPETroBOPHLI GMHARCOBOIO AUPEKTOPA.
H yBepeH, 4TO MBI 3AKJIIOYNM B3AMMOBHITOAHEIA KOHRTDAKT.

Ml JOMKES TOTYIATH 3TOT KOHTPAKT.

S He myMalo0, ITO OHH COIVIACATCA HA HALIH YCIOBMS.

Text: Company's paperwork

The 'paperwork' means the movement of documents involved in a
transaction. Here are the operations of a company, doing business in
some goods or others:

A potential customer makes an inquiry.

The company quotes a selling price.

The customer places an order.

The company acknowledges the order.

The company produces and dispatches the goods.

The company invoices the customer.

The customer checks the invoice and clears the account.

The company checks the payment and if the customer has failed to effect

the payment, takes all the necessary measures 1o have the payment made.

Exercise 19. Match the synonyms and translate them:

to make to manufacture

to acknowledge to do

to produce to purchase

to dispatch/to despatch to confirm

to check to ask

o inquire/to enquire to verify

to buy to ship

Exercise 20. Underline the Participles and translate the following, paying

attention to the verb 1o involve:

' documents involved in a transaction the money involved

people involved in this business the experts involved

companies involved in debt the countries involved
Don’t involve yourself in unnecessary expenses.

The crisis involved a great increase in the national debt.
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Exercise 21. Translate the sentences paying attention to the words fo fail
and failure:

They failed to effect payment in time.

They didn't fajl to ship the first lot in July.

They informed us of their failure to open a letter of credit.

Do you know why they failed to clear their accounts?

If you fail to clear the balance we shall have to suspend the deliveries.
All our efforts ended in failures.

He was a failure as a manager.

Exercise 22. Trauslate the sentences:

Bo3MO0KHO, OHN IOATBEPAAT IOIYYEeHNe 3aKasa Ba caeAyiolneii segene.
BepoaTrso, oru pasMecTaT 3aKa3 y Apyroil ¢upmsl. (to place an order
elsewhere)

H me gyMaro, YTO OHH BHICTEBAT CYET NOKYIATEIIO CErOAHSNA.

1 yBepeH, ITO OHE CMOT'yYT OTIPY3WTh TOBAD B GimsKaiimem Gyaymem.(in
the near future)

BepoATEO, BX $UBAHCOBOE NOJIOMKEHHNE CKOPO A3MEHHUTCH.

Haiun, 4TO A He 3HAJ O er0 BU3HTE.

Text: Cash cycle

FRW Materials  pmemsmmemlie-! work-in-progress fwe==—=gi=1 finished goods

{ — ¥

your suppliers are called creditors; you stock your customers are called debtors;
pay for supplies by paying their they pay for goods by paying your
invaices invoices

N\ Y

wages and ‘*—— 1 stock, debtors and cash are working
salaries | cash capital; cash is more liquid than
’ stock

capital ] '
investment |

dividends to loans

share-holders laxes share 1ssues

bank overdrafts
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Do you know this word?
ltock MATepHAJLELIE NEHHOCTH, OCHOBHOM Kammrrasl, OCHOBHLIE (ORI

Exercise 23. Match the English and Riissian equivalents:

‘raw materials BHIDYCK aKIyii
finished goods aKmEoHED
stock sapaGoTHas mwiaTa (paboumx)
wages sapaboTHaA 1WIaTA (CAYRANTAX)
salary KDeArTh
taxes HANOrn - .
Joans cyMmMa, IOJy9aeMas CBepX OCTATKA HA cYere
;overdraft 3aMOpOKEHHLIe MATEPRAJLELIE CPEACTBA
&cash : roTOBaf OPOXYKOKA
share issues ChIphe
share-holder JNeHeX HbIe CPeACTBA
Exercise 24
8. Say what these terms mean using the ‘chart:
creditor ‘
debtor o
~ working capital

cash cycle (=cash flow cycle. operating cycle, se self-liquidating cycle)
working capital cycle
b. Markmwhatmeanmgthewm'dcashlsusedmﬂﬂschart

a

Kacca IONYIaTh HAJTHYHEIE HaJIAIHBIH
AeHEXKHBIC CPeACTBA OPOAATD KACCOBHIN
HAJIHYHEIC CPEiCTBA peann3oBaTy

Exércise25 TranslateintoEnglisll,usingveltslnthe Passive Voice:

"Iac'rb cpencTs WeT Ha OILJIATY HAJIOrOB.

Pra cymma Onlia BHOLIAYEHA B KaYecTBe AHBHICHAOB axn,nonepau
Pru cpencTea nolixyT HA PEKOHCTPYKIEIO CTAPOro “nexh. :
Borock, aTo oBepppadT He GyaeT paspenies.

OB OpeAJIoKAN HECKOJBKO H3MERETh CXeMy HHBECTHPOBAHMAA.
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Text: Profit and Loss Account

ETTRON LIMITED
PROFTT AND LOSS ACCOUNT
For the year ended 31 December 2002
2002 2001
£000 £000 £000 £000
mover 4240 3610
Jst of sales 3400 3070
aross profit B0O 540
vistribution costs 80 40
Administrative expenses 330 230
Interest payable and similar charges 20 (400) 30 (300)
Profit on ordinary activities
i before taxation 400 240
Tax on profit on ordinary .
activities 150 30
Profit on ordinary activities
after taxation 250 210
Dividends paid and proposed
Ordinary dividend 70 50
Preference dividend 30 (100) 30 (80)
Retained profit for the year 150 130

These are the accounts of a UK company, they follow European models
and the EU Directive.
The following differences from US terms should be noted:

UK US
ordinary shares common stock
preference shares preferred stock

stock inventory

creditors accounts payable
debtors accounts receivable
retained earnings/ / reserves earned surplus
corporate tax corporation tax
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Exercise 26. The following statements refer to items in the Profit and Loss
Account. Mark if they are true or false:

Turnover means annual sales.

“Overheads include distribution and administrative costs.

Gross profit means profit after tax.
Retained profit means profit after distribution of dividends.

.Materials are included in cost of sales.

The preference dividend is a fixed percentage and so offers less risk
than ordinary shares.

Exercise 27. Comparing figures

Most figures on the Profit and Loss Account change from year to year,
and you may need to compare them. Compare the items below:

Preference dividends in 2002 were as high as in 2001.
nearly as high as ...
almost as high as ...
virtually ...
exactly ...

Costs were higher in 2002 than in 2001.
much higher/lower
a lot higher/lower
considerably higher/lower

1. Turnover in 2002 and 2001.

2. Gross profit in 2002 and 2001. .

3. Interest payable and similar charges in 2002 and 2001.
4. Tax on profit on ordinary activities in 2002 and 2001.
5. Administrative expenses in 2002 and 2001.

Exercise 28. Translate into English:

AxnuoRephl NpeyIoMKMIN ‘oécynmb pasmMep FHBHAEHOB.

P HACTOSLTH HA TOM, UTOORI IPONEHT OBLT H3MEHEH.

KT0 mpeUIO:KIII IPOBOAMTL 3TH CPABHEHHUSA?

1 me 3HAW, OYeMYy OH HACTAMBAZ HA YBEIWYEHWW 8AMHHUCTPATHB-
HBIX PaCXOAOB. '

O= Tpe60BaSl IPOBEPHTH 3TY CYMMY.

9 [lenosof anTNHHCKEH 2 57



Text: Balance Sheet

. ETTRON LIMITED
BALANCE SHEET AS AT 31 DECEMBER 2002
iﬁ 2001
Fixed assets £000 £000
lntangible assets 100 100
T,mh assets 1320 1560
Financial assets 200 200
—_— !
Current assets 620 —
Stecks
220 180
Debters 530 270
Cash in hand and at bank 120 100
870 880
LESS: . 530
Crediters: ameunts falling
due within ene year 360 850
Net current assets * 810 . -
Tetal assets legs current 2120
Liabilities 2130
Crediters: ameunts falling
due after mote than ene :
year 200 N
Bebernture loans 200
Previsien fer Labilities
and charges
Taxatien inchuling
1780
Ci-!hl and reserves
Share capital 1000
®rdinary shares 500 oot
Preference shares —
1
Profit and Less Acceunt %
1780

£000

1860

(230)
1630

1500

130

1630
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‘o you know these words?

ssets ['asats] 4 aKTHBHI
ingible ["tend3zibl ] MATEpHAILHEE

) fall due HacTyHnaTh (0O CPOKe ILIATEa)

.abilities [ la1a'bilit1z] naccus, 00A3aTeIbCTEA, 3a0/KEHHOCTD
lebenture [dr'bentfs] obnauranusa, HeobeCneYeHHAS 3aKAaTHOR
.0 defer [dI'f5;] OTKJIAALIBATh, OTCPOYMBATH
Exercise 29

a. Translate the text of the Balance Sheet.

b.

Compare the figures of the two years for:
tangible assets creditors

stocks taxation

debtors

. Complete the sentences and transiate into English:

ITndpu, paccauTasEHLE C YYETOM ... JHBHAEHH, BHULIAYCHHBIE ..
AKTHBEI, COCTABJIAIOL{HE ... Banasc, noaIRCARHEIH ...
3aJ0/3KEHHOCTE, COCTABIAIOMAA ... ‘DHHAHCOBOE HOJOKEHRHE,
KpennThl, nosydeHHEE ... TOOATBEPIKJEHHOE ...

Text: Nestle set to hit the target

Nestlé, the world’s largest food company, looks set to hit its
benchmark 4 per cent target for sales volume growth this year,
which should pave the way for solid profit performance, Mario
Corti, chief financial officer, said yesterday. First-quarter sales
rose 11 per cent to $11,23 bn, helped by a real internal growth
of 3.8 per cent, Nestlé said. But Mr Corti told analysts that the
weaker-than-expected 3.8 per cent figure resulted from a slow
start in January that may have reflected de-stocking as con-
cerns about the Y2K computer bug evaporated.

Reuters, Zurich

May, 2001
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Do you know these words? , Exercise 33. Make complete sentences from the following notes:
to hit the target ['ta:grt] OONACTh B Leah
nchmark

il/rise/price of petrol/usually/rise/ too
be HCXOAHAS NO3UTMS _ i/ pr?ce of oll/rise/p ' pertaﬁon costs/also/rise
if/price of petrol/rise/transpo .
to pave the way for smth IIPONIOKXAUTE AOPOTY Weny-ubo if/transportation costs/increase/price of consumer goods/tend to go up
analyst ["eenalist] BHATHTHK, KOMMEETATOD when/price of consumer goods/go up/inflation rate/also/rise
if/inflation rate/rise/bank/tend to reise/interest rates
Exercise 30 when/bank/raise/interest rates/value of pound/tend to increase
&. Say how these words are formed and transiate them: if/pound/rise/value of dollar/tend to fall n /North Sea ofl
benchmark analyst de-stocking if/value of dollar/fall/government/receive/less income
growth proposal turnover .
acﬂﬂty l‘eﬂection evaporauon ExchiSC 34, M .nd tl'lll!llte the ftem
taxation liability provision
b. Form as many words from these ones as you éan: Oil surges on surprise production cut b’f Opec ould cut
to pave to compute account 0il prices surged yesterday as Opec producers sald they Wot < :illl
to lose to distribute solid oil production by 900,000 barrels a day from their curren y
to prefer debt current 5,4m barrels. .
ju | outl')(‘)lf)e(:;fsi rpris eda;g per cent of the people tha?; follow the oil prxce,1
Exercise 31 said one London-based oil analyst. The production cuts start from
a. Answer these questions: k Nwzfge;;eeﬁng in Vienna analysts said that the production cut by
Is the name of Nestle familiar to you?

: i 3 llowed the re-
anisation of Petroleum Exporting Countries fo 0
What produets of the company are sold in Russia? zzto:egcord imports in the US, and a notable increase in US crude
What information did this newspaper item give? | inventories during the past month.
Was the financial position of the company stable in those days,

e

i ined $1.29
IPE Brent contract for November dehvery. had gain,
according to the newspaper? 1 to $'1‘2}:;81 a barrel in late London trading, reversing early losses of
b. Translate the item. up to 25 cents.
Exercise 32. Read and translate these sentences. Decide whether these
senfences represent a rise or a fall, and whether that rise or
fall is small or large: Answer Key
Share prices on the London Stock Exchange slipped back a littl Exercise 14b Exercise. 17
vesterday. — It was a small fall. go up
The share price plunged when the takeover bid was rejected. were be used
Shares soared when news of the merger bid was made public. did not / didn't have refuse
The pound was slightly stronger vesterday. did not have / didn't have grant
The price of gold has slumped in recent weeks. had ’ - be discussed
The price of oil shot up recently. reduce

. uld
Commodity prices rallied slightly last week. co
" There hasbeen a slight increase in sales during the past six months,
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50 Business-Life
Episodes

\A
Preparing and

realising a seminar
in London

Episode One At Sheremetievo Airport

David Hill, an English businessman, is at-Sheremefievo Afrport
in Moscow. Pete and Nick, Russian businessmen, are.at the. airport
fo meet Mr. Hill.

Pete:  Hello, Mr. Hill!

David: Hello, Petel! It is so good to see you! Thank you for
meeting me.

Pete: 1 am very glad to see you too. Can I introduce my friend
and colleague Nick?

David: How do you do, Nick?

Nick: How do you do, David? I’m glad to meet you.

And they shake hands. In Britain most people shake hands when
they meet someone for the first time. It is not usual to shake hands
when you say good-bye or when you meet again later.

' Pete:  Follow me please, David. Watch the step! Our car is in

the parking area.

Task. Mark the intonation of the dialogue and read it outloud.

Episode Two On the way to the city centre

Pete, Nick and David are in the car. They are going to the centre
of Moscow.

Pete: Did you have a good trip, Mr. Hill?

David: Oh, yes. The flight was quite smooth. And I'm very glad
the plane came on time.

Pete: And how do you like so much snow around?

David: Oh, I like Russian winter. Our winter is different.
It’s much milder. Have you ever been to England, Nick?

Nick:  Will you repeat it, please? My English is not good e~
I am afraid. -
David: Have you been to London?

Nick: No, not yet. But I am planning to gc
in summer.

263



wuvid:  As g tourist?
Nick: 1 think so.

Pete:  And here is { : ;
i .ere is the hotel.... Let me help you with the suitcase,

David: Thank you. That’s very kind of you.

Task. i i
oatlo Mark the intonation of the questions and read the dialogue

Episode Three At the Russia Hotel

The car has brought Pete, Nick and Davi
X » id to the R
Now they are in the lounge of the hotel. ussia Hotel.

Pete: J us&t a minute, David. I’ll speak to the receptionist. We
made a reservation last week.. Will you fill i i
form, please? ' Y  this

(David fills in the form, comes up to the receptionist apnd hands in the form.)

David: Here you are. Is everything all right?

Receptionist: ...Yes, everything is OK.... Your room number is five oh
two. Here is your key.

David: Thank you.

Receptionist: You are welcome. Have a nice stay.

David: Thanks.

Pete: David, will you join us for dinner to-night?

David: 'l be glad to.

Pete: Fine. Then we’ll meet you here at seven sharp. And, if

you don’t mind, we shall have dinner at the
restaurant. It’s not bad at all. hotel

quid: Thank you for the invitation. See you later.

Task. Mark the intonation of th
read them outloud. e sentences pronounced by Pete and
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Episode Four Going to the restaurant

It is seven sharp. Pete and David are in the lounge.

Pete:  Good evening, David.
David: Good evening, Pete.

It is two minutes past seven. They see Nick.

Nick: Good evening. I'm late, I'm afraid. I do apologise.
David: Good evening. That’s all right.
Pete:  Good evening. Follow me please, gentlemen.

They go to the restaurant. The head waiter comes up to them
and offers them one of the vacant tables.

Pete: Do you like this table, David?

David: It looks all right.

Pete:  Then let’s take it... Here is the menu...

David: Oh, it’s in English too. How very nice.

Pete:  What would you like to drink?

David: Gin and tonic for me, please.

Nick: And what would you like as a starter? X
David: Your English is very good. Some cold fish, I think.
Nick: Thank you for the compliment. I’ll tell my teacher about it.

And what would you like as a hot meal?
David: Some meat and vegetables.

Pete:  And here are our drinks... I’'m very glad to see you in Moscow,
David. I still remember my Christmas days in London. Now
you are welcome to Moscow. To our good business!

David: 1 do hope our business will be beneficial for all of us.

Task. Read and retell the episode.
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Episode Five Small talk

'Pete, Nick and David are still at the restaurant. They are enjoy-
ing their meal and have a small talk.
Pete:  David, is this your first visit to Moscow?

David: Oh, no. I was in Moscow last year. I like your city very

much. It’s a pity my sister is not with me now. She wanted
to go so much.

Nick: And why didn’t she join you? Is she busy?

David: Well, you see, she could not leave her office, her boss did
not let her go. They are working at a very important project
now. And have you got a sister or a brother, Nick?

Nick:  Oh, yes, I have a brother. He is on holiday in the mountains.
Pete:  Oh, really? My elder daughter is also in the mountains in
: * Chechia now. She is fond of skiing and goes to the mountains
every winter. | '

David: Have you got a big family?

Pete: I wouldn't say so. There are five of us. Two daughters, a
son, my wife and 1.

David: Quite an English family!

Task. Mark the intonation of the dialogue, resd it outloud and make
a similar one changing some details.

Episode Six Making an appointment

The three gentlemen'have enjoyed their dinner and they are pre-
paring to leave the restaurant:

Pete:  Thank you for the nice evening, David.

David: Likewise. I enjoyed everything very much. And I liked the
orchestra. I like Russian music immensely.

Pete:  Very often they play English songs here. They sound superb.

David: Then I was lucky to listen to Russian songs tonight. They
are more than beautiful....

The waiter comes up to Pete and hands the bill over to him.
David: Oh, let me pay the bill, Pete. ‘

Pete:  Oh, no. It will be my pleasure... And when can you come to
our office tomorrow? :
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David: Will ten o’clock be convenient to you?

Pete:  Fine. Then Nick will pick you up tomorrow at ten to ten in
the lounge.

David: OK. See you tomorrow then.

Nick: Good-bye. See you tomorrow. I won’t be late I promise.

David: I hope I won’t be late either.

Pete: Have a good sleep. See you tomorrow.

Task. Write out the sentences which you find most important, mark
their intonation and read the dialogue.

Episode Seven Looking through the mail

The next day at exactly nine o’clock Pete comes to'his offi.ce. He
knows that he should .refresh the correspt?ndence w1th David and
prepare for the talks he will have with David at t;e.n. First he starts
looking through all the letters and faxes of Mr. Hill.

Here is the recent fax message of Mr. Hill:

Internanional Management Ltd

Mr. Smimov
General Director
Moscow
Russian Federation
22 February 2003
Dear Mr. Smimov, .
Re: November Programme for Russian bankers and
foreign trade businessmen

lighted to inform you that | am coming to Mosoow on
:M:::ia(:f 38 February. 1 shall stay in Most_:ow fo_r three mght§ arg
shall be leaving for St. Petersburg by train dunpg the evemnl?be
Thursday, 3 March. | shall be staying at the Russia Hotgl. | sha
at your disposal for business discussions at your convenience.

1 hope that you have received our proposals for the November
Programme and look forward to receiving your comments.

Yours sincerely,

ind regards.
Kind reg David A. Hill
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Then Pete looks through the letters of the participants of the
Programme expressing their wishes and requests. He makes a note
that he should discuss the following details with Mr. Hill:

e time
hotel accommodation
topics to be discussed at the lectures
business visits
programme fee

Task. Read and translate Mr.Hill’s letter,

Episode Eight Planning a seminar in London

] At exactly ten to teq Nick enters the Russia hotel and sees David
1n. the lounge. They exchange greetings and go to the car. A few
n;lfx'xutes later they come to Pete’s office. Now they are entering the
office:

Pete:  Good morning, David. T hope you had .
the hotel. pe ¥ ad a good sleep and liked

David: Thank you. The hotel and the restaurant are all right. We had
a very nice evening at the restaurant. Everything was fine.

Pete:  1also enjoyed last night. N ow, shall we get down to business?

David:- Yes, certainly. There are a few points to discuss. What would
you like to start with?

Pete:  If you don’t mind, let’s start with the time of the Programme.

We are planning to send a group of ten
persons not late
than on the 10th of November. ’

David: How long will they stay?
Pete:  They prefer to be in London for eight days or seven nights,
David: Good. Have you got any comments on the topics of the lectures?

Pete: On .the whole the participants are quite satisfied with your
choice. But if you could add «Accounting in companies and
banks» it will be very good.

David: No problem. I’'m making a note of that. We ha t
good lecturer. Ve gt R very
Pete:  And where will the lectures be read?

David: 1In one of the 'conference rooms of the hotel, where they will
stay. 1 mean the Sherlock Holmes Hotél in Baker Street.

Pete: I hope it is in the centre of London.
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David: Oh yes. It is very close to Oxford Street and Madam Tussaud’s.

‘Pete:  Very good. Then let’s make a break for lunch.

David: Not a bad idea!

Task. Mark the intonation of the dialogue, read it outloud and answer
these questions:

1 Where did Pete and David have the business talk?

2 About what did the businessmen talk before they got down to
business?

3 How many questions did they discuss then?

4 When and where was the seminar to take place?

5 What amendments were made in the Programme?

Episode Nine Details of the Programme

After having lunch at the canteen of the company the business-
men resume their talk.

Pete:  There a few more things I would like to discuss with you.

David: Well, I’'m at your service, sir.

Pete:  In your offer you proposed a few external business visits for
the group.

David: Yes, I proposed visits to the Bank of England, Metal
Exchange, a lawyers’ company and a small producing
company.

Pete:  That’s right. Could you cut a visit to the Metal Exchange?
A few participants would like to have some time for a visit or
two of their own interest.

David: Good. We shall have lectures in the mornings and business
visits in the afternoons. Two afternoons are free. And the
participants may easily pay their own visits. If they need my
help I am always very glad to help.

Pete:  Fine. It’s settled then. And one more thing. What cultural
excursions will the group make?

David: 1 propose visits to0 Windsor and Oxford.

Pete:  Fine. Now comes the most important question. I mean the
Programme fee.

David: Let me make some calculations first.... Taking into conside-
ration all the changes we made in the programme the
fee comes to ten thousand pounds.
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Pete:

In other words one thousand per person... I suppose I can
agree to that. It seems to me we have discussed all the points
and can sign a Contract,

David: When we meet tomorrow afternoon the Contract will be ready
and we shall sign it.
Pete:  See you at 3.00, if it is convenient for you.

David: Good. See you tomorrow then. Good-bye.

Task. Read the dialogue and write out the issues which the business-

men discussed.

Episode Ten Contract for the Programme

The next day the businessmen meet at Mr. Smirnov’s premises

and Mr. Hill hands him over a copy of the Contract he has prepared.

Here is a part of the Contract:

International Management Ltd
Contract dated 2 March, 2003
This Contact is made between: ’

Intemational Management Ltd, London, United Kingdom, hereinafter
refered to as Organiser and Economtraining, Moscow, Russlan
Federation, hereinafter referred to as Customer.

This Contract concems 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, 2003. The exact
datesamtobespedﬁedbeforeZOOctober.

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

Article 3. Undertakings by the Organiser

< The Organiser shall provide Business Skilis Courses during the
Programme which shall collectively amount to not less than
15 hours of intensive classroom tuiion, to be divided into
15 classroom “Sessions”. Classroom Sessions shall take place on
Training Days (Monday through Friday).

< The Organiser shall provide professional trainers to teach the
Business Skills Courses who shall have appropriate professional
and/ or academic experience and expertise.

<> The Organiser shall provide an appropriate conference room at
the Hotel in which the Business Skills Courses shall be conducted.
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After Pete studied the Contract carefully, the businessmen sign

two copies, one for each party.

Then Pete invites David to celebrate the event at the restaurant in

Task. Read and transiate the part of the Contract guoted.

Episode Eleven A fax message

| the evening. The next day David leaves Moscow for St. Petersburg.

On 15 October after booking air-tickets for the Participents Pete

sends the following fax message to-David:

from: Economtraining S
to: Intemational Management Ltd

Fax Message No...
Re: Contract dated 2 March,2003

informing
In accordance with Article 3 of the above Contract we are

you of the Arrival Date of the Group. itis 12 November and theﬂtg:)t
number is SU 241. We. hope this will enable you to reserve the
accommodation in good time. We have also made the reservation
for the return flight on 20 November.

fist of the
In accordance with Asticle- 7we are attaching the it ©
:articipants (Page 2). Please send us your officlal invitation to
support our visas at the British Embassy.

ing the

Iso send us the time-table of the Programme showing 7

eP):?:tsetoapls; of the classroom sessions and the dates -of e)_(temal

visits. It will enable the participants to plan the dates of their own
business visits about which we spoke in Moscow.

A t know
the Group Leader we are proposing Mr. Lvm_r. You mus
ﬁ:nbm has bgen to London a few times with simifar groups.r‘He
speaks English fluently and knows his business inside out. We are

sure he will be of great heip. ' :
If you have any queries please do not hesitate to contact us.
) Faithfully yours,
Pete Smimov

General Director
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+ David Hill sends the official invitation for the group by fax the

next day. Then all the participants fill in the questionnaires and
attach two photos to every questionnaire. The secretary takes all
these materials and the invitation and hands in all the papers to the
Embassy to get visas. In a few days the visas are ready.

Task. Read the fax message and answer these questions:
1 For what date was the booking made?

2 Were the return tickets booked too?

8 Why was the list of the participants sent?

4 For what purpose did the artici i
table i ey participants want to have the time

5 What information about the G
English side? roup Leader was sent to the

Episode Twelve A telephone talk

Two weeks before the group is to leav
te e Moscow f.
lephones David. His secretary answers the call. or London Pete

Secretary: International Management here, can I help you?
Pete: Good afternoon. My name is Smirnov from

Economtraining, Moscow Russia. Could I
H4 L] . k
Mr. Hill, please? Speat fo

Secretary: Hold on, please. I'll just see if Mr. Hill is available...

I’'m putting you through.
Pete: Thank you.
David: Speaking.
Pete: David, good afternoon. I am sorry to disturb you but

‘ we have a problem I am afraid.
David: What kind of problem is it?

Pete: Well, you see, one of the participants has fallen ill and
he won’t be able to join the group.
David: I’'m certainly sorry to hear that, First I “ll have to

make another reservation for a single room since the
- number of participants isn”t even now. Besides it will
cause changes in the Programme Fee.

Tl u
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David: I’'m afraid it can’t be done. Some of the expenses are
not directly connected with the number of participants.
For example hiring coaches for excursions, for airport-
hotel transfers and so on. I’ll make calculations and
send you the appropriate Amendment to the Contract.

Pete: Good. If I find the amended fee quite reasonable I shall
immediately instruct the bank to make the transfer.

David: The reduction will be about nine hundred pounds and I
hope you will pay for the Programme next week, as the
Contract says.

Pete: ‘When you make calculations please remember it’s a force
majuere case. Neither we nor you are responsible. We
should split the expenses involved.

David: I agree with you and I’ll take that into account. In an
hour or so I’ll send you the amendment.

David keeps his promise and sends the amendment in thirty min-
utes. Pete finds the amended Programme Fee quite acceptable, signs
the Amendment and sends it by fax to David.

Task. Read the telephone -talk outloud and retell it.

Episode Thirteen On board the plane

On the twelfth of November the group safely leaves Sheremetievo
Airport and flies to London. They have seats in different
compartments, for smokers and non-smokers, and in different rows.
Practically they all have English speaking neighbours.

Here are a few extracts of their talks:

— It’s a very nice plane, isn’t it?

— Oh, yes, quite comfortable. By the way, is smoking allowed
here?

— Why, certainly. It’s a smoking compartment. .

— Have you got a lighter by any chance, please? Mine does not
seem to work. L

— Yes, here you are.

— Thank you.

— You are welcome.
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— Excuse me, what’s the time please? -
— It’s a quarter past ten.
— It’s Moscow time, isn’t it?

— Oh yes. If you want Lond i
difference is three hours. on time, then

— I see, it’s now a quarter past séven, London time.
— By the way do you know when we arrive in London?

— The steward says the flight is three hours forty minutes long.

What time will it be? Oh, about eleven o’clock, London time

— Then I'll adjust my watch in London,
— So shall 1.

— Excuse me, may I have your newspaper please.

— Yes, certainly. Here you are.

— Thank you.... Excuse my curiosity, are you Russian?

— Yes, I am. I'm going to London on a short stay.

— Are you a tourist then?

— No, I'm going to England for some t!;aining as a businessman
— You speak very fluent English. .

— I’m learning English after m '
- € y office hours. T
Russian businessmen who are learning English. here are many

— Good for you. But we
speak foreign languages.
I like your self-criticism.

Task. Marktheintonaﬁonoftheshorttalksand'readﬂlemonﬂoud

Englishmen are lazy. Not many of us

Episode Fourteen Passport control

When the plane arrives at the He i pass
S athrow Airport the
get (1’:; :lt;m the p(lﬁne and go into the building of the airport ezfg::rs
pass ng endless corridors they get to the passport 1 poi
%allrle(g: Imnugra[tlion. There are two gates. One is for pas:::gt:i If):cl::
uropean Union) countries. And the oth i
from all other countries Afte i for some tune weengers
. T queuing up for some time Mr.

an;l the group come up to the queue marshal who signals what of?i:::
1s free. And each person goes to the counter indicated.
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-~ let me see ... the

Here is a typical talk between the English Immigration of ficer and
a Russian businessman.

Russian: Good morning.

Officer:  Good morning, sir. May I see your passport and landing
card, please?

Russian: Certainly. Here you are.

Officer: Thank you.... What’s the reason for your visit to the UK?

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

Officer: And how long are you staying here?

Russian: A week or so.

Officer: Have you got a return ticket?

' Russian: Yes, certainly. Here is my ticket.

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

Russian:  Just a minute I'll ask our Group Leader to present it ....
Here is the invitation.

Officer: Thank you .... Everything is OK. Here is your passport,

. ticket and the invitation.

Some Russian businessmen have difficulty in speaking with the
English Immigration officers and answering their questions. Usually
English officers do not like strangers to help them with interpreting.
In such cases the officers ask their own interpreters for help. Most
probably these interpreters are staff members of Immigration. For
some Russian businessmen of the group it was the first experience
with Englishmen and the only words they could say were:

I am sorry. I do not speak English.

Others could say a few words, like these:

I have come as a businessman for training. I shall stay in England
for eight days. I shall stay at the Sherlock Holmes Hotel in London.

Task. Read the text and answer these questions:

1 What is Immigration at an English airport?

2 Did the participants.go though the EU gates?

3 What is the responsibility of a queue marshal?

4 Who checked the passports of the participants?

5 What papers did he ask the participants to present?

6 What answers did most participants give to the officials?
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Episode Fifteen Luggage and customs

After undergoing formalities at Immigration the group goes to
the Luggage Reclaim point. They find the monitor showing their
Flight Number and see their suitcases and bags on the belt. But one
of the participants of the group does not see his suitcase and asks

Andrew Lvov, the Group Leader, for help. Andrew comes up to an
official:

Andrew: Excuse me, one of our suitcases is missing. Where can it be?

Official: What’s your flight number, sir?
Andrew: It’s SU 241 from Moscow.

Official: Some luggage is over there. I hope you’ll find yours
there. There wasn't enough space on the belt. We had to
remove some and put it on the floor.

Andrew:  Thank you.

Andrew and the gentleman who did not find his suitcase go to
the place shown by the official and see the suitcase. The gentleman
picks up the suitcase, puts it on the trolley and joins the group. So all
the participants have collected their luggage.

Now they are moving to the Customs point. By the way, it is not
necessary to fill in any declaration forms. They see the sign «Nothing
to declares and the green walls of the passage. They all have nothing
to declare and pass through this corridor. They see a few Customs

officials standing behind the rack. The officials say nothing to them
and they safely pass.

Some other passengers pass through the red wall corridor since
they have something to declare and probably they have to fill in some
forms and pay customs duty. Usually every country has a list of the
things liable to duty « in addition to the duty free allowances.

In a second or two our group gets out into the hall of the airport
and sees the crowd of people meeting passengers who have just arrived.

Task. Retell the text.
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Episode Sixteen Meetings and introductions

Andrew sees David Hill in the crowd of people meeting different
passengers.

’ to see you.
id: , welcome to London. I’'m very glad
David: é:g;e;oming, all of you (addressing the group). ' .
Andrew: Good morning, David. I"'m happy to see you too. It is suc
a good thing to be in London again. ) "
David: 1 hope you have had a nice trip and you all feel well.
Andrew: Yes, the flight was OK. Should I now ’mtrodt_lce the é)ar’-t
. ticil’)ants? They know your name but I’m afraid you don
know who is who. .
David: Let’s make all the introductions later at lunc time.
Andrew: It’s quite reasonable. o .
David: Now let’s go to the coach. It's waiting for us outside. Ask
' your people to keep the lugguage on the trolleys.
Andrew: Yes, certainly. It’s a rather long way.
David: Follow me, please.... Take care... Here we are...

The group comes - up to the coach and the driver helps thert: t(i :t‘;:
the luggage into the luggageh oompaitment. ?:;d ‘:a i,e\:o mli)x::l € Z Inter
body is aboard the coac s_tarts
::Vllcl)z)lr:v‘:;rgs vezy busy and the traffic is rather heavy. Some parts of
the road are under construction. .
lowly for some
id: Oh, well, you see, We shall have to move s
David time. Because of this construction work. This motorw.ay,
between London and Heathrow, is often under construction.
Andrew; By the way, is there only one ipternational airport near
London? -
David: Oh, no, there are three, actually. Heathrow, Gatwick and
Stanstead.
. . ?
Andrew: And is Gagwick far away .
David: 1f ’m not mistaken it’s about fifty kilometres fsrom ttlézd
. centre. It’s much smaller than Hea_throw. And tansd nstes
is quite new. Sometimes Moscow flights come an eav
there. But not very often.

Task. Mark the intonation of the sentences pronounced by Andrew
and read the dialogues outloud.
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Episode Seventeen At a London hotel

In an hour or so the coach brin
gs the group to the hotel, It’
gilerlmk Holme§ .Hotel in the very heart of London, near Oxsfct:;
lc'leet. 'Th(.e partlclpapts get out of the coach, pick up their suitcases
and go inside. Mr. Hill comes up to the Receptionist.

David: Good mornin, i i
g. There is a reservat;

oy ation for a group from
Receptionist: Good morning, sir. In whose name was the reservation

made?
David: It is International Man

; agement Group.
nine more people. up- Mr Lvov and

Receptionist: Just a moment, sir... Yes, here it is. Four singles and
. three twin rooms. Is that correct?
David: Absolutely.

Rece.ptionist: Are they all staying for seven nights?
David: Yes, that’s right.
gecejptionist: Will you ask the guests to fill in these forms, please?
AaZld. . Andrew, can the participants fill in the forms in English?
ndrew: Almost all of them speak English and there is no problem.
As for the others I'll naturally help them.
Andrew returns all the forms filled in i
! to the receptionist
ﬂi}e (lellectromc keys to the rooms with the room numlf:er and tizlixﬁfrf:
ol the guest written on the key. Andrew distributes the keys and
turns to the receptionist again. Y
Andrew: May I have the Rooming List, please. It will be easier for

me to deal with my people, especi i
» especially if they hav
problems. Sometimes such things occur. Y o some

Receptionist: Here is the List for you, sir.

Andrew: Thank you.

Rece.ptionist: You are welcome. Enjoy your stay here.

David: .Andrew, will you ask everybody to be here downstairs
) in an hour, or at twelve o’clock. We shall have lunch

at the reqltzaurant. Then let’s all meet in the conference
room for introductions and some announcements.

Task. Sum up the texts and dialogues in a few sentences,
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Episode Eighteen The. introduction
of the Programme

After the Group had lunch Mr. Hill invited everybody to one of
the conference rooms on the first floor of the hotel.

David: Ladies and gentlemen! First let me say a few words about
nyself and the company who is the organiser of this Programme.

My name is David Hill. I'm Doctor of Economics. In the recent
past I worked for a foreign trade company and then for a bank. Now
[ specialise in business management and in training businessmen
from East European countries. For some time I worked in Poland and
Hungary. Now I’'m closely cooperating with Russia.

I'm working for International Management Ltd. It’s a well estab-
lished English company specialising in business and computer skills
training. The Company also provides financial consulting and busi-
ness development. Here before you there are booklets on the history
and scope of activities of our company. You may certainly keep these
booklets.

. Now I'll be greatful to you if you could introduce yourselves in
just a few words.

Then each participant said a few words about himself or herself
in English or in Russian and Mr. Lvov acted as an interpreter.

Here is what of one of the participants said:

Mr Hill, let me first thank you for the nice reception and for a
good beginning of the Programme. I hope the Programme will be a
success and we shall learn a lot of useful things.

My name is Oleg Pilov. I'm financial manager of a department in a

commercial bank in Moscow. And I’m especially interested in topics relating
to financing foreign transactions for small businesses.
After everybody made introductions Mr. Hill distributed the Time-
table of the Programme and invited the participants to have a pan-
oramic tour of London by private coach. The Russian speaking guide
told the Group a lot of interesting things about London and ‘the
participants enjoyed the sights. Many of them made pictures with
their cameras.

Task. Read the speeches and write a few sentences about yourself you
would have said if you had been a participant of this Programme.
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Episode Nineteen Trade finance

Next morning after having breakfast at the self-sevice bar of the
hotel restaurant the participants went to the conference room to have
a lecture on Trade Finance.

There was a folder on the big round table for each participant
with the material relating to the lecture.

Here is one of the sheets of the file:

Trade Finance
¢ Trade needs finance.
*  This must come from either the trader or from a lending institution.

¢ Ifthe trade is intemational then the amount of finance is normally
greater.

* Ingeneral, trade is handied on credit.
* The buyer pays for the goods at a specified time after receipt.

» Ifthe trade is intemational then delivery time adds to the delay in
payment.

¢ This adds to the need for finance.

¢ Also in international trade the buyer uses one currency, the seller
another.

* This requires an organisation with facilities for changing currencies.
*  On both counts the Bank is the best source of finance.

Thus this page gave the most important hints on the subject.

And Mr. Hill, the lecturer, explained and developed each state-
ment. The participants sometimes interrupted him and asked ques-
tions. Sometimes Mr. Lvov came to help when there was a problem of
speaking or understanding.

The lecturer devoted some part of the lecture to financing small

bps;qeqs companies who usually enjoy better terms, reduced taxes
and other facilities especially during the first years of their work.

Task. Read the text, translate it into Russian and answer these ques-

Hnns:

1 Is this sheet from the folder very illustrative?
2 What new information did the participants get?

7Qn

38 Who helped them.if they had some difficulties in speaking

English? ) . ‘
g4 ‘Why did the lecturer mention financing small business compa-

nies, to your mind?

Episode Twenty Banking

The next day the session was devoted to the United Kingdom
Banking Sector.
Here is the short summary of the lecture:

The UK Banking Sector

Retail Banks 21
Discount Houses 8
British Merchant Banks 3
Other British Banks 167
American Banks 44
Japanese Banks : 29
Other Overseas Banks 290
Total 590
In addition there are 92 Building Societies.

i ivate customers
Retail Banks: They render numerous services for priva tor
and have extensive branch networks in the UK. They participate
directly in the UK clearing system. o . .
Discount Houses: They are mostly engaged in discounting bills of
exchange for the corporate sector. _ . ]
Briti:-;zlgM erchant Banks: These are Wholesale banks handling b%g
money for private and ¢orporate customers. They are engage(! in
mergers, take-overs and acquisitions. They also provide ¢onsulting
- services. . )
Other British Banks: Comprise all other UK _reglstered banking
institutions and certain banks in the Channt?l Islax}ds -ax}d the Isle
of Man. They are controlled by UK companies or 11.1d‘1v1.duals.
American Banks: Comprise the branches and subsidiaries of US

banks. . S
Japanese Banks: Comprise the branches and subsisdiaries of banks

based in Japan.
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Overseas Banks: Comprise the branches and subsidiaries of non-
American or non- Japanese banks and Consortium banks. These
are jointly owned by other financial institutions, one of which
must be based overseas.

Building Societies: In the past they mostly extended mortgage
loans, but nowadays they also widely practice taking in deposits
and they practically operate as banks.

Task. Read the text and say what you remember about each type of
English banks and banking institutions.

Episode Twenty One The Bank of England

After the session on Banking Sector Mr. Hill suggested that in
the afternoon the participants should visit the museum of the Bank
of England. It was one of the external visits of the Programme.

The museum of the Bank of England is located practically in the
building of the Bank, in the City of London. The museum has a lot
of exhibits showing the history of the Bank from its foundation in
1694 to its role today as the nation’s central bank. Visitors can also
see a video on the history of the Bank.

Here is a part of the text of the video:

To understand tt{e role and importance of the Bank better we should
feam first how it emerged.

During the seventeenth century banking in England was in the
hands of goldsmiths who held deposits, made loans to the merchants
and the Crown. But even the wealthiest goldsmiths could not carryon a
deposit and lending business on the scale the Government required.

So in sixteen ninety four a joint stock company to raise money for
the Government and finance wars was incorporated. it later got to be
known under the title «Bank of England».

Although privately owned and financed, the Bank of England de-
veloped essentially as a government bank, raising money to finance

* thé-needs of the British Government, managing its national debt, print-
ing banknotes and minting coins.

In 1946 the Bank was nationalized and it operates today as the UK’s
central bank executing monetary policy on behalf of the Government
and supervising the markets in one of the world’s. largest and most
sophisticated centres.

Besides the Bank has always been a repository of goid...
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After seeing the video the participants of the Programme made
a round of the museum and asked Mr, Hill a few questions.

Participant: Excuse me, Mr. Hill. May I ask you a question?

Mr. Hill: Why, certainly.

Participant: One day I heard the nickname of the Bank. Old Lady.
Such a funny name! Where does it come from?

Nobody knows exactly. Different explanations are
given. Many of us associate this nickname with an old
cartoon. This cartoon shows the Prime Minister ask-
ing an old lady sitting on the money-chest marked
'"Bank of England’ for gold coins.

Participant: -So, that’s it! Very fascinating indeed!

Mr. Hill:

Task. Read the text and sum up what you remember about this Bank.

Episode Twenty Two The London
Underground

After their visit to the museum of the Bank of England the
Group returns to the hotel by underground.

Londoners call their underground train network 'the tube'. It
covers the whole city. It’s a fast, convenient and easy way to travel.

‘Stations are never far apart, especially in central London. Each of

the eleven lines has its own name and a distinctive colour to aid
recognition.
There are two kinds of tube tickets: single and return tickets sold at

. tube stations. Besides they sell Travelcards for the tube, buses and the
" Docklands Light Railway, or DLR. Travelcards can be bought at under-

ground stations, Travel Information Centres, British Rail stations and

- selected newsagents. Travelcards are valid either for one day or seven days.

At the tube station the participants buy single tickets and come
up to the electronic gate. They put the tickets, magnetic strip down,
into the slot machine on the right side of the gate. The gate opens
and after removing the ticket each passes the gate. Then they go
down by moving stairs.

.David:  Keep your tickets until your journey is completed.

Sergei:  Why is it necessary?
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David:  Well, you see, sometimes inspectors check them.

Besides you have to leave many stations in the same way as you
get in. You should put the ticket into the slot machine again to have
the gate open, Otherwise you won’t be able to leave the station.

Sergei: I see. Thank you.
Ivan: This line on the wall is green. I suppose this corridor will
take us to the green line.

David:  You are quite right. We are to take the green line to get to
Baker Street station.

Viadimir: By the way, can I get to Piccadily Circus by this line?

David:  Let me see, no, I'm afraid not. You’ll have to change
trains at Charring Cross.

Viadimir: Thank you. I’ll remember it. Charring Cross.

David:  Be carefull. Don’t be lost.

Viadimir: Thank you. I have got a map of London and there is the
Underground map here too. I have heard so much about
Piccadily. And I like the song about it. One of our pop

stars sings it. The song is fantastic. And I should see the
street of Picadilly with my own eyes!

Task a. Read and retell the text preceding the dialogue.
Task b. Mark the intonation of the dialogue and read it ouloud.

Jpisode Twenty Three Bus service in London

Londoners are proud of their 'big red buses’. These days some
nay not be red but they always carry the red roundel.

On many London buses passengers buy tickets from the driver
~when they get on. Some buses, however, have a conductor, and the
passengers get on the bus and wait for the conductor to ask them
where they are going and sell them the tickets.

.. Travelcards are very popular for bus travel.
One day after the session the participants have free time. Ivan

and Sergei decide to go to the National Gallery in Trafalgar Square.
They get out of the hotel and go to the nearest bus stop.

Ivan: Excuse me, what bus can take us to Trafalgar Square, please?
Passer-by: T'm sorry. I'm afraid I don’t know.
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Ivan asks again. .
Jvan: Excuse me. Can you tell me where to get a bus to
Trafalgar Square, please?
Policeman: Yes. Cross over the road. Can you see the cinema?

The bus stop is just round the corner.

lvan: Do you know the number of the bus?
Policeman: I think it’s a thirteen.
Ivan: Thank you very much.
At the bus stop.
Ivan: Excuse me. Is this the stop for the Trafalgar Square bus?
Man: That’s right. It’s number 13. It stops at Trafalgar Square

and goes on to Liverpool Station. Therefore ask the driver
to tell you where to get off.

Tvan: Thank you very much.
On the bus.
Sergei: Two returns to Trafalgar Square.

Bus driver: 1 pound. )
Sergei: Can you tell us when we get to Trafalgar Square, please?

‘Bus driver: OK.

Task. Retell the text and read the dialogue outloud.

Episode Twenty Four Changing money

In the evening a few participants went to a bureau de change next
to the hotel to change some dollars into pounds.

In London money can be changed either at banks, at bureaux de
change or at customers’ services desks in big department stores.

Banks are usually open from 9.30 a. m. until 3.30 p. m. Some
are open on Saturday, but never on Sunday. They accept plast;c’ cards
Visa, Access as well as Eurocheques, traveller’s cheques and, of course,
.cash. Many banks have cash dispensing machine services.

Bureaux de change aré usually open for longer hours and every
-day. They often charge a bigger commission than banks.

The exchange rates are often shown in the running lines placed
in the windows or on the walls of the bureaux de change for every-
-body to see.
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Now Sergei comes up to the counter of the bureau de change:

Sergei: Good evening.

Cashier:  Good evening, sir. Can I help you? :

Sergei: Could I change two hundred dollars into pounds, please?

Cashier:  Yes, certainly.

Sergei: How much will it be?

Cashier:  About one hundred and twenty pounds.

Sergei: Good. Here you are.

Cashier:  Thank you. And how would you like it, in twenties, tens
or smaller notes?

Sergei: In tens, please.

Cashier:  Fine. Here is the money and your receipt, please.

Sergei: Thanks. Excuse me, will you be open tomorrow, on Sunday?

Cashier:  Yes. But we work shorter hours on Sundays. We’ll close

- at 7 p.m.

Sergei: Thank you. And one more thing. Can I change these
coins of fifty cents each.

Cashier: I'm afraid I can’t take small change. We change only
notes.

Sergei: Do you believe I can change them somewhere else?

Cashier:  I'm afraid you can’t. This is a rule with banks and bu
reaux de change,

Sergei: I see. Thank you.

Cashier:  You are welcome.

Task. Sum up the text and the dialogue. Read the dialogue outloud
and answer the questions:

1 What is a bureau de change?
2 How much money did Sergei change?
3 Why do you think only British money is accepted in Britain

from individuals?

Episode Twenty Five Hotel services

During their stay at the hotel the participants of the Group Head
a few talks with the hotel staff, that is with the receptionist, waiters,
chambermaids, operators etc. Here are somé of the talks:
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Participant:
Receptionist:
Participant:;
Receptionist:

Participant:
Receptionist:

Waiter:
Participant:
Waiter:
Participant: -
Waiter:

Participant:

Participant;
Chambermaid
(making the
room):
Participant;
'Chambermaid:
Participant:

* bags, please?

- IChambermaid:

' Participant:
[Beceptionist:

Participant:
Receptionist:

Participant:
ﬁeceptionist:
. Participant:
. Participant:

Excuse me, is there any message for me, please?
What’s your room number, sir?

It’s four one two.

Just a minute... Yes, Mr. Brown of Milton & Co
telephoned you at three o’clock. And he will call
you at eight this evening.

Thank you for the message.

Welcome.

Would you like tea or coffee, madame?

I don’t mind ... Tea, please.
Here you are. .
Thank you. May I also have some milk, please?
Yes, here you are. And if you wish some sugar it’s
here on the table. Help yourself, please.

Thanks a lot.

Excuse me, is this channel paid?

What’s the number of the channel?

It’s ten. .

No, it’s not paid. Only Channel Twelve is paid.
Thank you very much. And will you remove these

If you don’t need them I'll certainly remove them.

Excuse me, how can I make a local call from my
room, please?

It’s very easy. Dial O and then the number you
want. But please note that all the calls are ;‘xa.ld

Do you mean all calls in the London area?

Yes, that’s a rule practically with every hotel in Eng-
land. -~

I see. When should I pay then?

Any time before you leave.

. Thank you. I’ll do that by all means.

Operator? Good morning? How can I call Moscow?
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Operator: Do you mean a long distance call?

Participant: Yes, Moscow, Russia.

Operator: Dial O then... and then your number in Moscow.
Participant: Thank you very much.

Operator: You are welcome.

Participant: Will you call me at 6 o’clock tomorrow morning?
Operator: What’s your room number, madame?
Participant: Four three seven.

Operator: Good. Don’t worry. Have a good sleep.

Task. Mark the intonation and read the dialogues outloud. Say which
dialogue sounds most realistic.

Episode Twenty Six Madame Tussaud’s

One day the group went to Madame Tussaud’s museum, one of
London’s most popular tourist attractions, receiving well over a million
visitors a year.

Madame Tussaud was born Marie Gresholtz in Strasbourg, France,
in 1761. She spent her childhood in Paris with her mother and her

uncle who, when she was rather young, took Marie to help mould the

heads of the Revolution victims.

In 1802 Marie fled Paris, and arrived in Britain with her maca-
bre collection, first touring the country. Then she set up an exhibi-
tion of historical figures, living and dead, in London in 1835. The
collection moved to Marylebone Road, the present location of the

museum, in 1884. Madame Tussaud died in 1850 at the age of 89. |

The Great Hall of the museum shows the present royal family,
kings and queens of England, present royals of other countries,
public figures, pop stars, writers, famous sportsmen and other fig-
ures.

Some time after the group visited the museum David Hill asked
one of the participants about his impressions:

David: Well, Ivan, and how did you like the museum?

Ivan:  Oh, it’s great. I heard so much about it. But the museum
surpassed all my expectations.

David: 1t’s really fantastic. And were you photographed with your
personal hero or any celebrity?
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tvan: Oh, yes. With Arnold Schwartzenegger, Yeltsin, the Beatles

and some others. And I wished my son could be with me
when I enjoyed the Spirit of London.

David: Do you mean the ride through the old city in a car in the
museum?

Ivan: Yes, quite so. It was superb. The historic sights of the
past, sounds and smell of the city.

David: By the way, do you know how much all these innovations
could cost?

Ivan: No idea.

David: About 21 million pounds.

Ivan: Quite a lot. But still it “s very impressive, especially for
children, I mean the Spirit of London. As to the wax fig
ures they are unforgetable for all, to my mind.

David: I agree with you.

Task. Say what you know about Madame Tussaud’s, using the text
and other sources of information.

Episode Twenty Seven Another session:
Accounting

At one of the sessions the participants of the Group discussed the
subject of Accounting and International Accounting Standards. Here
is a part of the lecture:

What is accounting? .

Accounting can be defined as the measuring and recording of all
relevant financial data concerning a particular entity, that is busi-
ness, government organisation, etc.

Financial reporting is the communicating of such information in
appropriately summarised form. In the UK such summarised form is
called accounts. In the USA it is called financial statements. These
accounts or statements are communicated to interested parties both
within and outside the organisation.

Financial reporting provides information that is useful to present
and potential investors, creditors and other users in making rational
investment, credit and other economic decisions.

Accounting is often referred to as the 'language of business’.
And, as a direct result of the work of accountants and auditors. A
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wide range of different users of financial reporting are able to answer
questions such as:

How much profit did the company make last year?

How much should I lend to the company?

Is this company more successful than its competitors?

How much can I withdraw from the company?

Was last year an improvement over the year before? ete.

Accountants are therefore those individuals specialised in the ‘art’
of capturing the correct data, and preparing the most meaningful
financial reports from that data. They are "producers’ of financial
information, which is then made available to ‘consumers’ such as
owners and lenders. '

Accountants are assisted in their work by bookkeepers, who oper-
ate some form of accounting system, usually computerised, to help
capture, accumulate, categorise, summarise and report the many thou-
sands of transactions that affect an economic entity every year.

“Task. Read and translate the text of the lecture quoted.

" Episode Twenty Eight Balance sheets
In the course of the lecture on Accounting the lecturer distributed
some material with diagrams, tables and other information.

Here is a balance sheet sample distribuyted:

ABICO INTERNATIONAL AND SUBSIDIARY COMPANIES
CONSOLIDATED BALANCE SHEET as at December 31, 2002
) 2002 2001
<4 Current Assets: 15,000 11,800
,Cash 9,000 6,920
Marketable Securities 1,200 1,080
Recesivables 2,800 2,600
7 Inventories 2,000 1,200
© "% Long-term Assets: 5,443 3,200
- +.% . Property, Plant and-Equipment 1,056 0,950
- Investments. 0,200 0,100
Receivables 0,207 0,100
qudw,i]l ) Lo 2,400 2,000
, De,fe;red( Expenditure 0,580 0,500
< Total Assets 20,443 15,
< Current Liabllitles: 3,000 2600
Loans 2,000 1,800

""""" Payables ™ TTTTTTTTTTTTTTTTTTTTTH000 “7"0,800 ]
< Long-term Llabilities: 4,300 3,200
Loans 4,000 3,000
Other liabilities and provisions 0,300 0,200
<4 Total Liabilities 7,300 5,800
NET ASSETS EMPLOYED 13,143 9,200
<4 Shareholder's Interests: 5,000 3,000
Share Capital 3,000 1,700
Reserves 2,143 2,000
Retained Eamnings 2,000 2,000
<4 Minority Interests 1,000 0,500
< Total Shareholder's Interest 6,000 3,500

Task. Write out all the terms from the balance sheet quoted and
translate them into Russian.

Episode Twenty Nine Taxation

On a certain day after the lecture on the UK taxation gystem the
Group was to visit the Tax Department of a lawyers’ firm in the
centre of London. Mr. Hill and the participants went there by tube
which is the fastest means of transport when one wishes to move in
the centre of the city. After they got into the building of the firm
they went to the secretary’s office.

Mr. Hill: Good afternoon.
Secretary:  Good afternoon, sir.

Mr. Hill: My name is Hill and here is the Group of Russian busi-
nessmen. We have got an appointment with Mr. Brown
for three.

. Secretary: Mr. Brown is waiting for you in the conference room.

Follow me, please.

In the conference room a few Englishmen were waiting for the
Group. Mr. Brown, Head of the Department, welcomed the Group
and introduced his colledgues. They were solicitors and legal assis-
‘tants of different offices. Each of them spoke about his scope of
business for some time. Thus the participants had some information
on commercial taxes, international taxes, Project Finanee taxes and
other taxation matters.
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A lot of questions were asked and answered then. The discus-
sions were very useful and informative. Before the participants left
they were offered the latest Tax Guides containing current tax rates
and tax saving hints.

Corporation Tax Rates 2001

<% Standard rate 33%

< Small companies rate (see the note) 25%

Note:

Applicable if the company’s total profits, including chargeable gains,

are 300.000 pounds sterling or less. The threshold is reduced if the
company has associated companies.

Examples: Corporation Tax calculations

Example 1. Standard rate of tax Company A has accounts year
ending 31 December 2000. It has taxable profits for the year GBP
2,000,000.

Company A’s Corporation Tax for 2000 is GBP 2,000,000x33%=

=GBP 660,000

Example 2. Small companies rate of tax Company B has
accounts year ending 31 December 2000. It has taxable profits for
the year of GBP 150,000. It has no associated companies.
Company B’s Corporation Tax for 2000 is GBP 150,000x25%=
=GBP 37,500

Task a. Retell the text preceding the extract from the Tax Guides.
Task b. Read and translate the extract from the Guides.

Episode Thirty Value added tax (VAT)

Value Added Tax (VAT) is a Government tax. At present the
standard VAT rate is 17,5%. Everyone in Britain must pay VAT on
almost everything they buy. VAT is usually incorporated in the price.

Visitors to Britain can reclaim the tax when they leave Britain
and present the appropriate documents issued by the shop. Usually
when they buy rather expensive things like furs, gold, hi-fi goods
etc., they should wonder if the shop operates the VAT scheme.

One day during their stay in London one of the participants went
shopping and came into a small jeweler’s shop to buy a gold chain for
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his wife.

Here is his talk with the shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Participant:

Shop assistant:

Excuse me, may I have a look at one of the chains
displayed in the window?

Certainly, sir. What number is it?

It’s nine three five, over there.

Just a minute.... Yes, here you are.

And how long is it?

25 inches, sir.

And how much is it in centimeters? .

Let me see... oh, here is the calculator... I should
multiply it by two point five two. Oh, yes, sixty
three.

Very good. Just the length I wanted to have. And
how much is it?

One hundred and ninety nine pounds.

Good. I'm buying it.

... Here is your box and the receipt please.

Excuse me, may I reclaim the VAT tax?

And where are you from?

From Russia.

Just a minute, I’ll consult the book. Yes, you are
eligible to the reclaim. May I have your passport to
fill in the form?

Here you are.

Here is your passport and the form. Please fill in
this sheet before you give it to the customs. How
are you leaving? By plane?

Yes, by plane. And what should I do about this form?
Fill in this sheet before you leave for the airport and
have it stamped at the customs, at the airport. Then

** post it. In a month or so you will receive a cheque by

post. Have it cashed at the bank stated, in Russia.

I see. Thank you very much.
You are more than welcome.
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Task a. Translate the text and read the dialogue outlound.
Task b. Answer these questions:

1 Does VAT exist in most countries of the world?
2 Who pays VAT?
3 What taxes are payable in Russia?

Episode Thirty One Shopping in London

In England most shops open from 9 a. m. to 5.30 p. m. on
Monday to Saturday, although some stay open much later especially
in London and other large cities. In small towns and villages many
shops close early on Wednesdays. Not many shops are open on Sun-
days.

Besides cash, a lot of shops accept plastic cards. Some may also
accept Eurocheques.

One day one of the participants went to Foyle’s, a famous bookshop
in the centre of London.

Here is his talk with the shop assistant after he chose a few
things he wanted to buy:

Participant: Can I have this book and this poster, please? And

these postcards and two first class stamps for
America.

Shop assistant: The book, the poster and the cards come to ten
pounds twenty. But we don’t sell stamps.

Participant: And where can I buy a few?

Shop assistant: You have to get them from a post office.

Participant: And where is the nearest one?

Shop assistant: Just round the corner.

Participant: Thank you.

Shop assistant: Welcome.

Here is another talk at g clothes department of a big department
store, after the participant chose a certain dress she liked:
Participant: Excuse me, may I try it on anywhere here? Shop

assistant: Yes, certainly. The fitting room is over
there.

- Thank you. It fits me well and [ like it. Where
shail I pay?

Participant:
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other entertainments. One of the ads attracted his attén"tion.» It saxd

Shop assistant: The cashier’s desk is just at the end of the aisle...
Cashier: Cash or credit?
Participant: Cash, please... Thank you.

Here is a talk in a shoe shop:
Excuse me, have you got size thirty seven-in these
shoes? e
Shop keeper: ©=  This is a continental size. It must’; correspond to
P Heepe British size five. Just a minute I’ll have a look if
we have size five in these shoes,

Shop assistant: Can I help you?

Participant:

 Participant: Thank you. Being served o
Shop keeper: Here is your size... How does that feel?
Participant: - A bit tight. Can I try the next size up?
Shop keeper: Here is five and a half. : o
Participant: Oh, this is much better. Thank you. Im buying
this pair.
Task. Mark the intonation of one -of the dialogues and read it ouﬂoud.

Episode Thirty Two KEntertainments |

London is wonderful for theatres, but the popular s.hows espe-
cially the big musicals are usually fully booked months in advance.
Sometimes one may be lucky to get tickets on the day .from the
theatre or booking agency. It is usually much easier to buy tickets for
matinees (afternoon performances). E

One day one of the participants bought a w.eekly entatament
guide Time Out for information about theatres, cinemas, concerts and

PRINCE EDWARD. Tel. 01- 4376877
Tim Rice and Andrew Libyd Webber’s
! EVITA '
** THEWORLD'S GREATEST MUSICAL

Dir. by Hal Prince Evgs 8.0 -

Low price Mats. Thurs. and Sat.'3.0
Evg. perfs. end 10.15 -

Grp sales 01—379 6061
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He and his friend decided to go to the box office and try their luck.
Participant; Excuse me, what’s on tonight?
Ticket officer: 1t’s Evita, sir.
Participant: Have you got any tickets by any chance?
Ticket officer: You are lucky, There are still a few, at 20 and
15 pounds.
Participant: And where are the 20 pounds seats?
Ticket officer: In the upper circle. You may see it in the map on
the wall, over there.
Participant: - Then may we have two seats in the upper circle.
Ticket officer: Yes, certainly. Forty pounds, please.
Participant: Here you are.
Ticket officer: Thank you... Here are the tickets. Row K, seats
24 and 25
Farticipant: Excuse me, and when does the performance finish?
Ticket officer: It starts at 8.00 and finishes at 5.15.
Participant: Thank you very much.

Task. l.lead the dialogue outloud and say what you know about enter-
tainments in Britain using this text and other sources of information.

Episode Thirty Three The English pub

(')qe day David Hill invited a few participants to a pub. The
parf:lclpants were happy to satisfy their curiosity and they accepted
the invitation willingly. In the evening they went to the nearest pub.

Pubs are 'typically English’. Most pubs are friendly and relaxed
places where visitors can have some beer and, usually, a simple meal.
These days one can also get wine in most pubs. Many also serve
coffee, but not tea. You go to the bar to order and pay for your
drink. A typical lunch in a pub is a ‘ploughmans’ — bread, cheese
and pickle, and sometimes a little salad.

Pubs are not open all day. The owners themselves ‘can decide
when to open. Most open for 8 or 4 hours at lunchtime and again
from about 6 p. m. to about 11 p. m. In busy areas, pubs may stay
open from 11 a. m. to 11 p. m. T

Here is the talk between David and Sergei:

Sergei: This looks nice.
David: I like it too. I sometimes come here with my friends....
Ietmebuyyouafewdrinks.“nmtwouldyouliketohave?

296

Sergei: Thank you. Just a minute... Well, two halves of bitter
and one half of lager, if you please.

David

{to Barman): Two halves of bitter and two halves of lager, please.
And four packs of crisp.

Barman: Seven pounds ninety.

David: Here you are... Thank you... Let’s go to that table
over there..... Cheers!

Sergei: Cheers! Ah, very good beer, indeed.

David: I’m not a beer addict but I like it.... Would you like
the game of darts? It’s very popular in our pubs,

Sergei: Yes, but I don’t know how to play. Can you show me?

David: Certainly, come on.... You take three darts.....

Task. Read the dialogue outloud and say what you know about English
pubs using this and other sources of information.

Episode Thirty Four A visit to Greenwich

Greenwich is a very beautiful parkland on the outskirts of London,
on the bank of the River Thames. The Thames, a major waterway of
England, flows from Cotswolds to the North Sea and is about 210 miles
Jong. It flows via Oxford, Reading and London.

. Greenwich is famous for Greenwich Mean Time, the Royal Obser-
vatory and the National Maritime Museum.

The National Maritime Museum tells the story of Britain and the
.mea, The star attraction of the Museum is the Neptune Hall, which
explains the development of boats from prehistoric times to the present
.day. In the Nelson Galleries you can see the uniform jacket, with a
'Bullet hole in the left shoulder, which Nelson was wearing when he
was fatally wounded at the Battle of Trafalgar in 1805.

The old Royal Observatory is part of the Maritime Museum and

ists of a few historic buildings, high on the Hill above the Thames.

ly telescopes and time-measuring instruments are displayed in
Famsteed House where John Flamsteed, the first Astronomer Royal,
Bved. The large Gate Clock -measures Greenwich Mean Time, the
Lhndard by which time is.set all round the world. And you can stand
ide the Greenwich Mereidian, marked by a brass strip crossing

t$he Observatory courtyard.
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On the eve ‘of the visit .to Greenwich Mr. Hill and the Group
Leader -had atalk: - :

David: Well, tomorrow we are to v1s1t (;‘rreenwich, avery
picturesque spot of London.

Andrew: Yes, I remember that. I have heard so much about it
but I’ve never been there.

David: I’m sure you all will enjoy the visit. 1 hope the weather
will be as good as it is today.

Andrew: 1 hope so. The weather has been wonderful these days.
David: . I just.wanted to ask you for advice. What way would
. . you prefer to get to Greenwich? -
Andrew: And what ways are there?
David: Well, we can get there by train, by boat or by DLR. It
is not very far. :
Andrew: And what way would you like?

David: By DLR. It’s a few minutes’ ride from the centre. Then
we should cross the Thames. There is a special tunnel
beneath the Thames to Greenwich. It ig called the
Greenwich Foot Tunnel. There are two elevators on
‘both banks of the river.

Andrew:  Let me ask the participants... I’li be back in a minute...
Yeés, David, they also prefer DLR and the walk beneath
the Thames. It must be very curious.

Task. Read the dialogue and sum up the information about Greenwich
and the Thames.

Episode Thirty Five Arranging a business visit

. -On-a certain day Ivan, oné of the participants of the group de-
cided to telephone the English businessman with whom he had been
doing business for some time. Before he left Moscow he had contacted
the Enlishman and told him he would be in London soon. And they
decided to meet in the London office of the Englishman. He tele-
phoned the Englishman to make an appointment for the next day.

Ivan: My name is Smirnov. I’d like to speak to Mr. Frieser,
please.
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Voice: There is no one by name of Freiser. I'm afraid you
have the wrong number. What number were you calling?

Ivan: 1 was dialing 7—2992.

Voice: Oh, but this is 7—2993.

Ivan: I’m sorry to have bothered you.

Voice: That’s quite all right.

Secreiary: Mr. Freiser’s office here.

Ivan: May I speak to Mr. Freiser, please?

Secretary: 'Who is that calling, please?

Ivan: My name is Smirnov. I came from Moscow a few days

ago and I wanted to meet Mr. Freiser. We spoke about
our meeting while I was still in Moscow.

Secretary: I'm sorry Mr. Freiser is busy now. He is in conference.
How could he contact you later?

Tvan: I'm staying at the Sherlock Holmes Hotel. My room
number is 346. I’ll be in at about six in the evening.

Secretary:  Very good. He will contact you then.

* Mr. Freiser: 1van, is that you? Good evening.
- Smirnov: Good evening, Frank. I'm very glad to hear you.

Mr. Freiser: So am 1. When shall we meet?
Smirnov: 1 have some free time tomorrow morning.

| Mp. Freiser: Splendid. Let’s make an appointment for ten. Smirnov:

It suits me all right.

:' Mr. Freiser: Then our driver will pick you up at the hotel at a quarter

to ten. Our office is not far away.
Smirnov: I’ll be happy to see you and discuss our enquiry then.
Mp. Freiser: Likewise. I'll be greatful if you could join me for lunch.
Smirnov: Thank you. I'll be glad to. See you tomorrow.

Task. Mnrktheintonaﬁonofthetelephonetalk,readitonﬂwdandm
it up.
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Episode Thirty Six A business talk

At the appointed time Ivan arrived at Mr. Freiser’s office by car.
Mr. Freiser greeted Ivan with warm smiles and kind words.

Frank: Oh, Ivan I haven’t seen you for ages. How are you getting
on these days?

TIvan: Not bad. I hope you are doing well too.
Frank: I would say so. How are your classes, young man?
Tvan: I understand you are kidding but I like the sessions we

are having here. There are a few important things I have
learned here. And I"ve met some businessmen whose
business looks very promising for us.

Frank: Good for you. And would you like some tea or coffee
‘before we get down to business.

Tvan: Some coffee, please.
Frank: The secretary will bring coffee for us in a minute.
- Ivan: I believe we could speak about our business now, if you
don’t mind.

Frank: I agree with you here. We studied your enquiry for our
security devices and we could offer you some very modern
ones,

Tvan: Could I see them while I’'m here? Then it will be much
easier for me and the General Director of my company
to make a decision about the range of devices to buy. -

Frank: No problem. Qur Production Director will take you to our
production shop and you will see all the devices we are
offering to our customers at present. We have sold quite
a lot of each type and we have not got a single complaint.
They have never failed our customers.

Ivan: It sounds very convincing. And will the Production
Director be coming soon?

Frank: The Secretary will invite him after we have coffee.

Tvan: 1 see,

Frank: By the way, here is the latest organigram of our company.
You may have a copy if you wish.

Ivan: Thank you. It will help me to speak with the Production
Director.

Task a. Sum up this dialogue, write out all the business terms and
translate them into Russian.
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NEWALL Ltd.
Chairman
Managing Director I
| | i 1
Produ&n!'on Marketing | [Financial Export Administration
Director Director Director Director Direct%
I |
. factorll . horrLales e accounts « shipping e personnel
organisation, o publicity ewages soverseas  purchasing
research and ecustomer | |einsurance, | |sales etransport,
development relations, etc. e publicity etc.
-J» health and etc.
safety,
etc.

Task b.Translate the organigram of Mr. Freiser’s company and draw
the organigram of another company you know.

Episode Thirty Seven Visiting a factory

The Production Director showed Mr. Smirnov round the factory

. and answered a lot of questions of his. There were especially many

questions asked on the production floor. The Production Director
told Mr. Smirnov about the products of the company. Mr. Smirnov
was greatly impressed by the number of the new products and by
their sophistication. Then the Production Director showed Mr. Smirnov
the different departments of the company and introduced him to the
management team. When all was seen and spoken of the Production
Director took Mr. Smirnov to Mr. Freiser’s office.

Frank: And what do you think of all that you’ve seen?

Iven: Oh, it’s very interesting and impressive. It’s a very good
set-up: modern factory, good labour force.

Frank:  That’s true. We have been in this business for over ten
years. Besides we are planning to expand. Our annual
turnover is about twenty million pounds.

ITvan: Then our business will be too small for you, I'm afraid.

Frank:  You are wrong here, I'm sure. We try to satisfy all our
customers. And we treat them all with high esteem.
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Ivan: By the way, could I have some material on your products?
I should study the assortment you offer before we discuss
other matters relating to the enquiry, or to our future
contract.

Frank: Naturally you will have all the publicity brochures and
leaflets. They contain all the technical details. We have
prepared a pack for you.

Ivan: Thank you very much. That’s very considerate of you.

Frank: And when will you be able to tell us what devices exactly
interest you?

Tvan: Most probably I'll look through all the materials tonight,

then contact our General Director and tomorrow I'll give
you our reply.

Frank: Hard work, isn’t it? But certainly it’s better to discuss all
the details while you are here in London. Now let’s make

a break and enjoy lunch at the restaurant just across the
street.

Task a. Read the dialogue outloud and sum it up.
Task b. Answer these questions:

1 Do businessmen usually try to visit the production facilities
before they make up their mind about buying the products?
2 Why do they try to study the relevant technical material?

3 Is publicity material always reliable when a businessman is to
make a decision?

Episode Thirty Eight Ordering the devices

After Ivan Smirnov had a fact-finding visit to Newall Ltd. he
studied the materials he got and reported the results of his visit and
survey to the General Director. In the morning he telephoned Mr.
Freiser and made an appointment for 11 a. m. the same day. Thus
they met at Mr. Freiser’s premises at 11 and after some preliminaries
they got down to business.

Frank: Judging by your early call this morning you have brought
us good news, havent’you?
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Tvan: That’s true. Last night I spoke with my General Director
and he gave me the go-ahead to the purchase. And here
is the list of the devices we are interested-in;

Frank: And how many devices of each type are you ordering?
Tvan: 5 of each the five types, or 25 all in all.

Frank: It is rather disappointing, I should say.

Ivan: I agree with you here. It’s a rather small order. But it’s

a trial order. If our customers are satisfied with the
devices they will order some more. Meanwliile we’ll contact
our customers in a few other cities in Russia. They might

be interested too.

Frank: And speaking about your tnal order, when do you need
the devices?

Tvan: Can you deliver them next month?

Frank: At the earliest we can delivér them during tlig second half
of the month. And how do you want us to ship the goods?

Tvan: By air, this time. They are not very heavy and besides our
: customers are impatient to test them as soon as possible.
Frank: If T understand you properly you would like us to ship

them on cif terms by plane. The cif prices will be much
higher than the basic prices stated in our brochures

Ivan: Then let’s discuss the price now.
Frank: Shall we have some coffee or tea flrst?
Ivan: I don’t mind a break at all.

Task. Read the dialogue outloud, write out all the business terms and
translate them into Russian.

Episode Thirty Nine Prices
After a coffee break the businessmen resumed their talk:

TIvan: And now comes the price problem.

Frank:  As far as I understand you want us to pay. awfrelght anﬂ
insure the devices during their. shipment.

Ivan: For our trial order these terms are preferable for us. Could
you give me your idea of the cif pnce for each of the devices
then? |

Frank:  Before the break I made some calculat.mns and asked the
secretary to type the price list on this basis.
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Ivan: Very good.

Frank:  Oh, here it is ... Thank you, Nancy.... Now, Mr. Smirnov,
you may have a look at the prices. The total sum is three
thousand pounds.

Ivan: I certainly admit it’s a small order. Therefore I shall not

mention discounts you usually grant us. But don’t take it

as a precedent. When we make contracts in future we hope
we shall have a certain discount off prices.

We shall certainly discuss this matter in every particular

case. If you mention future contracts there is a question

I would like to ask you. Will you always prefer cif prices

and shipment by plane?

Ivan: Oh, no. Far from it. Only in this particular case we have

chosen shipment by plane and cif terms. But in future, if

nothing extraordinary happens, we shall practice fob Tilbury
terms, as usual.

Fine. No objections on our part. Shall we have a standard

contract for your trial order? Ivan: I suppose so. If you can

have it prepared now it would be splendid. I’ll sign it. I have
the power of attorney.

Fine. No objections on our part. Shall we have a standard

contract for your trial order? Ivan: I suppose so. If you

can have it prepared now it would be splendid. I’ll sign it.

I have the power of attorney. )

And what would you say if I propose to sign it in the evening

before our dinner. We could have dinner at the restaurant

of your choice.

Ivan: OK. There is a good cosy restaurant near the hotel. It’s called

Frank:

Frank:

Frank:

Frank:

White and Red Roses.
Frank: Fine. I’ll be waiting for you in the lobby at seven p. m.
Tvan: See you at seven then. Goodbye.

Task a. Read the dialogue outloud and write out the most important
Sentences on prices.

Task b. Agree or disagree and give your reasons:

1 It is usually most difficult for buyers and sellers to agree on
the price.

2 There are many ways of persuading the other party to see your
points and making the other party agree to your price.

3 There are many factors affecting the price.
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Episode Forty Contracts in foreign trade

Account Name Newall Ltd.
- Account Number 60205818
Bank Barclays Bank pic
Branch Cheapside Branch
Branch Address Atlas House, 1—7 King Street
London EC2V 8AU United Kingdom
Sort Code 20-19-90

Contract 27/03
This number must be quoted
on all correspondence

London 20 November 2003

Newall Ltd., hereinafter referred to as the Sellers on the one hand and
Messrs. Rusimport, hereinafter referred to as the Buyers, on the other hand,
have concluded this Contract, whereby the Sellers sold and the Buyers
bought on the terms and conditions stated herein, subject to the Standard
Conditions of Sale attached to this Contract and forming an integral part
thereof 25 SECURITY DEVICES as set out in the Specification attached to
the Contract and forming another integral part thereof.

The total price is 3,000 pounds sterling to be understood CIF Sheremetievo
Airport, Moscow, Russia.

The goods are to be delivered before the 25 December,2004.

Payment is to be effected in GBP under an irrevocable divisible letter of
credit established by the Buyers with the first class bank correspondent of
Barclays Bank, London against the following shipping documents:

o  Air Waybill

e Shipping Specification
e Packing List

e Work's Test Certificate
° Invoice

¢ Insurance Policy
The Letter of Credit is to be valid for 60 days for shipment and presentation of
the documents. The Letter of Credit is to be opened within 10 days after receipt
by the Buyers of the Seller's advice of readiness of the goods for shipment.

Newall Ltd. Bank Account Details:

Partial deliveries and delivery ahead of schedule are allowed.
Legal addresses of the Partie§:
The Sellers: :

......................................................................................
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Tas}(. Translate the Contract which Mr. Freiser handed over to
Mr.Smirnov in the evening.

Episode Forty One Taxis in London

One day after an external visit Viadimir Antonov one of the
participants of the Programme decided to go sightseeing by himself.
Just to economise time, he decided to go by taxi.

. The famous London black taxi cabs can be hailed in the street.
S.ox-ne cabs are now painted different colours and carry limited adver-
tising, but are still bound by the same strict regulations. They are
available for hire if the yellow light above the windscreen is lit. All
tltese taxis have meters which the driver must use on all journeys
within the Metropolitan Police District. The District covers most of
S}rgater London and goes out to the Heathrow Airport. For longer
Jourtieys the price is usually negotiated with the driver beforehand.
There is also a minimum payable charge which is shown.on the meter
when ‘you hire the cab. Passengers are expected to pay extra for large
luggage, journeys between 20.00—06.00, at weekends and holidays.
) There are over 500 ranks throughout Londen, including all ma-
jor-hotels and. British Rail stations.

?Besides black cabs there are mini-cabs which practically render
simxlar services. But they cannot be hailed in the street, they are
indistinguishable from private cars. Unlike the black cabs they are
not licensed and their drivers do not take the same stringent tests.
They are cheaper than black cabs. Usually they are ordered by tele-
phone. They are listed in Yellow Pages.

Task a. Retell the above and say what you imow about taxi service in
various cities.

When Vladimir saw a cab with a yellow light he signaled it to halt:

Viadimir:  Excuse me, could you take me to Westminster Bridge?
Driver: Yes, certainly. Get in please. Where do you want me

= > to stop?
Viadimir: Near Big Ben or just opposite the Houses of Parliament.
Driver: Good. Here you. are. '
VZadzmir' How much is it?
Driver: The ‘meter says three forty.
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¥ladimir: Here it is. Keep the small change.
Driver: Thank you. Good-bye. Enjoy the sights.

Task b. Read this dialogue outloud and improvise a few similar ones.

Episode Forty Two London and the City

London was not built as a city in the same way as Paris or New
York. It began life as a Roman fortification at a place where it was
possible to cross the River Thames. A wall was built around the town
for defence, but during the long period of peace which followed the
Norman Conquest, people built outside the walls. This building
continued over the years. In 1665 there was a terrible plague in
London which Killed too many people. In 1666 the Great Fire of
London ended the plague, but it also destroyed much of the city.
Although many people who had fled London during the plague returned
to live in the rebuilt city after the plague and the Great Fire, there
were never again so many Londoners living in the city centre.

These days London has spread further outwards into the country,
including surrounding villages. Today the metropolis of Greater
London covers about 610 square miles (1580 sq. km). and the sub-
urbs of London continue even beyond this area. Some people even
commute over 100 miles (over 150 km.) every day to work in London.

The gradual growth of the city helps to explain the fact that
London does not have just one centre, it has a number of centres,
each with a distinct character: the Government centre in Westminster,
the shopping and entertainment centre in the West End, the financial
and business centre called the City.

The City is rather a small area east of the centre which includes
the site of the original Roman town. It is an area with a long and
exciting history, and it is proud of its independence and traditional
role as a centre of trade and commerce. The City of London is one of
the major banking centres of the world and you can find the banks

.of many nations in the famous Threadneedle Street and the sur-
rounding area. Here, 1_;oo,”the Bank of England, the central bank of
the nation, is located. Nearby is the Stock Exchange where shares of
commercial companies are bought and sold. A little further is Lloyd’s,
the most famous insurance company in the world.
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During weekdays in the City one can see the City gents with their
bowler hats, pin-striped suits and rolled umbrellas. This is the “unifrom”
only of those men involved in banking and business in the City.

Task. Write a plan of the text and retell it accordingly.

Episode Forty Three Driving a car

One of the evenings Mr. Hill and a few participants decided to go
to the cinema to see the film, the latest Oscar Award winner. Before
the film was to start they had an hour at their disposal. And they
decided to have a ride around London by Mr. Hill’s car.

David: What would you like to see during this hour in London?

Anton: And what would you recommend?

David: We might have a ride through this entertainment area
around Leicester Square and then through the Strand
famous for its rich hotels. Then we could also drive to
St Paul’s Cathedral. It looks majestic in the evening lights.

Anton: We would be glad to see all that.

David: Then let’s start the journey. _

Anton: ... By the way, I know that when you were in Russia you
hired a car and drove it a few days. Was it very difficult
to drive on the right?

David: Oh, it was very difficult at first. It was necessary
to concentrate... especially when I wanted to overtake.
But the hardest were roundabouts. Well, you know, we
Englishmen have always driven on the left and are accus-

tomed to that.
Anton: Did you usuaully find the ways very easily?
David: I wouldn’t say so. Once it was terrible. I was in a traffic

jam for an hour and then I got lost. But finally everything
was all right. I should let bygones be bygones.

Anton: I always wonder how fast your cars and buses go along
these narrow streets. It is fantastic. You must be all very
good drivers! ‘

There are speed limits — 30 or 40 miles per hour in or near towns

in England and 70mph on motorways. The driver must wear a seat
belt and so must the front seat passenger. Two yellow lines on the
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road mean no parking. One yellow line means parking is restricted.
In some big towns the car may be clamped and towed away if it is
parked illegally. It is very expensive to get the car back. All the rules
and regulations on driving are fully described in The Highway Code.
Petrol stations or garages are often self-service. The driver can select
4 star (super), unleaded petrol or diesel from the automatic pump and pay
the cashier. If the pump is not automatic there is an attendant to help.

Task. Sum up the dialogue and say what you learned from the text
about driving and roads in Britain.

Episode Forty Four Visiting Windsor
and Eton

On Sunday morning the group started on an excursion for Windsor
by coach.

Windsor lies 84 km west of London and is famous, first and
foremost for Windsor Castle, the residence of the royal family. Many
parts of this historic castle are open to the public while some other
parts are always closed and some are closed when the royal family is
in residence.

The site of Windsor Castle was first defended by William the
Conqueror in 1070 and for the next 900 years the building was
tontinually enlarged, growing from a medieval castle to a vast and
eomplex royal palace.

The most impressive of all the castle buildings is St. George’s Chapel,
& masterpiece of perpendicular Gothic architecture. The State Apart-
ments, which are closed to the public, comprise 16 rooms, and each is a
treasure house of superb furniture, porcelain, and armour. The rooms
are decorated with carvings by Grinling, Gibbons, ceilings by Verrio and
works from the royal collections. They include Van Dyck’s paintings.

The star attraction, open to the public, is Queen Mary’s Doll’s
House, designed by Sir Edwin Lutyens and given to the nation in
1923. The furnishings are designed at one-twelfth lifesize.

Part of Windsor Central Railway Station has now been converted to
& waxworks museum run by Madame Tussaud’s, recreating the scene in
1879 when a special train arrived here to celebrate Queen Victoria’s
Piamond Jubilee. Queen Victoria, the longest ruling monarch in Britain,

who lived in 1837—1901, symbolises the unity of the nation, the British
Bmpire and the progress of the nation in the nineteenth century.
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After visiting Windsor the group walked to Eton. They went along
Thames Street from Windsor Castle down to the river, where Windsar
Bridge took them to Eton, Windsor’s twin town, on the northern bank.
Eton is the home of Eton college, the public school that has produced no
fewer than 20 prime ministers. It was term time and they saw a lot of
students around, dressed in their distinctive tail coats and wing collars.

Task. Retell the text and write an essay about places of interest near
Moscow or another city in Russia.

Episode Forty Five Payments
in international trade

On Monday morning the participants resumed their work and
listened to the lecture on payments in international trade.

Here i3 a part of the lecture:

With any form of international trade it is essential to ensure that
payment will be received in accordance with the terms of the underly-
ing commercial contract. The most secure and established methods of
settling international trade transactions are:

¢ by documentary letters of credit and

* by documentary collection bills.

Documentary letters of credit are opened by the importer’s bank
with a bank in the exporter’s country, usually the importing bank’s
correspondent in the exporting country. Exporters submit to the
bank in their country all the shipping, insurance and other docu-
ments specified in the letter of credit issued by the importer’s bank.
If the documents are in order the bank in the exporting country will
credit the exporters with the proceeds. The proceeds are reimbursed
by the importer’s bank in due course.

Documentary collection bills are presented to the importer’s bank
or its correspondent by the exporters together with all the shipping,
insurance and other documents, specified in the contract. If the docu-
ments are in order the importers instruct their bank to pay and they
collect the shipping documents then.

There are a few ways of transferring money from bank to bank.
- In the recent past these ways were:
¢ mail transfers and
o telegraphic transfers.
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Now these two types of messages are practically- replaced by SWIFT
messages. SWIFT stands for the Society for Worldwide Interbank: Finan-
¢ial Telecommunication. It'ds a retwork serving nbw more then 3,000 benks
in sbout 100 countries. It speeds: up:payment messages: between: banks
immensely. If sending and receiving banks are both“logged-in”, a message
cdn be delivered in under 20 seconds. Over 1 million -méssages-ate ‘sent
every day via the computers of SWIFT and its member banks.

The'role 6f correspondent banks is permanently ‘growing. They
facilitate and expedite international payments. A correspondentbank is
one which carries a deposit balance for another bank located in another
city or country and engages in an exchange of services with that bank.

Task. Translate the text into Russian. *

Episode Forty Six _‘Paymen:_t problems settled

In the evening when Anton returned to:the hotel he had a-tele-
phone call from Coventry, located to the north of London. It was a
call from Mr. Snow, a business associate of the Russian company for
whom Anton worked.

Mr. Snow: Mr.Smirnov, 'm calling tosend my apologies to Mr. Nikolaev,

' your chief, for our default. .

‘Anton: Don’t worry we have received your payment a.nd everything
seems all right. 1 spoke with Mr. Nikolaev before my
departure. He does not bear any grudges agamst you.

Mr. Snow: I'm very glad to hear that. But still I want to assure
you that such things will never happen again.

Anton: Good. I'll pass it on to Mr. Nikolaev on my return to Moscow.

Task a. Read the dialogue outlond and sum it up.
~ Dear Mr. Snow, 15 October. 2004

According to our records payment of our Invoice. 3582, sent {o 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 thls{
duration it is our company pOlle to take legal action. We would natura’lly
prefer not to have to go so far. In case you have lost or mislaid the
original we are enclosing”a copy of our invoics. We look forward to
receiving your paymerit this week

Yours sincerely, '

Nick Nikolaev

General Director
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Dear Mr. Nikolaev, 1 November 2004

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 delays in paying out-
standing accounts. We are extremely sorry that your company has
been affected by these developments. We are doing everything pos-
sible to rectify the situation. Indeed we hope to make the payment
which is about a month overdue in the very near future.

Yours sincerely, '

John Smith.

Managing Director

"Task b. Read and translate these two letters relating to the default
mentioned by Mr. Snow.

Episode Forty Seven Mass media in Britain

The British are a nation of newspaper readers. Many of them
have a daily paper.delivered to their home just in time for breakfast.

British newspapers can be divided into two groups: quality and
popular. Quality newspapers are more serious and cover home and
foreign news thoughtfully while the popular newspapers like shocking,
personal stories as well as some news. These two groups of newspapers
can be distinguished easily because the quality papers are twice tb
size of the popular newspapers.

Quality daily newspapers: Quality Sunday newspapers:
The Times The Sunday Times
The Guardian The Observer
The Daily Telegraph The Sunday Telegraph
Financial Times
The Independent

Popular daily newspapers:
The News of the World
The People
The Mail on Sunday
The Sunday Mirror

- The Sunday Express
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British newspapers are often associated with Fleet Street, located
in Westminster City of London. Fleet Street was the home of the
nation’s newspapers till the recent past. But not long ago practically
all the newspapers moved their headquarters to Docklands, a newly
developed business centre in the eastern part of London. Only two
newspapers The Daily Express and The Daily Telegraph are still in
Fleet Street. However, people still say “Fleet Street to mean the press”.

Watching television is one of the great British pastimes! Broad-
casting in the United Kingdom is controlled by the British Broadcast-
ing Corporation (BBC) and the Independent Broadcasting Authority
(IBA). The BBC receives its income from the Government, but the
private companies controlled by the IBA earn money from advertis-
ing. The BBC has two TV channels. The IBA is responsible for looking
after the regional independent TV companies who broadcast their
own programmes and those they have bought from other regions.

National radio is controlled by the BBC, and listeners can choose be-
tween four stations. There are many local stations, some private and some
run by the BBC. Their programmes consist mainly of music and local news.

Task a. Sum up what the text says about British. mass media.
Task b. Write a short essay about mass media in Russia.

Episode Forty Eight Financial news

DOLLAR AND POUND RISE

The dollar and the pound resumed their advances against the yen
yesterday.

The US currency was helped chiefly by the US stock and bond
markets, which rebounded from Thursday’s falls.

The dollar was also boosted by US construction spending for
November, which rose where a fall had been forecast. The figures
added to the evidence of recent weeks that the American economy.
has resumed stronger growth. 'The US deceleration is probably
coming to an end’, said Mr. Peter von Maydell, senior currency econo-
mist at UBS in London. )

The dollar gained Y0.5 against the yen to ‘close in London Y11.2.
But the Tokyo market femained closed for the National Holiday.

The pound closed in London at USD 1.692 to the dollar. it gained
on strong consumer credit data and on rising oil prices.
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Sterling has been the strongest major currency over the Holiday
period appreciating almost 2 per cent.

Task. Read and translate this newspaper item from the Financial

.. Epispde Forty Nine A visit to Oxford

On the eve of their departure to Moscow the participants had
some free time and Mr. Hill proposed they should make a trip to
Oxford.

Oxford, first and foremost, is known for its University. The
University began itself in the middle of the 12th century, and by
1300 there were already 1,500 students. At this time, Oxford was a
wealthy town, but-by the middle of the 14th century, it was poorer,
because of a decline in trade and because of the terrible plague,
which killed many people in England.

Relations between the students and the townspeople were very
unfriendly, and there was often fighting in the streets. On the 10th
February 1355, the Festival of St. Scholastica, a battle began which
lasted two days. Sixty-two students were killed. The townspeople
were punished for this in two ways: they had to walk through the
town to-attend a special service on every St Scholastica’s day until
1825. Worse than this, the University was given control of the town
for nearly 600 years.

Nowadays there are about 12,000 students in Oxford, and the
University and the town livé quietly side by side.

When the coach came to, Oxford the participants bought some
colourful books on Oxford, maps and some souvenirs. Then they
went sightseeing and stopped near Trinity College.

Tatjana: The pollege looks. great. I wonder how old it is..
David: 1 myself am an Oxford graduate but I don’t remember
when exactly it was founded. Let’s look in the guide
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book. Oh, it was started in 1315.

Tatjana: Is it the oldest college?

David: Oh, no. Jesus College and some others are much older.

Tatjana:  It’s very beautiful. I’d like to study here. Is the chapel -
open to the public?

David: Yes, it is. Let’s go and look. The choir of this college is
famous in England. They sing on TV every year at
Christmas.

Task. Read the above and say what you know about Oxfonl using this
and other sources of information.

Episode Fifty Good-bye'to London

In the evening Mr. Hill invited all the participants to a farewell
party at the Beefeater restaurant near the Tower of London. In gen-
eral Beefeaters are warders of the Tower, dressed as in the days of
the Tudor kings. The restaurant is famous for its medieval ages
performance and the spirit of the time. It’s like a costume drama
with the history of England unfolding before the eyes of the guests.

The participants enjoyed the performance immensely, had a very
nice meal and a few drinks. A few toasts were pronounced like these:

To the success of our business!
To our prosperous business! Cheers!
To your very good health!

There were also many thanks like these:

Thank you very much for having us.

Thank you for the nice stay we had here in London.
We were very happy here. Thank you very much.
Everything was unforgettable. I thank you a lot.
We've really enjoyed the visit.

In the morning the Group checked out and the coach took them to
Heathrow Airport. There was no queuing up they checked in very
quickly and went upstairs to the Passport Control point. Here they
said good-bye and expressed thanks to Mr. Hill. In reply he said
many kind words and wished them a safe journey.
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The journey back home was really very smooth and enjoyable. A
few days later Pete Smirnov, General Director of Economtraining, .
sent the following letter to Mr. Hill: Appendlces 1—4

Dear Mr. Hill,
Let me thank you and your esteemed company on behalf of the

Group and our company for the hearty atmosphere of their stay in I
London, for very informative lectures and very useful external visits
they had. They also thank you heartily for the chances to do some
business of their own and to make a few visits they had planned. |
hope that we shall arrange similar programmes in future as well to
the satisfaction of our both parties.

Let me send you and your family my best wishes for Christmas
and a very prosperous New Year.

Yours faithfully,
Pete Smimov

Task a. Read and retell the text and the letter.

Task b. Say what other toasts and words of thanks you know. Write a
letter of thanks to Mr. Hill in your own words.
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Appendix 1 English-Russian Glossary

A
accelerate

syn. to speed up, to expedite

accept
acceptance
accommodation

accordance

in accordance with smth

accordingly
according to smb/smth

account for smth v.

account n.

for smb.’s account

to smb.’s account

to take smth into

account/consideration
accountant
accounting
accounts year
acknowledge
acknowledgment
acquisition

actual
add
addict

adjust

admit
advance

in advance
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YCKOpPSATD

IIPHHAMATh, AKIIEITTOBATh
TPHEMKA, aKIIEIT

Xwiee (o6bwHo @ 2ocmunuye),
pa3MerieHue

COOTBETCTBHE
B COOTBETCTBHH C eM-JIHG0
COOTBETCTBEHHO

KaK coobIaeT/3aapaseT KTo-1méo,
COIIACHO YeMy-JIHOo

OTYMTBHIBATECA 334, OOBACHATL YTO-JIHMOO;
COCTaBIISATh YTO-JIH0O

cyer

3a yefi-mmbo cuer

Ha 4Yeii-mubo cueT

HPHHAMATh 9TO-JIM00 BO BHHMAaHHe

Oyxranrep

Oyxranrepckuil yuer

OTYETHHIH ron

TIOATBEPXIaTh

noaTBepXAEHNE (MOJIydeHHe); NPHIHAHIE

NpHOOpETCHAE, NHOIJIOLIEHNE
(omHOM XOMIIaHMEH IpYrok)

daxTHueckuii, melCTBHTEIbLHBL!
[00aBIATHL

YEJI0BEK, YPE3MEPHO YRIEKAIOIMIica
yeM-nbo

TpycnocabMBaTh, peryiMpoBarh,
TIONPABISTH

IOITyCKAaTh

aBaHC; MPOIpPecc; POCT; NOBLIIICHHE
Kypca BaJIOTHI

3apaHee, JOCPOYHO

.advantage.

~ to take advantage of
‘advertise
.advertisement

-advise

advice

credit advice
debit advice
affect
agree
to agree with smb
to smth
to agree on smth
ant. to disagree
agreement
rirfreight

Air waybill

Risle

{lllocate

'allocation

'allow smb to do smth

syn. to let smb do smth

-allowance

4 m. (ante meridiem — Lat.)

amend
amendment
to make/introduce

amendments in a contract

amount to smth v.
amount n.

announce

announcement

'tomakeanannouncemcntoﬁsxﬁth

i annual
answer smb/smth v.

NIPCHMYIUECTBO

BOCHOMBL30BATbCA (MeM-mHb0)
PeKJIAaMHAPOBATh

pexJlaMa, peKiaMHoe OObSIBIeHHE

1) u3BemaTH, yBEROMISTE 2) COBETHIRATD

1) M3BellieHNe, YBEIOMICHHE, aBH30
2) coser

KDPEIHATOBOE ABH30
AeberoBOE aBM30
CKA3HBaTECA HA, BIHATH HA
COMNAIIATLCSA

COIMAIATECA C KeM-JIMbo
Ha 9r0-/mbo
COIMIACOBRIBATH ITO-JMGO
He CONAIaTLCH

COIIACHE; COIIANICHME

aBAadpaxT (CTOMMOCTb NEPEBO3KH IPY3a
Ha caMoJere)

aBHaHaKIagHasA

TpOXO1, MEXAY pAfaMHI

pasMeHiaTh, aCCUTHOBATh
pa3MeleHAe, aCCUTHOBAHHE
paspeniaTh

1) paspemiensie 2) ckuaxa 3) HamxbaBKa
1O NOMyAHA

MCIPaBIATE; YJIYMINATh; AONOIHATH
TMONpPaBKAa, HCIIpaBiIcHAe

JeNarp JONOJHEHHS K KOHTPAKTy

JIOXOIUTD JI0, OKITH PABHRIM 4EMY-TTHOO,
CyMMa

OOBABIATE

obbsBNICHNAE

henate OOBABICHWE O YeM-JIHOO
€XCTOIHbIN

OTBETHTh KOMY-NTMOO/HA YTO-1mb0
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answer n.
answer to smb/smth

in answer to smth

" apologise to smb for smth

appendix
pl. appendices
applicable
application
apply to smb for smth

appointment

to make an appointment

with smb for a certain
hour/day
appreciate

approach smb

appropriate

approve

approval

area

arrange

arrangement

arrival

arrive in a country/city
to arrive at an airport/
office/factory

arrival

assets

ant. liabilities

assign
assignment
contract of assignment
assistant
associate with

320

OTBeT
OTBET KOMY-JIHG0/Ha 4YTO-JHGO0
B OTBET Ha 4YTO-M6O

M3BMHHUTECS Tiepel KeM-JIH00o 3a
YyTO-TH00

JONOTHEHAE

JOMOIHEHUA

TIPUMEHUMBIH

1) 3aBneHNe 2) NIpUMEHEHNE
obpaiareca K KoMy-mbo ¢ Ipockboit
o yeM-ymbo

JOrOBOPEHHOCTh O BCTpeYe
JOrOBOPHTECA C KEM-JIHOO

O BCTpeue Ha OmnpeAciacHHBIN
qac/OeHb

OLICHMBaTh; (¢uH.) yBEIMIMBATHCS,
NOBHILIATHCA

MOAOWTH K KOMY-1HGo,
o6paTuThCA K KOMY-H60
COOTBETCTBYIOLLWIH

onoopATh

onobpeHue

TePPUTOPUSA

yCTpauBaTh, YJaXHBaTh
YCTPOHCTBO; COIIallieHME
npuOLITHE

npubBIBaTh B CTPaHY/ropon

npubEIBaTh B asponopr/oduc/3ason
npubkKITUE

axTHB (bI) (COGCTBEHHOCTD, BKIIOUAs
CTpoeHMs, oOpyaoBaHMe, KPeaUTHbHIE
TpeGOBaHHS N0 JNO/DKHMKAM, IECHHEIE
OyMard, HAIMYHBIE CPEACTBA)

maccuB (BI) (Bce, 9TO MOMIEXHT OIUIaTe
KOMIIAHUEMH/TIpeATIPUATHEM, BKITIOYAs
cyeTa 32 padIMYUHBEE NpHOOpeTeHHs,
3apIUIaTy COTPYAHHKOB, NHBHACHMLL,
OOBSRIEHHHE K BHOUIATE, AOATOCPOYHEIC
06513aTeNBCTR, GAHKOBCKHE KPeIMTHI M T.JI.)
Ha3Ha4aTh, Nopy4yaTh, NepelaBaTh
Ha3HayYeHWe, nepenavya, nepeycTyrka
COITIAIIEHUE O TIEPEYCTYIIKE .
TIOMOILIHMK

obImAaTeca ¢, CoenUHATh (CA),
CBSI3BIBATh (CA)

associate n
associated
assure
at the earliest
ant. at the latest
at present
syn. at the present time,
now, currently
attach smth to smth
attend
attendant

attention
to pay attention to smb/smth

to draw smb’s attention
to smb/smth

audit

auditor

authority

AY

available
average V.
average adj.

on the average
award

B
balance
balance sheet
bankrupt
to go bankrupt
bankruptcy
bear (bore, borne)
begin (began, begun)
to begin doing/to do
sym. to start doing/to do

11 Aenosoh aarmfickmit

napTHEp, TOBapMill, YJ4aCTHUK
aCCOLIMUPOBAaHHKH (BXoaAMi B
accolHaLMio/00beANHEHHE)
3aBEPATb, YBEPATH

caMoe paHHee
camoe Mo3aHee
B HACTOsIILiEE BpeMs

NpWarath YTO-THGO K 4eMy-THOO
rocelarh ‘ o
CIYXUTEIb, conponoxmalomeé_mlﬁ
00CITyXHUBAIONIEE JTULIO

BHHMAaHHE .
o6painars (CBoe) BHUAMaHHE Ha KOro/
yT10-TH00

obpallare Ybe-1Mb0 BHUMAHUE Ha
xoro/aro-ymbo

NpoBEPKa, PeBH3MS

ayauTop

BJIacTh, BIACTH, AIMUHHCTPALMS,
aBTOPHTET ’

MMEIOLMIACS B HATMYNU
COCTaB/IATh B CPEOHEM

cpemHHMii, cpeaHeapudMeTHIecKUi
B CpeIHeM

1) Harpana, npu3 2) pellicHHAe
(cyna, apburpaxa)

OCTAaTOK
6aIaHC (IOKYMEHT)
OaHKpOT '
obaHKDOTHT ~
emaanp AL THO

___ pwvavanl)
HaYMHAaTh
HayMHaTh Aeyiath YTo-Jmbo
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believe
benchmark
beneficial

bill

bill of exchange

bill of lading
clean bill of lading
claused/dirty bill of lading

bind {bound, bound)
bounding' "~
board of duectors
boat

bond

book:y: -
bookkeeper
bookkeeping

boost

borrow

borrower

bother

box office

branch

brand

breach

break (broke, broken)
breakthrough

bridge

bridge financing

broadcast (broadcast, broadcast)

British ‘Broadcasting
Corporation (BBC)
budget
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BEPHTL, NOJIAraTh

‘6a3a, OPUEHTHD, OTTIPABHAA TOYKA,

HMCXOIHad IO3HLHSA

BBITONHRIN

CcyeT, HakIagHasd; BEKCENh
TIEPEBONHbIA BEKCENb (Oe3ycaoBHMI -
IPHKA3 JMILy, HA KOTOPO¢ BBHICTABNEH
BEKCeJib, BHIUIATHTL NPETBABHTEIIO
BEKCEIA ODPEACICHHYIO CYMMY)
KOHOCAMEHT (TOBapopacnopAAHTE/IbHBIN
JOKYMCHT IIDH OTTPY3KE TOBapa MODEM).
YUCTHIT KOHOCAMEHT (KoHOCaMeHT 6e3
KaKHX-/060 TOMETOK KallHTaHa)
KOHOCAMEHT C TIOMECTKAMM (KANMTaHA O
NOBPEXICHHIX TPy3a/yNakOBKH)

' CBA3BIBATL

06A3aTe MBHBIA

COBET AMPEKTOPOB

JIOOKA; CYIHO

o0yranns, SONTOBoe 00A3ATENLCTBO
‘3aKa3LIBaTh

. ByxrayTep, CYETOBOA

OyxrasrepcKmii yder, OyxrarrepHs
TIOJHMMATb, NOBHINATE; TIOAIEPXHWBATE
TIOJIYYaTb 3a€M, 3aMMCTBOBAThb
33CMIIMK, MOTYYaTe/b CCYAhl
GecriokonThb (cf)

TeaTpaibHaA Kacca

orzencHre (pupMe, GaHKa, TIPEITPHITHA)
Openn, Topropas Mapka

HapylieHue

Hapywmarp

NpOpHB

MoOCT

IIPOMEXYTOYHOC (PMHAHCHpOBaHHe
(XKpaTKOoCpPOYHBI KpeJMT Ha TEpHOL A0
Ha4aJa nelCTBUS OCHOBHOM CXeMH
GuMHAHCHPOBAHMA, BHITYCKA aKUMH n‘ 'r.n')
" NepeRaBTh N0 PARHO) TETEBHNEHHIO
BpuTaHcKad BellaTeNbHas KOpriopaims

" "GIOIDKET, CMeETa; 3arac

bulk

in bulk

bulk buyer
bureau de change

pl. bureaux de change
business

to do business with smb

buy (bought, bought)
syn. to purchase

C
c&f (= cost and freight)

calculate
calculation
call smb
syn. to make a call to smb
call'n.
campaign
advertising campaign
capture
cancel
cancellation
cargo
case
cash
cashier
syn. teller
cause
chamber
chamber of commerce
chamber of commerce
and industry
change v.

00bEM, BMECTHMOCTh

HaBaJIOM, TYPTOM, BCE BMeCTe
TIOKYTIaTeNh KPYITHBIX NApTHiA ToBapa
OOMEHHEBIH ITYHKT

neno, 6usHec

BeCTH Jejia ¢ KeM-ibo, TOproearb C
KeM-H60

TIOKYTIaTh

kad (=cromMocTh ¥ (paxT) (yciopus
TIOCTABKH, IIPH KOTODBIX TpOAaBel]
OTBEYaeT 32 TPaHCIIOPTHPOBKY IPy3a; NpH
3TOM LICHA BK/MIOYACT CTOMMOCTE TOBapa U

TPaHCIIOPTHHIE PACXOIH)
HOICYNTHIBATD, BBIYHCIIATH

PACYET, BHEYUCICHUE, KalbKyJsiis
3BOHUTH KOMY-H00

TeneOHHRIN 3BOHOK

 KaMIaHus
" pexnaMHas KaMITaHusA

TIATeIBHO BHIOGHpATH
AHHYJIMPOBATh

AHHYJIHpOBaHHE

Ipy3 ’

1) smmk 2) cnyyaii 3) cymeGHoe neno
HATMYHBIE (ICHBEIH)

KACCHp

NpHYHHA
KOMHAra, IajaTa
TOproBasd MaJara

TOProBO-IIPOMBILIUICHHAS ITanara

MCHATH
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change-n.
charge v.
charge n. .
charges
to be in charge of smth
chargeable
cheap
check
to check in
to check out
Cheers!
chiefly
choice " .
choose (chose, chosen)

cif (= cost, insurance, freight)

claim
to make a claim on smb
for smth
to study a claim
to decline a claim
to settle a claim
amicably

classifieds

clause

clear an account

clearing

clause
syn. article, provision
coach '
coin
collect -
collection

324

H3MEHEHME, 3aMCHa

B3UMaTh

3aHECEHHE Ha CYer

PacXoIsl, UINEPKKH
3apeAnBaTh YEM-JHOO0
TIOnJIeXAIMI ONUIATE, IUIATHEIH
JeuieBhIii

IIPOBEPATD

PETHCTPHPOBATLCA (6 20cmunuye)
BHITHCHBATLECA (U3 20cmuningbl)
Bame anoposse! (mocm)

'TNaBHLIM 06pazoM

BuGOp
BHOMpaThL

cHd (crommocts, cTpaxopanme, ¢paxr)
(YCNOBHA TIOCTAaBKH, NIPH KOTOPHIX
TPOJABEL] OTBEYACT 33 TPAHCTIOPTHPOBKY M
CTpaxoBaHHE TOBApa; NMPH 3TOM LieHA
BXIOY3€T CTOMMOCTh TOBapa, PACXOOM IO
CTPaxoOBaHHIO H TPAHCTIOPTHLIE PACXOIH)-

NPETeH3uA, peKnaMauHs, TpeGoBaHme
TIPEXBABNATL IIPETCH3NIO KOMY-TH00
B CBfi3H C YeM-JHbO

PaccMaTpHBATh NPETEH3NIO
OTKJIOHATh IIPETEHINIO

YPEIYIHPOBATh MPETEH3NIO APYXKECKUM
nyTem

OObABRNIEHMA (6 2azeme)

IIYHKT, CTarhs (¢ dozoeope)

OIUVIATHTL CYET

KIMPHHT (pacyeT NyTeM B3aHMHOIO 3a9eTa
TUIaTeXHbX TpeOoBaHHit)

" TIYHKT (KOHMpaKma, COo2A0uieHus)

MEXIYTOPOAHBIN aBTo0yC, XK.~ BATOH
MOHeTa

cobupars, 3a6upars; mucaccnponau
cfop, KOLIEKIMs, WHKACCO

to send documents for:
collection
collection bill

comment V.

to comment on smth
comment #. )
commerce

syn. trade
commission v. .
commission n.
compete

competing
competition
competitive
coxilpetitor

syn..rival .
complain
complaint
complete v.
complete adj.

completion
comply with smth

comprise
syn. to include
compromise v.
compromise n.
concern smb
the parties concerned
concern n.
concessxon
conclude
to conclude a contract

OTTIPABUTEL NOKYMEHTH HA MHKACCO

HMHKACCOBOE IopydyeHMe (6aHxoBckmil: .

HOKYMCHT — YKa3aHMe NOTYYdTb ILATEX. B
KpaTKH}i YCTAHOWIEHHBIE CPOK HITH B
Openenax HAHHOTO ¢poKa NonyYmrs
PBOCHOBaHHEIH OTKA3 IVIRTEBIUMKA OF
IUIaTeXa)

KOMMEHTHPOBATh
KOMMEHTHPOBATh YTO-JIH60
3aMeyaHHe, OT3HB
‘TOPTOB/A, KOMMEPLHA

fIOpy4aTh, HA3HAYATh, JABATh 3 Ha
TODYYEHHME, 3AKA3, KOMHCCHOHHEE
'KOHKYPHMPpOBATh "
KOHKypHpyloupah

KOHKYPEHIIHS
KOHKYPEHTOCIIOCOOHERIH

KOHKYPEHT

<~ XANOBATHCA

.Xxanoba, IpeTeH3us, pexilaMalud.

1) 3aKaHUMEBATS 2) 3BNOTHATS'3) BONOIHATH
1) nosHbIli, YKOMIUVIEKTOBaHHBIH

2) 3aKOHYCHHLIA )

3aBepiieHue
NOTYHHATHCA/COOTBETCTBOBAT -

‘ Yyemy-nubo

TOHTH Ha KOMITPOMMCC
KOMITpOMMCC

KACaThCsi KOro-jmbo
JFAHHTEPECOBAHHHE CTOPOHHE
y4acTHE, HMHTEpEC

. \,¥CTYHK3, JIbIroTa

33KITIOYATE
32KMOYaTh KOHTPAKT
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syn. to make/sign a contract
condition

confirm

confirmation

formal confirmation of
conformity

to be in full conformity with
smth

syn. to be in full accordance with

to be in line with smth
confuse
syn. to mix up
considerable
considerate
consideration
to send smth for smb’s
consideration
consignment
syn. lot, cargo, shipment
to send smth on
consignment
consist of

consortium

consult smb
contact smb v.

contact n.

contain
contract v.

contract »n.

control v.

control n.

controller
convene
convenient
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ol

YCJIOBHE
TIOATBEPXATh
TIOATBEPXICHIAE

OoQHUHATBEHOE TONTBEPXACHUE
COOTBETCTBHE

B NMOJIHOM COOTBETCTBHM C YeM-THOO

CMEIINBATh, CIYTHIBATH

SHAYUTEILHBIN

BHHMAaTEIbHAIHI

BHHMAaHHE; PacCMOTPCHHE
HalpaBUTh YTO-IMG0 KOMYy-mbGo
Ha paccCMOTpeHHE

1) napTus ToBapa 2) KOHCHTHALMs

OTIIPaBHTh YTO-JMOO Ha KOHCHTHALHIO

COCTOSTh U3

KOHCOPLIMYM (O0BEIMHEHHE CAMOCTOSITENb-
HBIX OpraHM3auuil, 6aHKOB)

KOHCYIBTHPOBATBCA ¥ KOro-mbo
CBSI3BIBAaTbCH C KeM-JH60

CBSI3b, KOHTAaKT

COIEPXaTh

33aKII0YaTh AOroBOp/COrallicHne,
TIPMHHMATh Ha cebf 06A3aTeBCTBO
KOHTDaKT

1) ynpaBiaaTs 2) KOHTPOIMpPOBATH
1) ynpasnenne 2) KoHTpoIb
PEBU30P, HHCIIEKTOP, KOHTPOJED
CO3RIBaTh, COOMpaTh

YIOOHBIH (0 Mecme, spemeny)

convention
convert
convince smb that
to convince smb of smth
copy
in two copies
corporate
correct :
syn. to improve, to rectify
correspond to smth
correspondence
cost (cost, cost) v.
cost n.
costs
operating costs
counsel
cover v.

to cover expenses
cover.n.
credit v.
to credit a certain
amount to smb.’s account
credit n.
crown
current
currently
currency
customer
regular customer
customs
cut (cut, cut) v.
cut n.
CV (curriculum vitae — Laf)
syn. resume )

CBhe3ll, JOrOBOP, KOHBCHIINS
ApeBpalaTh, KOHBEPTHPOBATh:

~y0eXxIarTh Koro-Jmbo B TOM, 410"
:y0exnaTp Koro-mbo B yeM-ymbo:

JKIEMIULID
B BYX 3K3eMIUIspax
KOpNOpaTUBHEIA
HCIIPABJIATH

COOTBETCTBOBATL YeMy-TO0
1) coorBercTBHE 2) TIEpernHCKa
CTOHMTD '
CTHMOCTB, ce6eCTOMMOCTD

- pacXoIBl, M3NEPXKKH, 3aTPaTH

SKCIUTYaTAlMOHHEBIE PaCXOhI
COBET, COBETHHK ’
TIOKDHIBATh, OXBATHIB Th, OCBELIATH
(B mpecce) '
TIOKPHIBATh PACXOMB

00I0XKa; MOKpPHTHE

KpETUTOBATh

KPEOWPOBaTh Yei-mnbo cyer
OIIPEACIICHHOM CyMMOl

Kpenur

XOpOHa; 3HaK KavyecTBa

TEeKylIMH, TenepenHuit

B HACTOfIILiee BpeMs

BaloTa

TIOKyTIaTe)b, KJIUEHT

TIOCTOSTHHBI TTOKYTIATeNh
“TAMOXEeHHas1 cyx0a, TaMoXHsI; ODErau
COKpalaTh, CHIKATH ‘
COKpalllcHAe, CHIXCHIE

aHKeTa
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D
damage v.
damage n.
damages’
datum

pl. data

deal in smth with smb

dealer

debenture

debit v.

- to debit a certain
amount to smb.’s
account

debit n.

debt
bad debt
to write off debts

debtor

deceleration

decline v.

decline n.

decrease v.

decrease n.

deduct ‘
to deduct ... from

deduction ‘

defer,

deferred payments .

define

delay v.
to delay shipment
delay n.
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TIOBPEXAaTh, HAHOCUTL ymepo
HOBpeXIcHHME, yiuepb

YORITKH; KOMIICHCALMA 34 YOBITKHM
haHHOE

JaHHEIE

MMETH JIEJI0 ¢ KeM-TMG0o nMo yemy-mmbo
JWwiep (onToBbIi TOKyNaTesib TOBapOB H
YOIyT VI8 PO3HHYHOH IepenpolaxHy;
COTPYAHMK 0aHKa, CIeHATH3HPYIOIMHCH
Ha BalIOTHHIX ONEpalMsX; KOMITAHHA WIH

¢H3MYecKoe JHIIO, KOTOpHE ONEPHPYIOT Ha
6upxe 3a cBOM COGCTBEHHRIH cyerT)

HeobecrieyeHHOe IOJITOBOE
00s3aTeIbCTBO

Iie6eToBaTh
nebeToBaTh qeﬁ-Jm_Go ‘cyer
Ha OMPENENECHHYI0 CYMMY

neber

Boir

GesHanexHwil fonr
CITACHIBATH JOJTH

JOJKHUK

3aMeqJIeHAe

NafaTh, CHUXATBCA
TafieHAe, CHYDKEHHE
yYMEHbIIATh (Cf), COKpawars (cs)
YMEHbUIEHNE, COKpalleHne
BBIYHTATh

BEIMUTATS ... U3
BLIMHTAHHE, YMEHbBUICHAES
OTKJIaBIBaTh, OTCPOYHMBATE

OTCPOYCHHBIC ITUIATCXKH

OTIPENENATh, YCTAHABIMBATL IHAYCHHE
(cnoBa)

3aepXaTh
3aIepXATh OTTPY3KY
3alepXKKa

a two month delay
deliver
delivery
demand v.
demand n.

to be in (great) demand
departure
depend on smb/smth
deposit v.
deposit n.

deputy
despatch/dispatch v.
despatch/dispatch n.
detail
in detail
determine
device
develop
development
developments
devote smth to smb/smth

digress v.
digress n.
discount v.
discount n.
to give a ...%
discount off the price
dispensing machine
distribute
distribution

diverse
divisible

334C€pXKa Ha IBa MecAlLla

. IOCTaBJsITh, TIEpEAaBaTh
.. JIOCTaBKa, IOCTaBKa

TpeOOBaTh, NPEAbSIBIITL Tpeﬁonalme,
cnpoc; TpeboBaHue

HONB30BATECA (GONBIIMM) CIIPOCOM:
OTIIpaRJiecHNE; OTKIOHEHHE

3aBHCETh OT Koro/dero-ymto
BHOCHTb JICTIO3HUT

JETO3UT (IEHbIM, BHECEHHBIE KaK
CBHJIETENLCTBO HAMEPEHHA 3aKIIOYUTH
CHEJIKY; BKJIAI KIWEHTa B KPeOUTHOM
YIpEeXIEHHH (B BHOE HEHET MM LIEHHLIX

Oymar)

3aMECTHUTED

TIOCKUIATh, OTNPABNSATH
OTIpaBKa, OTIpAB/IEHHE
JeTaib, MOEPOOHOCTD

~ HeTansHo, noapo6Ho

OIpEACTATh, YCTAHABINBATDH

‘Tipu6op, mpHcIiocobneHue

pasBHBath (cs), COBCPILICHCTBOBATE (CH)
Pa3BUTHE, COBEPHICHCTBOBAHME
coBBITHS

TIOCBEIaTh YTO-IM0O
XOMy/ueMy-Tn6o

OTCTYNaTh, OTBJIEKATHCS

OTCTYI, OTBJICYCHUE

JHUCKOHTHPOBATh, YYMTHIBATh

1) ckuaka 2) yyeT, ZUCKOHT
"TIPEIOCTABHTS ... — IPOLEHTHYIO CKUIKY
‘C TIeHH ' .
aBTOMAT JUIS BHIIAYM ACHET, ﬁankua‘l"

* pACHIPEAEIIATD; maccnd)mmpdsa'rb

COBIT, pacmipefeneHue,
JMCTPUOBIOLIHNS

“pasHOOGpasHEIH, pasHbi1

JIeITHMBII
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ant. indivisible
divisible letter-of credit:
documentary
domestic
syn. internal
draft
draft contract
to draw up (drew, drawn)
due adj.
due n.
dues
due to smth
durable
durables
duty
duty free

E

earn
earnings
economics
economise
economy

effect
eligible
embassy
emerge
emerging markets
employ
employee
employer .
employment:
ani.” unemployment

enclose snith with a letter

syn. to attach-smth
to a letter
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Hene MBI
JRIVMEIH aKKpeTUTHB
JOKYMEHTapHBIH
BHYTpCHHUH

TIPOEKT, HaOpOCOK, YEPHOBHUK
TIPOEKT KOHTPAKTa
COCTABJIAITH

JOJDKHBIH, NpUYMTAIOLMIACS
JOJDKHOE

cbOpHI, MOLLTHHDBI

.Gunaromaps yemy-ymbo

JUMTENbHBH, JONTOBpeMEHHEBIH
TOBapH AJIMTEIHHOIO NOIH30BAHMS
1) nonumna 2) monr
OeCcnOLLTMHHBIA

3apabaThiBaTh

S5KOHOMHMKA (Hayka)
3KOHOMHTD

1). sxoHOMMsA, GEPEeITTHBOCTD
2) X035CTBO, HKOHOMHKA

OCYIIECTBJIATh

oTteevawomuil TpeboBaHMAM

MNOCOJBCTBO

MOSIBJIATECS
HOBLIE PHIHKH
HaHHMaTh, IIPEJOCTABIATh pabory

CIfyXalmi, paGoTalolHii no HaiiMy
paboronarens

3aHSTOCTh; 3aHATHE, Clayxkba

6e3pabotHia

~ BJIIOXHUTh YTO-TMGO B ITUCEMO,
, IPHIIOXKHTD YTO-JMO0 K ITHCEMY

enclosure
encourage
encouragement
engage
to be engaged in smth
enquire/inquire
enquiry/inquiry
to make an enquiry
to send/forward an enquiry
to study/consider/ examine
an enquiry
to reconsider/reexamine
an enquiry
ensure
enterprise
entitle smb to do smth
entity

equipment
error

syn. mistake
essential
essentials
establish

syn. to found

to set up
establishment

esteem

highly esteemed
etc. (etcetera) Lat.

Eurocheque

ex works

BIOXEHHME, TIPWIOKCHHE
TIOOILPATh, MOMIEPXUBATD
TOoOLIpeHHe, MOAAepXKa
3aHMMaTh (Cs1); HAaHUMaATH
3aHMMAThC UeM-JIMGO
3anpanMBarh

3ampoc

COCTABHTDH 3a1poc
HanpasHTh 3aMpoc

PACCMOTPETH 3aMpoc
NEpecMOTPETh 3a1POC

obecneynBath

TpeANpHUATHE
JIaTh TpaBo KOMY-TMO0 Henarh yro-mHbo
IOpHIHHECKOe JMLO (upma, npednpus-

mue, KOMRGrUR)
obopynoBaHue
ommubKa

CYIIIECTBEHHBI, HEOOXOMUMBIN
TIpeaIMeThl NepBoil HEOGXOMMMOCTH
OCHOBBIBaTh, CO3MABaTh

OCHOBaHHE; YUpPEXKICHHE; OCHOBBI
M YCTOH rOCyAapCTBEHHOIo CTPOsI
yBaXaTh

nTy6oKOoyBaXaeMalii

H Tax jiajiee

€BpOYEK (MeXIyHapoAHasd Kaproyka,

ucrionb3yeMasn i Ge3HATHYHBIX
JUIaTeXelt M TIOMYYEHMS HANTHYHBIX JICHET)

¢dpaHKo 3aBOJ (YCIOBHS TIOCTABKM, NPH
KOTOpHIX IpOIaBell JODKeH TOCTABHTb
ToBap JIsl CAMOBLIBO3a TIOKyTaTeJeM; NpK
3TOM LIEHA BKIIOYAET TONbKO CTOHMOCTH
CaMOro TOBapa)
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example
for example:
exceed:
exception
excess
exchange v.
exchange n.
commodity exchange
foreign exchange
currency exchange
-, stock exchange
execute

syn. to fulfil, to carry out, to perform

executive n.
executive adj.
exhibition
expand
expect
expenditure

expenses
expensive
experience v.
experience n.
expire
expiration
expiry

on expiration/expiry
explain smth to smb
explanation
export ¢
expon n

exp_or_ts

extend ;
extension
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mpuMep
HanpHMep

“TIpEBRIIATh

HCKIIOYEHHE
H30BITOK, HIHILEK
OOMEHHBaTbh, MEHATHCA
obmeH; Gupxa
ToBapHass OHpXxa
HMHOCTPaHHAA BaIOTa
BAMOTHasA 6MpXa
donnoBas 6upxa
BHIIIOJTHATH

PYKOBOJHUTEID
PYKOBOIIIHAH
BBICTaBKA

paciupaTh (cs)
OXMIaTh, PaCCYMTHIBATh

Pacxonsl (2ocydapcmea, Kpynnoi
dupmsi u m.0.)

PACXOIBI
ZIOpOTOlt, IOPOrOCTOSLIMH
WCITBITHIBATh

OIIHIT; KBaupuKaLma

MCTEKATh

HCTeueHHe (Cpoka)

OKOHYaHHe, VIcTedeHHe (CpoKa)
NpH OKOHYAHHH

OOBACHUTD KOMY-NIH60 YTO-MTHGO
obpsicHeHHe

3KCHOPTHPOBaTH

3KCIOPT

3KCIIOPT, CTATLH 3KCNOPTA, npczme'rm
BHIBO3a

NPOIMBATh :
TnpomieHue (CpoKa)

F
facility
facilities

fail

to fail to do smth

failure
fair n.
fair adj.

faithful
fall v.
fall n.
fare
farewell
fee

file
fill in
finance v.
finance n.
fine n.

syn. penalty
flight

fluctuate

" prices are fluctuating
fob (= free on board)

to deliver goods on fob terms
to deliver goods fob Riga

our price is USD.. fob Riga

folder

ynobeTBo; MBroTa; yeayra -

€peAcTBa (HEHEeXHBIE); COOPYXEHHUS,
31aHusA; 000OpyIOBaHME,
TpHcnocobNeHus, yCTpOMCTRa;
TPOM3BOACTBEHHBIC MOLIHOCTH

rioreprieTk HeyAady, HE yAaBaThCH

He caenarb 4ero-nmbo

Heyfaya, npoBal

sipMapKa

CTIpaBeMBALIA, GecTIPUCTpacTHLI, -
3aKOHHBIY; nocpencTBeHHbIN, cpemmmi
BCPHBIA, IpemaHHbIH

T1afaTh

nageHue

CTOMMOCTh TIpO€3NIa

npoinaHue

TOHOpAp, BO3HATPAXAECHHE, CTOHMOCTD
IporpaMMsl oGydeHHs -

11anKa, AOChE, CKOPOCIIHBATEID
BANMOJHATHL
-“KPEeIUTOBaTh, (PHHAHCHPOBATH
dunanch

mrpad

peiic
KoneGarbcs

1eHB Konebnsarcs

$ob (crobomo Ha Gopr) (yeaons
TOCTaBKH, MPH KOTOPHIX MPOAABEN HECceT
OTBETCTBEHHOCTH 34 TOBAD X0 Mouema em

nocrasku Ha Gopr cymHa/camonera; ‘mpy
3ITOM HEHa BKINOYAET CTOMMOCTh TOBAPA .M.,

BCE PacXonbl NPOJABLA X0 MOMEHTA nocmmm)
TOCTABMTh TOBAP HA YCJIOBHAX 4)06

IOCTaBUTL TOBAP Ha YCIOBMSAX 4)06
Pura

“iHaioa HmeHa — ... aM. ion. ¢o6 Pura
“Iijanxa WIa JOKyMEHTOB
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for (= free on rail)

for and on behalf of
force majeure

forward

syn. to send, to ship,

to despatch/dispatch

forwarding agent
forwarder
found
free
freight
frustrate
frustration

G

gain

gains

get down to business

go ahead

goods
syn. commodity/ties
products
production
produce

goodwill

government

graduate from a university
graduate 7.

grow (grew, grown)

growth

guarantee v.

guarantee .
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¢paHKO perbChl/BaroH (ycrnosus
MOCTABKH, MIPOAABELl OTBEYAET 32 TOBap MO
MQMEHTA €ro MOCTABKH Ha JKEJE3HYIO
JIOPOT'Y, NPU 3TOM LieHa TOBapa COCTaR/IfeT
€ro CTOMMOCTH M BCE Pacxoisl TpoAaBLa
10 MOMEHTA MOCTaBKH)

OT UMEHH M TIO TIOPYYEHHIO

dopc Maxop (oficrosiTenncTBa Helpe-
ONOJIMMON CHIN — BOMHa, TMoXap,
aBapHMM, SNMHAEMMH, 3eMIECTPACEHME M T.I.)

OTIIPpABJIATH, IOCHUIATH, TIEPECHUIATh

SKCIeAUTOpCcKas pupma

SKCTIEANTOP

OCHOBHIBaTh

CBOOOIHEIe, OecTUIaTHRI

(paxT (rwiata 3a nepeposky rpy3a)
paccTpauBaTh, CpHIBaTh

PacCTpocTBO (IUIAHOB), Pa304yapOBaHHE

TIOBHIIIATECHA, YBEIMMMBATHCH
TIOBHILIIEHHE, YBETMYEHHE, IIPHPOCT
TEPEXOAUTD K ACTY

onobpeHue

ToBap (b1)

ITPeCTHX, Ae0Bas PeryTalis

NPaBUTEIECTBO

33KOHYHTH YHHBEPCHTCT/MHCTUTYT
BBIITYCKHHK YHHBEPCHTCTA/MHCTHTYTa
pact

pocr

TapaHTHpOBaTh

rapaHTHd

H
hardware

headquarters
herein
hereinafter
hire

home sales

honour
to honour a bill

I

import v.

import n.
imports

important
importance .
impress smb
improve
inch
income
incorporate
incorporation
increase v.
increase n.
incur expenses/costs
to incur losses
to incur damages
inform smb offabout smth
information
infringe
Syn. to violdte
infringement
slight infringement.
gross infringement

‘anmapatypa, obopynoBaHHe;
KOMITBIOTEpH H 060pyIoBaHHe
1ITa6-KBAPTHPa, DIABHOE 3TAHHE
3AECH, B JAHHOM JOKOMEHTE
nanee (Mo TEKCTy)

HaHMMATh

MpPOJAXH BHYTPH CTPAHbI, BHYTPEHHSsI
TOPYOBAS

" 1) mOYHTATH, YTHTH 2) IUIATHTH B CpoK

OIUVIATHTL CYET B Cpbl(

MMIIOPTHPOBaTh
HMMIIOPT

.MMITOPT, CTATHH HMIIOPTA, MpPEIMETH
BBO3a

BaXHBK

BaXHOCTb

MPOH3BECTH BiCYaTICHHEe Ha KOro-JMbo
yAyqIaTh, COBEPINEHCTBOBATh
IitokiM (2,54 cM)

' Hoxon

PerHCTpHpOBaTh, 0opMuTs: (bHpMy)
perucrpaimis, obopmienne (Gupmr)
YBETHIHBATD

yBeJIMUEHHE

HECTH pacxombl

HECTH HOTepH/yORITKM

HeCTH YORITKH

coobiaTh KOMy-Jm60 0 YeM-TH60

" uHopMalus, CBEIEHHS

Hapylmarh

'HapyleHHe

‘HeGonbinoe HapylleHHe

‘Cepre3Hoe HapylIeHHe

335



insist on smith

to insist that smb should

do smth

to insist on smb’s doing smth

install

installation
institution

insurance

insure smth with smb
integral

to form an integral part of

a contract

interest .

to be interested in smth/

doing smth
interest n.
interrupt
interruption
introduce smb to smb
introduction
inventories

invest

investment
invite
invitation
invoice v.
invoice n.
involve
involved
involvement

issue v.

to issue a visa
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HacTauBaTh Ha 4eM-JIMGO
HACTaWBaTh HA TOM, YTOOH
KTo-T0 caenan 9ro-xmbo

ycTaHaRnuBaTh (06opynoBanue)
yCTaHOBKA

YIpeXaeHHe, OpraHu3alus
CTpaxoBaHUeE

3aCTPaxoBaTh YTO-IMOO y KOro-nbo
HeOoTbeMJIEMBIH

COCTAaRJIATh HEOTHEMJIEMYIO YACTh
KOHTpaKTa

HMHTEPECOBATh
ObLITE 3aMHTEPECOBaHHBEIM B TOM,
gro0Bl CeNaTh 9To-JMbo

HMHTepec, BHITO/a; H0JIsl, IPOLICHT
TIpepbIBaTh, MEIIATh

pepbIBaHMe, 3a1epXKa, 3aMHHKa
NPEACTaBHTh KOro-ymbo komy-nuGo,
1) npencrasneHHe 2) BCTYIUIEHHE

3amackl TOBapa, MaTepHaIbHO-
TEXHHYECKHE 3aIachi

IOMEIIATh, BKIAALIBATL ACHBIH,
HHBECTUPOBATh

MHBECTULIMM

MPUINIAILATH

npuaiieHue

BBINTUCATh CYET

CYeT

BOBJIEKATD, 3aTPArMBaTh; BEI3LIBATH
3aNyTAHHbIH, CIOXHBIA
3aNyTaHHOCTh, 3aTPYAHHTEILHOE
TIOJIOXEHHE

BEITTyCKaTh, IyCKATh B ObpailieHHE; °

H30aBaTh

* BHIAATH B3y

issue n.
item

J
job
syn. work
join smb
joint stock company
judge v.
judge n.

L
labour
launch v.
to laonch a product
launch n.
commodity launch
law
lawyer
leaflet
ledger
legal
to take legal action

legislation
to lend (lent, lent)
lender
letter of credit
liable

to be liable for smth
liability
liabilities
licence
license
list v.
list n.
load

BBIITYCK; M3TAHUE, HOMEP; BOMPOC,
npobreMa

npeamer; naparpad, craThs; BOTIPOC

pabora

HPUCOSAMHHUTECA K KOMY-ITH60
aKIMOHepHoe o0mecTBo
CYIMTh

cynbs

paboyas cunia, Tbyn
HaYMHaTh, TIPSATIPHHUMATD, 3aITyCKaTh
HayaTh BBITYCK MPOAYKTa Ha phiHKe

'3aIlyCK, peaam3aist

ToBapHOe oOpameH#e

'3aKOH; IIPaBO; CyX

Y0pHCT

‘JTHCTOBKA, TOHKas Opounopa
" TaBHas GyxraaTepcKas KHHIA
‘3aKOHHBIHA

HauMHATL cyneGHBIH Mponecc,
nepenaears Jiei0 B CYX

3aKOHONATENBCTBO

JIaBaTh B KPEIUT

KpeauTop

aKKpexUTHB

o0sA3aHHbBIN; moANeXaNMiz
OTBEYaTh 332 YTO-MHGO
($¥narHcoBas) OTBETCTBEHHOCTD
TaccHBll (cM. assets)
pa3peleHHe, JTMIEH3Us
pa3speniaTh, BHIaBaTh JIALEH3HIO

, IEPEUUCIATh
£ CRTHCOK

IPY3HTH
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to load cargo on board
the ship
loan

loan agreement
look forward to smth

lose:(lost, lost)
loss
losses
low
lower
Itd. = limited

M
maintain smth

maintenance

major in smth .
majority
anf. minority
manage
mark
marking
market v.
market n.
on the market
on the world market
on the British market
to develop new markets
to enter the market
to iixtroduce/launch smth on
the market
to find & ready market-
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TPY3MTh TOBap Ha GOpT CyaHa |,

CCyHa, Kpeaut

Kpe[IUTHOE COINaIECHHE .
MedTaTh O 4eM-JIbo, C HeTeprieHHEM
XNaTh 4ero-auéo

TEPATH

noTeps

yORTKH

HHU3KHHA

TIOHIXATD

OrpaHH4YeHHasd OTBETCTBEHHOCTD
AKI[HOHEPOB (0003HaYeHHE,
HCTIONb3yeMOe B HA3BAHMAX YACTHHX M

MyOAMYHEX KOMIIAHKH ¢ OFpaHIMEeHHOM
OTBETCTBECHHOCTEIO)

TIPOBOIMTS TEKYIUMH ' PEMOHT 4ero~moo,
MOANEPXUBaTh 9TO-IMO0 B paGoueM
COCTOSTHHH

TeKylLIuif PeMOHT; IMOAAEPXKKa,
COXpaHeHHe

CITEIUATH3UPOBATECS B YeM-ITHGO0
TIABHBI

GONBINHHCTBO

MEHBIITHHCTBO

YIIpaBiATh, PYKOBOOHTD; YAABATLCHA
MapKHpPOBaTh

MapKHPOBKa

KYITHTh/TIPOJATh Ha PHIHKE
PHIHOK '

Ha pHIHKe

HA BHEIIHEM pPHIHKE

Ha aHIMACKOM pPBIHKE
Pa3BHBaTL HOBEIE PHIHKH

BBIATH Ha PBIHOK

NMPEACTABATH TOBAD HA PHIHKC

HAUTH CIIPOC HA PHHKC

to be in the market for
marketable

matter v.
matter n.
mature

maturity

mean (meant, meant)
meaning
measure

to take measures
mention smth
merchant n.
merchant adj.
merge
merger
message
mile
mint
minutes
money
mortgage

N
need smth v.
syn. to require smth
to be in need of smth
need n.
to be in urgent need of smth
needs
syn. requirements
negotiate

to negotiate a contract

XOTeTh KyIHMTh YTO-JIM60

TOBapHMIit; XOIKuH (0 ToBape),
PBHIHOYHEIA

¥MeTh 3Ha4YeHHe
BOIPOC, HENO, CyIIHOCTL
HOWIEXATH OIUTaTe WIH MOTAICHHIO

HACTYIUIEHMS CPOKA OILIATH MIM
TIoralleHHsA

03HayaTh

3HaYEHHE

mepa

[IPUHMMATL MEPHI
YIIOMHHATh YTO-JIHO0
TOpProBex|

TOProBeili

cnuBaTh (csA)
CNAHSTHHE
cooblLeHHe, MoCNaHHe; Hied
M (= 1609 M)
YEKAHHTD

MPOTOKON

JIeHbTH

3aJ10T, MIOTeKa

HYXIaTbCa B yeM-n6o

Heo6xonuMocCTE
CPOYHO HYXIATECH B YeM-MHGO
norpeGHOCTA

1) BeCTH IEPErOBOPHI 2) TOProBath (Cs1)
3) mepeasath, MEPEYCTYNaTh 4) MyCKaTh
B obpanieHue, HHKACCUpPOBaTh
[IPOBECTH TIEPETOBOPHI O 3aKIIOYCHHH
KOHTPaKTa
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negotiation

note

notice

notify smb of smth

notification
network

o
object to smth
obligation
syn. undertaking,
commitment
obsolescent
occur
syn. to happen
occurrence
offer v.
offer n.
offer of/for smth
to make an offer
to send/forward an offer
to accept an offer
to decline an offer
to withdraw an offer
offset

open account

operate
operation .

34,

1) neperoBopH! 2) repenaya, TepeycTynKa,
npojaxa yJyer .
3anMCcKa, 3aMETKA; HAKJIMHAaA; M3Belle-
HMe; TMPOCTOl BeKceNlb; 6aHKOBKHMik
Omner, 6aHKHOTA

H3BEIlicHUE, YBEIOMICHHE, TIPEIyIIpexX-
JcHHE

H3BENIaTh, YBEAOMIITH KOro-mbo o
geM-THM60

HM3BeleHHe, coolLieHHe; OOnABIECHHEe
ceThb

BO3PaXaTh NPOTHB Yero-imbo
06A3aTENLCTBO

ycrapeBimit
CJIy4aTsCs, MPOMCXOIUTD

ciryqaii, IMPOMCIIECTBHE
TpeLIaraTh

(xoMMepueckoe) IPENIOXEHHE
TIpeLIOXEHHE Yero-ambo
caenaTh MPEAJIOXEHHE
HanpasuTh NPENIOXKCHHE
TPHHATD MPEeLIOXECHHE

He TPHHATH NPEIIOKEHHA
OTO3BaTh NPEIIOXECHHE

BO3MeIaTh, KOMIIEHCHPOBATh;
CBOIUTL OantaHC

OTKpHITH cyeT (dopma pacyera Mexmy
MPONABLOM H TOCTOSHHBIM TOKYNaTelieM,
IpH XOTOPOM TOBaph OTTPYXaloTcs Ge3
NIOOTBEPXACHUS OIUIATHI, TOKYTaTe b
HOJDKEH OIUIaTHTH TOBAp B OTOBOPCHHBIE
CPOKH)

paboraTth, AeHCTBOBATD; YIPARIATH

pabora, meilicreMe, mporiecc,
9KCIUTyaTalHsA

opérational
opportunity

syn. chance
order v.
order n.
farge order
small order
official/formal order
repeat order
trial order
to fulfil/execute an order
to cancel an order
to cancel an order in part
to withdraw an order
under Order No
the position/progress of
the order
the balance of the order
organigram
original
outlet
outstanding
overdraft

overdue
overheads
overseas
own smth

P

pack

paper

parcel

participate in smth
particular '

OMNEPALHOHHBIA, ONEPaTUBHLIA

ynoGHbIM cimygali, 6naronpHsTHasA
BO3MOXHOCTh

NIPUKA3HIBATh; 3aKa3hIBaTh
TIpHKa3; 32Ka3

KpYIHbI 3aKa3

HeGonnioi 3axa3
obHIMANLHBINH 3aKa3
NOBTOPHEIA 32Ka3

npobHEIA 3aKa3

BBIIOJIHATD 32Ka3
aHHYTHPOBATh 32Ka3
aHHYJMPOBATh 33Ka3 YaCTHYHO
OTO3BATh 32Ka3

IO/COIIacHO 3aKasy Ne

CTanus BHIIONTHEHUS 3aKa3a

OCTaBLIasiCA 9aCTh 3aKasa
CTPYKTypa (KOMITAHHH)
HEPBOHAYAIbHBIN; OPHIHHAILHEIA
PHIHOK

1) 3HaMeHUTHI! 2) HEOIUTAUEHHRIH

opepnpadT (cymma, monyuaeMas [0 YEKy
CBEpX OCTaTKa Ha cyYere)

TIPOCPOYEHHBIH
HAKJIaTHBIE PACXOIBI
3a MopeM; 3a pybexoM
BIAfETh YeM-Tbo

YIaxOBLIBATh

6ymara; JOKyMEHT
NOCHUTKA

Y4YaCTBOBaTh B HEM-IMGO

" KOHKpeTHbI}, YaCTHBIA, OCQOELH,

0coBGeHHBIN, AaHHBIA
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party
syn. side
party to a contract
pay (paid, paid)
payable
payce
payer
payment
down payment
per
per annum
per day
per head
per morith
per cent
10 per cent
perform
performance
permission
permit v.
permit ».
personnel
syn. staff
plc. = public limited
company
p. m. (post meridiem Lat)
point
0.5 (oh) paint five
0.05 (oh) point oh five
0.005 (oh) point oh oh five
predict
prediction
preliminaries

prefer
preference
premises
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CTOpOHA

CTOpOHa, 3aKMIOYHBIIAS KOHTPAKT
TUIATHTh

TOIEXAIIMIT OIUTaTe, OTUTaYMBaeMBbii
noJyJyaresip IiaTexa

TUIATEIBIIHK

iaTex
TNEPBOHAYATBHEIH/aBAHCOBHIM JIIATEX
B, 33

B rof

B/3a neHp

Ha Jylly HACENeHUS

B/3a Mecs1|

MpPOLIEHT (b1)

10 nponenToB

BRITIONIHATE, MCIIOAHSATH
BBHITIONTHEHHE, MCIIONHEHHE
paspeLieHHe

pa3peLaTs

paspeuieHne (Jdoxymenm)

IICPCOHAN, KAnphl

OTKpbITasi KOMIIAaHUSI C OTpaHUYECHHOM
OTBETCTBEHHOCTERIO

nocjne MoayaHs

IIYHKT, MOMEHT; CMEICH; TOYKA

TIPEICKA3KIBATh, MPOrHO3HPOBATDH
NPOTHO3

BCTyNuUTeNbHas Gecena, MOATOTOBHTE -
HBbIE MEPErOBOPHl/MEPOTIPUSTHSA

IpPERTIOMHTATH
OpEenToYTCHHE
TNOMCLICHYE, 3TaHHE

prepare
to prepare a document
present smth to smb
price
current price
good/low price
high price
competitive -price
non-competitive price
to sell goods at the
price of ... per unit
to give the idea of the price
prices are subject to revision
to finalize a price
principal n.

principal adj.

proceed
proceeds
process V.
process n.
produce v.
produce n.
production
productivity
proficiency
profit v.
profit n.

net profit

profit before tax
project finance

promissory note

TOTOBHTb, COCTARJIATH
COCTaBHTb, BHIMCATh NOKYMEHT
TIPEJCTABUTE YTO-MHBO KOMY-mb0
1ieHa

TeKyHtas UeHa

HH3KaA LieHa

BRICOKa#f LieHa
KOHKYpPEHTOCHOcOOHast 1ieHa
HEKOHKYPEHTOCTIOCOOHAad [eHa
TpoAaBaTh TOBAP IO LIEHE ... 32
€IUHUILY

Ha3BaTh OPHEHTHPOBOYHYIO LICHY
LEHB MOTYT OBITh NMEpeCMOTPEHBI
OKOHYATE/ILHO COINIACOBaTh LIEHY

1) npuHuMNan (muo, AeHcTByOwEe 32
cBolt cuer) 2) RnafeNell YacTHOIO
6Hn3Heca

OCHOBHOH (0 cymme Kpemura, 3afiMa B
OYIMYHE OT NPOLEHTHHIX TUlatexeit)

NponoIKATh
BHPYYKA

obpabarbiBaTh

Tpoliecc, IBHXEHHE, XOX

TIPOM3IBOANTD

HOPONYKUMsA, H3IeTHs

NPOM3BOLACTBO; NMPOAYKIMS
IIPOM3BOAMTENLHOCTD, BHIpaboTKa
OITBITHOCTh, YMEHHE

TNPUHOCHTD TIONE3Y; NONMYy4YaTh TPHOLUTE
IpHOBUTE

gucTas mpHOBUTH

npubBLIE A0 YIUIATH HAJIOTOB
NPOEKTHOE (PMHAHCHPOBaHHE
(KpyIHEe cpegHe- WM AONTOCPOYHBIE

KPEAWTH TIOX KOHKPETHHIE TIPOMBIII-
JIEHHBIE TPOEKTHI)

‘fpocTolt BeKceMb (GeaycnonHoe obemra-
JHAC BHIVIATHTE IMPCABIBHTENIO BEKCCIA
ONPEOEICHHYIO CYMMY)
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propose
provide

to provide for smth
provision

public

public figure

public school
publicity
purchase v.
purchase ».
purchaser

syn. buyer, customer
purpose
purposefully

Q
quality
quantity
query

syn. question
questionnaire
quote

quotation

R
raise
range
rate
rate of exchange
re (in re Lat)
real estate
real estate agent
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npesnarath

cHabxath, 06ecIicYnBaTh,;
TIpesloCTaBAATh, AABATH

IIpenyCMaTpHBaTh 4T0-~JH60

1) cHaGxenve, obecrieyeHue 2) nono-
XeHHe, ycaoBde (foroBopa) 3) mocra-
HOBJICHHE

obmecTBeHHED, MyOIWJYHEIA; YacT-
HBIH; FOCYIapCTBEHHBIH
obLIECTBeHHRIN AesTTeh

YaCcTHad WIKOJMA

PEKIIaMa; U3BECTHOCTh

AOKyNath '

TIOKYTIKa

noxima'nenb

BaMepeHHe, 1eNb
YMBILIUIEHHO, TpPEefHaMEPEHHO

Ka4yeCTBO
KOMHYECTBO
BOTIPOC

. BOTIDOCHHMK, aHKeTa

1) HasHa9aTh LEHY, KOTHPOBAaTh
2) UMTHPOBATh 3) OTKPLIBATH KABHIMKH

1) LeHa, KOTHPOBKA, KYPC 2) 1yTaTa

NOBBILIATh, MOOAHKMATh

psl, AManasoH, cdepa; oGnacTe
CTaBKa; TEMIT; KypC

OOMEHHBIH KypC

0, TI0 BOIpPOCY O
HeABYDKMMOCTD

pM3ITOD

rebound
receipt

receivables

reclaim
records
recover

recovery

reduce
reduction
refer to smth
reference

refund v.
refund n.
refuse
refusal
regulation

regulations

reimburse
relevant

ant. irrelevant
reliable
rely on smb/smth
reply v.
reply n.

in reply to smth

report smth to smb.

report n.
repository
request v.

syn. to ask for
request n.

BEPHYTHCA HA IMPEXHHE MMO3HLAN

1) pacricka (¢ nosywenuu) 2) Ksu-
TaHLMs 3) peuent

TIDUYUTAIOWIMECA K TOMYICHHIO
CYMMEI, KpEIHTOPCKASA 33J0/DKEHHOCTE
BOCTpebOBaTH

34TTHCH

1) oOperath cHOBA 2) BRI3IOPABNHABATE
3) pobuBaTHECH BO3BPAIICHHA

1) BoccTaHOR/IEHHE 2) BOIMELUCHHE
3) Bo3BpaneHue, !
COKpAllaTh, HOHHXATh

COKpaIlIEHHE, TIOHIDKCHHE

‘CCRUIATECA HA YTO-JHMB0

1) muuo, Hatomee PEKOMEHIALIIO

2) pexomeHnanys 3) CCHNIKA, CHOCKA
BO3MEIIAT

" ‘BO3MeEILCHHE

OTKA3BIBATECA OT
OTKa3

.,E’;";Wmmonarme, NpEaNHCAHKE,
NpaBuiIo

''YCTaB, MHCTPYKIIMM, OGA3aTeLHEIC

OpeaNHCAHHUS
BO3MELIATDb, IUIATHTD

OTHOCSIIMICA K HaHHOMY BOIPOCY

HaNCXHBIH

TIOJIATATBCA Ha KOro/4ro-mubo
OTBEYaTh

OTBeT

B OTBET Ha 4TO-MbO

€oobIaTh KOMY-yMG0 0 yemM-mubo
COODIICHHE, MOKIAT,

XpAHHWITHIIE

npoceba
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at/on request
require
requirements
syn. needs
to meet smb’s
requirements
reservation
respond to smth
response
responsible
ant. irresponsible
to be responsible for smth
restrict
restriction ;o
to impose restrictions
to lift restrictions
retail
retailer
revocable
ant. irrevocable
retain
rise (rose, risen) v.

rise n.
royalty

run (ran, run)

safety

sale (s)
sample
savings
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o Npockbe
TpeboBaThb, HyXIATHCA B
TOTPeOHOCTH

YAOBJIETBOPATH YbH-TNG0
norpeGHOCTH

1) pesepBHpOBaHHE 2) OFOBOPKA
OTBEYATh/PearipoBaTh Ha YTO-JMGO
OTBET, PCAKIMA

-OTBETCTBEHHRIH

©oTBevyaTh 32 9T0o-JIMb0
OrpaHMYMBaTh
OrpaHHYCHUE

BBOIUTH OYPaHHYCHUS
OTMCHSATHh OIpaHUYEeHHS
PO3SHUYHRBINA
PO3HUYHBIH TOProBeIl
OT3BIBHAIH
Ge30TIBBHEI
COXPaHATb, YAEPXHBATDH
TNOMHHMATHCA, NMOBHINATHCA,
YBEJIMYABATHCH

MOTBEM, NMOBHIUICHHE, YBEIHICHHE

1) ruraTa 32 npaBo paspaboOTKH He);(p
2) NMMIEH3MOHHBIK TUIATEX
3) aBropckwit roHOpap B BHIE

TIPOLICHTHOIO OTYHCJICHHS C KaXnoro

NIPONaHHOTO 9K3EMIUIApA KHUIH
TIPABHJIO
YIPARISATH, HANPABIATH; BIAAETH

©6€30MacHOCTh, COXPAHHOCTD
3apaboTHas Mnara (Cayxamx
nponaxa

obpasent

HAKOIUIEHHA, cOepexeHns

scale
schedule v.
schedule n.
scheme
scope
securities
security
sell (sold, sold)

to sell well
seller

syn. vendor
serve smth

to serve smb
service smth

to service smb
service (s)

to render services
set up
settle

settlement

share

ordinary share

preference share

shareholder

ship v.

Macirrab

HaMe4aTh, IUTAHKPOBATh
rpadux

cxemMa

obneMm

OeHHBIC Gymary
6e30macHOCTh, HaTeXHOCTD
IpONaBaTh

XOpOLIO IIPONABaTLCA
nponasery

nozaBsarh uro-yubo
0BCIYXHBAaTh KOro-1nu6o
obcnyxuBaTh 9T0-1HO0
0bciyXnBaTh KOro-jun6o

yCiyra, YCTyTH
OKA3BIBATb YCIyTH

OpraHU30BbIBATL

1) pemats, 3aKM0YaTh COCIKY
2) PacCUHTHIBATECS, PaCIUIAYMBATECH,
OIUIAYHBATH

1) penieHKe, 3aKMOYEHME COETKU
2) pacueT, yIUlaTa, OIUIaTa, IMOKpPHITHE,
noraieHHe

Josist; aKuMs (ueHHas Gymara, cBue-
TEJIbCTBYIOLIIAs] O BHECEHHHM OMMpeleNeHHON
JOJH B KalWT! aKIHOHEpHOTO OO0IlecTBa,
Jaloias MpaBo Ha MOJYyYEHHE YacTH
NPHOEUTH-IHBUACHIOB H YIIPAaBJICHHE
AKI[MOHEPHHIM 06ILIECTBOM)
OOBIKHOBEHHAst aKIMst (aKuus, HaloLas
JHBHICHbI, pasMep KOTOPLIX 3aBHCHT OT
pasMepa NpuOBUTH, a TaKXe HAIOLIasa NpaBo
TOfioca B YTIPABIEHWH aKIHOHEPHHM
ob11ecTEOM)

TMPHBWIETHPOBAHHAA aKL[UA (aKims,
ZaouIas (PUKCHPOBAHHKIE JUBMACHIH, HO
HE [Jaoliiasd MpPaBo Iojioca B yIpaBjicHHH)
aKIHOHEp

OTHPAB/IATE, OTTPYXaATh (Ha awobom éude
mpaKxcnopma)
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ship n.
shipper
shipping documents
shipment
short-term
ant. long-term
sight
sight bill
sincere
sincerely yours
syn. faithfully yours
truly yours
skills
small change
society
software
solicitor

solve
solution
sophisticated
source
special
specific
specify

spot

spread
staff
staff member
stamp
state

syn. to specify,

to stipulate, to provide

for
statement
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CYZHO
IPY300TIPABHTEND
OITPY30UHHE JOKYMEHTH
1) orrpy3ka 2) 1pys, naprasa
KPaTKOCPOYHHIH

npeabABICHHE
BEKCeJIb IS OIVIATHI MO IIPEXBABICHHH
HCKpPCHHMI

HMCKPEHHE Balll

yYMEHMSA
chaya

ob1mecTBo

nporpaMHoe obecrieyeHHe

AIBOKAT (malonit COBETH KIMEHTaM M
BHCTYNAOIMK B CyIax HH3eH HHCTAHIHN)

pelaTh
pelLIeHHe

CIOXHEIN, H3OIPEHHEIH

HMCTOYHHK

crienBaIbHBL, OCOOBIH, OCOOCHHMII
0ocobBIl, 0COOeHHEIN, criempuIecKuii
TOYHO ONPE/IENATh, YCTAHARIMBATD

Qun. cnoT (YCIOBMA CHENKH, O3HAYAIOLIHE
pacuer Ha Bropoill pabouutt neHp mocre ee
3aKAIOUCHHSA)

IIPOCTHPATHCH, Pa3BEPTHIBATHCH
MEPCOHAN, IUTATHHE COTPYAHMKH
IUTaTHHHA COTPYAHHK

MapkKa

3a9B/1Th, YCTAHABIUBaTh, YKA3KBATh

3afB/ICHHE;. Qun. OTICT, BHITACKA 110
cHeTy

stock ».

to hold/carry a stock of
stock v.
stress
syn. to underline
to emphasize
subject
submit
syn. to present
subéidiary
syn. branch
succeed
success
successful
suggest smth/doing smth
syn. to offer smth
to propose smth/to do smth
sum
summarise
summary
supervision
supervise
supervisor
supply
supplies
supplier
support v.
support 7.
surpass
surveillance
survey

SWIFT (Society for World-Wlde

Interbank Financial
Telecommunications)

(6pum.) 3anac (u), KanuTai, GoHA,
HMYLIECTBO, CHIPhE, MaTepHAalIki,

He3apepIlCHH A MDOYKIA
(amep.) axumsi, axuuH, OHIOBHE LieH-

HOCTH, 00sBaTeNbeTEa, olmrany, Gosms

" MIMETh 3anac ToBapa

CKJIATMpPOBAaTh/3a11acaTh
TIOM4CPKMBATH

NpEIMET (H3y4eHuUS)
NpeACTaBIAT
dwman
NpPEYCHEBaTh

ycrrex
yenelrsHbi

mpexyarath g1o-;Mb0

=cymaa
CYMMMpOBaTh, PE3IOMHPOBATH

KPaTKO¢ MIIOXCHHC, KOHCIIEKT

HaJI30p, HaGmoneHHe, 3aBeiOBaAHKE
HabmonaTh, HAO3UPATO, 3aBEIOBATH
HAI3UPATENb, KOHTPONEP, HHCIIEKTOP
MOCTABJIATh

TIOCTaBKH

NOCTaBIMK

TIONIEPXUBATh

HOAmEepXKa

HPEeBOCXOIUTD

HaI30p, HaOmoneHHe

oboapeHne, ocMoTp, 0630p
CBHODT (MexnyHaponHoe obiiecTso

MeX6aHKOBCKAX (PHHAHCOBRIX
TCJICKOMMYHMKALHI)
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T

table

take over
take-over

tangible
ant. intangible
target
to hit the target
tax
taxable
taxation
term
terms
terms and conditions
to come to terms with smb
terminate
termination
testimonial
therein
thereof
thus
timetable
title
total v.

total n.
total adj.
touch smth/smb

to be in touch with smb
trade v.
trade n.
trader
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Tabnuia
BCTYTIATh BO BIANECHHE; MOIJOILIATh

TOIJIOIICHHE (MOKYIIKA ONHOI KOMIIa-
HHell KOHTPOJBHOIO Naxera aKiMii apyroit
KOMIIZHHH)

MaTepHaIbHBIH
HeMaTepHaIbHEIH ‘
LeNb, 3aaHue; IUlaHoBas mudpa
JOCTUTHYTb IUTaHOBOM 1MbpH
Hajior

HanoroobiaraeMui
HanoroobyoxeHHe

1) cpok 2) ycnoBre

YCJIOBHS

BCE YCJIOBHS (KOHTpPaKTa)

IPUATH K COIVIACHIO ¢ KeM-JG0o
3aKOHYMTD (CsI), 3aBEPLIMTEH (Cs1)
OKOHYaHHE, MCTEYEHHE CPOKa
peKOMEHIAIUA

B HEM (= B TOM JIOKyMEHTE)

€ro (= Toro JOKyMeHTa)

TakuM obOpazoM

pacriycaHue

3BaHKe, JAOJDKHOCTh

TMOABOOUTD KTOT, NMOACYHTHBATD,
JOXOOUTH N0, PaBHATHCS, HACYHTBI-
BaTh, COCTABIATH B LICIOM

CyMMa, HTOT, MTOTO

BeCh, LIENIbIi, COBOKYITHBIA
JOTparmBaThCsA A0 Yero/xoro-ymbo,
TpOrath Koro-ibo

CBA3BIBATECH € KeM-JIM6o
TOProBaTh

TOPIOBJIsA

1) Toprosenl 2) Tpeiinep (wien 6MpXH,
HENOCPEACTBEHHO YYaCTBYIOLIMI B TOprax
3a CBOi cyer)

trading

train,
training
trainee
trainer
transact
transaction
transfer v.

transfer n.
traveller’s cheque

treasure
treasurer
treasury

The Treasury

treat smb/smth
trend
downward trend
upward trend
turnover

U
undergo

to undergo formalities

underlying
undertaking
unfold

unit

urgent

syn. immediate, prompt

utilise
utilisation

TPEHRMHT (TOProBIs NEHHEIMH Gymaramu
*H, PYTHMH (PHHAHCOBLIMA HHCTPYMEHTAMM)
YMUTb, O0y4aTh, TOTOBHTH

ofydeHne (npodeccHoHaTbHOE),
FPEHHHHUT

o0y4yaeMrIii

HHCTPYKTOp

BECTH [e)a, 3aKT04aTh CAENKH'
Jieno, caeixa

MEPEBOINTH, TepeIaBaTh
nepeBos, Nepenadya

JOPOXHEIN Y€K (IIaTeXHOE CpeacTso,
HCNONb3YEMOE ITIaBHHM 00pasoM B
MEXIYHapOJHOM TYpPH3MeE)

COKPOBHILE
KasHaYeH, XpaHUTENb
COKPOBHIL{HHUIIZ; KAa3HA

FOCYRAapCTBEHHOE Ka3HadeiCTBoO,
MHHHCTEPCTBO (HHHAHCOB

OTHOCHTECH K KOMY/dyeMy-1n6o
TeHIEHIIUsA

TIOHKDKATEIbHAA TEeHICHIMS
NOBLINATE/IbHAs TCHACHLIUA

060opoT, 0GopayMBaEMOCTS,
ToBapoobopoT

NIPOXOAMTH, TPETEPIIEBATh
TIPOXOIUTE (POPMATLHOCTH
JieXaluii B OCHOBE
obs13aTenbCcTBO
PacKpHBaTh

€IMHHIIA; YPOK,_

CPOuHBIH

HCNOJIB30BATh
HCNIOMb30BaHue
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A\
valid
validity
nelicTBua
to extend the validity of smth
value v.
value n.
total value of a contract
verify
verification
visit a place
visit to a place
to pay a visit
visitor
void
null and void
volume

W
wages
warchouse
warrant v.
warrant n.
warranty
wealth
wealthy
weekly adv.
weekly n.
will
willingly
withdraw (withdrew, withdrawn)
withdrawal
wholesale
wholesaler
works
works’ test certificate
worth
wrong
ant. correct, right

352

HMMEIOIIMA CIUTY, JNEHCTBUTEbHEIN
3aKOHHOCTD, ICHCTBUTENLHOCTh, CPOK

NPOTATH CPOK NEHCTBHSA (LOKyMEHTa)
LICHUTh, OLIEHUBATH

LIEHHOCTh

IIOJIHAS CTOMMOCTh KOHTpaKia
IIPOBEPATH; ONTBEPXIATh; HCIIOMHATH
NpOBEpPKA; TIOATBEPXICHHS
IOCEIaTh KAKOoe-JIMO0 MECTO
nocelleHne KAaKoro-mibo mecra
HAHOCHUTb BH3HT

TOCETHTEND

HeleliCTBHTeNbHEIA; MmycTol
HenelCTBUTELHEN (0 dokymenme)
0bbeM; TOM

3apaGotHaa wiata (pabodmx)

CKJIaJ

pyJaTbcsi, TapaHTHPOBATH

opep, MpeAIMcaHue

rapaHTHs, py4aTelbCTBO

60rarcTBO

Gorarsi

€XEeHEEIEHO

eXeHeNEbHAs ra3eTa/XypHal
XeJaHHe, BOJIA, 3aBCILAHWE

C XeJaHHEM, C TOTOBHOCTHIO
OT3BIBaTh, M3BIMATh

OT3BIB, UIBATHE

OITTOBRIM

OITOBBIA TOProBeIl

1) 3aBoA 2) NPOM3BEACHHS MCKYCCTBA
cepTH(OMKAT 3aBOACKHX HCTIEITAHUH
CcToSLIUH

HETIPABWIbHEL, ONIMOOYHBLH, HE TOT

Appendix 2. British and American English

Business terms

British
Annual General Meeting (AGM)
Articles of Association
authorized share capital
barometere stock
base rate
billion (=1,000.000.000.000)
bonus or script or capitalisation
bridging loan
building society
cash dispenser
catalogue

Chartered Accountant
cheque

company

.counsellor

creditors

current account

debtors

depreciation

dismiss, sack

estate agent

favour

fill in

gilts or gilt-edged stock
head office staff
hire-purchase

honour a bill
immigration officer
labour

licence

limited liability company
Managing Director .
Memorandum of Association
merchant bank

monopoly legislation

12 fenopo#t anranfickutt

American
Annual Stockholders Meeting
Bylaws
authorized capital stock
bellwether stock
prime rate
billion (=1,000.000.000)
stock dividend or stock split issue
bridge loan
savings and loan association “thrift”
ATM (automated teller/telling
machine)
catalog
Certified Public Accountant
check
corporation
counselor
accounts payable
checking account
accounts receivable
amortization
fire
realtor
favor
fill out
Treasury bonds
executive staff
instaliment buying
honor a bill
immigration inspector
labor
license
incorporated company
Executive Vice-President
Certificate of Incorporation
investment bank
antitrust legislation
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ordinary (equity) shares
overheads

property

quoted company

retail price index (RPI)
share '

share premium
shareholder
shareholders’ equity
stock

take on, engage

trade union

unit trusts

visible trade

common stock
overhead
real estate
listed company

consumer price index (CPI)

stock

paid-in surplus
stockholder
stockholders’ equity
inventory

hire, employ
labour union
mutual funds
merchandise trade

" General words

aeroplane
apologise
autumn

biscuits

boot (of a car)
centre

certainly
chemist
chemist’s shop
chips

collect luggage
crisps

cupboard
curriculum vitae
dialling

dialling code
Directory Enquiries
driving licence
engaged (about a telephone line)
ex-directory
film

fine

first floor
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airplane
apologize

fall

cookies

trunk

center

sure

druggist
drugstore, pharmacy
french fries
pick up baggage
potato chips
closet

resume
dialing

area code
Information
driver’s license
busy

unlisted
movie

great
second floor

flat

garden

holiday

ill

jacket, waistcoat
lift

lorry

luggage
motorway

not to be available

nought/0 (in a telephone number)

ordinary

Pardon?
pavement

personal call
petrol

post

postcode

practise v.
queue/to queue
railway

repair

return (ticket)
reverse/transferred charge call
rise n.

rubbish

shop

single (ticket)
sweets
steward/stewardess
(telephone) directory
theatre

timetable

toilet

travelling, travelled, traveller
trousers
underground

apartment
yard
vacation
sick

vest

elevator
truck
baggage
highway

to be tied up
Zero

regular
Pardon me?
sidewalk
person-to-person call
gas, gasoline
mail
zipcode

. practice

line/to stand in line
railroad

fix

roundtfip

collect call

raise

garbage, trash

store

one-way

candy

flight attendant
telephone/phone book
theater

schedule

bathroom (in a house)

rest room (in a public place)
traveling, traveled, traveler

pants
subway



Appendix 3 Phrases from Business
Correspondence

Enquiries

Opening
1 We are a joint-stock company
based in ...
2 Our company is a subsidiary of ...
and we specialise in ...

3 We are one of the main producers
of ... and we are interested in ...

4 We were given your name by ...

5 You were recommended to us by...
6 We were advised by ... that you
were interested in supplying ...

7 The British Embassy in ... told

us you were looking for an agent in
... to represent you.

8 We were impressed by ... that
were displayed on your stand at
this year’s... Exhibition held in ...

9 Our associates in the ... speak
highly of your ... and we would
like to have more information
about them.

Asking for catalogues, price-lists,
prospectuses

1 Could you please send your
current catalogue and price-list
for ...7
‘2 We are particularly interested in ...
3 Would you let us have your
brochure for ..., and supply details
of .7

4 We would appreciate your
;ending us an up-to-date price-list
or ...
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3anpocw
Havano nucoma
Mu — axumMoHepHOe
obiecTso B ...
Hama xoMmnanus asigercsa
bwanoM ..., Mu
CNELHATHIHPYEMCS ...

Mu — opnu u3
OCHOBHEIX IIPOM3BORUTENEH ... M
MBI MHTEPECYEMCH ...

Bamy ¢mpmy Ham Hazpamy ...
Bac pexoMeHIOBAIH HaM ...

Ham coobumny ..., ¥ro Bei
xotend 6K MOCTABUTS ...

AHIMHACKOE HOCONLCTBO B ...
COOOLIHIO HaM, YTO BRI MILHTE
areHra, KOTOphil OH npencTasisn
BACH ...

Ha nac npomsseny snegarnense ...,
KoTOophie OBUIM BHICTABJICHH Ha
BallleM CTEHJE HA ... BHCTaBKe,
TPOXOAHBLICH B ITOM rOAy B ...
Haum naprthepsi B ... oueHB
BLICOKOTO MHEHHS O BAlMX ...

H MBI XOTeH 651 HOMYYHTh © HHX
JONONHMTEMLHYIO MH(OPMALIHIO.

IIpocvba evicrams kamanozu,
npatc-nucmul u npocnexmu

IpocuMm BrICIATH Bam nociemrmi
KaTajior M nipafic-JmcT Ha ...

Hac ocobenno uHTEpecyer ...
Iprmwmre Ham, moxanyiicta,
Bauly Oponnopy o ..., a TAKXKE
uaGOpMAaLHIO O ...

ByneM BaM OY€Hb IPH3HATE/IbHE,
€CITH BHl [IPUILTETE HAM NOCIIEAHMHA
npaic—IHCeT Ha ...

S Please send us any information

you can supply, marking the letier
“For the attention of ...”.

Asking for detatls

1 We would like to know more
about ... which you offered ...

2 Could you please give me more
information about ...

3 We would appreciate more details
about ... which you are
advertising ...

Asking for samples and
demonstrations

1 When replying, could you please
enclose ...?

2 We would appreciate it if you could
send some samples of ...

so that we can examine ...

3 We would like to discuss the
problem of ... before deciding
which model suits us. We would be
grateful if you could arrange for
one of your representatives to call
on us within the next few weeks.

Suggesting terms, methods
of payment, discounts
1 We usually deal on a 30 % trade
discount basis with an additional
quantity discount for orders over
units,

2 We intend to place a substantial
order, and would therefore like to
know what quantity discounts you
aliow?

3 Could you let us know if you
allow cash or trade discounts?

4 As a rule our suppliers allow us
to settle by monthly statements and

Hanpasere HAM BCIO UMEIOILYIOCS
nHbopMaImIO, yXalap B Havale
nMchMa «/Ing ..»

Ilpocvba nanpasumb
OonoAHUMenbHyw UHpOpMAYUID

Mnt 61 xorerm y3ueTs Sonee moapoG-
HO O ..., KOTOphIE BHl IIpeIiaraere ...
Coobwurre, noxanylicra, Bee
JIOTIOJIHHTENLHEIC CBENEHMA O ...
ByneM Bam €U1arofapHhl 3a BCIO
DONONHUTENALHYI0 HHbOpMALIoO ©O.,
KOTOpHIE BH pPeKIaMupyeTe ...

Ilpocvba evicramsb obpasuy u
nposecmu GeMoNCMpayuio

Korna Bl Oyaere HanpawIATh HaM
OTBET, MPOCHM IPMIOXUTD ...
Byznem Bam GrarozapHsul, ecr BH
npunUeTe HaM 00pasuH ..., YTOOH
MBI MOINH TOCMOTPETD ...

Mzt 661 XoTenM OOCYIHTS ... IEPea
TeM, Kak PellMTh, KAKasd MONEIh HaM
noaxomyr. bynem BaMm GnarofapHH,
€CJTH Baul NMPEICTABHTE/Ib PHEAET K
HaM B Ginpkatiiiee Bpemst.

Ilpedroxcerue ycrosuii nocmasxu,
niamedca u CKuoKu

OGBIYHO MH JaeM 30%-HyliOo TOPIOBYIO
CKUJIKY ¥ CKHIKY 38 KONHYECTBO,
€CJIN 3aKa3 NPEBHIUAET ... SOUHMIL.

Mu IUTaHMpyeM pasMeCTHTD
GanbIIOR 3aKA3, MOATOMY MBI XOTEIH
OBl Y3HaTh, KAKYIO CKMAKY 3a KOJH-
YECTBO Bbl MOXETE IPElICKHTE.
IIpocum coobumTs, maeTe JM BH
CKHIKM MpH orviate Ge3 KpennTa, a
TAKX¢ TOPIOBLIE CKVIKH.

Kak mnpaBuIo, HalliM TIOCTaBLIHKH
MPENOCTARIOT HaM NIPABO ITIATHTS
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we can offer the usual references if
necessary.

5 We would . also like to point out
that we usually settle our accounts
on a documents against acceptance
basis with payment by 30-day bill
of exchange.

Closing

1 Thank you for your attention.
We hope to hear from you in the
near future.

2 We would be grateful for an
early reply.

3 Finally, we would like to point
out that delivery before ... is
essential and hope that you can
offer us that guarantee.

4 If the concessions we have asked
for could be met, we would place a
substantial order.

5 Prompt delivery would be
necessary as we have a fast

turmnover. We would therefore need .

your assurance that you could meet
all delivery dates.

6 If the product is satisfactory, we
will place further orders with you in
the future.

7 If the prices quoted are
competitive, and the quality is up
to standard, we will order on a
regular basis.

Replies and quotations
Opening
1 Thank you for your enquiry of
June 6 2004 in which you asked
about ...
2 We would like to thank you for
your enquiry of ... and we are
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110 eXEMECHIHRIM CHETaM H €CN
HeoOX0AWMO, MBI MOXEM COODLITS,
KTO MOXe TIOATBEPANTD

Haily KpeauTOCrocOBHOCTD.

Mkl Taxke XoTemy 6H ITOXYEPKHYTH,
49TO0 OBBIYHO MBI PaCCHHTHIBAEMCSH
Ha YCIOBHSX «IOKYMEHTH IIPOTHB
aKuienTa» IPOCTHIM BEKCEJIEM C
omaroit yepes 30 qHeit.

Oxonuarue nucema

BrarosapuM Bac 32 BHUMaHHeE.
Haneemcst nosyuurs OTBET OT Bac
B OmkalimeM GymyimeM.

ByneM BaM GnarozapHb 3a Balll
GLICTPHIN OTBET.

W HakoHell, MBI XOTe/IH GBI CKa3arTh,
YTO IJIA HAC KpaitHe BaXHO, YTOOH
ToBap GRUT MOCTABIIEH JIO ... H MHE
HalleeMcs, YTO BH MOXETe rapaH-
THPOBATH ITOCTABKY B 3TH CPOKH.
Ecnd BB MOXETe TOHTH Ha YCTYIKY,
O KOTOpOH MBI ITPOCH/IM, MK CHETAEM
BaM Gombiuoft 3akas.

Ham HeobxomuMo, qro0b1 ToBap GhLT
TIOCTAaR/IEH B CaMble KOPOTKHE CPOKH,
TaK KaK y Hac o4eHb GHICTpRil
obopor ToBapoB. IlosroMy HaMm
HYXHA Ballla FapaHTHs, YTO BH
IIOCTaBHTE TOBAp B CPOK.

Ecnd TOBap HAC YCTPOMT, MH
Pa3MECTHM Y BAC HOBHIE 3aKA3El

Ecnu HazBaHHEE BaMH LeHH GyayT
KOHKYPEHTOCHIOCOOHBIMHU, H
KayecTBo ToBapa OyleT Ha ypOBHE,
MHE GyzieM pa3MellaTh y Bac 3aKasbl
Ha peryJspHOM OCHOBE.

Omsemut u npedsoxcenus
Havano nucema
BraropapuM Bac 3a 3ampoc ot 6
HMIOHA 2004r., B KOTOPOM BH
CIIpAIMBAETE O...

M= xoren 651 IOGIATOIAPHTE Bac
34 3aMpoc ... ¥ pagu COOBLUMTL BaM,

pleased to tell you that we would
be able to supply you with ...

3 We were pleased to learn from
your letter of ... that you were
impressed with ...

4 Thank you for your letter of ...
which we received this morning.

Confirming that you can help

1 We have a wide selection of ...
and we hope they will appeal to
the market you specified.

2 Our factory would have no
problem in turning out ... unit;
you asked for in your ‘enquiry.

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

4 We are pleased to say that we
will be able to deliver ... you
require.

5 We can offer door-to-door
delivery.

Encouraging your customer

1 We think you have made an
excellent choice in selecting this
line, and once you have scen the
samples we are sure you will
agree that it is unique,

2 Once you have seen ... in’
operation we know you wﬂl be
impressed by its trouble-free
performance.

3 We can assure you that ... is
one of the most outstanding
machines on the market today,
and our confidence in jtis
supported by our five-year
guaranee,

970 MBI CMOXEM: ITIOCTABUTH BaM ...

M=l 6puTH paJH YIHATH H3 BAILIErO
IHCBMA OT ..., YTO HA Bac nponanen
BOCYATIICHHE . )
BJiaroiapuM Bac 3a lIKCbMO or
KOTOpOoe ME TIONMYYHIH ceromm
YTDOM.
Tlodmeepxcienne, umo vt
Moxceme. Gumb noiensi

Mu nMeeM nmpox!m accopmme}tr

. H HAJICEMCS, ITO OHH NIOHPABATCH
BAIMM TIOKYTIATEIISIM.
Koneuno, Ham 3aBOX CMOXeT
HM3TOTOBHTD . yxasam{oe B BameM
3anpoce. .
M MOXEM TIOCTABHTb TOBAp CO
CK/Ia0a M MBI CIIOKOMHO YIOXHMCSH
B HyXHHIE BaM CPOKH.
Mu pagsl COOBLUMTD, YTO CMOKEM
NIOCTABHATE HyXHEIC BaM ...

MoxeM HPEIIOKHTS NOCTABKY «OT
JBepelt zio-npepeiis.
Keaarue noddepucams.
U 3aurmepecosams 3aKa34uKa
CuuraeM, YTO BBl CHEJIAIH
TpeKPacHBI BLIGOP, OCTAHOBHELLHICH

Ha oroff MoAemd, H MuyBepcm
YT, KOFJa BH YBHAMTE OOPasLbL,
moormmch,momynmwmn
Hocne'romxaxnuynmnem

- BKCIUTyaTalym, Muyhepeﬂu BH

Oynere NpUMATHO YOMBICHH ero
nIpeKpacHoM paborofl.

3apepsaeM -BacC, YTO ... AWIIETCA
CEroflHa OXHOM M3 CaMpbiX ny‘nm{x
MalIAH Ha PHHKE; 3T0 .
TIOXTBEPXIACT M. HAILA rapaumx,
BHaBaeMas Ha NSATH JIET.
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Suggesting alternatives
1 The model has now been
improved, ... has been replaced
by ..., which is lighter, more
durable and stronger.

2 We have now produced an
amazing substitute, which has
the same ..., but is much less than
the previous cost. The samples
enclosed will convince you that ...

3 We regret to say that we no
longer produce the type of ...
you refer to, but we can offer ...

Enclosures

1 Please find enclosed our

current catalogue and price-

list quoting cif prices Stockholm.
The units you referred to in your
letter are featured on pp.31—34
under catalogue numbers E32-E37.
When ordering could you please
quote these numbers? The samples
you asked for will follow by
separate post.

2 'We have sent you our summer
catalogue which unfortunately is
only printed in Russian. However,
we have enclosed an English transla-
tion for the relevant pages (40—47)
and hope this will prove

helpful.

3 We have enclosed all the

details for ...

Prices

1 The net price of ... is ..., to which
must be added VAT at ... %,
making a gross price of ...
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Ilpednoxcenue aromepramus

Cefiyac 3Ta MoIenp
MOICPHHU3NPYETCA, BMECTO HEe MHI
MOXEM TPEIVIOKHTD ..., HMEIOLYIO
MEHbUIHH Bec, GOMBILYIO
MOII[HOCTh H 0ofice AHTENbHELH
CPOK 3KCIUIyaTALIHN.

Ml crenam HpeKpacHyi0 3aMeHy
(3T0it MOmEeMM); y Hee Takoi Xe ...,
HO €€ L[eHa HAMHOTO MEHbIIE.
TpunoxeHHbIE OOPA3LH MOKAXYT,
K coxaneHHio, MBl JOJDKHEL
COOOHMTH, 9TO MH oMbl HE
TMPOM3BOMIVM ...; O KOTOPOM BH
TOBOPHTe, HO MBI MOXEM
NPEIUIOXHUTD ...

Ipunoxcenun

Tpunaraem Haim nocnexHui
KATaIor H npalic-JIMCT © LeHaMU
cnd Croxronmsm. Tosap, KoTophiti
BH YKA3HIBAE€TE B BallieM IHCHME,
NMOKa3aH B KaTanore Ha ¢. 31—34
non Homepamu E32-E37. Korna B
Oymete nenare 3aKa3s, IpOCHM
YKa3BIBaTh 3TH Homepa. OGpasiis,
KOTOpbi€ BH NMPOCHIH BHICJIATh,
OyIyT HanpaBlIeHHM BaM OTHEIbHO.
Ml HaTIpaBWIM BaM HAIll JIETHUH
KATANIOr, KOTOPHH, K COXANCHHIO,
HATIEYATAH TOJNBKO HA PYCCKOM
SI3bIKe, HO MK IIPIIOXIWIH
aHnMiicKUil nepeBos HYyXHEX
BaM CTpaHHIL (C. 40—47) u HaneeMcs,
YTO 3TO BaM MOMOXeET.

Ml NPWIOKIWIH MOTHYIO
nHGOpMALHIO O ...

1envi

IleHa Ha ... 3a BEIYETOM BCEX CKHMIOK
COCTABJISET ..., K HEW HyXHO
mpuGaBuTs ... % HAC, T.c.
OKOHuAaTeNbHas LieHa Oyger ...

2 We can quote you a gross price,
inclusive of delivery charges, of ...
per item. These goods are exempt
from VAT.

3 We can offer you a price of ...,
firm 21 days, after which the price
will be subject to an increase of 5%.

4 The prices quoted are c&f Oslo.

Discounts

1 We allow a 3 % discount for
payment within one month.

2 The net price of ... is ..., less 10 %
discount for quantities up to 100
and 15 % discount for quantities
over 100.

3 We do not normally give
discounts to private customers but
because of your long association
with our company we will allow
you 20 % off the retail price.

Terms of payment

1 Payment by banker’s draft /
by irrevocable letter of credit/
by bill of exchange is requested.

2 Payment for initial orders should

be made by sight drafts, payable at
... Bank, cash against documents.

3 If you would send us your
personal cheque for the amount
quoted, we will then send the
article by registered mail.

Terms of delivery W

1 We are pleased to say that we can
deliver in ... at the latest.

MH MOXeM Ha3BaTh HAIy HOJMHYIO
LIEHY C YIETOM pacXxORoB MO
JOCT4BKE, 3T0 — ... 32 CAHHMILY,
Dror Topap He obmaraerca HIC.
MoxeM NpeINIOXHUTh TIEHY B ...,

CPOK BeHiCTBIS 3T0TO HPEIOXEHNT —
21 neHb, 3aTEM LieHa MOXeT OHTHL

-yBeNMYCHA Ha 5 %.

D10 nena xad Ocrno.

Crudxu

Mu naeM 3%-Hywo CKHIKY, €C/IR
TOBap OIUIAYMBACTCAB MpPeAeIax
OIHOTO MeCALa.

IleHa ¢ yueTOM CKMIOK COCTAmISET..
Ecym 3axa3 MeHee 100 eHuL, MBI
naeM monojHuTeNsHYyI0 10 %-Hyio
CKMIKY; el 3aKa3 Ganee 100 exumml,
Jaercst CKMaKa B 15 %.

O6BMHO ME He Ja€M CKHIOK
YACTHHIM TOKYTIATENAM, HO TaK Kak
MBI JABHO COTPYIHHYAEM C Bainel
dupmoii, Mt fammM Bam 20 %-Hyo
CKMIKY C PO3HHYHOH LICHH.

Ycaoeun naamexca

IlpocHM NPOH3BECTH IUIaTEX
6aHKOBCKO#M TparToil/ 1o
6€30T3BIBHOMY AKKpPEAUTHBY/
BEKCeJIEM.

Ilnatex 1o mepBHM 3aKa3aM
JOJDKEH TPOM3BOIUTBLCS TPaTTAMM
C HEMEJICHHO# omuiaroil B ... GaHke
Ha YCJIOBHSX «OILIaTa HpOTHB
JIOKYMEHTOB».

Ecnu B HanpaBuTe HAM Balll
JIMYHBIA YeK HA YKa3aHHYI0 CyMMy,
MK BHIIUIEM BaM TOBap 3axa3Holl
ToYTON.

Ycaoeus nocmasxu

Ml pansl coobumis BaM, YTO
MOXEM IOCTABUTL TOBAp HE

. IIO3OAHEC ...
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2-As there are regular sailings
from ... to ..., we are sure that the
consignment will reach you well
within the time you specified.

3 We have the materials in stock
and will ship them immediately we
receive your -order.

4. As there is a heavy demand at
this time of year for ..., you will
have to allow at least six weeks for
delivery:

Closing:
1. Once again we would like to.
thank yoy for writing to us and if
you haye. any queries. please do not
hesitate to contact us.

2 Please write to us again .if you
have any questions, or call us at the
above telephone number.

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

Credit

1 We are writing to ask if it would
be possible for us to have credit
facilities in the form of payment
by 60-day bill of exchange. -

2 Thank you for your catalogue

and letter. As there was no

indication of your ¢redit terms

could you let us know if you

would allow us to settle

on monthly statements?

3 We appreciate your answering our

enquiry so promptly. As we pointed

out in ouyr letter-to you, our
suppliers usually .allow us open

account “Tacilities with quarterly |

statements, and we hope that this
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Tax kaK cypma-peryjaspHO BRIXORST
M3 ... B ..., MBl YBEPEHEI, 4TO IDY3
TMPHIET K BAM B YKa3aHHLIE BAMU
CPOKH.

BT10T TOBAap MMEETCA Y HAaC HA CKIIane
¥ MBI HAIIDAaBUM BaM €r0 KaK TOIBKO
TOMYIHM' Balll 3aKa3.

Tak XaK B 3T0 BpeMs roja O6HYHO
6umBaer Gonbiol crpoc Ha ...,
nhaitre HaM IS TIOCTABKM TOBapa
MUHHMYM ILOECTh MECSLIEB.

Oxonvaniue nucoma

Mu xoremu 661 nobnarogapHTs
Bac elle pa3 3a TO, YT B
obpaTiiIECh K HaM, H, €C/IH Y Bac
6GyIyT ele BOMPOCH, O6S3aTeHHO
CBSDKMTECH C HAMMU.
Ecim y Bac 6yAyT BONPOCH!, TMHIINATE
HaM WIM 3BOHHTE II0 YKa3aHHOMY
BHIILIE HOMEDY.
Haneemcs, 9T0 BB CRIKETECH C HAMHU
B Gmkaliniiee BpeMst, M 3aBEPsieM Bac,
910 MBI Cpa3y Xe 3aliMeMcsa BalIMM
33Ka30M.

erdumnue dopmut pacuerna

Ilpocvba o kpedumnwvix hopmax

paciemos

IpocaM coobLIMTD, MOXEM
JI1 MBI TIONYYUTh KPEXUTHBIC
YCJIOBHS PacueTOB B BHIE
IUIaTeXa YeKaMH CO CPOKOM
ornaTte 60 mHel.
MBEi nONy4ETH Ballie TTMCHMO M KATAJIOF.
Tax xaKk Bel HHYEro HE rOBOPHTE
O KpenuTHBIX ¢$OopMax pacueTos,
NIPOCHM COOOIMTh, MOTIIH JIH GBI
MBI PacCYMTHBATECS C BaMH IIO
€XEMECTYHEIM CYETaM.
Mmu GnaroaapHel, YTO BHl OTBETMIH
HA Hail 3ampoc. TaK 6icTpo. Kak Mul
YKa3hBaI B HAIlIEM ITNChME, HATH,
TIOCTABIUKY OOBIMHO COITIAIIAIOTCS
C OIUIATON IO OTKPHITOMY CYETY H3
OCHOBE E€XEKBAPTANHHBIX CUETOB;

method of payment will be
acceptable to you as well.

More grounds

1. As we have been dealing with you
for more than a year we feel that you
know us well enough to grant our,
request.

2 We believe we have established
our reliability with you over the
past six months and would now
like to settle accounts on a
quarterly basis.

3 During the past few months of
our transactions we have always
settled promptly, and therefore we
feel we can ask for better credit
facilities from you.

4 We are a well-established firm and
can offer references if necessary.

5 We can certainly pay on the due
dates, but if you would like
confirmation conceming our credit-
worthiness then please contact any
of the following who will act as our
referees: ...

6. We deal with most of our

suppliers on a quarterly statement
basis and you may contact any of
those listed below for a reference.

Closing

1 We hope you will consider our
request favourably and look
forward to your reply. -

2 Please follow up the references we
have submitted. We look forward to
your confirmation that ‘payment by
30-day bill of exchange is
acceptable.

HageeMcs, 910 Takas ¢opma Gyner
TnpueMJIEMA H IUIA Bac.

Jlonaanumenshuie 06006

Tax KaKk MH BeieM Je1a ¢ BaMH
yxe Gonee roga, MH CIHMTacM, 9YTO
BH yX€ JOCTATOYHO XOpOINO Hac
3HaeTe H MOXETe YAORNCTBOPHTH
Hamy npocs0y.

INosyaraeM, 9TO 33 3TH MIECTH
MecsILIeB BB yXe ybemwmch B Hamredt
HANEKHOCTM, ¥ Teneps MH 61 XoTeH
PaCCUMTHBATHCA MOKBapTATBHO.

i

B Teuyenme nociaeqAMX HECKONBKHX
Mecq1ieB MB BCEraa OILTaYMBaM
cyera HeMenieHHo. Tenepb, HaM
KaXeTcd, Mbl MOTTH OH IPOCHUTH

y Bac XpeaurHule (opMuI pacyeTa,
M=l yxe xopomo cebs
3apEKOMEHIOBATH M,

€ClTH HeoOXOIHMMO, MOXEM
NPERCTABHTE PCKOMECHRAMH.
KoHeyHo, MBI MOXEM ILIaTHTHL

B CPOK, HO €CJIH BH XOTHTE
NONYYHTh NOITBEPXICHHE O
Hauleil KpeauToCriocObHOCTH,
TPOCHM CBA3ATBCA C MOOBIM M3
HAIllMX FapaHTOB, YKa3aHHEBIX
HHXE.

MH pacCUMTRIBAEMCH C HalIWMK
TNOCTAaBIIMKAMHM HA OCHOBE
€XEKBapTaNbHLEIX CYCTOB M BHI
MOX€ETe CIIPOCHTH HX 00 3TOM.

Oxownanue nuceMa

Hapneemcsl, YTO BH IOJIOXHUTEITLHO
peIMTE ITOT BOIPOC M XIEM Baliiero
OTBeTA. )

MNoxanyiicra, obparurech K JIMLAM,
KOTOPHIX MBI Ha3pamu. OxmaeM
Ballero MOATBEPXACHUSA, YTO

Bl TIPUHUMACTE OIUIATY YEKOM

co cpoxkoM 30 auefi..
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3 As soon as we receive your
confirmation that you will allow
the open account facilities we have
asked for, we will send our next
order.

Replying to requests for credit
(agreeing to credit)

1 As we have been trading for over
a year references will not be
necessary and you may clear your
accounts by 30-day bill of exchange
which will be sent to ... Bank
(address), with shipping documents
for your acceptance.

2 We are pleased to inform you that
the credit facilities you asked for are
acceptable, and knowing the
reputation of your company there
will be no need for us to contact
any referees. Just to confirm what
has been agreed — settlement

will be made against monthly
statements. We look forward to
receiving your next order.

3 We have now received the
necessary references and are
pleased to say that from your next
order payment can be made on a
quarterly basis against statements.

Refusing credit

1 Thank you for your letter of

9 November in which you asked

to be put on open account terms.
Unfortunately, we never allow credit
facilities to customers until they have
traded with us for over a year. We
really are sorry that we cannot be
more helpful in this case.
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Kak TonsKo MH HOJYyYUM Ballle
NOATBEPXACHKE, ITO Bhl COTVIACHBI
C omnaroff Ha OTKPHITEIH CuerT,

0 YeM MBI BaC IPOCHIIH, MBI
HANpaBMM BaM CJICAYIOIUMHN 3aKa3.

Tonoocumenvnwiii omsem wa npocvOy
paspewumb Kpedumnbie hopmbi
pacuema

Taxk Kak MBI BeIeM Jiesla ¢ BaMH YXe
Gonee roga, MRl ZyMaeM,
PEKOMEHIAIIHM HaM He HYXHEL

Bhl MOXeTe pacCUMTHIBATECA C HAMH
YeKaMM CO CPOKOM orutaThl 30
nHelt. Yexn HeobxomuMoO
HarnpaeJaTh B ... 6aHK (agpec),
OTTPY304HEIE JOKYMEHTH IIPOTHB
BaleTO aKilenTa.

Mmu pamst coobuuTh BaM, YTO
MOXEM IIPHHATh KpemuTHEe GopMbl
pacuera, O KOTOPEIX BB

npocHTe. Tak KaK MBI XODOLIO
3HAEM BaNly KOMIIAHHIO, HAM HE
HYXHO OOpamarsca 3a
pexoMeHnamamy. IIpocuM mpocro
TIOATBEPAMTE HAIly HOTOBOPEHHOCTH
— OIDIATA IO €XEMECSUHBIM CUCTaM.
JneM BallX HOBEIX 3aKA30B.

MBH HOIyIHIH peKOMEHAAIHHA O
KpemurocriocobHocTd Batieit hHpMel
H pansl COODIUNTB, YTO HAaYMHAs CO
CJIEAYIOIErO 3aKa3a MBI COIJIACHBI
4TOOK Bl IUIATIIM €XEKBAPTANLHO
10 HAWMM cYeTaM,

Omxa3 pazpeuunsd Kpedumrivie
dopme pacuema

Bnaromapum 3a 1mMCHEMO OT 9
HosI6pA, B KOTOPOM BH IPOCHITU
4TOOKM MBI COITIACHINCEH C TUIATEXOM
Ha OTKpHITEIi cuer. K coxaneHuio,
MBI HE MIEM Ha KpeawTHEIe (hOpMBL
PacyeToB C NOKYMATe/IAMU paHee,
geM 9Yepe3 royl Hallero
coTpyanuyecTBa. MU3BMHNTE, HO

2 We regret that we are unable to
offer open account terms to
customers as our products are
competitively priced and with
small profit margin it is
uneconomical to allow credit
facilities.

3 We are sorry that we cannot offer
credit facilities of any kind at
present owing to rising inflation.
However, perhaps if things settle
in future we may be able to
reconsider your request.

Negotiating
11 regret that we cannot offer you
credit as long as three months,
since this would be uneconomical
for us. However, we are prepared to
offer you settlement against monthly
statements. Perhaps, you will let us
know if this would be acceptable.

2 Though we do not usually offer
credit facilities, we would be
prepared to consider partial credit.
In this case you would pay half
your invoices on a cash basis, and
the rest by 30-day bill of exchange.
If this arrangement suits you,
please contact us.

Reply while waiting for references

1 Thank you for your letter in
which you asked for credit facilities.
At present we are writing to the
referees you mentioned and. will let
you know as soon as we hear from
them. .

2 In reply to your fax message of 8 June,

we will consider your request to pay

B JAHHOM CJIydae MBI HE MOXEM
NONTH BaM HA BCTpeYy.

K coXaleHHI0, Mpl HE MOXEM
TIpEVIOXHTh BaM Takylo ¢opmy
pacyera, KaK IUIaTeX Ha OTKPEITHIA
cyer. Ilennr Ha HawWl TOBap

0YeHbh HEBRICOKY, MBI HMEEM OYEHb
HebOoMBIIYI0 MPUORLTL M MOITOMY
HHKAK HE MOXEM COIJIACHTHCH C
KpeauTHaMY GopMaMH pacyera.
K coxaneHH10, MBI HE MOXEM
NPEVIOXHUTH BAM KpPEIHTHBIE (HOpPMBI
pacyeToB M3-3a pactymielt HHdvIIHm.
Ho, eciu cutyalis H3MCHHTCS B
OymyieM, MBI pacCMOTPHM Bariy
npoce6y.

Obcyxcienue eonpoca
K coXateHH10, MM HE MOXEM
NPEIOKUTh BaM KPEIUTHBIX
¢opM, Tak KaK 3TO OYEHb He-
puIronHo WA Hac. Ho ME Moxem
COIJIACHTLCS, YTOOH BRI TIaTHIA
no exeMmecadHuIM cdyeraM. Coob-
10HTe, TIPHEMIIEMO JIH 3TO JUIA Bac.

Xorst 0OBIYHO MBI HE MIEM Ha
KpeauTHBIE (POPMBI, MBI TOTOBRBI
mo#TH Ha YaCTUYHO KPECIUTHEHIC
ycnoeus. B aToM ciydae Bbi Oruia-
YUBaeTe MIOVIOBHHY CICTOB Cpasy,

a OCTaTbHBIE — IO YEKy CO
cpokoM B 30 mueii. Ecim ac 310
yCTpauBaeT, CBSKUTECh C HAMH,

Ipomewcymounviii omeem 0o
noaywernus pexoMeHoayuil

MBH [OTyYMIIH Ballie THCHMO, B
KOTOPOM BHI TIDOCHTS NPEXOCTABHTD
BaM KpemuTHLie (GOopMEl pacdera.
B Hacrosmuee BpeMsi MBI CBA3HIBACMCSA
C TMIIaMH, KOTOPHX BBl PEKOMEH~
JIOBATH, ¥ KaK TOJNKO IIOVIydMM OT
HMX OTBET, MBI COOOIIMM BAM.

B oreer Ha Bamt daxc or § moHd
coo0IjacM, 4T0 PACCMOTPHM Bailly
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by 30-day bill of exchange and will
contact you as soon as we have

your references and reach a decision.

Ovders

Opening
1. Please find enclosed our Order
No. ...for

2. Thank you for your reply of ...
regarding ... Enclosed you will find
our official order (No. ...) for ...

Confirming the terms of payment

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

2 Once we have received your
advice, we will send a banker’s
draft to ...

3 As agreed you will draw on us at
30 days, documents against
acceptance, with the documents
being sent to our bank at ...

4 ... and we agreed that payments
would be made against quarterly
statements.

Delivery

1 It is essential that the goods are
delivered before ..

2 Delivery before ... is a firm
condition of this order, and we
reserve the right to refuse to accept
the goods delivered after that time.
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NPock0y O MAATEXAX B BUAC YCKOB
co cpoxoM B 30 mrelt. Mu cesbkemen
C BaMH, KOINA TO/IYYAM PEKOMEHZIATIH
YKa3aHHEIX BAMH JIMI{ H TIPHMEM
pelIeHue.

3arnazne
Havano nucvma

Ipu 3TOM HAIIpaB/IAEM BaM HAII
3aka3 \o ... Ha ... \

BraropapuM Bac 3a OTBET OT ...
xacaTensHo ... IIpu 3ToM
Hanpap/seM Hail odpHIMATbHEIN
3aka3 (\e ...) Ha

Todmeepxcdenue ycrosuii nramexca

Mu xotenu 6B IOATBEPAUTD, YTO
wiatex Gyaer mMpoM3BeicH TI0
6€30T3HIBHOMY 2KKPEAMTHBY, 33
TIONIy9eHHEM KOTOpOTO MBI YXe
obparwmice B Halll GaHK.

Kax Tombko MBI NOJYyYHM Ballie
coob1eHne, M HalpaBHM B ...
Hamry GaHKOBCKYIO TpaTTy.

Kak MEI ¢ BaMU OTOBOPHIIHCE,

BHl BHIIMIIMTE TPATTY Ha Hac ¢
orviaroit yepe3 30 mHelt, «TOKyMERTH
TIPOTHB aKIIENTas, IIpHUEM JOKyMEH~
Thl AODKHEL GRITH HANPARNICHL! B Halll
GaHK B ...

... H MBI COTTIACHJTMCE, YTO
WwIaTexy GyayT NPOM3BOAMTHCSH

IO eXEKBAPTANLHEIM CYeTaM.

ITocmasxa

HeobxonumMo, urofst ToBap Onul
TIOCTaRJIeH 1O ...

BeccriopHBIM YCIOBHEM NaHHOIO
33aKa3a FBIAETCA T0CTaBKa ToBapa 1o
...; MBI OCTaR/geM 3a cobolt mpapo
OTKa3aThCSL OT TOBapa, IOCTaBJICH-
HOIo IO3}¥e€ ITOr0 CpoKa.

3 Please remember that only air_
freight will suit us, as we need t.he
goods urgently. N

4 We -advise delivery by mad to
avoid constant handling of this
fragile consignment.

Packing
1 Each piece of crockery is to be

individually wrapped in thick paper,

packed in straw, and shipped in
wooden crates marked properly.

2 The carpets should be wrapped in
thick grease-proof paper which is
reinforced at both ends to avoid
wear by friction.

3 The machines must be well
greased with all movable parts
secured before being loaded mto
cases.

Closing

1 We hope that this will be the first
of many orders we will be placing
with you.

2 We will submit further orders, if
this one is completed to out
satisfaction.

3 We look forward to receiving
your advice/shipment/
acknowledgement/ confirmation.

Payment

" Invoices

1 Please find enclosed o0ir invoice
No ... for USD ....The gooeds you
ordered have already been,; ...,

et

O6patyre BHUMAHIE; Y10 -HAM MOI-
XOAMT TOJILKO - JOCTABKA CaMOTIETOM,
TdK KAK TOBAP HAM HYXRCH LPOIHO.
MEi coBeTyeM IOCTaBHTh TOBAp
aBTOTPAHCTIOPTOM, YTOOH
H36€XaTh HECKONBKUX NePEBANOK
3TOrO XpYITKOIO T0Bapa.

Ynaxoexa

Kaxpiit ripeaMer. OCYAN IOIDKeH
GHITE 3aBEPHYT OT/CIBHO B JIOT-
Hylo 6yMary, nojoxeH B ACPeBIH~
HBIE SIIIMKM CO CTPYXKOH, AIMKHA
JOMXHE! OHITH npanmuo npouap-
KUPOBAHBL ;

KoBpr! HOJDKHH GHTL 3anepﬂym

B TUIOTHYIO TiepraMeHTHYIO ﬁymary,
Ha oDOMX KOHIIAX YTIaKOBKA HO/DKHA'
6LITE OCOBEHHO mwmoﬁ qT06R
OHa HE TOpBANACH H3-33 mem
Jo ynakoBKH B'SINMKH CTaHKH
JOMKHH GHITH 06!1:151{0 CMA3aHH,
BCE TONEIKHEIE YACTH AOIKHE 61m>
3axpemlem

Koney nucema

HaneeMmcsl, 910,370 “TQNBKO TICPBRIK
M3 MHOI'HMX 33Ka30B, KOTOphLIE BHI
Pa3MEeCTHTE y Hac.

Mua Synem enaTe 3aKasel ¥'B
OynyineM, ecyii-HaM TIOHPaPHTCH,
Kak Oy#er BHIIOJHEH 3TOT ‘3aKas.

C HeTepneHteM XJIeM NOMyYeHHUS
BAIIeTO coobineHvs/ Baillero mnapa/
BAILETO, noms@pmem

Ilwmexc
Cuema

TIpu 3TOM HaNPABANEM BaM CHeT.
No. ... Ha CyMMY, ..,-aM.. BOMIL- ToBap,
KOTOpHIH BH 32KA3BIBAIH, YK€
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despatched to you, carriage
forward, and you should receive
them within the next few days.

2 The enclosed invoice (No ...) for
... is for 10 desks at ... each less 33
per cent trade discount. We look
forward to receiving your
remittance and will then send the
desks on.

3 Our invoice No ... for ... net is
attached. We look forward to
recetving your cheque from which
you may deduct 3 per cent cash
discount if payment is made within
seven days.

Pro-forma invoices

1 The enclosed pro-forma No ...
for USD ... is for your order No ...
which is now packed and awaiting
despatch. As soon as we receive
your cheque we will send the goods
which will reach you within a few
days.

2 We are sending the enclosed pro-
forma (No ...) for ... for the
consignment of ...you ordered on
approval. We would appreciate
your returning the balance of
unsold ... by the end of May as
agreed.

3 Pro-forma invoice No ...is for
your order No ..., in confirmation
of your quotation. The total of
USD ... includes cost, insurance,
and freight. ’

Adbvice of payment

1 We have pleasure in enclosing our
cheque/bank draft for USD ... in
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OTTPYXEH;, CTOMMOCTDb Ilepe-
BO3KH MOWIEXHUT yIUIaTe NOIy4are-
neM. BN [ODKHB TOJTyIHTDb ‘TOBap
B OMXalinme aHu.

Ipwnaraem cuer (N ...) Ha
cymMMmy ... 33 10 NMCHMEHHBIX
CTOJIOB IO HEHE ...

32 eUHHIYY, MUHYC TOProBast
ckuka 33 %. XneM or Bac
TNIepeBoAa NAHHOH CYMMHI, 3aTeM
MBIl OTIIPABHM BaM CTOJIBI.
ITpunaraem Ham cder N\e ... Ha
CYMMY ... 32 BHIYETOM BCEX CKHAOK.
XnpeM NONMyYeHns Ballero 4exa, u3
CYMMBI KOTOPOTO BB MOXETe
BbIecTh 3 %, ecnu Iwiatex Gyner
CleNaH B TeYECHHE CeMH IMHEH.

Cuema-npochopmu

Ipunoxenssiit cuer-npodpopMa Ne
Ha CyMMY ... aM. JOJUL. OTHOCHTCS K
3aKka3y Ne ..., ToBap yXe ynakoBaH
H Xz1er ornpasku. Ou Oyner
OTTIPAR/IEH, KAK TOJIGKO MBI TIOMYJHM
Balll Y€K, ¥ BB MOJIyIUTe TOBAp B
TEYCHHE HECKONBKHX IHeil.
HamnpasnseM BaM cder-nipodopmy
(N\e ...) Ha cymmy ... 3a ..., KOTOPKI
BRI 33aKa3aJIA C MPaBOM TIOKYTTKH
WIH OTKa3a TO BalleMy YCMOTPEHHIO.
B coorsercrsum ¢ Haieit IOroBopeH-
HOCTBIO TIPOCHM BEPHYTH HaM

He [MPOJaHHbIE 0 KOHI@A Mad ....
Cuer-npodopMa N ... OTHOCHTCA K
BameMy 3akazy Ne ... kak
TIOATBEPXICHUE COTIACOBAHHOMN
uenst. O6Ias cymMmMa ... aM. IOL
BKIIIOYACT CTOMMOCTDb, CTpaxOBaHue

M ¢paxr. :
Coobwenue o naamexce

Ipunaraem Hamr yeK/O0aHKOBCKYIO
TPArTy Ha CYMMY ... aM. JOJUL JUIS

payment of your invoice/statement
No ... dated ...

2 We have instructed our bank,
today, to transfer USD ... to your
account in payment of your 31 May
statement.

3 We have drawn a postal cheque
for ... in payment of your invoice
No ... dated ... This can be cashed
at any Post Office, or paid into
your account.

4 Thank you for your prompt
delivery. Please find enclosed our
draft for USD ... drawn on ...
Bank. Could you please -
acknowledge receipt?

5 We have pleasure in enclosing
our bank draft for ... as payment
on pro-forma invoice No ... Please
advise us when the goods will be
shipped and are likely to reach
Moscow.

6 You will be pleased to hear that
we have accepted your:bill and
now have the documents. We shall
collect the consignment as soon as
it arrives in Moscow and honour
your draft at maturity.

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

Acknowledgement of payment

1 Thank you for your cheque/
draft/ transfer in payment of our .
invoice/statement No ... dated ...

2 Our bank advised us today that
your transfer of ... was credited to

OIUIATH BAalIero cyeTajoryera Ne
ve OT ...

CeromHsl Mbl JATH YKA3aHHE HAIIEMY
©GaHKy mepeBecT¥ Ha Balll CIET CYMMY
... aM. JOJUI. IS OIUIATH BAIIETO
cuera or 31 mas.

Mu BHITACANH Y€K VIS OIUIATHL
Baniero cuera Ne ... or ... Ha CyMMy
... IO TIOYTOBOH CHCTEME.
Yex MoxeT OHTH OIVIAYECH B
moboM MOYTOBOM OTHEIECHHH
HANMYHBIMA WIH TICPEBOIOM
HA Balll CYeT.
BnarogapuMm 3a GHICTPYIO
nocrasky ‘ToBapa. [IpwiaraeM
Hallly TPATTy Ha CYMMY ... aM.
IOJUL., BHIMCAHHYIO Ha ... GaHK.
IMpocuM NOATBEPAMTH MOMY4CHHE.
Mpwiaraem Hally GaHKOBCKYIO
TPaTTy Ha CyMMY ... JUISl OIUIaTH
cuera-nipodpopMsi Ne ... TIpocum
COOGIINTD, KOrAa ToBap Oyner
OTTPYXEeH M KOTIa OH JIOJDKEH
npuOHTE B MOCKBY.

Haneemcs, Bl Oynete pagbl
y3Harh, YTO MBI aKUECITOBATH
Balll CYET ¥ MOJIYIHIM
JIOKyMeHTE. MEI 3a6epeM 1pys,
KaK TOJIBKO OM Npubyzner B
Mocksy. Tparra 6yner olUlaueHa
TOYHO B CPOK.

Ham 6aHx cooOmimn, 4To

¥IM TOJYYEHEBI OTTPY304HHIE
JOKYMEHTHI M YTO OH NEPEBOIUT
HYXHYIO CyMMY C HAallero
aKKpeWTIBA HAa Balll CYET.

IToomeepxcoenue noaysenus
niamexca

MHI TIOAY4dHIM Bam 4eK/ Tparry/
TIEpEBON [UTA OIUIATEL HAUIETO
cuera/oryera Ne ... or ...

Ham 6aHK cooOurun CETolHA, YTO
BAlll IIEPEBO HA CYMMY ... MOCTYHHI
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our account. Thank you for paying
so promptly, and we hope to hear
from you again soon.

3 Thank you for sending your draft
for invoice No ... so promptly. We
hope you like the consignment and
look forward to your next order.

4 We received an advice from our
bank this morning that your
transfer for invoice No ... has been
credited to our account. We would
like to thank you, and ask you to
contact us if you need anything else
in ..., or any information about ...
5. Our bank informed us today that
you accepted our bill (No ...) and
the documents have been handed
to you. We are sure you will be
pleased with the consignment.

6 ... Bank in ... have told us that

the proceeds of your letter of credit
have been credited to our account.
Thank you for your custom and we
hope you will write to us again. We
are enclosing our summer catalogue
which we are sure will interest you.

Delayed payment (asking for more
time to pay)
1 We are sorry that we were not
able to clear our July account.

2 We regret we were unable to

send a cheque to settle our account
for the last quarter.

3 The dock strike which has been in
operation for the past six weeks has
made it impossible to ship our
products, and as our customers
have pot been able to pay us, we
have not been able to clear our own
suppliers’ ‘accounts yet.
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Ha Hauwl cJeT, BraromapuM 3a Takyio
6LICTPYIO OIUIaTY M HaxeeMcs, 4To
BH CHOBa 00paTUTeCh K HAM B - ;
6mokaitieM GymymeM. '
baaromapuM Bac 3a TO, YTO BHI TaK
6BICTPO HANIPABWIM TPATTY JUIS
omnaru cyeta Ne ... Hapeemcsi, 410
BaM IIOHPABWICA TOBAp M XIEM
BallIero CaeayioLero 3aKasa.
CerogHa yTpoM MBI TIOJTYYIN
coobmieHre or 6aHKa, 9TO

Ha HAll cYeT ITOCTYITHT Balll NePeBOn
1o cuery Ne ... BnarofiapuM Bac ¥
IpocHM ODpaIATECA K HaM, €ClIH
BaM HyxHO Oyger eime Jro-Jmbo B ...
WIH Xakue-m6o gaHHEE O ...
Ceropna Ham GaHK cooOmIMI,

YTO Bhl AKUENTOBATH HAHI CYeT
(Ne...) ¥ 9TO BaM GBUTH TIEpENaHB!
JOKyMeHTH. MEI yBepeHsl, YT0 BH
OyneTe HOBONBHEL TOBAPOM.

... BaHK coOGUIAN HAM, YTO HA Haml
CYET TIOCTYIINIA onpenesicHHAS
CYMMa ¢ Balllero aKKpeaUTHBA.
BnarogapyM Bac 3a BAUTY IYHKTY~-
aTLHOCTE M HANeeMcs, ¥ro -

BHI H B OynyieM Oyfere K HAM
obpamarscs. Ilpunaraem Karaior
«JleTo» ¥ MH YBepEHHI, OH BaC
3aHHTEpeCyerT.

3adepywcxa naamedxca
(npocvba omcpouums naamedrc)

K coxanenmio, MH He MOXEM
OIUVIATUTL MIOJBCKHHU CYeT.

K coxanenmio, MH He MOXeM
TIOCNAaTh BAM Y€K IS OIUNaTh
CYETA 33 MOCJCAHHA KBapTal.

W3-3a 3aGacToBxn B Mopry B
NOC/IeIHHE HIECTh HEAEIb MBl HE
CMOLITH OTTPY3HTh TOBAp; M TaK
KaK Hally TIOKynareJlM HE MOIIH
3AIUIATUTH HAM, MBI HE MOXEM
TIOKa , pacCIUTAThCA. C HAUMMHA
TIOCTABLHKAMH.

4 Once the strike has been settled,
which should be within the next few
days, we will be able to clear the
balance.

5 A warchouse flood destroyed the
majority of the components that
were to be fitted into ... We are
waiting for our insurance company
to settle our claim so that we can
renew our stock and pay our
suppliers.

6 As soon as the insurance
company sends us compensation
we will settle the account. We
expect this to be within the next
two weeks.

7 We were not able to settle the
account because of the bankruptcy
of one of our main customers, who
we hoped would have cleared his
balance with us. The debt was
considerable and its loss has made
it difficult for us to pay our
suppliers.

8 We will try to clear your invoice
.within the next few weeks.
Meanwhile the enclosed cheque for
USD ... is part payment on
account.

Replying to requests for more time

1 Thank you for your letter
concerning the outstanding balance
on your account. We sympathise
with the problem you have had in
clearing the balance and argwilling
to extend the credit for-another six
weeks. Would you please confirm
that the credit will be settled then?

Kak Tombko 3203CTOBKA 3aKOHYMTCA,
a 370 OYEBHIHO MpoM30HIeT B
6oKaiIie HECKOJILKO THEH, Mbl
CMOXeM 3aIUIATHTh BaM OCTAILHYIO
CYMMYy.

B pesyabrare 3aTOIVICHMS HAIIETO
cxiana ORUIO MOBPEXICHO
GONBIINHCTBO ACTAJECH, KOTOpHE
JO/DKHBI OBUIH OBITH YCTAHOBJICHL
Ha ... Celyac MBI XJI€M, KOIrIma
CTpaxoBasi KOMMAHWA BHILUIATAT
TpebyeMyIo HaMH CYMMY C T€M,
YyTOORI MBI MOITTM BOCCTAHOBMTH
3anachl Ha CKNajle M 3aIUIaTHTD
HAWIMM TIOCTaBIIMKAM.

Kax TONMLKO CTpaxoBasi KOMITAaHMA
BHITUIATHT HAM KOMIIEHCAlHIO 33
yOHTKH, MH Cpa3y OIUIATUM CYeT.
JlymaeM, a1o Gymer B Gmokaiume
JIBE HEJIEITH.

MBI He CMOIUIM OIUIATHTH CYET M3-33
©aHKpOTCTBA OHOTO M3 HAIIMX
[JIaBHBIX TIOKYITaTeJieil, KOTOpHIH,
KaK Mbl HAJESUTHCh, AOJDKEH ObLn
paccumTaThcs ¢ Hamu. Ero
33/IOJDKEHHOCTb HROBOJIBHO
3HAYNTELHA W H3-32 HeNIOCTYIUICHUS
3T0i CyMMB! HaM TPYZIHO paccyu-
TATBCH C HAINMMM TIOCTaBIIMKAMU.
Mpu1 ocTapaeMcsl OTUTATHTH Balll
cyer B GmDKaiiiide HECKONEKO
senens. Ceifgac xe Mbl ITOCHUTAEM
BaM Y€K Ha ... aM. JO/UL. B KAYECTBE
YACTHYHOTO IUTATEXA.

Omeem na npocvly damb OMCcPO4Ky

BrarogapuM 3a Balle MHCBMO
KacaTelbHO He OIUIAYEHHON BaMM
cyMMH. MBbi moHMMaeM BalIM
TPYITHOCTH, BO3HHKIIME C OILIATOH,
¥ MB MOXeM OTCPOYHTH IUIATEX
eille Ha HiecTh Heuenb. [IpocHM
TOATBEPAMTH, YTO 32TEM BhI
NpOM3BEeTE OIUIATY.
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2 We were sorry to hear about the
difficulties you have been
experiencing in getting components
to complete orders from other
suppliers, and realise that without
sales it is difficult to settle
outstanding accounts. Therefore
your account has been extended
another month, but we will have
to insist on payment by the end
of July.

3 With reference to your e-mail
message of ... in which you explained

why the outstanding invoice No ... has

not been cleared, we understand the
problems you have been facing in
the current recession. However, it
was in consideration of the present
economic climate that we allowed
you a two-month period to settle,
and while we would like to offer
you more time to clear the balance,
our own financial position makes
this impossible. Therefore we must
ask you to settle the account within
the next fortnight.

4 Thank you for writing and letting
us know why the May account is
still outstanding. Unfortunately,
we cannot extend the credit any
longer as we allowed considerable
discounts in lieu of a prompt
payment. Nevertheless, in view of
the difficulties you have been having
with your two major customers in
clearing their accounts, we are
prepared to compromise and
suggest that you clear half the
outstanding balance immediately
by sending a cheque for ... and
clear the remainder by the end of
next month. We look forward to
your remittance and confirmation
that the balance of the account will
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MH OYe€HB pacCTPOWIHCH, Y3HAB

O BallHX TPYAHOCTAX C 3aKYIKOH
meTalefl OT APYrHX NOCTABLIHKOB
JUIA BHIMOJHEHMS 3aKa30B.

M=l noHHMaeM, yTo 6e3 mpomax
Balei roToBOi NMPOIYKUHMH BaM
TPYNHO OIUIayMBaTh cuera. IloaToMy
MBI PENIMNM OTCPOYHTH Balll cHer
ele Ha MECALl, HO ME BHIHYXKIEHEI
HACTOATENIFHO TIPOCHUTH Bac
cAeNarh IUIATEX A0 KOHIA MIONSA.

M= nosydmti Ballle coobiieHu e
110 3NEKTPOHHOM 1oYTe OT ..., B
KOTOpOM BH OOBSICHAETE, IOYEMY
cuer N¢ ... IO CHX MOP HE OIIadYeH.
INonsMaeM BAIUM TPYIHOCTH H3-33
CJIOXHON 3KOHOMHYECKOM CHTYAlLIUH.
Ho nMeHHO M3-3a TaKOil CHTyaluy
MBI COINACHIMCh aTh BaM HBa
MecAla AN OMNaTH c4eToB, Ml
OBl OUYEeHb XOTEMH JaTh BaM €uIe
HEKOTOpOE BpeMsI JJI OIUIaTHl
OCTaBIIEHCS CYMMBI, HO Hallle
coBcTBeHHOe (PUMHAHCOBOE
TIONOXEHWe He TO3BONAET HAM
310ro caeiath. Moatomy Ml
BBIHYXJICHBI IPOCHTh Bac OIUIATHTH
cyeT B OmiKaifinye 1Be HemesH.

BnarogapuM 3a Ballle coobiieHHe O
TIPHYMHAX HeoaTH Makckoro
cueta. K coXANeHMIO MBI He MOXeM
HaTh BaM OTCPOYKY, TAK KaK MBI
I BaM CoMbIuyio CKHIKY, B 0OMeH
Ha Balll HeMeITIeHHBIN TUIaTexX.
OnHako, NpHHUMass BO BHMMaHUe
BAIH TPYAHOCTH W3-33 HETOITYYeHUst
Tu1aTeXei OT JBYX OCHOBHBIX
niokynarene#, Mbl TOTOBE NIOUTH HA
KOMITPOMHMCC ¥ NPEINIOXHTH, ITOOB! BbI
OILUIATIWIM TIOIOBHHY CYMMBEI ceifuac,
BHICIIAB HaM Y€K Ha CyMMY ..., a
OGTABNIYIOCH CYMMY IPOCHM
OIUTATHTB A0 KOHLA CJICAYIOHIETO
Mecaua. XXaeM Baillero Iiarexa u
TIOATBEPXKACHNA, YTO OCTaBILAACH
cyMMa GylieT onnayeHa B ...

be cleared in ...

5 We regret to hear about the strike
which has held up production in
your plant for the past few weeks
and can understand why you need
more time to clear your account
with us. Nevertheless, when we
allowed open account terms, we
emphasised this was only on the
condition that balances were
cleared promptly on due dates as
credit facilities put a strain on our
own cash flow situation. Because
of this we cannot extend the

credit by another two months.
However, because of your previous
custom with us we are quite willing
to allow you to clear half the
balance, viz. USD ... by sending us
a sight draft, see enclosed B/E No
..., and clear the outstanding
amount by accepting the enclosed
draft, B/E No ...., drawn at 30
days. We look forward to receiving
your acceptance and
confirmation.

Reguests for payment

1 We are writing concerning the
outstanding October account for
USD ..., a copy of which is
enclosed and which should have
been cleared last month, Please
fet us know why the balance has
not been paid.

2 We think you may have
overlooked invoice No .= for
USD ... (see copy) which was due
last month. Please could you let us
have your cheque to clear the

MBH ¢ coXaneHuHeM Y3HaIH O
3a6acTOBKE, H3-33 KOTOpO# B
mocHeIHNe HECKOJILKO Henesb
[IPOM3BONCTBO Ha BallleM 3aBOJE
6LUT0 TPHOCTAHOBNEHO. MuI
NOHMUMAEM, TIOYEMY BaM HYXHO
enje KaKoe-T0 BpeMst ISl OIUIaThI
Hammx cyetob. HO, KOTAa MH
COTNAIIATHUCh HA OIUIaTy 1o
OTKDEITOMY CYETY, MHl
TIONYEPKHUBAJIH, YTO A€JaeM 3TO
TOJILKO TIPH YCJIOBHH, YTO Bce
nnaTexu OyayT ZAenaTss TOWHO

B YCTAHOBJICHHbBIE CPOKH, TaK Kak
mobrle OTCPOYKH CO3NAIOT VIS
Hac TPYAHOCTH C HAJIHYHOCTHIO.
Tlo3ToMy MBI He MOXEM AaTbh BaM
OTCPOHKY €1lie Ha Jpa Mecsfa. Omiako,
VUMTHIBASA HALM XOPOIIHE
OTHOLUEHMSI, MBI MOXEM PaspelliTh
BaM OIUIATHTH YIOJIOBHHY CYMMEI,
1. €. ... aM. JOJUL, TpaTTol
HEMEUTEHHO (CM. TIPWIOXEHHBIN
yex No..), a OCTIBHYIO CYMMY
MPOCHM OILTATHTH AKUENTOM
TIPHIOXEHHOM TpaTToil (CM. Y€K
Ne ...) uepes 30 mueit.

JaemM paiero akiienra ¥
TIOOTBEPXKICHHA.

IIpocvba cpourio npouseecmy
naamexc .

Ml oOpaniaeMcs K BaM B CBA3H
C TeM, 9TO cUeT 33 OKTHOph Ha
CYMMY ... @M. IOJUL IO CHX TOp He
omnayed. TIpunaraeM KOIMHMIO CYETa,
KOTOpHIl omkeH Obn GBITH
OIUIaYeH B MPONUIOM MECHIe.
Coobumre NpHYMHY HEOIUTaThL
MBI DOJIaraéM, Y10 BH IPOCTO
3a6EUTH O HalteM cdere Ne ... Ha
CYMMY ... aM. JOIL (CM.
MPWIOXEHHYIO KOIHIO), KOTOPBIH
HyXHO GHUIO OILTETHTH B MPONUIOM
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amount? If, however, you have
already sent a remittance, then
please disregard this letter.

Second requests

1 We wrote to you on 3 March
concerning our January statement
which is still outstanding. Enclosed
you will find a copy of the
statement and our letter.

2 This is the second letter we have
sent you with regard to your
March account which has not been
cleared. Our first letter dated 21
April, asked why the account had
not been paid, and you will see
from the enclosed that ...

3 As we have traded for some time,
we have not pressed for payment.
However, we must now insist that
either you settle the account or offer
a reasonable explanation for not
doing so.

Third requests or final demands

1 We have written you two letters
on 22 September and 19 October,
and have sent copies of the
outstanding invoices with them,
but have not received either a reply
Or remittance.

2 When we arranged terms, we
offered you payment against
monthly statements, yet it has been
three months since you wrote
promising - the account

would be cleared. We now assume
that you have no intention of
clearing the balance.

3 We were disappointed that you
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Mecsiie. IIpocuM nmpMcnaTh YeK Ha
cymmy cdera. Ecnu BB yXe
NPOM3BEH TUIATEX, JaHHOE MHACHMO
CHJIH He HMeEeT.

Bmopoe nanomunanue

3 Mapra MBI ITHCAJIM BaM  TIO
BOIMPOCY HALIEro SHBAPCKOro
cyera, KOTOPHI 10 CHX Top He
ormnayeH. IIpwiaraeM KOITHIO
CYeTa M THCHMA.

HanpannsieM BaM yxe BTOpoOe
NHMCEMO TTO BOIPOCY Balero Map-
TOBCKOTO CY€Ta, KOTOPRIM A0 CHX TIOp
He oIviaveH. B HalieM niepBoM IvicEMe
Or 21 anpesis ME! CTIPAILIMBAH, TIOUEMY
CUYET HE OINAYEH, ¥ BHI YBHIWTE

H3 MPUNIOKECHUS, YTO ...

Tak Kak MbI COTPYTHUYAEM YXE
JIOCTaTOMHOE BpeMs, MBI He
CJIMIIKOM XECTKO HAacTauBaId Ha
paulem rutarexe. OnHaxo, B
HacTosulee BpeMsd MBI BbIHYXAECHBI
HacTauBarTh, YTOOR BRI OMIATHIIH
cueT HEMEUIEHHO, TG0 aamH
obBACHEHHE.

Tpemve nanomumanue uau
nocaednee mpebosarue

22 cenmibpa u 19 oxTHOPA MK
TNOCNATM BaM JiBa MMCHMA, a TaKKe
KONMMM HEOIUIAYEHHBIX CYETOB, HO
JIO CHX TIOp HE YIONYWHIN HA
wiarexa, H4 OTBeTa.

Kornma MuI oroBapUBamu yCJIOBHS,
MHI TIpeUIarany Iarex no
€XeMEeCTIHHM OTYeTaM; OOHAaKO
MPOILIO yX€ TPH Mecsiia Iocie
TOro KaK BRI IHCEMEHHO O0eIamH
OIUIATHTH Hall c4yeT. Y Hac
CO30a7I0Ch BIIEYATIEHHE, YTO BhHI
HE XOTHTE IJIATHTh BOBCE.

Mb1 OueHb COXaATIEEM, YTO BhI

did not bother to reply to either of
our letters asking you to clear your
account, and you have left us-no- -
alternative but to take legal: action.

4 We are giving you a further seven
days to send your remittance after

which the matter will be dealt with

by our solicitors.

Opening
1 We would like to inform you ...
2 We are writing to complain
about ...
3 This is the third time this mistake
has occurred and we are far from
satisfied with the service you offer.
4 Unless you can fulfil our orders
efficiently in the future we will have
to consider other sources of supply.
5 Please ensure that this sort of
problem does not .arise -again,
6 There ‘appears to be-an error in
the invoice. .
7 The mistake must be corrected as
soon as possible.
8 There seems to be some

- misunderstanding regarding terms

of discount. Discount is deducted
from net prices, not c. i. £ prices.
9 The mistake could not have
originated here, and must be
connected with the despatch of
the goods.

Explaining the problem

1 Could you tell your despatch
department to take special care
when addressing our cogsignments?

2 Could'you ‘ask your accounts

IAXe HE OTBETHIW HHU Ha ONHO M3
NHCEM, B KOTOPHIX ‘MBI TIPOCHIH
Bac NMPOU3BECTH IUIATEX, W HaM

HE OCTAeTcs HWYEro Jpyroro,

K4K TIepeNaTh NeNo B CY/L

Jlaem paM eqe ceMb AHeH U1 TOro,
yTOOH BH OTTIPABHIN I1€PEBOI,
TI0C/ e YEro ITHM AenoM saliMyTcs
HAIW JOPHCTHL

Ilpemensuu u ux ypezysuposansue
Hauano- nucoma

MEL XOTHM COOBIIATE BaM ...
CoobiaeM BaM, YTO ME
HEROBOJTBHBI ...
Takas oumrnGKa MMPOMCKOIMT YXKe
TpeTHi pa3 B Mbl OYEHb HENOBOJIBHEL
Bawell paborol.
Ecnu Bbl HE MOXETe KaYeCTBEHHO
BHITIOJIHAT HALIH 3aKa3bl, MHl
ofipaTMcs K APYTMM IOCTaBLIMKAM.
IMocrapaiirech, YTOGH TaKHX
npobieM Gombllle He BOIHUKANIO..
HaM kaXercs, YTO B CYeTe MMEETCH
ournbka.
Oumbxa n0/XHa OBITH MCNPaBIeHA
KaK MOXHO CKOpee.
OueBHIHO, BO3HHKIO KaKoe-10
HENONMOHMMAaHHE B OTHOLIEHHH
ckuakd. OHa NOIKHA BRMUTATHCH
M3 HETTO-1IcHHI, a He U3 TIeHk cH.
He moxer Guith, YTOGR OlMMGKa
TIpOM30ILIIA Y Hac, JOIDKHO OHTh
OHa BOSHWKIZ, KOra Tosap Orut
B IIyTH.

Obsscrenue npobnesl
IIpocuM coobumTs BalEMy
TPAHCTIOPTHOMY OTHENY, YTO OHHM
JIOJXHEI 6BITH Gonee
BHHMaTe/IbHH, KOITA YKa3HBaloT
ajpec OTIPYXaeMoro ToBapa. .
TpockM oBpaTHTECH K BareMy
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department to check our code
carefully in future? Our account
number is ..., and they have been
sending us statements coded ...

3 We think the reason that wrong
sizes have been sent to us is because
we are ordering in metric sizes, and
you are sending us sizes measured in
feet and inches. We would

appreciate your looking into this.

Suggesting a solution

1 If we send you a debit note for
USD ... and deduct it from our next
statement that should put the

matter right.

2 The best solution would be for us.
to return the wrong articles to you,
postage and packing forward.

3 Rather than send a credit note,
you could send six replacements
which would probably be easier
than adjusting our accounts.

Replying to letters of complaint

1 We are replying to your e-mail
- message of 10 March in which
you told us that ...

2 We wouid like to thank you for
informing us of our accounting
error in your letter of the 7t June.

3 While we cannot give you an
explanation at present, we can
promise you that we are looking
into the matter and will write to
you again shortly.

4 As we are sending out orders
promptly, we think these delays
may have something to do with
the haulage contractors and we
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dumancosoMy oraeny ¢ mpocsdoit
NPaBWIBHO YKa3HBars Koxel. Ham
KOI ..., 3 OHH Hanpap/ioT HaM
CYeTa, yKas3aB Kof ...

CuirraeM, 910 NPUUMHA, MO KOTOPOit
HaM OBUIM OTTPYXeHBl Hemnpa-
BHJIbHHE Pa3MepH, 3aKII0YAeTcs
B TOM, YTO MBI JICJIANTH 33Ka3 B
MeTpHyeckoll cHcreme, a BN
OTTpaBHIIM HaM TOBap B dyTax

u motimax. Pa3Oepurecs,
noxanylicra, C 3THM BONIPOCOM.

Ilpednoxcenue pewenun

Ec/m MB1 HanpaBuM BaM ZeOeTOBOE
ABM30 HA CYMMY ... aM. JONL H
BHIYTEM 3TY CYMMY M3 HAILIEro
cueTa, TO MH II0JIaraeM, olMOKa
Oyaer ucnpasieHa.

JlyuninM permeHneM s Hac Gymer
BO3BpaT TOBapa, MPHCJIAHHOIO HaM
1o oimMbKe, MOYTOBHE PacXodbl M
YIIAKOBKA NODKHB! OBITE OIUTaYEHE
BaMHA.

BMECTO KpeMTOBOIO aBH30,
BHIIUTHTE HAM MIECTh CIHHMI|
B3AMEH, CUMTAacM, 3TO JIydlile,

9€eM JieJ1aTh BO3BPAT CyMMEL

Omeem na nuceMma-pextamayuu

HMaHHoe MUCBMO SBJISCTCH OTBETOM
Ha Ball¢ COODLIEHNE IO AIEKTPOHHOLM
nogre ot 10 Mapra, B KOTOPOM BH

MMIIHTE, YTO ...

BaaronapuM Bac 33 cooliieHue
oT 7 mioHs o Hanieli onmGke B cuere.

XoTa 1noxa MBI He MOXeM JaTh BaM
HHKAKOTO OOBSICHCHUS
CIIYYMBIIEMYCS, MK obelaeM

BO BCeM Da300parThCH M CBSDKEMCH C
BaMH B caMo¢ OnpCkaiiliee BpeMsd.

Tak xak Mm BBINOJIHAEM ceifqac
BCE HaIllM 33Ka3bl B NPEOCIBHO
cXaThie CPOKH, MBI JyMaeM,
3aJIePXKH IIPOM3OLIUIH 10 BHHE

are making investigations at the
moment.

5 Would you please return samples
of the items you are dissatisfied
with, and we will send them to our
factory in ... for tests.

6 The mistake was due to a fault
in one of our machines, which has
now been corrected.

7 There appears to have been some
confusion in our addressing system,
but this has been adjusted.

8 It is unusual for this type of error
to arise, but the problem has now
been dealt with.,

9 We have now checked our
accounts and find that we have
indeed been sending you the

wrong statement due to a

confusion in names and addresses.
The computer has been
reprogrammed and there should

be no more difficulties. Please
contact us again if any similar
situation arises, and once more
thank you for pointing out

the error.

10 The reason for the weakness in
the units you complained about was
due to a faulty manufacturing
process in production. This is being
corrected at the moment and we are
sure you will be completely satisfied
with the replacement units we will
be sending you in the next few
weeks.

11 The paintwork on the bodies of
the cars became discoloured
because of a chemical imbalance

in the paint used in spraying

IKCNEAUTOPCKO-TPAHCITOPTHON
dbupmul. MH 3aumMaemcs cefidac
3THM BOHPOCOM,

IpocyM BepHyTS 0BpazEt Manemii,
KOTOpHE BaM He TIOHPABHINCH, H MBI
HANPaBMM HX HA HAiI 38BOA B ... [N
HCTIHITAaHMIA.

Ounbxa nmpoMsouuia u3-3a
Hebobuoro Jedexra B ogHoli B3
MamH. Mledexr celiuac yxe
yCTpaHeH.

O4eBHIHO, MPOU3ONUIO KaKOe-TO
HENOpasyMeHHE TIPH aZpeCOBKe
TPYy30B, HO celiuac BCe 3TO
HCIIPARJIEHO.

OueHb CTPaHHO, YTO TIPOH3OLLIA
Takas ommbka. M yxe
3aHMMAEMCH 3THM BOTIPOCOM.

M= npoBepwIM HALM CYET U
BHIHM, YTO MEeHCTBHUTENBHO
OTTIPABWIH cYeT ¢ omHbxaMH
H3-3a NMyTaHNIH B HA3BaHUSX U B
agpecax. MH BHecTH HeoGXomuMEIe
HM3MCHEHHA B NPOrPaMMy
KOMITBIOTEPa M CMMTAEM, YTO Oobille
Takoro He Oyaer. Eciu Gynyr cHosa
nogoOHpEe NpodNeMu, cpasy
cBsixuTech ¢ HamMu. Fiue pas
Gnaromapum, 910 coobupUH

0 Hale#i ommOKe.

TlpyunHa CHIDKEHMA NPOYHOCTH

B HalliKX ..., HA YTO BEI XaNyerech,
CBS33aHA C HEKOTOPHIM HApylleHHMEM
TeXHOJIOTHH mpon3BoacTea. Ceiiyac
MBI 3TO YCTpaHAeM M MBI YBEPEHSI,
YTO ..., KOTOpHi€ MBI HANpPABIAgeM
BaM B3aMeH B Omrxaifinue
HECKOJIbKO HERENb, He BHI3OBYT Y
BAC HUKAKUX HAPEKAHWIA.

Kpacka Ky30BOB aBTOMAIIIHH

MOTYCKHENA M3-332 HapyIIeHUs
XMMHYECKOIO COCTaBA KPacKH,
KOTOpas HCIIO/Ib30Bajtach mpu

377



vehicles. We have already contacted
our own suppliers and are

waiting for their reply. Meanwhile
we are taking these models out of
production and calling in all those
that have been supplied.

12 The material you complained
about has now been withdrawn.

Its fault was in the weave of the
cloth and this was due to a
programming error in the weaving
machines themselves. This has been
corrected and replacement materials
are now being sent on to you.

13 We have closely compared the
articles you returned with our
samples and can see no difference
between them, and in this case we
are not willing to either substitute
the articles or offer a discount.

14 Our engineer has examined the
machine you complained about
and in his report tells us that the
machine has not been maintained
properly. If you look at the
instruction booklet on maintenance
that we sent you, you will see that it
is essential to take care of ...

15 Our factory has now inspected
the stereo you returned last week,
and they inform us that it has been
used with the wrong speakers.

We can repair the machine, but

you will have to pay for the repairs
as misuse of the unit is not included
under our guarantee.

16 In closing we would like to
apologize for the inconvenience,
and also point out that this type
of fault rarely occurs in ...
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pacrnsiieHun. MBI 'yxe CBA3a/HCh
C HallUMH MOCTABUIMKAMH H
XaeM ux orseta. Iloka ke Mb
CHYTH M MOHETH C -
IPOM3BONICTBA M OT3BIBAEM BCE
NOCTABNICHHBIE paHee.

Marepual, Mo xayecTsy KOTOPOro
y Bac ObUIHM MpeTeH3HH, HAMH
ceftyac m3par. JledekTnl BOZHHKIH
B MPOLIECCE MPSIICHKA M3-33 KOMITBIO-
TePHOH OIMOKU B CAMMX TIPS~
HBIX MampHax. Ceifdac MB BCE
HCIIPaBH/IA M HATIDABIAEM BaM
B3aMEH HOBREIY MaTepual.

Mu! THIATe/TbHO CPABHMIIH

TO, YTO BBl BEPHY/IH HaM, C
obpasiiaMM M He BUAUM HMKaKO
PasHUUH Mexay Humvu. B nanxom
ciy4ae MBI 6b1 HE XOTENM NOCHUIATH
BaM 3aMeHy WM NPENIAraTh CKIIKY.
Haim vHXeHep TILATeLHO
MOCMOTpENl CTAHOK, KOTOpEIE

y Bac BHI3LIBAET HPETCH3HH, U B
CBOEM 3aKJIOYEHHMH YKA3ajl, 4To
OH HeNpPaBWIbHO 3KCIUTYaTHPOBAICH.
Ecyi BB IOCMOTPHTE B
HHCTpYKIHH TIO 3KCIUTyaTallHH, BB
YBHIHITE YTO HEOOXOIMMO CIIGIHTD 33 ...
Haum crierua/mcTs IpoBEPHIA
CTepeOYCTAHOBKY, KOTODYIO BHI
BEPHY/IM HaM, ¥ COOOILWIH, YTO OHA
OH3 VICTIONL30BANIaCch HE C TEMH
JMHAMUKaMH. Ml MOXeM [TOMHHUTD
YCTAHOBKY, HO Bbl JOJDKHEL Oyzere
OIVIATUTH PEMOHT, TAK KaK TapaHTHA
He pacfpocTpaHdeTcs Ha TaKHe
HapyllleHUs CO CTOPOHH
TIONE30BATENSL,

B 3akmoyenne MBI XoTeH Onl
NPHHECTH CBOM M3BUHEHUS 33
NpUYHHEHHEIEC BaM HeyIoOcTBa

M CKa3aTb, YTO TaKue ae(exTnl
PENKO BO3HHMKAIOT B ...

17 The replacement of the faulty
articles are on their way to you

and you should receive them
within the week. We are sure that
you will be satisfied with them '
and there will be no repetition of
the faults. Thank you for your
patience in this matter, and we
look forward to doing business with
you again.

ToBap, KOTOPHI} MK OTHpaBIAEM
B3aMEH Jie(PeKTHOIO, yXe
HaXOIUTCA B NYTH M B TOJIYIHTE
€ro B TeyeHHe Hemem. Mu
VBEPEHEHI, YTO BBl Oynere UM
JOBOJIBHBL M YTO TaKoro OoJbiie
HHKOIZ2 He TIOBTOPHTCS.
BusiarogapuM Bac 3a NPOABIEHHOE
TEPNICHKE ¥ HalleeMcsa Ha
AanbHeHIlee COTPYAHUIECTBO.
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Appendix 4 Abbreviations in Business
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Correspondence
a/c account cuer
a.m (Lat. ante meridiem)  mo DoMyAHs
‘afs after sight nocne IperbABICHUS
av ayerage cpemantt
awb air waybill aBWaHaKaaHan
bal balance OCTATOK
be bank clearing GaHKOBCKHMIf KITHPHHT
B/E bill of exchange BEKCEJIb, Y€K, TParTa
B/L (blading) bill of landing KOHOCaMeHT
bs balance sheet BasaHc
C cent; currency 1EHT; BaJIOTa
c/a current account; TEKYILWi cYerT;
credit account c4YeT MO KpPemHTy
cad cash-against-documents cpeICTBa TIPOTHB aKilelTa
Cat. catalogue KaTanor
c&f cost and freight cromMocTs M dpaxt
cd certificate of deposit nmeno3utHet ceprrduKaT
cert certificate ceprHpHKaT
cf carriage forward 3a 1IepeBOGKY He YIUIAYEHO, CTOMMOCTh
TIePEBO3KH TIOIEXHT yILIaTe
TOJydaTe/ieM
cif cost, insurance CTOMMOCTh, CTPAXOBaHMe M (ppaxr
(and) freight
C/N credit note KPEIMTOBOE aBH30
co cash order IpeTLABHTENBCKAA TPATTA
cod cash on delivery oIUIaTa IpH AOCTaBKe
corp corporation Xopriopanys
contd. continued C TPOIOIIXEHHEM
C.p. carriage paid TIEpEBO3Ka OIUIAYEHA
cy currency BATIOTA
d penny; denaril TIEHC
dated JAATPOBaHHBIN
d/a documents against
acceptance JOKYMEHTRI TIPOTHB aKIIeITa
dely delivery AOCTaBKa, 1nOCTaBKa
dis discount; at a discount cKHIKa, CO CKMOKOM
div dividend AaBHiaeH I (BI)
D/N debit note Jeberopoe aBM30
d/o delivery order 33Ka3 Ha TIOCTABKY
d/p documents against HOKYMEHTR! IPOTHB IUIATEXA
payment
d/s ...days sight gyepes ... gHel

€ euro
E.&O.E.

EC
e g

enc.
etc.

EU
exch

for

fya
fyi

1nc.

jr
l/c
Itd

max
min
mo
Mr'
Mrs
MS

nc
nd
No
ofa

o/d

ofs

delivery
€Bpo

errors and omissions dre

excepted
Eurocheque
(Lat. exampli gratia)
for example
enclosure

(Fr. etcetera) and
$0 on and

so forth
European Union
exchange

free on board
free on rail

for your attention
for your information
hundred
incorporated

instant

junior

letter of credit
limited

maximum
minimum
money order

motorship

mail transfer
motorvessel

no charge

no date; not dated
number’

on account

overdraft;
overdrawn -
on sale;

out of stock

AOCTABKA, YIOCTABKA

oumbxu ¥ MPOIYCKH He
JIONYCKAIOTCH

€BpoYeK

HanpuMep

MPHJIOXEHHE
H TaxK pajce

Esponeticxunit Coioa

obmeH; OuMpxa

¢o6, cBoboaHo Ha 6opr
¢panxo penscrl, dpaHKo
XeJie3Hasd nopora

BallleMy BHHMaHMIO

IS BALIETO CBEICHUA

COTHA .
AKIMOHEPHEIN, UMEIOLIHA CTaTyC
aKIHoHepHOTro 001ecTBa
TeKylIero Mecsaua ’
Mitanmmit

aKKpEeIUTHB

C OrpaHHYEHHOU OTBETCTBEH-
HOCTBI0 00 aKIMOHEPHRIX
oflecTBax)

MaKCHMyM

MHHAMYM

HEHEeXHBIA 1epeBox
TOCTIOMH

rocroxa

CYHHO

NOYTOBRM NEpeBOX

CyAaHO

6c3 orviatn

6e3 matnl

HOMeEp

B cUeT NpUYHTAIONIeHCs
CYMMBE; B YaCTMYHOE TIOTAILIEHWE
npryuTaoueicss CyMMEal
osepapadr;

OCTATOK CYeTa IIpeBBHILIEH

HA Impojaxe

HET B 3anace
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pin

plc
pP-p-
pm
P-D.
PR
prem

p-t.o.

pur
qtr
quot
Re
Ref.

SS
ST
tel

ult.
USD
VAT

vip

N« éE

382

personal identification
number

price list

public limited company
pages

premium

(Lat) per pro

public relations
premium

please turn over

purchase

quarter

quotation

(Lat. in re) concerning
reference

steamship

senior

telephone
telegraphic transfer
(Lat) ultimo
Amirican dollar
value added tax

very important person
(Lat)) videlicet
vice-president

year

zero

TIEPCOHANBHRI HOMEDP

Tpalc-JIHCT

OTKPHITOE aKI[HOHEPHOE OOMIeC
CTPaHMIIB

TpeMHs; BO3HArpaXXReHHE
10 TIOPYYCHHIO

CBSA3b C OOIECTBEHHOCTBIO .
MPEMHUSA; BO3HArpaXacHHE
TiepeBEPHATE CTPAHMILILY,

cM. Ha oBopore

TIOKYHKa

KBapTan

NpeUIOXEHHE

KacaTeJIbHO

CCBUIKA; IIPH CCHUIKE YKA3HBATh
cienyioniee

CYIHO

cTapLumi

HOMep TenedoHa
TeserpadHbI nIEpeBOa
TIPOLIUTOTO MeECALA

nomwnap CIIIA

HajJor Ha AOGaBICHHYIO
CTOHMOCTD

BaXHAas TIEPCOHA

TO €CTb, 2 HMEHHO
BHLIE-TIPE3HIEHT

ron

HONb

Yuebnux
Crernana Anexcansposna Illesenéna

wnmenoﬁ AHTTUNACKHH

Penakrop I.A. Kaebue
OpuruHan-maker H.B. Cnaccioii
Odopmienne xynoxuuka A.B. Jlebedega

Jvnensus cepus U Ne 03562 o1 19.12.2000 &
IMoamucano B edaTs 01.12.2003. @opmar 60x88 1/16
You. neu. 1. 24,0. Tupax 30 000 sx3. (1-it 3aBox — 5000). 3axa3 Ne 5190

000 «M3JATEJIBCTBO IOHUTHU-IAHA»
Ienepanburi gupexrop B.H. 3axaudse

123298, Mocksa, yi. Hputn Jlesyerko, 1
Ten. (095) 194-00-13. Ten/daxc (095) 194-00-14
wwwunity-dana.ru E-mail: unity@unity-dana.ru

Ommegaraso Bo OIYIT UIIK «Vibauosckuit JJom nedaTus
432980, 1. YnbuaHOBCK, yi. fonyaposa, 14



N7 YyebHnas nnteparypa ANns By30B

alq
«Ix

AHINUIACKUIA A3bIK

C.A. UJesenesa
Yuebrux Ans ey3o0e. 560 c.

(Mpugp Munucmepcmea obpasosanust
Poccuiickol ®edepayuu)

‘Vae6HUK NpeaHasHatdeH A CTYACHTOB HEAIHKOBHX BY30B, HAYHHAIOIMMX
H3yYeHHE AHIMHUCKOTO $3HKa, a TAKXE IS CAMOCTOSTEILHOTO H3YJEHHS
AHITHACKOrO A3BIKA.

Yue6HHK cocTouT H3 Tpex uacTeli: BeogHoro xypca, OCHOBHOIO Kypca M
npunoxeHuil. B Beodrom xypce HANOXeHH TIpaPHI3 YTeHHd OyxB H OyKkBocoO-
yeTaHnli, NMpaBMNa YIAPEHMS B CIOBAX H OPEVIOXCHHAX. 3[eCh Xe HAHO

- GONpIIOe KOJMHYECTBO PasHOOOPA3HHX YNPAXHEHHIA HA 3aKpeIVieHHe 3THX
Npapui. YnpaxHeHHs 1 BBoaHOro Kypca 3alHcaHH Ha gyouoxaccemy.

Pabota Hax yhapesmeMm B CNOBAX B Hall MHTOHaIMell B IpPeXIOXCHHIX
nponokaerca MU B Ocwoenom Kypce ydeOHuka. B ypokax 1—18 ocmoBHOE
BHHMaHHE YAeJfeTcs rPAMMAaTHKe M JiekcHke. [paMMaTAdeckue NpaBuia M3-
JIOXCHH $ICHO ¥ KPAaTKO M CONMPOBOXNAIOTCS YNPAXHEHUAMH Ha 3aKpeIUicHHE
9THX NPAaBHIL.

TexcTsl M JIeKCHKa y4eOHHKA OXBATHBAIOT BCE OCHOBHHE TeMH, NPE/ICTABNEH-
Hbic B THNOBHIX NPOrPaMMAX OOYUCHMS BHICIIAX YUeOMHX 3asenenmii. Texcrsi
KParki 1o o0peMy, HH(POPMATHBHE, PasHOOOPasHH M MHTEPECHBL YIPaXHCHUS
HOCAT KOMMYHUKATUBHHI Xapakrep ¥ o0eceunBaloT pasBUTHE BCEX HEOOXOMH-
MEIX HABHIKOB YTEHIS M ODILEHHSA Ha aHTAICKOM SI3BIKE.

B Ipusoxcenusx pauN MAaTePHAIN A1 OOMAIUHErO YTCHHA, NepeBoia,
aHITIO-pycCcKHil CI0BAPh M WUTIOCTPHPOBAHHEIN rpaMMaTHIECKHH CJIOBAPb.

Yuebnux coomeemcmeyem Iocydapcmeennwm o0pa3oeamenrsibiM cmaw-
Odapmanm evicuiez0 06pa308aHUR 018 HEATLIKOGHIX GY308.

M3OATENBCTBO IOHATH-[AHA

—p——

123298, Mocksa, yn. UpuHn JlesdeHko, 1
Tea.: (095) 194-00-15. Tes./Daxc: (095) 194-00-14
www.unity-dana.ru  E-mail: unity@unity-dana.ru
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