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BBE/JIEHHE

[lenr HacTOsIIIETO MOCOOMS — O3HAKOMUTH CTYJIEHTOB C CYIIECTBYIOIIMMH B
COBPEMEHHOM aHIJIOA3BIYHOM MPAKTUKE BUJIAMHM JIEJOBBIX MHCEM, C(HOPMUPOBATH
ONpEJEICHHBIA  JIGKCUYECKUH  3amac, IMO3BOJSIOMIMA  TEPEBOJIUTH  JECIOBYIO
KOPPECTIOHCHIUIO C aHTJIMMCKOTO SI3bIKa HA PYCCKHUI M C PYCCKOTO Ha aHTJIMHCKUMA.

[TocoOue mpeacTaBieHO HECKOIBKHUMH pa3feiaMu U TpuiIokeHueM. Kambrii
paszie’ BKJIIOYAeT B ceOs psJ MUCEM OMNpENeTICHHOW TEeMaTUKH, CIHCOK CJIOB,
HEOOXOJIUMBIX I KOPPEKTHOIO MOHUMAHUSI KOPPECTIOHICHIINY U PSIi YIPAKHEHUH,
HaIpaBJICHHBIX Ha OPMHUPOBAHNE HABBIKOB MIEPEBO/IA.

B mnpunoxxeHuu mnpuBeqeHa JOMOJHUTENbHAS WHGOpPMAIMs, pacKpbIBAIOIIas
MOHATHUSI OCHOBHBIX SJKOHOMHUYECKMX TEPMHUHOB, MPHUHATHIX B MEXIYHApOIHOU
MIPAKTHKE.

JlanHoe  mocoOue  TpelHa3Ha4eHO  JUIsi  CTYJIEeHTOB  (pakynbrera
MEXIYHAPOAHBIX  OTHOLIEHWHM, oOydvarouuxcs 1o HanpasieHutro  45.03.02
Jluareuctuka, npoduns IlepeBom u mnepeomoBeneHue, 45.04.02 JluHrBucTHKa,
npodbuns JIMHrBUCTHYECKOE OOECIEUeHne MEXKTOCYJapCTBEHHBIX OTHOIICHUH,
41.03.01 3apyOexHoe peruoHoBeaeHUE, MPodUiIb A3HMATCKHE HCCICIOBAHMS,
Amepukanckue wuccrnenoBanusi, 41.04.01 3apybexxHoe peruoHoBenieHUe, MPOPUIH
Kommiekcupiii ananuz 3apyoexHbix peruoHoB (ATP) u VccnenoBanusi perioHOB U

ctpan Asuu (Kurait).



ENQUIRIES

An enquiry or inquiry is a request for information. Most letters of enquiries
are short and simple. Many companies have adopted the practice of sending printed
enquiry forms. The writer of an enquiry states briefly and clearly what he is
interested in, and this is all the receiver of the letter needs to know.

All letters of enquiry can be subdivided into first enquiry and non-first
enquiry letters. A first enquiry is a letter sent to a supplier with whom you have not
previously done business with. It should include:

1) A brief mention of how you obtained potential supplier‘s name. Your source
may be an embassy, consulate, a trade fair or chamber of commerce. You may
have seen the goods in question at an exhibition or trade fair. You may be writing as
the result of a recommendation from your business associate, or on the basis of an
advertisement in the daily, weekly or trade press.

2) Some indication of the demand in your place for the goods which the
supplier deals in.

3) Details of what you would like the supplier to send you. You may be
interested in a catalogue, a price list, discounts, methods of payment, delivery
times, samples etc.

4) A closing sentence to round off the enquiry. Usually a simple ‘thank you’ is
sufficient to close an inquiry. But you can mention that a prompt reply would be

appreciated.



ENQUIRY 1
London, April 5, 2017
E Fowler & Co.Ltd.
15 Moonlight Rd
Manchester

Great Britain

Dear Sirs,

We were greatly impressed by the selection of gardening tools displayed on
your stand at the Gardening Exhibition held in London last week.

We are a large store in the centre of London with a number of outlets all over
the country and we would like to know more about your manufactures.

We shall be obliged if you will send us your up-to-date catalogues and price-
lists quoting your best prices and most favourable terms of payment.

We look forward to hearing from you soon.

Yours faithfully

L Slocum (Mrs)

selection BBIOOD, TI0/100P; HAOOP, ACCOPTHUMEHT
¢ to select sth — BeIOMpaTh YTO-TMO0
to display with MMOKa3bIBaTh YTO-JIN00, BHICTABIIATH YTO-THO0
SYN: to exhibit sth
Stand CTEH/I, BBICTABOYHAsI BUTPUHA
. on the stand — na crenne
exhibition BBICTaBKa
¢ at the exhibition — Ha BeICTaBKE
Outlet ToproBas Touka; otaenenue upmer SYN:point of sale
to quote a price HA3HAYUTH IIEHY
¢ to quote terms — Ha3Ha4yaTh yCIOBUS
. to quote for sth — Ha3HauuTh 1IEHY Ha YTO-
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ENQUIRY 2

London, October 10, 2017
SuperFurniture Ltd.

19 Bee Rd

Manchester

UK

Dear Sirs,

We have seen your advertisement in the July edition of “Furniture & Office
Equipment” and it interested us greatly.

Our bank is opening new branches in Manchester and Leeds and we will
require office furniture and equipment urgently.

We are inclined to place a considerable order with your company and therefore
would expect a quantity discount off list prices, and our terms of payment are
normally payment for collection or as a special concession on our part by Letter of
Credit.

We shall appreciate it if you will send us your brochures, prospectuses and
catalogues in duplicate.

We hope to hear from you soon.

Yours faithfully,

E. Lacombe

advertisement  (for | peknamHoe 00ObsiBIIeHUE (O YeM-JTHOO)

sth) ad, advert
Branch ¢bunman, otaenenue (ocob. OaHka)
urgency CPOYHO, HEMEIICHHO

SYN: promptly, immediately, at once

to be inclined to do | OBITH CKIIOHHBIM MJIH PACIIOJIOKEHHBIM CIIENIATh YTO-THO0

sth




to place an order with
sb

Pa3sMCCTUTDH 3aKa3 y KOTO-JIN0O

therefore CJIEIOBATEIILHO
discount ckuaka SYN : allowance
. discount of 5 per cent from/off/on the price —
ckuaka B 5% c 11eHbl
. to grant/allow/give a discount — nate ckuaKy
list price npelicKypaHTHas LieHa
payment for | mmarexx Ha wWHKacco (moilyueHWe, Tepenada U
collection NpeabsIBICHUE JUI IUIaTeXa I[UIATEXKHBIX JOKYMEHTOB
HHKAaCCHPYIOIIUM OaHKOM A1 KIIMCHTA W ITOCJICAYIOIICC
HarpaBJICHUC ACHCKHBIX CPCACTB HA CUCT 3TOTI'O KJ'II/IGHTa)
concession yCTyTIKa

. concession on the price — ckuaka ¢ LEeHbI
. concession on sb’s part — ycTynka C 4Ybei-
7100 CTOPOHBI

¢ to make a concession — uATH Ha YCTYIKY

letter of credit

AKKPCAUTHUB, aKKPCAUTHBHOC ITMCbMO, KPCANTHOC IMHUCHBMO
(mucbMO, aapecoBaHHOE OJAHUM OaHKOM JApyromy, B
KOTOPOM  COACPKUTCSA  yKa3aHHME  BBIILUIATUTH  JIUILY,
YKa3aHHOMY B MHCBbME, ONPEIACICHHYI0O CYMMY JCHEr IpH
OMPEICICHHBIX OTOBOPEHHBIX YCIOBHUSIX)

¢ to open / establish a Letter of Credit —

OTKPBIBATh aKKPCIAUTHUB

brochure opomrtopa; npocekt SYN : leaflet; booklet; prospectus
prospectus npocnekt; opomropa SYN: leaflet; booklet; prospectus
in duplicate B IByX sKk3eminisipax  SYN: in two copies

. in triplicate — B Tpex sk3emIuIspax




ENQUIRY 3

Moscow, November 15, 2017
Fish & Fish Products Ltd.

15 Cornflower St.

Leeds

Great Britain

Dear Sirs,

We represent a chain of restaurants and cafeterias in Russia and are looking for
a company engaged in the export of fish and fish products. The Chamber of
Commerce of Russia has informed us of your address.

We are interested in tinned fish for shipment in equal lots at regular intervals
during the next five months. We are ready to pay 50% by an irrevocable Letter of
Credit.

We should be obliged to you if you would send us an offer for these goods
stating the price of each item separately.

Your early reply will be very much appreciated.

Yours faithfully,

A. Smirnov.

chain ceTh (Mara3uHOB, PECTOPAHOB U TIP.)

to be engaged in sth / 3aHUMAThCS YeM-JTH00

doing sth
Chamber of Commerce | Toprosas naiarta
tinned fish peiOHBIC KOHCepBBI AMEN: canned fish
in equal lots PaBHBIMH MAPTUIMHU
at regular intervals Yyepe3 paBHbIC IPOMEKYTKH BPEMCHU
irrevocable 0€30T3LIBHBIMH
. irrevocable Letter of Credit — 6e30T3bIBHBII
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AKKpPCIOAUTHUB

Offer KoMMepuecKkoe npeioxkenne, opepra SYN: quotation

. offer for the goods — odepra Ha TOBapHI

item cTaThsd (B cueTe, OajaHce W Mp.); IYHKT;, IO3UITUS;
naparpad; cratbs (IKCIIOpPTa, UMIIOPTA); BU TOBapa

. to state the price of each item separately —

YKa3bIBaATh LICHY Ka)KI[Oﬁ IMO3UIIHUHN OTACIIBHO

ENQUIRY 4
Glasgow, December 17, 2017
The Manchester Engineering Co.
15, Winston St.
Manchester
Great Britain

Medical Instruments

Dear Sirs,

We are regular buyers of Medical Equipment and Instruments on your market.

At the annual fair last month we saw your instruments and got some
publications covering the latest models. We applied to the Chamber of Commerce
and found out your address.

We have read your ad published in the “Medicine” journal and learnt that your
list prices have been reduced by 5%. Taking into account your advanced technology
and attractive prices we would ask you to send us further data concerning your terms
of payment and delivery as well as technical documentation.

We hope your prices as well as terms and conditions will be competitive and
look forward to placing an order with you.

We trust you will make every effort to meet our particular requirements.

Yours faithfully,

S. Grey

11



ENQUIRY 4

fair spMapka
¢ at the fair — na spmapke
to apply to sb 00paTUTHCS K KOMY-JTHOO

to reduce the price

CHU3UTH LICHY

. to reduce the price by 5 per cent —
CHIDKATh 1IeHy Ha 5%

¢  to reduce the price to $50 — cHmxaTh 1IEHY

10 50 mommapos

advanced technology

InmepecaoBasd TCXHOJIOTUA

data (pl)

JaHHBIS; HH(pOpMaITUs

Competitive

KOHKYPEHTOCTIOCOOHBIN

to meet requirements

YIOBJIETBOPSATH CLIOCOOHOCTH

SYN : to satisfy requirements

WRITTEN PATTERNS
1.  Weare inclined to do sth Mpb1 HamepeBaeMcs clienarh. . .
2. ...therefore. .. ...CIIEZIOBATEIBHO. ..

3. Your early reply will be very Msl Oymem mnpusHaTenbHbl 3a  Barn

much appreciated
4, We trust you will
effort to meet our

requirements

HEMEUICHHBINA OTBET
make every Mer Hameemcs, uto BbI craemaere Bce
particular Bo3MoOkHOE, 4YTOOBI BBITIOJIHHUTH HAIIH

TpeOOBaHMUS.

Ex.1. Find the English equivalents in the enquiries.

PeknamHoe 0OBsABIIEHNE B UIOJILCKOM HOMCPC, paSMCCTHUTh 3aKa3 B KOMIIaAHHWH,

IIPENOCTaBUTh CKUJKY; IUIATUTh AKKPEAUTUBOM; PABHBIMHU IAPTUSAMHU; YE€PE3 PABHBIC
MIPOMEKYTKA BPEMEHU; YCTyNKa C YbEH-TMOO0 CTOPOHBI; CPOUYHO HYXKAAThCS B YEM-

JII/I60, BBICJIATh IIPCIIIOKCHHUC Ha I-ITO-.]'II/I6O, 3aHUMATbHCA SKCIIOPTOM,; YKa3aTb LICHY

12




KaXKIOW MO3UIUHU OTJENIbHO; OPOIIIOPHI U MPOCIIEKTHI B ABYX AK3EMIUISApaXx; KPyIMHBIN
MarasuH C LETbIM PSAOM TOPIOBBIX TOUYEK IO CTpaHe; oOpaTutbcs B TOpProByro
najary; Ha €XKeroJHOM BBICTABKE; IEpeoBasi TEXHOJIOTHS; Ha pbIHKE; MH(OpMaLus

OTHOCHUTCIIbHO yCJ'IOBI/Iﬁ IIaTrceixa.

Ex.2. Fill in the blanks with one of the following words. Mind your

grammar.

In equal lots; advanced technology; to make every effort; regular buyers; outlet;
by an irrevocable Letter of Credit; concession; to place; selection; competitive (2);

to apply to; in duplicate; for collection; to find out

1 We are going ___a considerable order with your company.

2 We trust you will __ to meet our particular requirements.

3. We should appreciate it if you would send us your brochures .

4 Asa ____ onour part we are ready to pay 50% in cash.

5. We have seen the __ of your medical instruments displayed on your
stand at the exhibition held in London last week.

6.  We applied to the Chamber of Commerce and __ your address.

7. They are interested in shipment __ within the next six months.

8.  We hope that your prices and terms of payment will be .

9. Weare __ of Medical Equipment and Instruments on your market.

10. The company __ the Chamber of Commerce for information.

11. We have a number of ___ all over the country.

12. If your prices and terms of payment are _ we will place a substantial
order with you.

13.  Our terms of payment are payment .

14.  Taking into account your __ and attractive prices we would ask you to
send us further data concerning your terms of payment and delivery as well as
technical documentation.

15.  We are ready to pay the balance .
13



Ex.3. Translate from Russian into English

3anpoc 1

YBakaemsle rocrioaa!

Msbl npountanu Bame pekiaMHOoe 00BsIBIEHHE B JKypHasle ‘“‘MenuuuHa
CEroJHsA", ¥ OHO 3aHHTEPECOBAJIO HAC B OTPOMHON CTEIICHH.

MbI — u3BeCTHas KIMHHKA, 3aHUMAIOMIAsICS MHKPOXHpYprueu (microsurgery)
rmaza, u Mbl Obl Xorenu mnpuobpectn y Bac memunumHckoe o6opynoBaHHe ¢
IIOCTaBKOM B JieKaope.

MBI TOTOBBI pa3MecTuTh y Bac KpymHBIM 3aKa3, U MOITOMY XOTEJU MOIYYUTh
BCIO MTH(OPMAILIHIO, KACAIOIIUXCS CKUJIOK C TPEHCKYPAHTHBIX LIEH.

Mpl Obun Obl Takke Bam mpusHaTenbHbl, ecid Obl BbICIadM Ham Baium
KaTaJIOTW, OPOLIIOPBI U MIPOCHEKTHI B ABYX IK3EMIUISPAX.

Haneemcs Ha nosmyuyenue Bamero ckopeuiiero oTsera.

C yBaxkeHHEM,

A.W. Iletpos

3anpoc 2

YBaxkaeMsble rocrnojal

B mpomom Mecsle Mbl MOCETWIIA BBICTABKY CaJ0BOrO HMHBEHTapH,
npoBOAUMYIO exeronHo B I'amOypre. Ha Hac orpoMHOe BIeuYaTjieHHE MPOU3BEIN
W31eus, IPEeICTaBICHHbIE HAa Bamiem crene.

Mp1 nipencTaBiisieM CeTh CYyNEPMapKETOB IO BCEH CTpaHe, U XOTEJIH Obl, YTOOBI
Bol HanpaBuin Ham Banie npeiiosxkenue ¢ pa30MBKOW 0011el EHbI MO MO3ULIUSAM.

Hammu oObrvHbIe yCIIOBUS IUIaTEXa — HA MHKACCO, WM MbI MOTJIM ToiTu Bam
HABCTPEUY U OIJIATUTh YaCTh TOBapa HAJIMYHBIMH.

MbI OoueHb 3auMHTEpecOBaHbl B Bamien mpoaykuuym U HaaeeMmcsi Ha pa3BUTHE
COTPYIHHYECTBA B OyayIIIEM.

C unTepecom oxuaaeM Bamero oTsera.

Menemxep 1o mpoaaxam,

T. bpayn
14



Ex.4. Make up letters according to the situations.

Assignment 1

BrI npesicTaBisere KpynHbIA MarasuH 3Byko3anucu (record shop) u xorenu Ob1
3HAaTh OOJBIIE O AWCKAX M Kaccerax, YIMOMSHYTBIX B PEKJIAMHOM OOBSBICHHUU B
xypnaie “Hi Fi News”.

Bbl xoTenu Obl MOTYYUTH OPOIIIOPHI U MPOCIEKTHI, COACPIKAIIUE NETATbHYIO
uH(OpMAIMI0O TI0O 3THUM TOBapaM, a TakKXKe BBUICHUTh KaKWe YCJIOBHS IIIaTEXa
PEeANnOYUTAET MOCTABIIHUK.

Assignment 2

Bl mmaHupyeTre OTKPBITH HOBOE OTJACIICHHWE Ballero OaHka, W ModToMy Bac
3apHTepecoBana mnpoaykmus ¢upmer “Clock & Watch”, mnpencraBnenHas Ha
BBICTaBKE, MPOXOJAMUBIIIEN Ha Mpouwioi Heaene B [{ropuxe.

Bbl xoTenu Obl MpUOOPECTH MAPTHUIO HACTEHHBIX YacoOB JUIsi 00OPYIOBaHHUS
opucoB. Bac wuHTEpecylOT CKHUIKH, a TakKe€ BO3MOXHOCTb ITOCTaBKH W3JCIIUN

PABHBIMU NAPTUSIMU 10 OKTSAOPSI 3TOTO TOJa.

15



OFFERS

A reply to an enquiry from the regular customer is normally fairly brief and
does not need to be more than polite and direct. If the supplier is in a position to meet
the potential buyer’s requirements, his reply will be as follows:

1) Thank the writer of the letter of enquiry for the letter in question. Mention
the prospective customer‘s name. If the customer signs the letter Mr. J. White, then
begin Dear Mr. White, not Dear Sir, which indicates that you have not bothered to
remember the enquirer’s name.

2) Supply all the information requested. Let the enquirers know as soon as
possible if you have the product or can provide the service they are enquiring about.
It is irritating to read a long letter only to find that you cannot help.

3) Encourage or persuade your prospective customer to do business with you.
It means that a simple answer that you have the goods in stock is not enough.
Mention one or two selling points of your product, including any guarantee you can
offer.

4) Provided you do not have what the enquirer asked for but have an
alternative, offer it to him. Never criticize the product he originally asked for.

5) If you may not be able to handle the order, then refer him, if possible,
elsewhere.

6) Make sure that you enclose current catalogues and price-lists if you are
sending them. If your prices are subject to change, then let your potential customer
know about this. It is not so good policy to suddenly send a letter telling him that the
prices have been increased by 5% after you have quoted a firm price.

7) Certain products such as heavy equipment and machinery may need
demonstrating. In these cases the company might send an adviser or representative if
equipment is to be installed. The customers could, however, suggest that they send
their representatives and experts. 8) Thank the customer for writing to your company.
If have not done it at the beginning of the letter, you can do so at the end. You should

also encourage further enquiries.
16



If the buyer is satisfied with the terms of the seller’s offer, he may then place
an order. Large companies as a rule use for ordering printed official order form,
which has a date, and a reference number that should be quoted in any
correspondence which refers to the order. The advantages of order forms are quite
obvious: they are prenumbered and therefore reference is easy, besides printed
headings ensure that no information will be omitted. On the back of such forms one
can usually find general conditions under which orders are placed. Reference to these
conditions must be made on the front, otherwise the supplier is not legally bound by

them. A specimen of one of the orders is given below.

OFFER 1

London, 28"™ November 2017
United Textiles Inc.

55 Broad Street

New York 15, NY

USA

Dear Sirs,

We thank you for your enquiry dated November 25" for Textiles of our
manufacture.

We offer you printed cotton cloth (HabuBHas x;onuarodymaskHas TkaHb) equal
to any sample you might select.

Besides, should you so desire, you can buy different kinds of woolen textiles,
produced at our factory in Manchester.

As for prices as well as terms and conditions you will find them stated herein.

QUALITY: up to 20,000 m of any fabric.

QUALITY: equal to sample, in full accordance with government safety
standards.

PRICES: as per Price-List No. 3a enclosed herewith.
17



DISCOUNTS: if the quantity is over 20,000 m, the price is subject to 5 per
cent discount. Further are granted subject to special agreement.

TERMS OF PAYMENT: 5 per cent in advance; 60 per cent by a Letter of
Credit; the balance of 35 per cent by drafts.

TERMS OF DELIVERY: within 4 weeks of the acceptance.

All other terms and conditions are stated in the enclosed copy of the General

Conditions which form an integral part of our sales contracts. This offer is subject to

the goods being unsold upon receipt of your reply.

We hope to hear from you soon. Please, acknowledge receipt.

Yours faithfully,
John Wright

Sales Manager

should you so desire

no Bammewmy sxenanuto; ecnu Brl (3a) xoTHUTE

safety standards

CTaHJapThl 0€30MaCHOCTH

advance (payment)

aBaHC; MMpeaoriaTa
¢ to pay in advance — mIaTUTh aBaHCOM

balance

OCTAaToOK, CaJIba0
. balance of 40 per cent — ocratok B 40%

Draft

TpaTTa; MepeBOJIHON BekcelNb (Oe3yCIOBHBIN MpHUKa3
JUIly, HA KOTOPOE€ BBICTABJIIEH BEKCENb, BBHIIIATUTH
MPEABSIBUTENIO BEKCEIS OMPENCNEHHYI0 CYMMY)
SYN: bill of exchange

. payment by draft — matex TpaTToi

acceptance

aKLEeNT; NPUHATHE (TIPEITIOKEHHUS)
. to be open for acceptance — ObITh
OTKPBITBIM JIJIs1 aKIENTa (0 IPeISIOKEHNHN )

General Conditions

OO6mue ycrnoBus

to form an integral part of sth

COCTaBJIATH HCOTHbCMIJICMYTO 4aCThb 4ero-anoo
SYN: to constitute an integral part of sth

18




OFFER 2

Moscow, September 8, 2017
Pilkington Bros. Ltd.

40 Cannon Street

London, EC, UK

Dear Sirs,

Smith & Co., who have been doing business with us for at least 5 years past,
have advised us that you will probably be replenishing your stocks of Caviar and
tinned fish in the near future.

We have been in the business for 20 years and are proud of rich experience in
producing delicious tinned products. At present we can offer you without obligation
on our part 600 kg of Barrelled Caviar of Russian origin of 20... preparation.

We can supply you with Caviar in equal lots of 100 kg at regular intervals
during the year. In addition to Barrelled Caviar, we offer Tinned Caviar with delivery
during the year.

If you are interested in tinned fish, a wide range of which is produced by our
company, please, let us know. Our full export price-list is enclosed herewith.

The grade of Caviar on the offer has always been sold very well in Britain, and
the prices quoted for bulk purchase will enable you to sell it at highly competitive
prices while obtaining a good margin of profit.

We will be pleased to supply you with first order against settlement within 30
days of date of invoice, and with 2.5% discount. Immediate shipment is guaranteed.

We advise you to place your order promptly, since we expect considerable
response from other foreign customers to this special offer. This offer is subject to
prior sale.

Yours faithfully,

B.A. Novikov

Vice-President

Encl.
19



to do business with sb

tToprosath ¢ keM 100 SYN: to conduct trade with sh

to replenish  stocks
with sth

MOTIOJNTHSATH (TOBapHBIE) 3aMachl 4eM-Tu00

without obligation

0e3 (kakux-11b0) 00s13aTeIbCTB
VARIANT: without engagement
. We offer you without obligation.. .-
. Mp1 peniaraem Bam 6e3 0053aTebCTB. ..

to be of  20...

preparation

ObITh 20...T. IPUTOTOBJICHHUS;
ObITH 20...T. BEIpaOOTKH (0 KOHCEPBAX)

. Tinned fruit 20... preparation —
®pykToBbie KOHCEPBHI 20... TOAa BRIPAOOTKU

goods on the offer

npeajraracMbIC UK IIPOAaBaCMBbIC TOBAPLI

bulk purchase

MacCCoOBas 3aKyIllKa, HCHTPAJIM30BaHHAA 3aKYyIIKad, 3aKYyIIKa
BCCT'O TOBAPHOI'O 3allaca
VARIANT: bulk buying

to enable sb do sth

JaBaTh KOMY-THOO BO3MOXKHOCTH / TIPaBO CHeJaTh YTO-
j105(000)

ccompetitive price

KOHKypeHTOCHOCO6Ha$I OcHa
. at highly competitive
BBICOKOKOHKYPEHTOCIIOCOOHBIM LIEHaM

prices — 1o

to obtain a
margin of profit

good

MOJIy4aTh XOPOIIYIO MPUOBLTH (MPU TOPTOBJIE B PO3HUILY )

to supply sb with sth

MOCTaBJIATh KOMY-JTMOO YTO-TMOO0
VARIANT: to supply sth to sb
SYN: to deliver sth to sb

to guarantee sb with
sth

rapaHTUPOBAThH YTO-THOO

response from sb to sth

peakius ¢ Ybei-1100 CTOPOHBI HAa YTO-TUOO0; OTKITUK
. response from our clients to this special offer
— OTKJIMK KJIMEHTOB Ha 3TO CIEIUATBLHOE MPEIOKEHUE
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OFFER 3

April 9, 2017
CIECH
Marszalkowska 5
Warszawa
Poland

Dear Sirs,

We thank you for your enquiry of April 3 and are pleased to inform you that
our agents in Warsaw hold stocks of all our products.

Details of our export prices and terms of payment are attached hereto, and we
have arranged for a copy of our catalogue to be sent to you today. We would be
happy to discuss discounts with you if you would kindly let us know how large your
orders are likely to be.

We highly appreciate your interest in our products and look forward to the
opportunity of doing business with you.

Faithfully yours,

D. Jones
Encl.
Agent areHT; NpeACTaBUTEIb
to hold stocks of sth bMmeTh 3amac kakoro-imudo ToBapa

VARIANT: to keep stocks of sth

to arrange for sth to be | oranu3zoBaTh, 4TOOBI YTO-TO OBLIO CAEIAHO

done

OFFER 4
August 14, 2017
15 High Street
Glasgow

Scotland
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Dear Sirs,

We acknowledge receipt of your enquiry of August 8. Please accept our

apologies for the delay in sending a reply to your letter as we were so overloaded

with orders from most of our regular customers that we failed to keep pace with the

demand.

Now we face a problem of overstocking as two weeks ago we were suddenly

flooded with urgent last-minute orders. We must ask you, therefore, to give the

enclosed special price-list your immediate attention. To encourage all customers to

lay in good stock we are prepared to offer a trade discount of 4 per cent. All orders

over $500 received before 1st September are subject to the discount in question.

Faithfully yours,

Kate Robinson (Miss)

to be overloaded with

orders

6I>ITI> Hepel“pyX(eHHBIM 3aKa3aMu
SYN: to be flooded with orders;

to be under pressure of orders

to keep pace with the

demand

YAOBJIETBOPATH CIPOC B JOCTATOUHOM KOJIMYECTBE; OBITh

AOCTATOYHBIM VI YIOBJICTBOPCHHUA CIIPOCA

ooverstocking

M30BITOK  TOBApHBIX 3alacoB; CO3JaHUE H30OBITOYHBIX

TOBAPHBLIX 3aI1aCOB

to be flooded with orders

OBITH TIEPETPYKEHHBIM 3aKa3aMHU
SYN: to be overloaded with orders;

to be under pressure of orders

to encourage sb to do sth

CTUMYJIMPOBATh HJIN MMOOUIPATH KOT'0-JIN00 AcJIaThb YTO-JIN00

SYN: to spur, to stimulate

to lay in stocks

CO3JJaBaTb TOBAPHBLIC 3aI1aChl
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OFFER 5

New York 4™ January 2017
Finlay & Murrey Ltd.

4 Finsbury Square
London, EC2
England

Dear Sirs,

As a result of the favourable supply situation we are able to offer you firm for

immediate delivery our chemical products as per specification enclosed.

Prices are subject to variant without notice, in accordance with market

fluctuations. If you buy over 5,000 packs, we can offer you a discount of 5 per cent

on list prices.

Please let us have you order by 31% January, as the price concession will not

apply after that date. Our terms of payment are against invoice.

We look forward with pleasure to serving you.

Faithfully yours,

Peter Gordon

to offer sb sth firm

npenjiaraTh  KOMYy-TMOO  4YTO-TMOO Ha  TBEPIBIX

yCIIOBUSAX (0 KOMMEPUYECKOM TMPEITIOKECHHH )

market fluctuations

W3MEHEHHUS PIHOYHOW KOHBIOHKTYPBI

Pack

IMTaKET, IMMa4YKa, KHUIIa

to apply a price concession

ACJIaTb CKUAKY C IICHBI

payment on invoice

oruiata MpoTUB cueTa-(haKTypsl

SYN: payment against invoice 1
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WRITTEN PATTERNS
1. Should you so desire...

2. This offer is subject to the
goods being unsold upon receipt of your
reply

3. We can offer you without
obligation on our part...

4, We

expect considerable

response from ...customers to this
special offer.
5. This offer is subject to prior

sale.

6. We have arranged for a
copy of out catalogue to be sent to you.

7. We highly appreciate your
interest in ...

8.  We face a problem of
overstocking ...

9. Prices

are subject to

variation without notice.

[Io Bamemy XenaHuio WIH
npocwoe.... / Ecnu Bel 3axoture ...

Ota odepra AeHCTBUTETHHA TIPH
yCIIOBUHU, €CIIA TOBAap HE OyAeT MpojiaH
1o nony4yeHus: Baiero otsera.

Mps1 MOxeM TpeIokUTh Bam 6e3
0053aTEILCTB C HAIIIEH CTOPOHBI.

Mpb1 oxuyaemM OOJBIION OTKIMK
CO CTOpPOHBL... KIHEHTOB Ha 3TO
CIIEHHAIBHOE MPEJITIOKECHUE.

Ota odepTa IeCTBUTENbHA, €CITU
TOBap He OyJeT mpojaH JI0 MOJTy4YeHUs
Bamero orsera.

MpsI oprann3oBaiv oTIpaBky Bam
KOIUH HAIIero Karajiora.

MpsI BbICOKO LIeHMM Bamn uHTepec

[lepen wamm cToumT mpobIeMa
U3JTUIITKOB TOBAPHBIX 3aI1acoB.
I{leHpl MOTYT OBITH U3MEHEHBI 0€3

YBEIOMIICHHS.

Ex.1. Find in the letters English equivalents corresponding to the following
Russian phrases.

ToBapsl Mo 00pasily; COCTaBJISATh HEOTHEMJIEMYIO 4acTh; ocTaTok B 30%;
CTaHdapTHhI, O6GCHC‘-II/IBaIOHII/Ie 6630HaCHOCTB; MacCCoBasA 3aKyIlKd, CO3J1aBaTb
TOBAPHBIC 3aI1aChbl; OBITh NEPErpy’KCHHbIM 3aKa3aMH; HN3JIMIIKHW TOBAPHBIX 3allaCOB;
TpaTTa; IOIOJHATH 3amachl; 0e3 00513aTeNbCTB C HAIlel CTOPOHBI; MPOJABaTH II0

KOHKYPEHTOCIIOCOOHBIM LI€HaM; TOPrOBaTh ¢ KEM-JIM00.
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Ex.2. Fill on the blanks with one of the following words. Mind your

grammar.

at highly competitive prices; without notice; discount;
to do business with; to encourage; to hold stocks; price concession;
offer; to replenish stocks with; to be subject to (3);

to be overloaded with orders; drafts; response to the offer; trial

Our terms of paymentareby .

Our agents __ of our goods in that country.

We will give our immediate attention to you .
We intendto _ new models.

We offer you the goods __ your confirmation by cable.

o ok w0 DB

We  Smith & Co. for ten years.

7. Prices are subject to variation__ , in accordance with market
fluctuations.

8. Low prices and favourable terms of payment  us to place a
order with Brown & Sons, Ltd.

9.  We failed to send you our samples aswe .

10. Aswe sell our goods __ we have a good margin of profit.

11. Thegoodsare  prior sale.

12.  Let us have your order by 31st January, as ____ will not apply after that

date.

13. Weexpectawide .

14.  The orders received before the 1st May are ___ discount.

15.  All order over $500 received before 1st September are subjectto ___in
question.
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Ex.3. Translate from English into Russian.

Ogepma 1

YBaxkaemble rocnoja!

Mpl mpenmaraem Bam 6e3 oOs3arenscTB ¢ Hameld cTopoHbl 340 ThIC.T.
MapraHieBoi pyibl (manganese Ore) Ha ycioBusx cud MaHdectep HaBaJIOM.

Pyna conmepxxut muaumym 85% MnO, B cyxom cocrostauu (in the dry). 3%
OyAyT CIIy>KHTh KOMITCHCAITUCH 3a BIIAKHOCTH (Moisture).

Ilena cocraBusier 70 gpomn. CHIA 3a  jgouHHYr0 TOHHY. Ilmarex
OCYIIECTBIISIETCS TPOTHB OTTPY304YHBIX MOKyMeHTOB B Jlormone. Hamm OOmme
YCIIOBUS yKa3aHbI B IPUIIOKEHHOHN opMme KoHTpakTa (contract form).

C unTepecom xeM Bariero otsera.

C yBaxkeHHeM,

k. Cmut

Ogpepma 2

YBaxkaeMmsble rocrnojal

Panpl npennoxuts Bam Hatn HOBBIN nBUTaTeNb MOITHOCTRIO 900 11.c. (Mogaenb
A4) B COOTBETCTBUHU C MPUIIOKEHHOMN crie(UKAIINECH.

OkoHuarenbHas II€HA ABUTATENs CO BCEMU MPUHAJJICKHOCTSIMHU COCTaBIISIET
6509 momn. CIIIA na ycnoBusix ['nasro.

CTOMMOCTB IOCTABKH JIBUTATEISI C HAILIETO 3aBOJIa Ha OOPT Cy/IHA OIEHUBACTCS
Hamu B 95. [lomn. CIHA. CTOMMOCTD YITaKOBKH JABUTATENS IS MOPCKOM NTEPEBO3KHU B
S smukax cocTtaBiisieT 60 10IIapoB.

[InaTex ocyumiecTBisgeT TparTaMu B TeueHue 90 qHel OT JAaThl KOHOCAMEHTA.
JlBurarenb OyJeT OTIPY>KEH B OKTSAOpe Mpu yciaoBUU, uTO Bbl pazmecTuTe y Hac
3aKa3 He mo3aHee 31 aBrycra.

Haneemcss mnonyunts Bam ckopeWmmid OTBET, COJAEpXKAIIMK 3aKa3 Ha
JIBUTaTelb, KOTOPBIM OyJeT HaMH TIIATEIbHO UCTIOJIHEH.

C yBaxxeHueEM,

b. Ilpainx
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Ex.4. Make up letters according to the situations.

Assignment 1

CooOmuTe B oTBET Ha 3ampoc OT 10 uioHs, 4To Bbl HE MOXXeTe MOCTaBUTH
MapranmneByi pyay (Mmanganese ore), cozaepxkamnryro mMuHUMYM 85% MnO,
[IpuunnHoii Bamero orka3a sBISE€TCS YpE3MEPHBIM pOCT copoca U OOJIBIIOE
KOJIMYECTBO 3aKa30B OT Ballux MOCTOSHHBIX MOKYHATENEH.

Coo0muTe, 9TO Kak TOJIBKO CUTYAIUs YIydImuTcs, Bel cpasy xe coobmure 00
»TOM Baremy KoppecnoHIeHTY.

Assignment 2

Coobmute Bamiemy koppecnoHJeHTy, 4TO Bbl HampaBuiu MO €ro mpocboe
oOpaslibl HOBBIX BHJIOB TKaHEW BMECT€ C TMOCICAHUM MperHcKypaHToM. Bpbl
CIIpalllMBaeTe O NEpPCIEeKTHUBaX Npojak Bammx ToBapoB Ha HOBOM phIHKE. B
KaueCTBE JOMOJHUTEIBHOIO CTUMYJa Bbl mpenocTaBisieTe TPEXMPOUEHTHYIO CKUAKY
Ha 3aKa3bl, CTOMMOCTBIO BbIIIE 5 ThiC. A0JUI. Hamomuute aapecaty, yto Bamie

IIPEUI0KEHNE OTKPBITO At akuenTa 10 10 aBrycra.
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PAYMENT

When doing business with companies abroad, it is not always possible to use
the terms of payment customary in domestic trade. This is because the seller needs to
have more control over payment.

There are different methods of payment accepted in foreign trade:

1) In cash

2) In advance

3) By banker’s transfer

4) By International GIRO

5) On open account

6) Payment for collection

7) By Bill of Exchange

8) By Letter of Credit

Payment in cash is used in small transactions and usually on receipt of the
goods. It is usually called cash on delivery (COD) when payment is made within
three — five working days after the delivery and is usually used in home trade.

Payment in advance may be helpful to a buyer in urgent need or where the
buyer is unknown to the seller, or in case of single isolated transaction. The actual
method of payment in such cases would probably be by banker’s draft or banker’s
transfer.

Banker’s transfer is transfer of money from the bank account of a debtor to the
bank account of his creditor by order of the debtor. The transfer is made at the current
rate of exchange. International Giro is payment by International Giro, which replaced
Money Orders, can be made whether the buyer has an account or not, to the supplier
whether he has an account or not. The International Giro form is obtained from any
post office, filled in, then handed to the Post Office who forwards the order to the
Giro centre which will 50 send the amount to a Post Office in the beneficiary’s
country where the supplier will receive a postal cheque which can be cashed or paid

into the bank account.
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Payment on an open account is usually effected against documents in full or by
installments if agreed between the parties. Open account terms would be granted by a
seller to a buyer of unquestioned standing or to a customer in whom he has complete
confidence. In this case payments can be made monthly or quarterly by bill of
exchange or banker‘s transfer.

Documentary collection is a means of carrying out transactions when the
parties signing an agreement trust each other sufficiently to decline the security
offered by the letter of credit. With the help of documentary collection, the seller
entrusts his bank with receiving a specified sum of money from the buyer on the
transfer of the shipping documents. The payment can be made in cash or by
acceptance of the draft. Documentary collections, known as bills for collection,
involves the banks of both the buyer (drawee) and the seller (drawer) acting as
collectors of funds. Once the seller shipped the goods and obtained the necessary
documents, they can simply pass the documents to the bank together with their
instructions for payment (collection order). The seller‘s bank (remitting bank) will
then instruct the buyer‘s bank (collecting/ presenting bank) to deliver the documents
in accordance with the seller‘s instructions.

There are two types of Documentary collections:

1) Documents against Payment terms (D/P terms) when documents will only
released against Buyer‘s payment of the bill amount.

2) Documents against Acceptance terms (D/A terms) when documents will be
released against buyer‘s promise to pay at a later date.

The banks involved in the transaction do not guarantee payment. The sellers
should always check on the creditworthiness and reputation of the buyer before
agreeing to a Documentary Collection, especially D/A terms.

A Bill of Exchange is used when the seller needs to allow some time for the
buyer to arrange payment. The most common method of arranging payment by Bill
of Exchange is to attach the shipping documents (Bill of Lading, the Commercial
Invoice, the Certificate of Insurance) to the Bill of Exchange and present them to the

bank for payment. This is called a Documentary Bill of Exchange.
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A sight Bill of Exchange is a bill which must be paid when it is presented to
the company or bank which accepts it. A Bill can be presented for payment 30 d/s
(days after sight) that is 30 days after the company or Bank receive the Bill.

See Samples of forms and letters of credit in APPENDIX 1.

ADVICE OF PAYMENT 1

Satex S.p.A. 16 June 20—
Via di Pietra Papa

00146 Roma

ITALY

Attn Mr D. Causio

Dear Mr Causio

Thank you for being so prompt in sending the documents for our last order, No.
14463. We have accepted the sight bill, and the bank should send you an advice
shortly.

We have been dealing with you on cash against documents basis for over a
year and would like to change to payment by 40-day bill of exchange, documents

against acceptance.

When we first contacted you last February you told us that you would be
prepared to reconsider terms of payment once we had established a trading
association. We think that sufficient time has elapsed for us to be allowed the terms

we have asked for. If you need references, we will be glad to supply them.

As we are planning to send another order within the month, could you please

confirm that you agree to these new terms of payment?
Yours sincerely

Peter Crane

Chief Buyer
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accepted the sight bill aKIENTUPOBATh TPaTTy (CPOUHYIO IIO

OpeIbsBICHUM) /  TMPEeIbSIBUTEIbCKUIN

BCKCCJIb
bill of exchange BEKCEJIb, TpaTTa
documents against acceptance JOKYMEHTHI IIPOTUB aKIENTa
advice HN3BCUICHUC, YBCIOMIICHHC, aBU30

ADVICE OF PAYMENT 2

Dear Mr Merton

We have instructed our bank to arrange for a letter of credit for £6,158.92 to be
paid against your pro forma invoice No. G1152/S. The proceeds will be credited to
you as soon as Canadian Trust receives the documents.

We usually ask you to wrap each piece of crockery individually and pack no
more than ten sets into a crate to allow for easy and safe handling. This was not done
with our last consignment and as a consequence there were breakages (see attached
list).We would like either replacements to be included in our next shipment, or your

credit note (see the note below).

Richard MacKenxie

Note: Mackenzie Bros will accept either replacements for the broken crockery or a credit note.
Glaston Potteries will claim on their insurance company for the breakages, although they might not

get compensation as they have been negligent in their packing.

proceeds BBIPYYKa, JI0XO/I, BRIPYUCHHAS CyMMa

credit to NIEPEBOJIUTH, OCYIICCTBIISITh OTLIATY

pay against a pro forma invoice OIJIATUTh MPOTHUB MPEIBAPUTEIIHHOMN CUeT-
bakTypsI

credit note KPEIUT-HOTA, KPEIUTOBOE aBHU30
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REQUEST FOR AN EXTENSION

19 May 20—
Mr D. Bishkin
Zenith S.A.
Haldenstrasse 118
3000 Bern 22
SWITZERLAND

Dear Mr Bishkin,

| regret to inform you that | will not be able to meet my bill, No. B/E 7714, for
35,498.00SF due on 6 June.

My government has put an embargo on all machine exports to Zurimba, and
consequently we have found ourselves in temporary difficulties as we had three
major cash consignments for that country. However, | am at present discussing sales
of these consignments with two large Brazilian importers, and | am certain that they
will take the goods.

Could you allow me a further 60 days to clear my account, and draw a new bill
on me, with interest of, say, 6% added for the extension of time?

| would be most grateful if you could help me in this matter.

Yours sincerely,

Leo Franksen

Director
temporary difficulties BpPEMCHHBIC 3aTPYAHCHHUS
major consignment KpYITHAs apTHS

cash consignment (cash-on-delivery/cod) | ornpaBnenue rpy3a  HaJIO)KEHHBIM

IJ1aTCiXXoOM

draw a new bill BBICATh  HOBYIO  TPATTY/BBICTABUTH

HOBBIN BEKCEJIh

32




OFFER OF A COMPROMISE

23 May 20—
Mr L. Franksen
L. Franksen pic
Prince of Wales Road
Sheffield S9 4EX
UK

Dear Mr Franksen,

Bill No. B/E 7714

| was sorry to learn about the embargo your government has placed on exports
to Zurimba and of the problems this has created. However, the above bill already
allows credit for 40 days, and although | appreciate your offer of an additional 6%
interest on the outstanding 35,498.00SF, it is impossible for me to allow a further 60
days’ credit as I myself have commitments.

| think the following solution might help us both.

You need not add interest on the present amount, but | have enclosed a new
draft (B/E 7731) for 17/749.00SF, which is half the outstanding balance, and will
allow you 40 days to pay it. But | expect you to pay the remaining 17.749.00SF by
banker’s draft.

Please confirm your acceptance by signing the enclosed bill and sending it to
me with your draft by return of post.

| hope that your negotiations with the Brazilian importers have a positive
outcome and trust that this setback will soon be resolved.

Yours sincerely,

N. Bishkin (Mr) Director

Enc. Bill B/E 7731

an additional __ % interest on JIOTIOJTHUTEIIbHAS HallEHKa/TIeHS B

pasmepe %
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commitments

o0s3aTenbpCTBa

outstanding balance

HEMOTAIlIEHHBIN OCTAaTOK

resolve a setback

pa3pemuTh TPoOIeMy/CUTYAITUIO

WRITTEN PATTERNS

1. Please enclose the following | IToxanyiicta, NOPHUIOKUTE CJCIYIOIIHE
documents, when submitting your | nokymeHTHI, korqa  Ber Oyxere
draft: ... MIPECTaBIATh CBOIO TPATTY: ...

2. Please inform us as soon as you | IToxanyiicta, mnpouHpOpMHpYyHTE HaCc,

have arranged shipment.

KaK TOJIBKO OPIraHHU3YyCTC OTI'PY3KY.

3. Bank charges

OaHKOBCKHE pacxo/pl/0aHKOBCKAS

KOMUCCHUA

4. To draw on sb at 60 days

BBICTABHUTL TPATTy Ha KOTO-JIN00 CpPOKOM

Ha 60 qHen

5. Discount commission

KOMHUCCHSl 3a YYeT Bekcens (omepanus
KYIUIA-TIPOAAXXU BEKCENIs 10 HOMMHAIY
MHHYC BO3HAarpaKJI€HHE 3a OCTaBIIMICS

JI0 TIOTAIIeHUSI CPOK)

6. Remit/transfer money to sb’s | mepeBecTH ACHEKHBIC CPEACTBA HA YCH-
account anbo cuer
7. Proceeds MOCTYIUIEHUSI; CyMMa, TOJIydeHHas OT

ydeTa BEeKCels

8. Issuing bank; Advising bank

OaHK-PMUTEHT; aBU3UPYIOLIUN OaHK

9. Beneficiary

noJyyatesb mjiarexa, oeneduimap

10. Negotiation (of drafts)

oruiata (TpaTThl)

11. Draft at sight

TpaTTa, OIIa4YuBacMasd I10 IIPCABABICHUA
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Ex. 1. Find the English equivalents in the letters.

be30T3bIBHOI aKKpEeIWTHB; JaTh MOPYYEHUE OaHKy; KOMHCCHS 3a y4Y€T BEKCEJs;
IMEPCBCCT ACHCKHBIC CPCIACTBA;, OTKPLITb AKKPCAUTHUB B YbI0-JIN00 I10JIB3Y,
OAaHKOBCKHE PacXOJIbl; OCYUIECTBUTH OTIPY3KY; YBEIOMUTH; ObITh JIE€HCTBUTEIbHBIM;
OJIaHK 3asiBKM Ha OTKPBITHC AKKPCAUTHBA, IIOPYYATCIIb ILIIATCIHKaA, 6aHK-3MI/ITeHT;

YaCTUYHAA OTIPY3Ka, aBI/I3I/IPYIOHlHﬁ 6aHK; 1O MPCABABICHUU, CUCT B OaHKe.

Ex. 2. Fill in the blanks with one of the following words. Mind your grammar.

application form; to instruct; favour; bank charges; discount commission; to draw;

proceeds; to issue; presentation; transshipment; to debit; notification

1. We have opened an irrevocable Letter of Credit in your

2. This amount will cover the goods value and

3. You can on us at 60 days against the credit as soon as you provide
evidence of shipment.

4. Your draft should include our which is five per cent, and our

charges listed on the attached list.

5. Please accept the draft and remit the to our account with the
Midland Bank.
6. We have you account with $1000.

7. Eastland Bank accepted a draft for $2000 drawn by Business Machines Ltd. on
of shipping documents for the consignment dispatched on May 25.

8. We are enclosing a copy of the we have received from New

Zealand Bank to open an L/C in your favour.

9. We have our Bank to open a documentary letter of credit available
until May 10, 20... .

10.We have enclosed the with all the relevant details completed.

11.We hereby in your favour this Irrevocable Credit as per details

stated above.
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Ex. 3. Translate into English.

Hucovmo 1

YBaxkaeMmsle rocrnojal

Ha BricTaBke «Xaii-(aity», mpoxoausiieil B KenbHe Ha nponuiol Heaene, Bamn
NpeCTaBUTENIb MPOJIEMOHCTPUPOBAN Ham Bamu BujeokaMepbl W COOONIMII HaM
Bamm ycnoBus. Mel TOTOBBI pa3zMecTuTh y Bac mpoOHbIii 3aka3 Ha 100 mTyk.
[Tockonpky Bam npeacraBuTesb 3aBEpUIl HAC, UTO BBl MOKETE MOCTABUTH CO CKIIANIA,
MBI JlaJ¥ TOpYYeHUE HameMy OaHKy OTKpBITh TMOJATBEPKICHHBIA O€30T3hIBHOM
akkpeautuB Ha 1500 gomtapos B Bamy nons3y.

C yBaxenueMm, K.Iletpos

Tucomo 2

VBaxkaemble rocroja!

Mpb1 npunaraeM KOIHUIO YBEJIOMIICHHS 00 OTKPBHITUM aKKPEAWTHBA B Ballly
I0JIb3Y, KOTOPBIN AeicTBUTENEH 10 aBrycTta 20... . Bbl MOXXeTe BBICTaBUTh TPATTy Ha
Hac Ha IOJHYI0 CyMMY cueT-(hakTyphl ¢ oriatoi yepe3 60 queit. K TpaTre HOIKHBI
OBITh TMPUIIOKEHBI CIEAYIONINE JOKYMEHTBI: KOHOCAMEHT, KOMMEpPYECKHH CYeT-
dakTypa, CTpaxoBoil moymc, cepTudukar kadyectsa. CymMma aKKpeIUTHBA BKIIOYACT
CyMMYy c4eT-(paKTypbl, KOMACCHIO 3a CUET BEKCEIs U OAHKOBCKHUE PACXO/IbI.

C yBaxxenueMm, A. CMUPHOB.

Ex. 4. Make up letters according the situations.

Assignment 1

CocrtaBbTe THCHMO, B KOTOpoM Bbl gaere mnopyueHue OaHKYy OTKPBITh
0€30T3bIBHON akkpeauTuB B monb3dy «Hpio 3unenn busnec Mammn3» Ha cymMmy
cueTa-(pakTyphl 32 MAPTUIO KOMITBIOTEPOB, OTTpYyKaeMyto Ha ycioBusx cud. Cymma
aAKKpEIUTUB BKIIOUAET TaKKe BCe OAHKOBCKUE PACXOIbI.

Assignment 2

CocraBpTe mHUCBMO, B KOTOpoM Bbl cooOmiaere 00 oOTrpy3ke TOBapa.
OTrpy304Hble TOKYMEHTHI Obljla HanpaBlieHbl B OaHK-areHT BMECTE C TpAaTTOM Ha
2500 momapoB ¢ omiaror yepe3 60 nHeil. CymMma TpaTThl BKIKOYAET KOMHUCCHIO 32

y4der BEKCEIs " OaHKOBCKHE pacxompl.
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NEGOTATING PRICES & TERMS

How do | negotiate prices and discounts with suppliers?

" Show awareness of other suppliers
Show the supplier that you have done your research. You know the features of their
products in comparison to other suppliers - don’t be afraid during meetings or
negotiations to use this information to your advantage: ‘So you’re charging 15p a
unit? Company B are charging 13p and their price includes delivery. | have their

guote here.’

" Be open to other ideas
If the supplier will not budge on price, consider other areas that would benefit you,
such as ‘sale or return’, longer credit terms or bulk discounts. Don’t dismiss a deal

without considering alternatives.

" Look for areas of mutual gain
Is it possible to move from a customer/supplier relationship to business partners
instead? For example you buy goods from the supplier but then as part of the deal the
supplier will use your services agree an efficient ordering method to save them
administration time in terms of processing. Agreeing to use each other as business

testimonies is also a good way in cementing the partnership.

" Play it cool
It is often said that the person that wants something the least, gets the most. This is
true in terms of negotiations. Show interest in the product and nod to its features and
benefits but if possible show that you have alternative options if these negotiations

aren’t successful.

" Be ready to move quickly
Discounts and potential price drops are more likely if you can prove you are serious
about doing business and ready to get the ball rolling. Initial negotiations may be

vague but once the negotiations progress explain ‘If we can sign on this today, we
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will be putting in an order on Monday for X,’ or ‘If we can agree on discounts today,

we can pay a deposit straight away.’

" Don’t lose sight of what you want

Stay focused on your agreed outcome - it can be easy to lose sight during negotiatons
and you may forget what your were looking for to begin with! Remember a bulk
discount is only useful if there is a need for a large quantity of the product. It's the
same with products and features - it is only worth paying for if the benefits they
provide if they add value to your business.

If the idea of negotiating the price of a product or service with a customer seems like
a daunting task, it needn't be. Here we look at some of the tried and tested methods
you need to be aware of when working towards agreeing on a price or discount that

will be mutually beneficial to both business and customer.
How do | negotiate prices and discounts with customers?

More often than not you will be confronted with a customer who wants to

haggle on price. Use the tips below to negotiate a deal that suits the both of you.

a Explain the features of your products
The features of the product are the tangible things that set the product or service aside
from other products. For example some cars include features such as in-car
entertainment or heated steering wheels and car seats. It is these features that

differentiates your product from the competition.

" Explain the benefits of those features
Features are all well and good but are pointless as a sales tool unless you explain the
benefits of them to the customers. A salesman can point out all the mod cons in a new
car but unless he can explain to the customer the benefits to them of having these
features he will struggle to achieve his target price. For example a benefit could

include low emissions, safety etc. Show the value to your customer.

" Justify your initial price
38



Show your rationale in determining the sales price and do not drop the price instantly
just to get the sale. It shows that your initial price wasn’t justified and you lose
credibility. Explain the variables to the customer that would lead to a lower price e.g.
‘We can only reduce to that if you buy 200 units’ or ‘We can do it for that price, but

1t would have to be in a different colour or without a certain feature’.

" Check out your customers
It is possible that you may be on completely different pages in terms of price and
product and so further discussions may just waste your time. Start discussions with an
opening question like “What sort of price did you have in mind?’ or ‘Who do you
currently use as your preferred supplier?’ In terms of the product, the features may
add lots of value to your other customers who gain lots of benefit from these features,

but unless this customer sees the value, they won’t want to pay extra for it.

" Leave them time to think about it

Don’t be too pushy and don’t be too needy. It can come across as desperate.
Following up from a meeting with a potential client straight after a meeting will lead
them to think that the ‘deal” will bring more benefit to you than to them. During the
sales meeting, agree a ‘checkpoint’, something along the lines of: ‘We will leave you
to look over the proposal, our details are all in there, do contact us if you have any
questions but let’s catch up next Friday to see how we can take this further." Then
stick to it.

" Discounts
Be up front in relation to discounts. Most discounts require some sort of qualification
i.e. buy 10, get one free. Stick to it, otherwise customers will take advantage of it. If
you have to provide a discount to get them on board, explain that this is an
introductory discount to allow you to prove your product or service to them, but agree
at that point the ‘normal price’ once the introductory period is over. This may not be
ordinary ‘commercial price’ but unless the normal price is agreed, the customer will

think the introductory price will last forever. Discounts can be linked to cashflow, i.e.
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the price is 2% cheaper if part paid upfront or if the account is settled more quickly

than your ordinary terms.

¥ Set realistic standards
Don’t overpromise just to get the sale if it’s going to be impossible to deliver. You
are just delaying the problem until later and you will lose credibility. Be honest in

terms of deliverables. They will appreciate it more in the long term.

REQUEST TO REDUCE PRICES

Dear Sirs,

We thank you for letter dated June, 30 as well as the samples of PaperBest sent
by you by parcel post.

The quality of the goods meet our requirements but please note that as the price
of Paper quoted in your offer seemed much too high to us as we have regretfully had
to decrease the overall quantity of our original order accordingly. However, should
you be able to grant us discounts off your unit price of PaperBest A and PaperBest C
of 3% and 5% respectively, we would be very happy to place larger orders with your
firm.

Your earliest possible delivery of the 150 reams of PaperBest A and C shall be
sea freight CIF Kaliningrad, warehouse to warehouse.

Payment will be against documents through the Bank of Trade of Russia, 24
ul.Titova, Kaliningrad, Russia.

Please confirm prices and terms as soon as possible,

Yours faithfully,
Pankov V.

Dept. Director

Enc: Purchase order
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meet requirements COOTBETCTBOBAaTh TPEOOBAHUSIM

decrease YMEHBIIIATh

accordingly COOTBETCTBEHHO, COOTBETCTBYIOIIHM 00pa3oM

respectively COOTBETCTBEHHO (II0 OTHOLICHHIO K KaXXIIOMY B
OT/ICJIBHOCTH)

grant / allow discounts on / | mpexocTaBiIsATh CKUIKY C TICHBI
off from the prices

grade CopT
reduce the prices CHWXATh IIEHY
ream crona (Oymarmu)

REPLY TO A REQUEST ANNOUNCING SPECIAL OFFER
Paper best grades A & C

Dear Mr. Pankov,

We have received your letter dt. August, 5, and are very pleased that the
quality of our goods meets your requirements.

Due to modernization of our main plant and to consequent improved methods
of production, we can now offer you our range of PaperBest grades at reduced price
for large orders. You will see from the price-list enclosed that we are willing to grant
a 4% discount on all orders received before 30™ August provided the least quantity of
200 reams. / All orders received before 30" August are subject to discount.

As our prices are quoted SIF Kaliningrad you will agree that they are
considerably lower than those of our competitors. Immediate delivery is guaranteed
as we hold ample stocks.

This offer is subject to immediate acceptance.

Sincerely Yours,

Ezhi Voitovskij

Senior Sales Manager
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range / assortment / selection / line | HomeHKI1aTypa, aCCOPTUMEHT

supply at a price on the terms IOCTaBJIATh 110  IIEHE  Ha

YCIIOBHAX

THE SELLER MAKES A CONCESSION

Dear Mr. Arzaev,

We have carefully considered your proposals you made in your letter of 15"
October.

It would give us pleasure to supply you with Copies you wish to order. You
notice that the efficiency is high and the working characteristics of our equipment are
superior to those offered by our competitors. Copies NXR — 54 reflect the latest
achievements in the corresponding branch of industry. You will soon see that your
customers notice the difference too, and will place repeat orders.

We should like to prove this to you, and are therefore prepared to grant you a
special discount working out at a 5% subject to your ordering equipment for
$10,000.00. This, with the cash discount, wish we allow, should enable you to offer
the goods for sale at competitive prices. We would like to point out, however, that the
discount on the price applies neither to the cost of packing nor to the cost of
transporting the goods to the place of destination.

Looking forward to securing your order we remain,

Sincerely Yours,

Sheila Chin

make a concession CIeJNIaTh YCTYIKY

meet smbd halfway TIOWTHU Ha BCTPEUyY

Efficiency IPOU3BOAUTEIHLHOCTH (000pyIOBaHU)
Productively IPOU3BOAUTEILHOCTD (Tpyaa)
capacity / power MoIHOCTh
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working characteristics | paboure XxapaKTepHCTUKH

superior to JY4YIIAA, TNPEBOCXOIAIIMKA IO OTHOLIEHHIO K
yeMy-J1100

inferior to XYAIIni (TI0 Ka4eCTBY)

repeat orders MTOBTOPHBIC 3aKa3bl

trial orders POOHBIE, IEPBUYHBIC 3aKa3bl

work out at/amount to COCTaBJIATh B PE3YJIbTATE MOACUYETA

secure/obtain an order | moxy4arth 3aKa3bl

THE BUYER ACCEPTS THE OFFER

Dear Sirs,

We thank you for your letter of 28" November offering us Copies NXR — 54 at
the price of $450 per unit. We accept your price and the terms stated in your letter
subject to our General Conditions enclosed herewith.

Our contract will be sent to you tomorrow.

Yours faithfully.

ooooooooooooooooooo

THE BUYER DECLINES AN UNSOLICITED OFFER

Dear Sirs,

We thank you for your letter of 28" October offering us your educational
training Proficiency Course. We regret to inform you that at the present time we
cannot make use of your offer.

We, however, note your address and, should need arise, will communicate with
you again.

Yours faithfully.
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decline/turn down OTKJIOHATH (0depTy)

unsolicited offer He3alpomieHHas odepra

note (v.) IPHUHATH K CBEICHUIO, OTMEYaTh

THE SELLER REFUSES THE ORDER

Dear Mr. Knjazev,

Thank you for your order 68-908, which we received today. Unfortunately we
cannot grant the trade discounts you have asked for, viz. 10 per cent as we only allow
3 per cent trade discount to all our customers regardless of the quantity they buy.

Much as we should like to do business with you, we find it impossible to sell
goods of reasonable quality at the price you ask.

Our prices are extremely competitive and it would not be worthwhile supplying
on the allowance you have asked for. Therefore in this instance, | regret that we have
to turn down your order.

We are at your disposal for any further information you may require.

Yours sincerely,

K. Heckler

refuse an order OTKa3aThCs MPUHSATH 3aKa3 K UCIIOTHCHUIO
viz. — namely TO €CTh, @ MMEHHO cokp. om Videlicet ram.
supply on allowance MIOCTABJISATh CO CKHIKOM

WRITTEN PATTERNS

1. Orders are subject to Ha 3aka3sl  pacmpocTpaHsercs
discount. CKHUJIKA.

2.  The discount on the price Ckuaka C IICHBI
applies to the orders exceeding pacnpocTpaHseTcs Ha — 3aKasbl
$1,000.00 npesbimarorre $1,000.00

44



3. We accept your price Msl npuHrMaeM Bamu nieHs mpu

subject to our General Conditions ycnoBun  cobmonenus  OOmmx
YCIAOBHI TIPOIAXKH.

4,  The offer is subject to Odepra neficTBUTEIIEHA B Ccliydae
Immediate acceptance HEMEJICHHOT'O aKIIEITa.

5. It would not be worthwhile Mgl He cunTaem 1eIeco0Opa3HBIM
supplying on allowance you have asked mocraBKy TOBapoB €O CKHJIKOH,
for. KOTOPYIO 3ampalirBaere Bal.

6.  The equipment reflects the O6opynoBanue oTpakaer

latest achievements in the corresponding mocienaue JTOCTHKCHHSI B

branch of industry. COOTBETCTBYIOIICH OTpaciu
IIPOMBIIIIICHHOCTH.
7. Should need arise ... B ciryyae He0OX0IUMOCTH ...

Ex.1. Fill in the gaps with prepositions.

1. We thank you ... the samples sent ... you ... parcel post.

2. The price ... the equipment stipulated ... your quotation seemed too high

.. us.

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

4, Payment will be ... documents ... Bank of Trade.

S0 L. modernization ... our plant we can offer a new range ... the goods
... areduced price ... large orders.

6. We are willing to grant a 4% discount ... all orders received ... 30"

August are ... discount.

7. This offer is subject ... immediate acceptance.

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

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

... your competitors.
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10.  The goods reflect the latest achievements ... the corresponding branch
... industry.

11.  The discount works ... ... 5% ... the price. This will enable you to offer
the goods ... sale ... a competitive price.

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

enclosed herewith.

Ex.2. Translate the sentences.

1. [Ipocum Bac cHu3uth nensl Ha copta A u b Ha 4% u 5%
COOTBCTCTBCHHO.

2. B cBs13u ¢ nmoBBIIIEHUEM IICHBI MBI BBIHYKJICHBI COKPATUTDb 06’I:GM 3adKa3a
COOTBCTCTBCHHO.

3. MpI roTOBBI pa3MecTUTh 3aka3 Ha oOopymoBaHue Ha Bameit ¢upwme,
ecnu Bel mpegocTaBuTe CKUIIKY B pazmepe 3%.

4, KauectBO TOBapa NOJIHOCTBIO COOTBCTCTBYCT 3aIlIpOCaM KIIMCHTOB.

5. B CBA3HU C MOHepHHSaHHGﬁ IIPpOU3BOACTBA )51 ITOBBIIIICHUEM
MIPOU3BOJIUTEIIBHOCTH OOOPY/IOBaHUSI MBI TOTOBBI NPEMJIOKUTH BaMm HOBBII

ACCOPTUMCHT TOBApOB 110 CHUKCHHBIM LICHAM.

6. Cxkunka pacnpoctpansiercs Ha 3akassl oT 10,000.00 nomnapos CIIA.

7. [IpopaBen TOTOB MpPEeIOCTaBUTh CKUAKY Ha 3aKasbl, mogydeHHbIE 10 30
SIHBapsI C.T.

8. ensr ykazaust CU® HoBopoccuiick. COBEPIIEHHO OYEBUIHO, YTO OHU

3HAUUTEIHHO HMXKE IEH KOHKYPEHTOB Ha AaHAJIOTMYHBIE TOBAPHI.

Q. Odepra neiicTBUTENbHA B CIIy4ae HEMEIJIEHHOTO aKIIeTTa.

10. K coxanenuro, Mbl HE MOXKeM TIoTH Bam HaBcTpedy U cienaTh yCTYyNKy
B LICHE.

11.  TIpou3BOAMTENHLHOCT, W Jpyrue pabourme XapakTEPUCTHKUA CTaHKa
3HAYUTEIBHO YIYUIICHBI.

12. OOopynoBaHue OTpa)kaeT MOCIEIHNE AOCTHXKEHUS B COOTBETCTBYIOIIEH

OTpaciy MPOMBIIIJIEHHOCTH.
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13. Mmu1 mpemyiaraeM CKHOKH HE TOJIBKO Ha TIOBTOPHBIE, HO H Ha
MEePBOHAYAIILHBIC 3aKa3bl.

14. Tlpu Oonbmmx oObeMax 3aka3oB CKuJKa cocTtaBisier Oonee 30%
CTOMMOCTH TOBapa.

15. C yuyeToM NaHHOW TOPrOBOWM CKHAKH BBl CMOXETE MOCTaBISTH 3TOT

TOBAp BamuMm knuenTam 1o BecbMa KOHKprHTOCHOCO6HI)IM OcHaM.

Ex.3. Make up letters.

1. CocraBpre mmchbMo oT Ilokymatenss x IIpomaBiy ¢ mpocwkOoii o
CHW)KEHUU 1IEHBI COTJIACHO CIIEYIOUIEMY IUIAHY:

. noOJarojapure 3a MoJy4YeHHOE TIPEITIOKEHUE;

- MOMPOCUTE MPEAOCTABUTh CKUIKY C ILIEHBI U JaliTe CBO€ OOOCHOBaHME

(GomnpIION 3aKa3, HEKOHKYPEHTHBIE IIEHBI U T.]1.)

. 3aMHTEpECYNTE poJIaBIa B BO3MOKHOCTH JATbHEUIIIETO
COTPYJHUYECTBA:

. He 3a0yIbTe MPO 3aKITIOYUTENBHYIO (pasy.

2. coctaBbTe mucbMo OT IIpomaBuna k Ilokynarento, oTroBapuBaroliee

BOIPOC CKUJIOK COTJIACHO CJEAYIOIIEMY TUIaHYy:

- no0JarogapuTe 3a MOTYYeHHBIN 3ampoc;
- COOOMIUTE O BOBMOXXHOCTH M YCIOBHSIX MPEJOCTABICHUS CKUIOK;
. He 3a0yJIbTE MPO 3aKITIOUYUTEIbHYIO (pasy;
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BANKING

Banks are among the most important financial institutions. The way in which a
bank is organized and operates is determined by its objectives. The most important
bank in a country is a central bank (in Great Britain it is called The Bank of
England) which issues and manages currency, influences the base lending rate
and helps to carry out the government‘s financial policy. Banks in the UK can be
divided into two groups: commercial banks and merchant banks.

Merchant banks specialize in areas of international trade and finance,
discounting bills, confirming credit status of overseas customers through
confirming houses, acting in the new issue market and in the bullion and
Eurobond market. They are also involved in shipping, insurance and foreign
exchange markets.

Commercial banks offer similar services but are especially interested in private
customer‘s accounts, encouraging them to use their current account, deposit
account, saving account and credit facilities. They lend money against securities,
in the form of overdrafts and loans, pay accounts regularly by standing orders, and
transfer credits through the bank Giro system. The ‘big four’ commercial banks in
the UK are Barclays, Lloyds, Midland and Westminster.

Customers can keep different types of accounts with the bank. Current
account is an account into which a client pays his trading receipts and on which he
draws his checks. As a rule no interest is paid on this type of account and banks made
charges for handling these accounts unless an agreed minimum balance is kept in
over or agreed period of time. A lot of companies have more than one current
account, for example No.1 current account for paying wages and overheads and No.2
account for paying suppliers.

Deposit accounts pay interest to a maximum established by the bank, but then
customer can be asked to give notice of withdrawal. Banks offer various types of
other accounts. There are numerous savings accounts on which interest is paid
according to the credit balance in the account and the period it is left for. With these

accounts there are penalties for withdrawing money before the agreed date.
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Customers making regular payments, such as rent or mortgage payments, can

ask the bank to transfer the money to the payee on a particular day every month. A
standing order or direct debit is one of the methods of doing this.
Customers can apply to the bank for loans or overdrafts. A loan is usually covered
by a negotiable security, for example, shares, with repayment specified on the
agreement. With an overdraft the customer is given the permission to overdraw an
account up to a certain limit.

Banks play a vital role in international trade, because all payments are effected
through the bank. By means of these services banks not only see to it that justice is
done by both buyer and seller, but that the time lag between order and delivery is
overcome without loss for both parties. These services are to be paid for, but they are
not expensive and are almost indispensable — the bank comes into every transaction at

some stage or another.

LETTER 1 (Sending an Account Opening Form)

25th September, 20...
Dear Ms Blake,
Thank you for your letter of the 18th September, 20... .We should of course be
very happy to provide banking services.
It will be easy to complete the account opening formalities when you come to London.
For the present, we enclose a leaflet about the wide range of services of the National
Bank of London.
We are also sending you an Account Opening Form together with the information
about London which you requested. Please fill the form in and return it to us.
We are very pleased you have chosen the National Bank of London and we look
forward to meeting you when you arrive here in October.
Yours sincerely,
A.M. Taplow,
Manager

Encl.
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provide banking services IIPEIOCTABIIATh OAHKOBCKUE YCIYTH

complete account opening formalities BEITIOJIHUTD dbopMaIbHOCTH 10

OTKPBITHIO CUCT

See Samples of forms and letters of credit in APPENDIX 1.

LETTER 2 (Opening an Account — Confirmation)

3rd October, 20...
Dear Ms Blake,
We are pleased to confirm that we have opened an account in your name with our bank.
The account number is 938251510914 and your opening balance is $12,000.
We note that you wish for the time being to receive your statement monthly at your
business address after we have credited your salary.
Please find the enclosed cheque book and bank card. | should be glad if you would sign
the receipt and return it to us. We are also sending you, under separate cover, another
copy of the London Business Directory.
May I take this opportunity once more to welcome you as a customer of the National Bank
of London.

Yours sincerely,

A.M. Taplow,

Manager

Encl.

open an account with a bank OTKpBITH cUeT B OaHKe
VARIANT: open an account at a bank
*open a current account — OTKpBITh
TEKYLIUH CUET

opening balance HavajabHOE CcalbI0 (IO CUETY)

Statement 30. Bpimucka ¢ 0aHKOBCKOTO JIUIIEBOTO
cyeTa KJIMEeHTa
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VARIANT: statement of account

cheque book YeKOBasl KHIDKKA

VARIANT: cheque-book

See Samples of forms and letters of credit in APPENDIX 1.

REQUEST FOR AN OVERDRAFT

HOMEMAKERS
54-59 Riverside, Cardiff cfi ijw
Telephone: +44 (0)29 20 49721
Fax:+44 (0)29 2049937
Email: rcliff@homemakers.com
Registered N0.C135162

18 September 20—

Mr 1. Evans
Barnley’s Bank Ltd
Queens Building
Cathays Park
Cardiff CFI 9UJ

Dear Mr Evans,

I would like to make an appointment with you to discuss an overdraft or loan to
enable me to expand my business.

| have been testing the market with a new line of furniture assembly kits and have
found that demand for these Kkits, both here and overseas, has exceeded my
expectations. In the past six months alone I have had over £60,000 worth of orders,
half of which | have been unable to fulfill because of my limited resources.

I would need a loan for about £18,000 to buy additional equipment and raw materials.
I can offer £8,000 in ordinary shares, and £3,000 in local government bonds as part

security. | estimate it would take me about nine months to repay a loan of this size. |
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enclose an audited copy of the company’s current balance sheet, which | imagine you
will wish to inspect prior to our meeting.

I look forward to hearing from you.

Yours sincerely,

Richard CIiff Director

Enc.

Expand pacIupsTh/yBEIUINBATh

Exceed IPEBBIIIATh

fulfill (orders) BBITIOJIHATH 3aKa3bl
VARIANT: meet orders

Estimate OLICHUBATH

Audited IPOBEPEHHBIN

balance sheet 0aaHCOBBIH OTYET

GRANTING A LOAN

Telephone +44 (0)2920825316
Fax +44 (0)29 20 613625
Email:ievans@barnleys.co.uk
www.bamleys.com

27 September 20 _

Mr Richard Cliff
Homemakers Ltd
54-59 Riverside

Cardiff CF11JW

Dear Mr CIiff,
With reference to our meeting on 23 September, | am pleased to tell you that the

credit for £18,000 which you requested has been approved.
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We discussed an overdraft, but agreed it would be better if the credit were given in
the form of a loan at the current rate of interest (_%), calculated on half-yearly
balances.

The loan must be repaid by 30 June 20—, and we will hold the £8,000 ordinary
shares and £3,000 local government bonds you pledged as security. We agreed that
the other £7,000 would be guaranteed by Mr Y. Morgan, your business associate. |
would appreciate it if you could ask him to sign the enclosed guarantor’s form, and if
you could sign the attached agreement.

The money will be credited to your current account and will be available from 30
September subject to your returning both forms by that time.

I wish you success with the expansion of your business and look forward to hearing
from you.

Yours sincerely

lan Evans
Manager
Enc.
overdraft NPEBBIIICHUE KPEJIUTHOTO JINMUTA;
oBepapadT
repay noramath (Kpeaur)
guarantor rapar, IOpy4YUTEIb
agreement JIOTOBOP, KOHTPAKT
WRITTEN PATTERNS
Reputed HMMEIOIINN XOPOILIYIO PENyTAalNI0; U3BECTHBIN
To establish yIPOYHUBATh, YCUIUBATH CBOM MTO3UITUU
To be promt OBITH CBOEBPEMEHHBIM (O TIJIATEKE)
To settle accounts YperyampoBaTh CYETa; MIPOU3BOAUTH PACUYETHI
Expertise OTIBIT, 3HAHUE JIeNa; KBaTu(UKaIlus,
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To be at sb’s disposal

OBITh B YbEM-JTMOO PACIIOPSIKEHUU

Cc COKp. oT carbon copy MaIIMHOTHMCHASI KOIIHS
(CokpaieHne TIOKa3bIBa€T, KOMY TIIE€pPEIaHbl
LAY MAIITIATA TAMALATITA wn fruet aa)

In credit Wmerommii mpeBbIllieHUE 10 puxoay (o cuere);
HE NMEIOLIUHI 3a10JKEHHOCTH

To honour Onnatuth (4eK, TpaTTy)

Standing order

[locTosiHHOE mOpydyeHue; mnpukaz OaHKy O

PCIYIIAPHBIX INIATCHKAX

Pledge sth as a security

Hpe,HOCTaBJIHTB YyTO-1100 B KQUSCTBE 3ajIora

May | take this opportunity once
more to welcome you as a customer

of the National Bank of London.

Sl Oml  xXoTen CIIiC pa3 BOCIIOJb30BATbHCA

BO3MOXHOCTBIO IMOIMPHUBCTCTBOBATH Bac B

kauecTBe KineHTa «Hamun bank od Jlanan.

| expressly agree and accept to be
bound by the Bank’s

Conditions

separate

General for  the
Operation of Current Accounts
(which 1 hereby confirm having

read and understood and any

S ogHO3HAUHO corjlaceH TMPUHATH Ha ceds
00s13aTeNbCcTBA, BhITeKaromue u3 OOIIUX yCIOBHM,
PETYJIMPYIOUIUX OINEpPAMU C TEKYIIUMH CUETAMHU
(KkoTOpble s MpPOYUTAT U TIOHSJ) U U3 JIFOOBIX
W3MEHECHHUN U JIOIOJIHCHUM, BHECCHHBIX B BHIIIC-

YIOMSIHYTBIE YCIIOBHSI.

Perhaps you would be good enough

to let us have them before ...

Haneemcs, uro Bl Oynere nr00e3HBI U IPHUIILIETE

HaM UX (JOKYMEHTHI) JO ...

STRICTLY CONFIDENTIAL

COBEPIHIEHHO CEKPETHO

(moMeTKa Ha TOKYMEHTaXx)

Ex. 1. Translate from Russian into English.

VYcTaB akIMOHEPHOT0 0011I€CTBa; TOCTOSHHOE MOPYYEHHUE; IEPBOHAYATIbHBIN IJIATEXK;

3aI10JIHATDH (bOpMy; COBCPIICHHO CCKPCTHO, apCHAHAIA IlIaTa, CKCMCCAYHAA BBIIIMCKA

CO CYETa; MPEJOCTABISITH OAHKOBCKUE YCIYTH; OTKPBHIBaTh TEKYIIMWA CYET B OaHKE;

MEePEeBOJIUTh JICHBI'M HAa CUET, OKOHYATEJIHHO O(GOPMIIATH JTOKYMEHTHI; oOpasery

MMOAINMCHU, CBOCBPEMCHHO YPCTYJINPOBATL CUYCTA, OIILIT pa6OTBI; IIPCBBIMICHUC CPCACTB

Ha CUCTY, OIINIaYMBATh YCK; IIPCAOCTABJIATL B KAUCCTBEC 3aJ10ra.
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Ex. 2. Fill in the blanks with the one of the following words. mind your

grammar.

Account; reputed; account opening form; to honour; to bank with sb; balance sheet;
overdraft facilities; to be in credit; to provide banking services; account holders; to

calculate; specimen signatures; overdraft (2); prompt; expertise

1. I know we discussed __, but I think it would be better if the credit were given in
the form of a loan at the current rate of interest which is 15 per cent, and which will
____on half-yearly balances.

2. We should of course be very happyto .

3. I have asked the company | work for to pay my salary intomy ___ with you.

4. Our company has been doing business with Smith & Co., Ltd. to our mutual

benefit on monthly account terms and they have always been in settling
accounts.
5. You should finally select people in your company whose will be required on

all cheques and state them on the Account Opening Form.

6. But we have paid your cheques on this occasion, although the bank does
notallow _ without prior permission.

You and any member of the LE board as listed on are to sign all

cheques.

8. | understand you have an insurance department which gives discounts on
premiums to

9. You are also to submit to us a reference from any companywho _ one  of
our branches.

10. May | remind you that all of the National Bank of London will be at
your disposal, not only at head office, but also, if necessary, at all your branches.

11. Please also credit me with the interest you have charged for

12. | note that the account is overdrawn by $180 which came as a great surprise

because | was expecting it to :
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13. However we can go no further and will not additional drawings.

14. We also acknowledge that we have copies of all the relevant documents

together with your

15. The company in question is well known in the local business community

and appears to be a widely firm.,

Ex. 3. Translate into English.
Tucomo 1

VYBaxkaemslii r-H [aiiepc!

Ham mnocoBeroBanmu oOpatutbecss k Bam 3a mHdopmanumein o ¢guHaHCOBOM
COCTSIHUM KOMITaHUM "AHJEpceH DIEKTPOHUKE", KOTOpas pa3MeCcTHIIa y Hac 3aKa3 Ha
MOCTaBKy TOBapoB Ha cymmy 3 500 eBpo B cueT mpoOHOro 3aka3za. Mbl Obuin Ob1 Bam
Ype3BbIYANHO MPU3HATENBbHBI 3a JIIOObIe CBEICHHS, KOTOphle Bbl MOXkeTe COOOIIUTH
HaM O JEeATEIbHOCTH U 00beMax olepanuid YINOMSHYTOM KOMIAaHWHM, TaK Kak
"AHHepceH OIeKTpoHHKE" coOupaeTrcs W B JajbHEWIIEeM pa3Melarh y Hac
ITOBTOPHBIE 3aKa3bl.

B uwacTHOCTH, MBI XOTeiu OBl 3HATh, MOXEM JM Mbl MOWTHU HA PHUCK U
NPEJOCTaBUTh HAIleMy HOBOMY MapTHEpPY MOATOBapHbIH kpeaut (credit against
goods).

3apanee Onaromapum Bam 3a m1100e3HOCTh M 3aBepsieM Bac B TOM, 4TO MbI
OyneM paccMaTpuBaTh BCE CBEACHHS, NOJy4eHHbIE OT Bac, kak coBepIieHHO
CEKpETHBIE.

C yBaxeHueM K.Cmut

3 cenTsa6ps 20... 1.

Iucvmo 2

VYBaxkaemblil r-H CTOYH!

MpbI noyyuiaM OTBETHI Ha BCE HAIIM 3ampockl o pupme, ynoMmsanytoir Bamu B
nucbMe OT 15 gexaGpst 20... roma, W JOJKHBI MOPEKOMEHJ0BaTh Bam mposBUTH

OCMOTPUTCIBbHOCTD IIPHU MPCAOCTABIICHUUN KPpEAUTA 3TOM KOMIIAHUHU.
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3a mocnenHue JABa TOAA YNOMSHYTas KOMIIAHUS JBaXKIbl BBICTyMasa

orBerunkoMm (defendant) B cBs3M C TIpeTeH3WSIMH O HEIUIATE)KaxX B CPOK
CYLIECTBEHHBIX CYMM, KOTOPbIE B KOHEUHOM CUYETE OBLIN OCYILIECTBIICHBI.
OcHOBHOI1 npo0sIeMON B 000MX ClIydasiX ObUT Ype3MEPHO OOJBLION 00BEM 3aKYIIOK,
KOTOpbIE KOMITAHUS HE MorJja cede MO03BOJIuTh. B TO ke BpeMs mapTHEpbl KOMITAaHUU
HE MPEAOCTaBISUIM € B CWIy Pa3IMYHBIX NPUYMH JOJTOCPOUYHBIE KPEAMTHI, YTO
yCyTryOJIsyI0 MOJOKEHHUE.

Copmepxamasics B JaHHOM IMCbME HH(QOpMalusg HOCUT CTPOro KOH-
buaeHIMATBHBIA XapakTep W HE CBA3BIBAET HAC HUKAKHUMH IOPUAMYECKUMHU
00s3aTeNbCTBAMU.

C yBaxxeHueM T.Mooc

21 nexabps 20... r.

Ex. 4. Make up letters according to the situations.

Assignment 1
Hanummre nuceMo B 6aHK, daB CMY IIOPpYUYCHHC OCYIICCTBILATL PCryJIsIPHBIC
CIIMCaHHUI CcO cyeTa Bariell KoMIaHUHU B KOHIC Ka>XIA0ro McCcCiala IJIsI ITOKPBITHUA
apeHI[HOﬁ IJIaTbl 1 CTOMMOCTH CTPAXOBAHUA aBTOMOOMJIEN KOMITaHWH.

Assignment 1
Bbl coobmiaere kKoMmanuu, KOTopas coorpaercs OTKpbITh cHeT B Bamem otaenenun
OaHka o0 TOM, yTo BBl 110 cuUX MOp HE MOJYYUSIM OTHENbHBIX JOKYMEHTOB (B
YaCTHOCTH, 3aBEPEHHOTO ayJIuTOpaMH OanaHca), ¥ O TOM, 4YTO BBl momxy4yuiu
HETaTUBHYIO0 MH(POpPMAIMI0O O KOMIaHuU. BbI mpocuTe mpeicTaBUTENe KOMIaHUU
YTO4YHHUTb, B CBA3HM C 4YCM KOMIIAHMA BBICTYIIAJIa TPH MCCALAd HA3ald B KadYCCTBC

OTBCTUHMKA 110 IIPCTCH3WH B IIPOCPOYKCE IIJIATCIKA IO KOHTPAKTY.
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INSURANCE

Insurance has become more and more important as commerce has developed.
The idea of insurance is to obtain indemnity in the event of any happening that may
cause loss of money. In other words the insurance is against risk. Some of the risks
against which it is possible to take out insurance are as follows:

1 So called Act of God such as fire, floods, earthquakes etc.
[ Loss of the goods during transportation

1 Damage to the goods e.g. by breaking, bending etc.

[ Loss of the goods through theft or non-delivery.

Standard insurance policies generally do not cover political risks such as war
and strikes. However, it may be possible to obtain insurance cover of these risks by
paying an extra or higher premium.

Insurers is the name given to the people who undertake to indemnify the
insured — that is to say the owners of the goods, sellers or buyers, who pay what is
called a premium to the insurers.

The insurers are also called underwriters and are said to underwrite the
proportion of the indemnification they are prepared to bear.

The insurers are either companies, like other business firms, or they belong to the
famous organization of Lloyd’s. This is a very old association that started in London
in the 18th century.

Principles of insurance.

For insurance to function properly, the insurer and insured have to make sure
that certain basic requirements are fulfilled when the insurance policy is drawn up.

Utmost good faith. When someone fills out a form applying to take out
insurance, he is obliged to tell the truth about the value and condition of the goods to
be insured, and also to mention anything which might increase the risk of the goods
being stolen or damaged. The insurer accepts the application in ‘utmost good faith’
that all the details supplied by the insured are correct, and fixes the level of the

premium accordingly.
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Insurable interest. It is essential that the insured has an insurable interest in
the goods to be insured: this means he has to suffer a financial loss if the goods are
stolen or damaged.

Indemnity. The idea of indemnity is that if the insured suffers a loss, he has to
be paid sufficient compensation to bring him back to the same financial condition as
he was in before the loss — not more and not less. This prevents people over-insuring
their goods in the hope of making a profit.

Subrogation. Once the insurer has compensated the insured for the loss, he has
the right to recover the amount in question from the party responsible for the loss
(For example, if the insurer can prove that the ship was not seaworthy, he can take

legal steps against the ship owner).

REQUEST TO QUOTE FOR INSURANCE
May 3, 20...
Dear Sirs

Please quote us a rate for the insurance against all risks, warehouse to warehouse, of
a shipment of 10 (ten) cases of cycles, London to Valetta, byM.V. Star of the Blue
Sea Line. The value of the shipment in question is $ 18,000. The insurance is needed
as from June 15, 20... .

Looking forward to hearing from you.

Yours faithfully

Andrew Wine
quote for insurance HA3HAYUTH/COOOIIUTH CTPaXoBOM Tapud
in question paccMaTpUBaMBIi, 00CyKIaeMBbIH,

JTaHHBIN
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THE GOODS ARRIVED DAMAGED
December 15, 20...
Dear Sirs
Our order No. 235246/FTD
We received your consignment of filing cabinets and folders (Order No.
235246/FTD) on Dec. 12, 20....

Our Agent noticed that cases 9,10 and 11 were broken. It looks as if some

heavy object was dropped on these cases. We opened the cases and contacted the
Lloyd’s surveyor in Barcelona. He is examining the damage at the moment and no
doubt will send a detailed report as soon as possible. He is also investigating crates
20 and 21.

The following items are broken:
- 7/seven/ TWAS5 Filing Cabinets (severely dented);
- 63 /sixty three/ Cuefile looseleaf folders (destroyed by seawater).

This was a CIF shipment and you hold the insurance policy. We should be
obliged if you would take up the matter with the insurers. The Insurance Certificate
number is AS/298475. Should you so desire, we will send it to you without delay.

We enclose a report by our agent that the damage was noticed on Dec. 12, 20...
in the port of Barcelona.

We would like you to send replacements for the damaged articles as soon as
possible. On our part we will arrange credit in a day or two. Please, acknowledge

receipt.

Sincerely yours,

James Brown

J. Brown
looseleaf OJIOKKATOPHBIH
hold a policy SBIIATHCS JepKaTelleM ToJrca
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take up the matter with sb. 00CyKIaTh BOIIPOC € KEM-JTHO0

Insurance certificate cmpax.  CTPaxOBOE€  CBHJICTCIIHCTBO
(TOKYMEHT, BBIJABAEMBbIil CTpaxoBaTEIiO
B MOJTBEP)KIACHHE TOTO, YTO JIOTOBOP
CTpPaxOBaHMsI 3aKJIFOUEH M OTUIHC BBIIaH)

VARIANT: certificate of insurance

REQUEST TO RENEW A POLICY
April 23, 20...
Dear Sirs
Policy No.26534

We forward two declaration forms, duly completed, for shipments to Bombay

and Melbourne respectively. As this will nearly exhaust the amount of the cover
under our policy No. 26534 we shall be glad if you renew this for a further $ 10,000.
At the same time please let us have a supply of declaration forms as we are sending
you our last two copies enclosed herewith.

We wish to renew our floating policy N0.26534 on the same terms as before, to

cover consignments of textile machinery to Bombay and Melbourne.

Yours faithfully

George Wilson

declaration form CTpaxoBas  Jekiapanus  (3asBJICHHC
cTpaxoBaTensi 00 00bEKTE CTPaXxOBaAHUS U

0 XapakTepe pUckKa)

exhaust the amount of the cover UCYEepIIaTh CYMMY CTPAaXOBOTO MOKPBITHS

renew a policy MpOJICBaTh CPOK JICWCTBHUS  IIOJIHCA,

BO300HOBIIATH I1OJIMC

floating policy cmpax. TEHepabHBIN IOJHC; (dioaTep
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(oroBop CTPaxOBaHM, COIJIACHO
KOTOPOMY  CTpaxoBareib  00si3yeTcs
3acTpaxoBaTh Yy  CTpPaxoOBIIMKa  BCE
ONPENEITHHOTO POAa PUCKU Ha CXOJHBIX

YCJIOBUSIX)

ABBR: F.P.

REQUEST FOR COMPREHENSIVE INSURANCE
Westway Insurance Co. Ltd
Society House
6 April 20—

Ellison Place

Newcastle-upon-Tyne NE18ST

Dear Sirs,

We would be grateful if you could quote us for comprehensive cover against
fire, flood, accident, industrial injury, and theft.

We are a large warehouse selling furnishings to the retail trade, and employing
a staff of thirty. The building we occupy belongs to us; currently valued, along with
the fixtures and fittings, at £350,000.1 one time there might be stock worth £250,000
on the premises.

If you are able to supply a quote, please would you take the following
consideration:

Our fire precautions conform to current regulations: we have a fully
operational sprinkler system, which is serviced regularly, and fire every floor. In
general, our health and safety record is excellent

Our premises are on high ground, and the only danger from flood would be

burst pipes.
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Since we began trading six years ago we have never had to claim industrial
injury, and damage to stock has been minimal. Petty theft, which is common in
warehouses, has cost us only £800 per annum on average.

Our present policy expires at the end of this month, so we would require cover
as from 1 May.

We are changing insurance companies because of our present insurers’ increase
In premium, so a competitive quotation would be appreciated.

Yours faithfully,

B. Daracott (Mr)

Financial Manager

comprehensive cover HEOTPaHMYEHHOE CTPAaXxOBOE IOKPBITHE,
MIOJTHOE MTOKPBITHE

service 00CITy)KHBaTh U PEMOHTHPOBATh

petty theft MEJIKO€ BOPOBCTBO, MEJIKast Kpaka

cover CTpaxoBas 3allUTa

QUOTATION FOR COMPREHENSIVE INSURANCE

9 April 20—
Mr B. Daracott
United Warehouses Ltd
Bruce House
Bruce Street
Aberdeen ABI91FR

Dear Mr Daracott,
Thank you for your letter of 6 April in which you enquired about insurance
cover.
| enclose leaflets explaining our three fully comprehensive industrial policies
which offer the sort of cover you require. Policy A3 51 would probably suit you best
63



https://www.multitran.ru/c/m.exe?t=5244827_2_1&s1=comprehensive%20cover
https://www.multitran.ru/c/m.exe?t=5244828_2_1&s1=comprehensive%20cover

as it offers the widest protection at 45p% with full indemnification. | would stress that

this is a very competitive rate.

If you would like one of our agents to call on you to discuss any details that

might not be clear, | would be pleased to arrange this. However, if you are satisfied

with the terms, please complete the enclosed proposal form and return it to us with

your cheque for £3,700.00, and we will effect insurance as from 1 May this year.

| look forward to hearing from you.

Yours sincerely,
N. Sagum (Mr)

District Manager

Enc. Leaflets A3 51, A3 52, A353

Proposal form

full indemnification

MOJTHAS KOMITEHCaIu, MOJIHOE
BO3MEILIEHHE YOBITKOB

(cover for compensation based on the
market values of the client’s stock and

machinery)

effect insurance

3aKJIIOYHUTh JOTOBOp O CTPaXOBaHUH,

3aCTPaxoBaTh

Please quote us a rate
for the insurance...
The insurance is needed

as from June 15, 20... .

WRITTEN PATTERNS

[Ipocum Bac cooGmuths Ham cTOU-
MOCTb CTPaxOBaHHUSI...

CrpaxoBka HyHa ¢ 15 utons 20.. ..
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Ex. 1. Find the English equivalents.

['eHepanbHbIl TOJKMC; AMCHAIIEP; KOBEPHOT; COIJIAIIEHHE O TOKPBITHH YOBITKOB;
IMOMJICIKATL YILIATC, o6ma;1 aBapus; ABITBCA ACPIKATCICM II0JIMCA, cmpBeﬁep;
BO3MCIIATH y6BITKI/I; MoABCPraTb OIMACHOCTHU, YaCTHAA aBapusia, AuCliallad, CTpaxoBas
IIpCMUsL; I[O6pOCOBeCTHOCTL; aBapHﬁHaH OT'OBOpKa, OLCHIIUK, CTanOBOfI
CCpTH(i)I/IKaT; BO300HOBIISITE CTanOBOﬁ IIOJINC, 00BeEM CTPaxoBOI'0 ITOKPBITHA,

KOHOCAaMEHT, COAEP KAl OTOBOPKH.

Ex. 2. Fill in the blanks with one of the following words. Mind your grammar.

assessor’s report; cover; to be towed; average adjusters; declaration
form; particular average; expenditure; rudder; casing; valued policy;

indemnity; cover note; claused; surveyor; claim

1. The report states that B/L. No.3459 was by the captain of the vessel with a
comment on cracks in the of the machinery.

2. In their letter of May 12 they asked us about for a shipment of computers.
3. The _ thus incurred will be payable by the ship, freight and cargo in
proportion to their respective value, and we, as , have been appointed to
prepare the necessary adjustment.

4. We will issue a as soon as you complete and return the enclosed.

5. The idea of insurance is to obtain in the event of any happening that may cause
loss of money; insurance is against risk.

6. We opened the cases and contacted the Lloyd’s in Barcelona.

7. means partial loss or damage accidentally caused to the ship or to a

particular lot of goods.

8. I would therefore suggest a against all risks.
9. In heavy weather off the coast of France the vessel’s was
damaged and she was rendered helpless, having in consequence to Bordeaux.
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10 | have now received our with reference to your

CF5646 in which you asked for compensation for the damage to two turbine engines
which were shipped ex-Liverpool on the MV Freemont on October 11 for delivery to

your customer, D.V. Industries, Hamburg.

Ex. 3. Translate into English.

Tucomo 1

VYBaxkaemslii r-H CMur!

brmarogapum Bac 3a muceMo ot 6 Mmas, B KOTOpoM Bpl chnpamuBaimm o
CTpaxoBaHWM B Hamied kommanud. [lockutaro Bam OykieThl, B KOTOPBIX JarOTCS
pa3bsCHEHUsSI B OTHOIICHMM HaIlMX TMOJMCOB, KOTOphle obecneyaT Bam TOT BU
CTpaxoBaHus, B KOTOpoM Bbl 3amHTepecoBanbl. I aymato, uro mosuc Ne A356
nojoiaeT Bam iydiie Bcero, MOCKOJIbKY MO HeMy Bbl momydute camoe Oo0JbInoe
NMOKphITHE NTpHU 65 neHcax 3a 100 ¢.cT.

Ecnu Bei xoTHTE, 51 MOTY IOTOBOPUTHLCS C OJTHUM M3 HAIIMX areHTOB, YTOOBI OH
BCTpeTuiics ¢ Bamu muyHO 1 00Cy 1M1 Bee AeTalu, a Takxke Bce yenoBus. [Ipoury Bac
3aMoJHUTH MpuUaraemMmyro Gpopmy nekiapai U BEpHYTh HaM €€ BMECTE C YEKOM Ha
195 ¢.ct. B 3TOM ciiyuae cTpaxoBKa BCTYIUT B CUITy ¢ | MIOHS 9TOTO TOfa.

C HerepnieHueM xnay Bamero orsera.

C yBaxkeHHEM

A. belikep.

Menemxep

10masn20... ..

Iucomo 2

YBaxkaeMsble rocnojal

Mpgb1 661 XOTenu coobmuTh Bam o ToMm, yto Buepa B mojBaiie (basement)
HAIIIETO CKJIaja BCIBIXHYI (to break out) moskap. XoTs yaanock ObICTPO CIIPABUTHCS C

orHeMm (the blaze was brought under control), mo HamuM orieHKaMm ObLT MOBPEXJICH
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ToBap odmel ctoumocthio B 8 Thic. goiutapoB CLHA.IlpencraButens moxapHO
Opurazpl COOOIINI HaM, YTO TIOXKap, BEPOSATHO, ObUT BbI3BaH KOPOTKUM 3aMbIKaHUEM
B anekTponpoBojike (by an electrical short). ITo ero pacyeram 3To CIy4UsIOCh OKOJIO
nonyHouu. K cuactsio, JeHCTBUS MOKAPHBIX MO3BOJIMIIA OTPAaHUYUTH yiepO. [Ipoury

Bac BricnaTh B ajjpec Hailielt KOMIIaHUKA HEOOXOAUMbIe OJIAaHKU TIPETEH3UM.

C yBaxxeHueM

Jx. [Ipenk

Menemxep “FOnaiiten Braxayc”

Ex. 4. Make up letters according to the situations.

Assignment 1

Brl xoTute 3aCTpaxoBaThb IMAPTUIO KOMIIBIOTCPOB, KOTOpada 6yz[eT OTI'pYy>KCHA U3
Jlusepnyns B bapcenony. Bel XoTute 3aCTpaxoBarh Ipy3 OT BCEX PUCKOB. BeIsAcHUTE,
KaKyl CTpPaxOBKy BBl MOKeT€ MONyYuTh M MONPOCHUTE IpUCHaTh Bam sk3emiuisp

CTPaxoBOM JICKJIapalni.

Assignment 2

Bbl Hanpasisiete B agpec CTpaxoBOM KOMMAHUHM MHUCHMO C 3allOJIHEHHBIM OJIAHKOM
CTpPaxoBOM JAEKJapalyu IJis TOro, YTOObI MPOJIUTh T€HEPAIbHBIN MOJKUC HA CYMMY
10 Tteic. mommapoB CIIA. Tlompocute, utoOb Bam mnpucnanu ere HECKOJIbKO

HK3EMILUIIPOB JEKIapalnii, IOCKOIbKY OHM Y Bac 3aKOHUYMINCE.
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TRANSPORTATION AND SHIPPING

Incoterms (International Commercial Terms)

The International Chamber of Commerce first published in 1936 a set of
international rules for the international rules for the interpretation of trade terms.
These rules were known as Incoterms 1936. Amendments and additions were later
made as 1953, 1967, 1990, 2001 to bring the standards in line with

current international trade practices.

ADVICE OF DISPATCH AND PACKING PARTICULARS

September 17, 20...

Dear Sirs,

We advise you that the consignment you ordered last month was dispatched on
September 15 and is to arrive within two weeks.

The engine parts have been wrapped in waterproof greased paper and packed
into standard crates suitable for the type of equipment to be delivered.

Units have been packed separately into boxes attached to the inside of each
crate. Lifting hooks are provided at four points. Please note that these crates are non-
returnable.

The generators have been bolted into specially made crates and surrounded by
hard padding.

For each crate the sum of $20 is charged. The amount is repayable if you
return crates in reasonable condition.

Faithfully yours,

A. Claws

Andrew Claws

greased paper npomaciicHHas Oymara

*grease-proof paper — BockoBast Oymara
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crate

KOHTEUHED. SIIUK

non-returnable

HE MOJIJICKAIINN BO3BPATY

bolt CKPEILIATH 00JITaMU
padding HaOMBKa; HAOMBOYHBIN MaTepUal
repayable IO IJICIK AT BO3MEILCHHIO;

BBINJIaUE€BAaEMbIN; OralacMbIi

ADVICE OF DISPATCH

Dear Sirs,

March 30, 20...

We acknowledge receipt of your confirmation that your consignment should be

sent by ferry and rail, and we have accordingly shipped the 2 Ib. tins in 10 crates,

each crate containing 6 strong cardboard cartons, which in turn contain 24 tins each.

The 4 Ib. tins are in further 10 crates, each carton containing 12 tins. Gross weight of

each crate is 6 cwt. Marking: ... ... ... ...

We trust the consignment arrives safely.

Yours faithfully,

S Andersen
Ib. OyHT
cwt. nieHTHep oT anri. Hundredweight
marking MapkupoBka

DETAILS OF PACKING
Monsieur J. LELOT
Service des Achats

Societe UNICOUPE

191, avHalevy

69002 LYON CEDEX 02
FRANCE
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Dear Mr. J. Lelot,

We are pleased to confirm your order enclosed with your letter of 5th June 20...

The goods will be forwarded packed in special cases so as to avoid damage in
transit according to your instructions, delivery by refrigerated lorry to your Leeds
warehouse. A copy of the waybill will be sent to you within a week. The special
shockproof packing will be charged at €2 per package. Pallets will be charged at cost.

We are sure you will find our packing excellently suited to your requirements.

Sincerely yours,

T.Collins
shockproof packing IPOTUBOYIapHasl yITaKOBKa
SYN: shock-resistant
pallet mex. NaJIeT, TOII0H
charged at cost B3BICKHBATh 110 CEOECTOMMOCTH

REPLY TO COMPLAINT OF DAMAGE

R.G. Electronics AG ""X»,
Tel (+49) 22132 42 98
Email: gerlachr@rge.co.de

www.rge.de
17 August 20—
P. Gérard
Manager
Disc S.A.

251 rue des Raimoniéres
F-86000 Poitiers Cédex

Dear M. Gérard
| was sorry to hear about the damage to part of the consignment, No. T1953

that we sent you last week.
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| have checked with our dispatch department and our records show that the
goods left here in perfect condition. Our checker’s mark on the side of each box - a
blue label with a packer’s number and date on it - indicates this.

As you made the arrangements for delivery, | am afraid we cannot help you.

However, | suggest you write to Gebriider Bauer Spedition, and if the goods
were being carried at 'carrier’s risk’, as they usually are in these cases, | am sure they
will consider compensation.

| have enclosed a copy of the receipt from their goods depot at Koln. Please let
me know if we can supply any other documents to help you with your claim.

Yours sincerely

Rolf Gerlach

Sales Director

Enc.

dispatch department OTJIEJT OTIIPABKH; SKCIICTUITUS

carry TPaHCIOPTUPOBATh, IEPEBO3UTH

COMPLAINT TO THE CARRIER
Telephone (+33) 2 99681031
Télécopie (+33) 2 74102163
Email p.gerard@disc.co.fr
14 September 20—

Gebriider Bauer Spedition
Mainzerstrasse, 201-7
D-50000Kol1nl

Dear Sirs,
Consignment Note 671342158
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mailto:p.gerard@disc.co.fr

The above consignment was delivered to our premises, at the above address, on
6 September. It consisted of eight boxes of read / write CDs, three of which were
badly damaged.

We have contacted our suppliers, and they inform us that when the goods were
deposited at your depot they were in perfect condition. Therefore we assume that
damage occurred while the consignment was in your care.

The boxes were marked FRAGILE and KEEP AWAY FROM HEAT.
However, the nature of the damage to the goods (the CDs were scratched, warped, or
split) suggests that the consignment was roughly handled and left near a heater.

We estimate the loss on invoice value to be €500.00, and as the goods were
sent 'carrier’s risk” we are claiming compensation for that amount.

You will find a copy of the consignment note and invoice enclosed, and we

will hold the boxes for your inspection.

Yours faithfully,

P. Gerard

Manager
premises MIOMEIIIEHUE, TEPPUTOPHS, CKIIA]T
assume TIpe/IIoNaraTh
handle roughly HEaKKypaTHO/HEOPEKHO

o0OparnarbCs/TpaHCIIOPTUPOBATH/BBITPYKATh/TPY3UTh
hold XpaHHUTh
WRITTEN PATTERNS
perishable goods CKOPOTIOPTSIIIAECS TOBAPHI HITH TPY3bI
SYN: perishables

haulage NIEPEBO3Ka; TPAHCTIOPTUPOBKA;
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oykcupoBka SYN: trucking

bulk goods HACBIIHbIC, HAJTUBHBIC MJIM HABAJIOYHBIC

rpy3bl SYN: bulk cargo; bulk freight

franco domicile dpaHKko MeCTO Ha3HAYCHUS

to charge at cost B3BICKHBATh 110 CEOCCTOMMOCTH

We trust the consignment arrives safely. | Mb1 HameeMmcs, uTo mapTus (ToBapa)

npUOyJET B IOJHON COXPaHHOCTH.

We shall ensure that similar mistakes do | Yeepsiem Bac, 4o ananoruyapie ommoOKu

not occur again. HE TIOBTOPSTCAL.

Ex. 1. Find the English equivalents.

HoxeBoli TOBap; ynmakoBOYHAs KOMIAHUS; NEPEBO3KA; HE IMOJJIEKAIIUN BO3BPATY;
MPOTUBOYAAPHAsl yNAaKOBKA; MPUYAJ; B3bICKMBATh MO CE0ECTOMMOCTH; HACBIITHbIC
Ipy3bl; MOJJOH; HAOWMBOYHBIA MaTepHall; TPAHCIOPTHUPOBKA; CKOPONOPTAILIUECS
TOBaphl; MpoOMacieHHass Oymara; CKpeIuIsiTh OoJTamMH; LEHTHEpP; HEOTIPYKEHHBIH;
3aKpBITOE IIOMEILICHUE.

Ex. 2. Fill in the blanks with one of the following words. Mind your grammar.

greased; to pile up; forwarding agent; Enclosed space; to observe;
short-shipment; to supervise; shockproof; port of destination; account;
in the meantime; heat source; padding; waybill; short-shipped; by rail;

wharf; beyond sb’s control; at cost; to wrap; repayable

1. They are arranging for the dispatch of the three crates  on board the M.V.
Marine Star which is due to arrive at on Au

gust 23.

2. we have arranged for the dispatch of four replacement crates.

3. Acopyofthe  will be sent to you within a week.

4. We would remind you that these new boxes must not under any circumstances be

stored in or near
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5. Pallets will be charged

6. We are sending 50 crates to Boulogne where our agent will personally
loading on board the Boulogne - Folkestone ferry.

7. If you have any explanation to offer, we are expecting a full

8. The amount is If you return crates in reasonable condition.

9.0ur ____ have informed us that the crates were left behind on in the port of

shipment.

10. Parties to that service have a lot of rules and regulations that for years.

11. We apologize for the inconvenience caused by , which was

due to circumstances

12. The special packing will be charged at 5 euros per package.

13. The engine parts in waterproof paper and packed into standard

crates suitable for the type of equipment to be delivered.

14. The generators have been bolted into specially made crates and surrounded by

Ex. 3. Translate into English.
ITucomo 1

YBaxkaemble rocrnogal

Ccpinasch Ha Ham 3aka3 Ha 500 GoypImx OaHOK KpacKu, MbI coobOrraem Bawm,
YTO MBI Ha MPOLLION Hezene Buiciaiu Bam OnaHk 3akasza, U HajgeeMcs, uTo Bbl ero
TTOJTYYHIIH.

[TockonbKy y Hac uMeeTcss OOJIBIION OMBIT B TMEpPEeBO3KaxX Kpacku, a Bara
KOMITaHHSI 3aHUMAETCS 3TUM BHAOM JIEATCILHOCTH CPaBHUTEIBHO HEIAaBHO, MBI
MOKEM HampaBUTh BaM He0OX0AMMbIE MHCTPYKITUU IO YIIAKOBKE.

Kak Bl 3Haere, kpacka — orneomacublii (inflammable) toBap, mostomy
HEO0OXOJIMMO MIPUHATH MEPBI MPETOCTOPOKHOCTH. MBI Tipeaiaraem, 4ToObl OaHKHU 1O
10 mTyk ObUIM YIaKOBaHbI B ClieMalIbHbIE KapTOHHbIE KOpoOKu. Kaxkmas kopoOka
J0JDKHA HMETh BHYTpeHHHMU mpotuBonoxapHbidi cior (lining). Kaxnerid smmk
JIOJIKEH OBITh JOJIKHBIM 00pa30M orevaTaH.
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YuuThiBasi, 9TO HAIIM TAMOXKEHHBIE OPTaHbI HE TPEOYIOT HATUYHSI Ha KOPOOKax
WU SIIMKaX OCOObIX MAapKUpPOBOK, Mbl mpocuM Bac ykazaTh HamMeHOBaHHUE
Ipy30M0JIydaTeNss W TPy300THPABUTENSI M CHEUUAIBHBIE OTMETKA B CBSI3H C
OTHEOIIACHOCTBIO TOBAPA.

Haneemcsa, 4yro Hamm wuHCTpykuuu nomoryt Bam. Ecoim y Bac ects
JanbHEHIe BOIPOChl, oOpalanTech K HaM WIHM K HaIllUM 3KCIEAUTOPAM.

C yBaxxeHueM,

A.IletpoB

Hucomo 2

YBaxkaeMmsble rocrnojal

bnaromapum Bac 3a mucemMo ot 15 okTa0pst c.r. Mel nepenanu Bamwm
MHCTPYKIMM IO YMAKOBKE HAIIMM 3Kcneauropam. OHHM CIIENal0T BCE BO3MOXKHOE,
YTOOBI BBIIMOJIHUTH UX B MOJHOM O00BEME.

Haim skcneaAuTopbl COOOIIMIM HAaM, YTO METAJUIMYECKUE SIIUKH, KOTOPHIE
OHM HCHOJB3yIOT, — orHecrorkue (fire-resistant) m B TO ke camoe BpeMms
Ype3BbIYAMHO JIETKHE. OTH SIIMKU MOJJIeKAT BO3BpaTy, M HAIIU JKCIECIUTOPHI
CBsDKYTCS ¢ Bamm 11 Toro, 4roObl 3a0paTh uX y Bac B nmampHE#mem mis
MMOBTOPHOTO MCIIOJIb30BaHUS.

Mpsi BeiieM Bam yBenomieHue o0 OTrpy3ke, Kak TOJbKO TOBap OyAeT
YIAKOBaH U OTIPYKEH.

C yBaxkeHueM,

E. ABepuna

Ex. Make up letters according to the situations.

Assignment 1
CooO1uTe, yTo NoJlydeHHble BaMu TOBaphl ObLIM yIaKOBaHbI HEHAIJIEKAIIIUM
oOpa3oM, B pe3ysbTaTe 4Yero 4acTh TOBapa MPHUIIUIA B HETOAHOCTh. Bbl mpocure

MIPUCTATh 3aMEHY B KpaT4yaulliie CPOKH.
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Assignment 2
CooOmuTe Bammm kimueHTaM, 4TO TapTUs 3aKa3aHHOW MMM Kpacku Oblia
Bamu otrpyxeHa. Bbl BBIOTHUIIN BCE TOTOBOPEHHOCTH:

o Ynaxosexa. B 10 kKapTOHHBIX SITUKOB, 110 40 GaHOK B KaXKIOM.

o Omepyska. T/x “Buxropus” u3 Jlusepryns 20 aBrycra ¢ mpuObITHEM B
Mobacy (Mobasa) 29 ceHTsa0ps.

o Mapxuposxka. HauMeHOBaHUS Tpy300THPABUTENS U TPY30I0IydaTelIs.
OrneomnacHo. Kpacka. OcropoxHo. SUKH JOMKHBI OBITH MPOHYMEPOBAHBI T10
nopsaky (1-10).

CoobmuTe, yTo BBl Bpyuniu Bce JOKYMEHTBI, OTHOCAIIUECS K JaHHOW MapTUU
TOBapa, dKCIeIuTopaM Bamux KIMEHTOB, U HAJAEETECh, UTO Bamm KIMEHTHI MoTyyaT

TOBAp B MOJIHOM COXpPAaHHOCTH.

76



CLAIMS AMD COMPLAINTS

It often happens when it is necessary to deal with a complaint or even make a
complaint. Complaints are often received by companies when they ship goods
abroad. Unfortunately, errors can often occur and goods can be mishandled, accidents
can happen usually because of haste and lack of supervision. There is sometimes a
shortage of staff owing to illness or holidays. Thus, mistakes are unavoidable and
inevitable and customers complain. If the companies under contract the dissatisfied
party (a claimant / plaintiff) can consider that the other party has infringed the terms
of the contract. In such cases the dissatisfied party may think it necessary to write the
other party a letter of complaint which often contains a claim i.e. a demand for
something to which the sender of the letter, in his opinion, has a right as, for instance,
a claim for damages and losses or for a reduction in price etc.

Complaints and claims may arise in connection with the delivery of wrong
goods, damaged goods, or too many or too few. Even if the right goods are delivered
in the right quantities, they may arrive later than expected causing severe problems
to the customer. Besides, the quality of the goods may be unsatisfactory: perhaps they
are not up to the sample or description, or they may simply be second-rate products.
In any case to have to complain is annoying, but to complaint without good reason
will also annoy your correspondent. If you complain, make sure you get your facts
right. And if you have to answer an unjustified (groundless) complaint, be polite and
restrained.

Very often the parties (claimant and defendant) agree upon an amicable
settlement of the claim in question. That means that the claim is considered, admitted
and satisfied. In this case, the other party withdraws or abandons the claim. If,
however, an amicable settlement is not arrived at, i.e. the claim is declined / waived,
the dispute is settled by a court of law or by arbitration. The award or decision of

arbitration court is final and binding for both parties.
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CLAIM FOR INTERIORITY TO SAMPLE

April 23, 20...

Export Division

Inter Coffee, Inc

1677 Sea Harbor Drive
Orlando, Florida 35509
USA

Gentlemen:
Contract Ne 345

We have examined the consignment of Coffee shipped by m/v Victoria against

Contract n0.345 and in accordance with the terms and conditions of the contract we
find that the Goods are inferior to the sample on the basis of which the contract was
concluded.

After a thorough examination of the Coffee we have to make the following
claim on you. We believe that 5,000 bags of Coffee shipped by m/v Victoria sold to
us as Santos Coffee New York Type Ne 2 contain excessive quantity of unripe
(uespensrit), shelly (B oOomouke, HeoumiieHHBIH 0T oOosouku), broken, weevil
(n3peneHnbi xyukamu) and defective beans and correspond to Santos Coffee York
Type Ne 3/4.

We are therefore claiming from you the amount of $7.200 being the price
divergence between Santos New York Type 2 and Santos New York Type % of
$36.20 per 50 kilos on 5.000 bags weighing 300 metric tons.

Please inform us if you agree to grant us this allowance.

Yours sincerely,

Susan Kohen

Managing Director
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inferior

XYIAUINN, XyKE

. inferior to sth  ANT: superior to sth

examination OCMOTp, U3y4CHHUE
. to do/make an examination —
IIPpOBOJHUTE OCMOTP
Claim MPETEH3UsI, peKIaMalius

. to make claim on / against sb for sth —
MPpCABABIIATD IIPCTCH3UTO KOMy-JII/I60
. to abandon / to withdraw a claim —

OTKa3bIBATBCA OT IIPCTCH3NN

¢ to decline a claim - orkmoHUTH
IPETCH3UIO

. to admit a claim — mnpu3HaBaTh
IPETEH3HIO

¢ to consider a claim — paccmarpuBaTh
IPETCH3UIO
¢ to satisfy a claim — ynoBineTBOpsTH

MIPETEH3UIO

correspond to / with sth.

COOTBETCTBOBATH YEMY-JINOO

SYN: to conform to sth

to claim TpeOOBaTh
. to claim sth from sb — tpeGoBartp uro-
7100 OT KOro-audo
difference pasHuIa
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REPLY TO CLAIM

April 10, 2017

Ms Susan Kohen

Welsh Trading Company, Ltd
56 West Road

Cardiff

CF4 2FT

Dear Sirs,
Contract Ne 345

We acknowledge receipt of the letter of April 8, 20... claiming an allowance of
1.20 dollars per kilo on 5,000 bags of Coffee shipped by m/v Victoria.

We have carefully examined the samples from this consignment and offer you,
without prejudice, an allowance of 75 US cents per 50 kilos in full settlement of your
claim.

Failing your acceptance of this offer, the claim will be submitted to arbitration.

Yours sincerely,

George Wollen

Sales Manager

without prejudice to sth 0e3 ymep0Oa i1 YbUX-TM00 TIPaB
settlement ypETYJIMPOBaHUE
¢ settlement of dispute — yperynupoBanue
criopa
failing npeos. B ciydae OTCYTCTBHS, B CITydae HE BBIITOHEHHUS
to submit to arbitration nepeaath B apoOuTpak
SYN: to refer to arbitration
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CLAIM FOR MISSING GOODS

May 15, 2017

Kitchen -Ware Supplies, Ltd.
Cotton Road

Exeter

England EX4 9DT

Dear Sirs,
Order Ne 153

We refer to our order (Ne 153) for China-Ware. Our argent took delivery of the
consignment in accordance with the instructions contained in your advice of dispatch.

Unfortunately, only 1800 cups were dispatched. The 2000 saucers, packed
separately according to our instructions, arrived in good order and condition.
However, they are not much use to us without the missing 200 cups.

There is a clear discrepancy between the packing lists which arrived and your
invoice. Whether there has been pilferage or not is a matter for the Lloyd’s agent,
who is investigating the matter at the moment.

We must ask you to arrange for the dispatch of replacements for the missing
cups at once, as we must meet the delivery time agreed upon with our own customers.

Yours sincerely,

Robert Leclerc

to take delivery NPUHSTH MIOCTABKY

SYN: to accept delivery
advice of dispatch U3BEIICHNE 00 OTIPAaBKE

SYN: notification of dispatch
discrepancy POTHBOPEYHE, PACXOKICHUE
pilferage XHIIIEHUE, BOPOBCTBO (M3 OTACIBHBIX MECT Ipy3a)
to investigate pacciieZioBaHHe, UCCIIeI0BAaTh, U3y4aTh
replacement 3aMeHa, YacTH JIJIs 3aMEHbI, CMCHHBIC YaCTH
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REPLY TO CLAIM

May 16, 2017
Mr Lecrerc

Lournier, SA
Rue de Rivoli

Paris

Dear Sirs,

Order Ne 153

We have received your letter of September 4, 20... concerning the above-
mentioned order. We regret that you did not receive the whole consignment of China
Ware.

Our Forwarding Agents have informed us that the crates (Nos. 15-17) were left
behind at the warehouse of the Port of London. They are arranging for the dispatch of
the three crates short-shipped on board the m/v Catherine which is to arrive in
Marseilles on May 18, 20...

We apologize for the inconvenience caused by this short-shipment which was
due to circumstances beyond our control. We will contact our Forwarding Agents and
the post authorities to prevent delays occurring in this way in future,

Yours sincerely,

Michael Brown

Managing Director

consignment napTus (ToBapa), rpys3
SYN: lot; cargo

short-shipped OCTABIIUINCS HETIOTPYKCHHBIM

SYN: undershipped

beyond sb’s control | He3aBUCSITUI OT KOrO-TU00

to prevent sth HE JOMYCTUTh Yero-i1n0o, NpeaynpeuTh 4To-1100
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WRITTEN PATTERNS
1. Failing your acceptance of Ecrmu  Bel He mnpumere Haiie
this offer, the claim will be submitted npemnoxenwue, IPETEH3HS Oymer
arbitration. nepeana B apoOuTpakK.
2. We must ask you to arrange MBI  BBIHYXJEHBI MOPOCUTH Bac
for dispatch of replacements for the opranmuszoBarthb OTIIPaBKY 3aMEHBI

missing cups at once. HEJIOCTAIONIHMX YalleK HEMEJICHHO.

Ex.1. Find the English equivalents in the letters.

B cootBeTcTBHHU C YCIIOBUSAAMH KOHTPAKTA, Ha OCHOBAHUH, KOTOPOI'0 3aKJII0O4YCH
KOHTPAKT, IIPCABABILATL IIPCTCH3UU KOMy-JII/I60; pasHua B LOCHC, IIPCAOCTAaBUTH
CKHUJIKY; 0e3 ymiepOa aJjid MpaB; MOJHOE YPEryJHpOBaHUE IMPETEH3WUU; HAINPABUTH
IIpCTCH3HUIO B ap6I/ITpa}K; HN3BCIICHUC 00 OTIIPAaBKC, PACXOXKICHUC MCKIY
YIIAKOBOYHBIM JINCTOM H CHCTOM-(l)aKTypOﬁ; XUIICHUC, HCIIOI'PYKCHHBIC AIMUKH, HC

3aBUCAIINUC OT HAC ITPUYNHEIL.

Ex.2. Fill in the blanks with one of the following words. Mind your

grammar.

without prejudice; examination; beyond sb’s control; discrepancy; at the warehouse;
short-shipped (2) ; inferior to; to submit; pilferage; replacement; to investigate;

difference; port authorities; consignment.

1.  After a careful ___ of the Goods we are making the following claim on
you.

2. Our Forwarding Agents have informed us that the crates (Nos. 15-17)
were left behind __ of the Port of London.

3.  We are claiming from you the amount of 5.000 dollars being in
price between Wheat Grade A and Grade B.
4.  We will contact our Forwarding Agents and __ to prevent delays

occurring in this way in future.
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5. The Goods are ___ the sample on the basis of which the contract was
concluded.

6. There is a clear ___ between the packing lists which arrived and your
invoice.

7. They are arranging for the dispatch of the three crates __ on board the
m/v Catherine.

8. Failing your acceptance of this offer, the claim will ___ to arbitration.

9.  We have carefully examined the samples from this consignment and
offeryou _ an allowance of 36 USD per 50 kilos full settlement of your claim.

10.  The Lloyd’s agent ___ the matter at the moment.

11.  We apologize for the inconvenience caused by the short-shipment which
was due to circumstances .

12. Asthegoodsare _, we have to claim for damages.

13.  Whether there has been ___ or nor is not clear yet.

14.  Our agent took delivery of __ in accordance with the instructions
contained in your advice of dispatch.

15. We must ask you to arrange for the dispatch of __ for the missing part

of the Goods at once.

Ex.3. Translate from Russian into English

Iucomo 1

YBaxkaemsle rocrnogal

Mps1 nonyunnu Bame nuceMo ot 18 oktsi0ps 20...1., B KotopoM Bsl npocute
Hac npenoctaButh Bam ckuaky B 10% OT cTOMMOCTH TOBapa, OTIPY>KEHHOTO
teroxoaoM “Kyun Dnuzader” B cuer koHTpakTa Nel45. B nmuceMe Bbl ykasbiBaere,
YTO KAauyecTBO TOBapa HE COOTBETCTBYET OOpa3ily, Ha OCHOBAaHUU KOTOPOTO ObLI
3aKJIFOYEH KOHTPAKT.

OpHako MbI HE MOXKEM YJIOBIETBOPUTH Bairy mpocbOy, MOCKOJIbKY aHau3,

MPOU3BEJICHHBIM  HamieW Jiaboparopueil, TMoka3aj, 4YTO TOBAp IMOJHOCTHIO
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COOTBETCTBYeT oOpasiyy. CremoBarenbHO, Mbl mpocuMm Bac nmbo orosBats Barmry
MIPETEH3HUI0, TUOO MPEAOCTABUTH CEPbE3HBIC

MOATBEPKICHUSI HU3KOT0 KayecTBa MojiydeHHoro Bamu ToBapa.

C yBaxxeHueM,

JI. bpayn

22 okTts6ps 20...r.

Iucomo 2

YBaxkaemble rocrosa!

Ccputasice Ha Bame mucemo ot 15 okts0pa 20...r. I B moareepxkacHHe
HAIIIETO Pa3roBopa o TenedoHy CeroaHs, Mbl cooliaeM BaMm, 4To MbIC CBA3AJIUCH C
HallUMU SKCHEAUTOPaMHU IO MOBOAY 5 HEIONOCTABJICHHBIX SIIUKOB KYXOHHBIX
npuHauiexxnocreit  (Kitchen-ware).  Hamm  skcrmeauTopsl  BBICHHIM, — YTO
HEJ0MOCTaBKa IIPOU30IIA 10 BUHE MTOPTA MOTPY3KH.

MpbI npyHOCHM CBOM W3BUMHEHHUA 3a MpUYMHEHHOE Bam HeymoOCTBO, KOTOpoe
IPOU30LUIO MO HE 3aBUCSAIIMM OT HAac NpuuMHaM. Mbl 00s3aTE€NbHO CBSKEMCS C
aAMUHUCTpALIME TOpTa IO JAHHOMY BOMNPOCY M IONBITAEMCS HE JOIYCTUTh
MOA0OHBIX CITy4aeB B OYIyIIIEM.

C yBaxxeHHEM,

C.benos

27 okts6ps 20...r.

Ex.4. Make up letters according to the situations.

Assignment 1

Bbl momyuymnu ToBap, KayecTBO KOTOPOTO 3HAUMTEIBHO HMXKE o0pasla, Ha
OCHOBAaHUHM KOTOPOTrO OBLI 3aKIIOYEH KOHTpakT. HamuimuTe mucbMo NpoAaBlly U
noTpedyiite MO0 3aMeHbl HEKAueCTBEHHOro ToBapa, aubo 10% ckuaky co Bceit
CTOMMOCTH TOBapa. YKaXWTe TakKe B MHCbME, YTO, €CIM MIpOAaBel] OTKaKETCs

BBITIOJTHUTD BalllM YCIIOBUSI, TO BBl 0OPATUTECh B apOUTPaXK.
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Assignment 2

Bbl monmyunmnm muchbMO, B KOTOPOM TMOKYMATENId COOOIIAIOT O HEIOCTaBKe
ToBapa mo KOHTpakTy No 15-02. CBs3aBIIMCH C BallUMH 3KCIEIUTOPAMU BbI
BBISICHWJIM, YTO , JACHCTBUTENBbHO, 4 sIIMKA HE ObUIM MOTPYXKEHbI HAa TEIJIOXOJ.
CocraBbTe MNHUCHMO, B KOTOPOM Bbl INPUHOCUTE CBOM W3BHUHEHUS W HW3JIaracTe

IMPCAIIPUHATBIC BaAMU IIarv, HaIIPaBJICHHBIC Ha TO, YTOOBI HO,ZIO6H&H CUTyalnu:sa HC

MMOBTOPUJIACH B OYTyIIIEM.
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APPENDIX 1

PAYMENT

Irrevocable Documentary Credit Application Form

Consult the Issuing Bank for guidance if the completion of this form should raise any question

Applicant:

Issuing Bank:

Date of Applications:

U Issue by (air) mail U with brief
advice by teletransmission(see
UCP 500 Article 11)

O Issue by teletransmission (see
UCP 500 Article 11)

Q) Transferable Credit ~ As per
UCP 500 Article 48

Expiry Date and Place for Presentation
of Documents

Expiry Date:

Place for Presentation:

Beneficiary

Confirmation of the Credit:
not requested Qa
requested
authorized if requested by
Beneficiary

Amount in figures and words
(Please use ISO Currency Codes):

Partial shipments O allowed U not
allowed

Transshipments U allowed U not
allowed

Please refer to UCP 500 transport
Articles for exceptions to this
condition

J  insurance will be covered by us

Shipment as defined in UCP 500
Article 46
From:

For transportation to:
Not later than:

Credit available with Nominated Bank:

O by payment at sight

U by deferred payment at:
(J by acceptance of drafts at:
O by negotiation:

Against the documents detailed herein:
and Beneficiary’s draft(s) drawn on:

Goods (Brief description without
excessive details — See UCP 500
Article 5)

Terms:
Q FAS
O FOB
J CFR

Q ar
U Other terms:
O as per INCOTERMS

Commercial invoice U signed, original and O copies.

Transport Documents:

Multimodal Transport Document, covering at least two different modes of

transport

Other transport document:
to the order of
endorsed in blank
marked freight
notify:
Insurance Document:
O Policy 0 Certificate
the following risks:
Certificates:
O Origin
Analysis
O Health
J Other
Other Documents:
O} Packing List
U Weight List

Oo000000

Q) prepaid

Marine/Ocean Bill of Lading covering a port-to-port shipment
Non-Negotiable Sea Waybill covering a port-to-port shipment
Air Waybill, original for the consignor

Q) payable at destination

Q Declaration under an open cover. Covering

Documents to be presented within U days after the date of shipment but within the

validity of the Credit.

‘Additional | We request aou.to issue on our behalf and for our account your
Instructio | Irrevocable Credit in accordance with the above instructions (marked
ns: (x) where appropriate).

This Credit will be subject to the Uniform Customs and Practice for
Documentary Credits (1993 Revision, Publication No. 500 of the
International Chamber of Commerce, Paris, France), insofar as they
are applicable.

Name and signature of the Applicant.
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Confirmed Irrevocable Letter of Credit

EN

: Without recourse confirmed and irrevocable

Form No.

123A

1978 SB
If the condition *“without recourse™ is not applicable delete the reference thereto and initial.
This form is to be used only between Branches and the Bank’s offices in the United Kingdom, the Continent of
Europe and the United States of America

12 Auqust, 20___

The General Bank Limited
DURB Branch.
COnﬂrmod Irrevocable Letter of Credit for f’. No. 1 .
#/We hereby authorize THE ALLUMINIUM ALLCY O LTD ‘
of BIRMINGHAM, ENGLAND to draw at 60 days sight me/us to the extent of SIXTY
TWO THOUSAND TWO HUNDRED AND FIVTY POUNDS (£ 62,250) in one ermere drafts in

favour of The General Bank Limited, for invoice cost of ALLUMINIUM FITTINGS

(Insert brief description of merchandise)

to be shipped &&F/CIF/EOB per Steamer and/or Motor Vessel from LQMﬁﬂ to DURBAN such draft(s)
and relative shipping documents to be presented at THE GENERAL BANK LIMITED, LONDON for
negotiation on or before 15 September, 1999
© State here the name of the office or agency of the Bank at which the drafts are (0 be negotiated, or if the

applicant desires the credit to be made available at a Branch of a foreign Bank, indicate the Bank

and the particular office concerned.
And ¥/we hereby agree with the Drawers, Endorsers and bona fide holders of such Draft(s) to pay at sight
or to accept it/them on presentation if drawn at a currency and pay in/them at maturity, together with
Exchange, Dominion, Colonial or other stamps and other usual and proper charges on or in connection
with such Drafi(s).
Draft(s) under this Credit is/are to be accompanied by a complete set of shipping documents, consisting
of:
(a) Full set of negotiable clean “On Board” Bills of Lading freight paide

d - -

marke;

to order of shippers and endorsed in blank.

(N.B. - Bills of Lading which do not clearly indicate that goods are actually on board steamer
and/or motor vessel, before expiry date of this Credit, ar¢ inadmissible.)

{b) Certified Customs Invoice(s) in duplicate for face value of the Drafi(s). Freight (if applicable),
cartage, commission, Bank exchange, cost of insurance and incidentals may be included in the
invoice cost of the goods.

() Marine and War Risks Insurance Policies or Certificates in duplicate endorsed in blank, for not
less than the full CIF invoice value of the shipment in British Sterling, or in USA or Canadian
Dollass in the amount of the Letter of Credit is expressed payable in either of those currencies.
(N.B. - Insurances may be effected with Foreign Companies but must be in British Sterling or

United States of America or Canadian Dollars. The Bank is hereby authorized to
reserve to itself the right to reject insurance documents if not satisfied with the
s(andlng of the lnsurers )

| Transshlpmcm at QAPE TOWN ——'s——— pemlissible. and ¥we accept liability for
any possible extra cost that may be incurred resulting from such transshipment, and for any loss arising
from delay, or from any other cause, due to such transshipment.
Part

| shipments are not
#/We agree that, provided the documents tendered purport to comply with the term of this Credit, neither
the Bank nor its Agents shall be required to investigate their validity, and ¥/we acquiesce in the acceptance
of such documents as relating to goods according to their purport.

permissible.

*Delete and initial any clauses, etc., inapplicable.

BANKING

FORM A

Name in full

Nationality and Identification

Date of Birth (if aged under 18)

Occupation

Name & Address of Employer Telephone No(s)
Residence Address Telephone No(s)
Spouse’s Name

Name & Address of Spouse’s Employer |
Correspondence Address

(same as Residence [J Business Address [ or state otherwise [1)

Complete if you relate to a member of Bank staff or to one of the Bank’s directors

Name of Staff: Name of Directors:
Relationship: Relationship:
Details of Introducer:

Name:

Account No./ Ref.

Statement required as at close of business on
and thereafter:
weekly 0 monthly O quarterly [ half-yearly O vyearly O

Identification on cheques as follows:
DOODDODOOO000000000000D0000000000000000

88



FORM B

To: Branch Date l
Dear Sirs,

I hereby request and authorize you to open and/or continue a current account in
my name and in accordance with the following particulars.

FULL NAME | NATIONALITY
TITLE OF ACCOUNT
CHOSEN ADDRESS POSTAL ADDRESS

TEL NOS.

Off. Res.

ADDRESS IN COUNTRY OF DOMICILE

PROFESSION POSITION
IDENTIFICATION ( preferably passport details) Date and Place of Birth

EMPLOYER ADDRESS

. | Name of Other Banker (previous or present)

g Introduced by

£ | Name Address and Tel. No.

STATEMENTS OF ACCOUNT REQUIRED monthly O quarterly O

CHEQUE BOOKS 25 050 O to be] mailed to above address

SPECIAL INSTRUCTIONS (if any)

INITIAL DEPOSIT

I expressly agree and accept to be bound by the Bank’s separate General
Conditions for the Operation of Current Accounts (which I hereby confirm having
read and understood) and any modification or variation made thereto.

CUSTOMER SIGNATURE

PLACE AND DATE
FOR BANK USE ONLY
Account Number Currency Type Date Opened
Approved by (name and title)
CHECK LIST
1. application form completed.......[]] 2. General Conditions signed.........| O
3.signature cards completed........ 0 4. references received................... O
5.copy identification documents obtained..........cccoceviiieniiiiiiiiinie i, 0
6.opening of account approved......[] 7. initial deposit received............... O
8.cheque book issued.................. m| 9.computer form completed........... []
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APPENDIX 2

VOCABULARY PRACTICE

1.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/financial-verbs-issue-due-reminder

2.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/correspondence-verb-attach-reply-forward-enclose

3.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/correspondence-verb-attach-reply-forward-enclose-2

4.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/phrases-in-business-emails

5.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/prepositions-in-business-emails

6.
7.
8.
9.

10.
11.

http://www.businessenglishsite.com/exercise coverletterl.html

http://www.businessenglishsite.com/modern-business-letters1.html

http://www.businessenglishsite.com/modern-business-letters2.html

http://www.businessenglishsite.com/modern-business-letters3.html

http://www.businessenglishsite.com/esl-shipping-terminologyl.html

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/correspondence-verb-attach-reply-forward-enclose

12.

http://speakspeak.com/english-grammar-exercises/business-

vocabulary/phrases-in-business-emails

13.

https://english-grammar.biz/
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APPENDIX 3
IMCOTERMS

CGIF —transport & insurance paid

CFR transport paid !
|
DAT —customs unpaid
|
The seller ron Loading Destination The buyer

port port
"

transport paid '
CPT - DDP

CIP — transport & insurance paid_

DAP customs unpaid

Extract from “International Rules For Interpretation of Trade Terms”
INCOTERMS ICC

EXW - Ex Works ("¢ wmecra pa0GoTbl"; ymorpeOisercs ¢ yKa3aHHEM
MECTOIIOJIOKEHHS TPOJABIA; OTBETCTBEHHOCTh MPOJaBIa 3aKaHYMBACTCS, KOrna
TOBap OKa3aJcsl Ha €ro CKJajae, Mara3uHe W T.J.; Ha TOKyMaTels JIOXKATCs BCeE
PacxXo/Ibl 1O BEIBO3Y TOBapa CO CKJIajia, MePeBO3Ke, PACTAMOXKKE U T.1I. )

FCA - Free Carrier ( "cBoOOJeH [OT OTBETCTBEHHOCTH, KOT/Ia TPy3 TOJTYYHII]
nepeBo3uuk'; ymorpebmsiercss ¢ ykazanueM wmecta (  FCA  Hamburg);
OTBETCTBEHHOCTH MPO/IABIIa 3aKAHUYMUBAETCS, KOTJIa TOBAp MOATOTOBIIEH K SKCIIOPTY U
nepesiaH yKa3aHHOMY TMOKYTaTeIeM MePeBO3UYMKY B YKa3aHHOM MOKYIaTelIeM MECTE;
€CJIM JIUIA TIOJITMCAHUsl KOHTPAKTa C MEPEeBO3YMKOM TpeOyeTcs ydacTHe IMPOJaBlia,
pacxo/bl M PUCK, CBSI3aHHBIE C TAKUM y4aCTHEM, JIOKATCS Ha MOKyHaTes )

FAS - Free Alongside Ship ( "cBoOomeH [0T OTBETCTBEHHOCTH, KOIJa Ipy3
JI0CTaBJICH| Ha OOPT KOpabiis"; ynmoTpedisercs ¢ ykazaHueM MopTa; OTBETCTBEHHOCTh
MpojaBIia 3aKaHUYMBAETCS, KOTJa TOBAp TMOJTOTOBIEH K JKCHOPTY WU TMOTPYKEH Ha
Kopaljb B YKa3aHHOM IOPTY; C 3TOTO MOMEHTa BCE€ PACXOJbl U PHUCKH, a TaKKe
OTBETCTBEHHOCTh 3a TOpPYY M TOTEPI0 TOBapa HECeT MOKyMNaTellb; MPUMEHSETCS

TOJBKO B KOHTPAKTaX C IMTOCTABKOM IO MOPIO HUIH IO peKaMm )
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FOB - Free on Board ymorpebisiercs ¢ yka3aHHEeM NOPTa; OTBETCTBEHHOCTb
poJiaBIa

3aKaHYMBAETCS B MOMEHT MOTPY3KU MOJATOTOBIECHHOTO K SKCIOPTY TOBapa Ha OOpT;
JUIsL TIOCTABOK B KOHTEWHepax W T.m. ucnoiyibdyerca FCA ; mpuMeHsieTcs TOJBKO B
KOHTpPaKTax C MOCTABKOM 10 MOPIO HIIU MO peKam

CFR - Cost and Freight ( "cTtoumocTts u dpaxt"; ymorpebisercs ¢ yKazaHHEM
nopta NpuUOBITUS T'Py3a; OTBETCTBEHHOCTh MPOAABLA 3aKAHUMBAETCS, KOI/Aa TOBAp
JIOCTaBJICH B MOPT MPHUOBITHSA, OJHAKO C MOMEHTa IMOTPY3KH TOoBapa Ha OOpT Bce
pacxo/ipl, CBA3aHHBIE C MOPYEl WM MOTEpEl TOBapa, HECET MOKyNaTelb; MPOJIaBell
00s3aH MOJATOTOBUTH TOBAp K B3KCHOPTY; NPHUMEHSETCS TOJBKO B KOHTPAKTax C
IIOCTaBKOM IO MOPIO WJIM IO pPEeKaM; i1 IOCTABOK B KOHTEHHEpax M T.J.
ucnonszyercst CPT)

CIF - Cost, Insurance and Freight ("ctoumocts, cTpaxoBka u ¢GpaxT";
yInoTpeOsieTcs ¢ yKa3aHUeM HopTa IPUOBITHS TPy3a; OTBETCTBEHHOCTh MPOJIaBIa Ta
xe, yto npu CIP , onHako mpojaser] 00si3aH TakkKe 3aCTpaxoBaTh TOBap HA BPEMS €ro
NEPEBO3KM MO MOpPIO (OH 3aK/II0YaeT KOHTPAKT CO CTPAXOBIIMKOM U IIJIATHUT
CTpPaxoBOU B3HOC, OJJHAKO CTPAXOBKA MOKET ObITh MUHUMAJILHOMN);

npogaBel] o00sf3aH TOArOTOBUTH TOBAap K OJKCIOPTY; INPUMEHSETCS TOJIBKO B
KOHTPAaKTax ¢ MOCTaBKOW 110 MOPIO WJIM IO peKaM; JUIs NMOCTaBOK B KOHTEHMHEpAX U
T.4. ucnoaszyercs CIP )

CPT - Carriage paid to "mocraBka oruiaueHa j0"; yrmoTpeOseTcs ¢ yKa3aHHeM
MecTa NpUuOBITHS Ipy3a; MpoaaBel] 00s13aH OIJIaTUTh CTOMMOCTh MEPEBO3KHU I'py3a A0
YKa3aHHOTO MECTa; ¢ MOMEHTa JOCTaBKM TOBapa Ha CKJaJ IMepeBO3YMKa (eciu B
IIOCTaBKE HCIIOJNB3YIOTCI HECKOJBKO IIEPEBO3YMKOB, TO HA CKJIaJ IEpPBOIO
MEePEeBO3YMKA) OTBETCTBEHHOCTh 3a MOPYY U MOTEPI0 TOBapa, a TAKKE pPa3IMYHbIC
pacxojabl HECeT MOKymareidb, JO 3TOr0 MOMEHTa - MpOojaBel; Ipoiaser 00s3aH
MIOATOTOBUTH TOBAP K 3KCHOPTY )

CIP - Carriage and Insurance paid to ("mocraBka M CcTpaxoBKa OIlIaueHbI J10";
ynoTpeOsieTcs ¢ yka3aHHeM MecTa MPHUOBITHS Ipy3a; OTBETCTBEHHOCTh MpOJaBla Ta

xe, uto ipu CPT , ogHako mpojasel] o0s3aH Tak)Ke 3aCTpaxoBaTh TOBAp Ha BpeMs
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€ro MepeBO3KM (OH 3aKIIOYAeT KOHTPAKT CO CTPAXOBIIMKOM W IUIATUT CTPAXOBOU
B3HOC, OJIHAKO CTpaxOBKa MOXET OBITh MUHUMAJLHOW), TMpojaBen] 00s13aH
MIOJITOTOBUTH TOBAP K IKCIIOPTY )

DAF - Delivered at Frontier ("mocraBiieHo Ha TpaHUIy"; YHOTpeOJIIeTCS C
yKa3aHWEM MeCTa; OTBETCTBEHHOCTHh TMPOJABIIA 3aKaHYMBACTCS, KOI/a TOBap
MIOJITOTOBJICH K DKCIIOPTY M TOCTABIICH B YKa3aHHBINA MTyHKT Y TPAHUIIBI (TAMOKXCHHBIN
KOHTPOJIb CTPaHbl, Ky/1a IOCTaBIISIETCS TOBAp, HE MPOIECH); CIOBO '"TpaHuIa" MOXKET
OTHOCHUTBCSI K TpaHHIe JIOOOH W3 JABYX CTpaH, MOATOMY HaJ0 o00s3aTeIbHO
YKa3bIBaTh TMPUTPAHUYHBIA TYHKT, OOBIYHO YIOTpPEOJIAeTCS TpPH IIOCTaBKax IIO
KEJIE3HOM J0pore Wiu aBTOAOPOre, OJHAKO MOMKET YHNOTPEOIAThCA U MPU JAPYTUX
BHJIaX MTOCTABOK )

DES - Delivered ex Ship ( "moctaBieHo ¢ kopadiysa"; ynmoTpeOaseTcs ¢ yKa3aHueM
MopTa Ha3HAYEHWS TIpy3a; OTBETCTBEHHOCTh TIPOJABIlAa 3aKaHUYMBAETCS, KOT/Ia
KopabJib ¢ TOBapOM Ha OOpPTYy MPUOBLT B YKa3aHHBIN MOPT (TOBAp HE pasTpyKeH U HE
MTOJTOTOBJICH K BBO3Y); BCE PACXOJbI IO JOCTABKE TPy3a, OTBETCTBEHHOCTH 33 TIOPUY
U TIOTEPIO TOBapa JO0 3TOr0 MOMEHTa HECeT MPOJABEll; MCIOIb3YETCS TOJIBKO MpHU
MMOCTaBKaX MOPEM HJIH TI0 peKaMm )

DEQ - Delivered ex Quay (Duty Paid) ( "mocraBmeHo ¢ mpuuana (IOUUIMHA
omiaueHa"); ¢ yKa3aHHWEM IIOpTa MPHUOBITHS Tpy3a; OTBETCTBEHHOCTH IIPOJIABIIA
3aKaHYMBACTCS MTOCIIE TOTO, KaK TOBAp IO MPUOBITHU B YKA3aHHBINA MMOPT pa3TpyKEH U
MOJATOTOBJICH K BBO3Y; BCE PAaCXOJbl MO JIOCTaBKe Tpy3a (HAJIOTH, MOULIMHBI U T.1.),
OTBETCTBEHHOCTh 3a TOPYY M IMOTEPI0 TOBapa 10 STOTO MOMEHTa HECET MpPOIaBell;
UCITOJIB3YeTCsl TOJABKO TIPW IIOCTaBKaX MOpPEM WM TI0 peKaM; OOBIYHO HE
UCIIOJIb3YETCsI, €CIIM TMPOJABEI] HE MOXKET OMOCPEIOBAHHO WIIM HEMOCPEICTBEHHO
MOJIYYUTh pa3pelicHre Ha BBO3; €CIM CTOPOHBI JOTOBAPUBAIOTCS, YTO IMONUIMHY Ha
BBO3 OIJIAYMBAET MOKyMaresnb, cioBa "duty paid" ("momuinHa oruradeHa) 3aMEHSIOT
Ha "duty unpaid" (" momumHa HE oOrutadeHa"); MOTYT OBITh TaKXke 100aBJICHBI
MOJIOKEHMSI, 0CBOOOXK Aarolre poaaBia ot psaa orserctBeHHocter ("VAT unpaid"

U T.IL.) );
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DDU - Delivered, Duty Unpaid ( "mocraBieHo, ONUIMHA HE OIladeHa" )IoCTaBKa
0e3 orIaThI

HONUTMHBI ( ¢ YKa3aHHEM MeCTa Ha3HAuCHHS; 03HAYAeT, YTO MPOJABEI] MPEIOCTABHUT
HE TMPOMICAINNA TAMOXCHHYIO OYHUCTKY W HEPasTPYKCHHBIH C TPHOBIBIICTO
TPAHCIOPTHOTO CPEJICTBA TOBAp B PACIOPSDKEHHE MOKYIATeNsl B HA3BaHHOM MECTE
Ha3HAUCHUS; MOTYT OBITh JIOOABJCHBI IOJIOKECHUS, OOS3BIBAIOIINE IPOIABIA
OILIATUTh OT/ACIbHBIC JOIOJHUTEIbHBIC ()OPMATHPHOCTH; JJTAHHBIN THIT paclpeac/ICHUs
OTBETCTBCHHOCTH MOYKET UCIIOJIB30BAThCS HE3aBUCHMO OT BHJIa TIOCTABKH )

DDP - Delivered, Duty Paid ( "mocrapiieHo, monuimHa oriadeHa"; yrmoTpeoaseTcs ¢
yKa3aHHEeM MeCTa NPHOBITHS, OTBETCTBEHHOCTh IPOJAaBIla 3aKaHYUBACTCS IIOCTC
TOTO0, KaK TOBap JOCTaBJICH B yKa3aHHOE MECTO B CTpaHe MOKYIIaTesl; BCE PUCKH, BCE
pacxo/Ibl 10 J0CTaBKe rpy3a (HAJIOTH, ONUIHHEI U T.J.), OTBETCTBEHHOCTD 3a IOPYY U
MOTEPI0 TOBapa, BKIOYas IMONUIMHBI W IPOYME BBIILJIATHI, BBITUIAYUBAEMBIC TIPH
HUMIIOPTE, IO 3TOTO MOMEHTa HECET MPOJIaBell, TaKXKe OH HECET OTBETCTBEHHOCTH 32
pacTaMOXKy; MOTYT OBITh JJOOABJICHBI ITOJIOXKCHHSI, OCBOOOXKIAIONINE MPOJIABIa OT
OILIATHl OTACIHHBIX JOMOJHUTEIBHBIX (POPMATBHOCTEH; JAaHHBIN TUI paclpeaciiCHuUs

OTBCTCTBCHHOCTHU MOXKECT HCIIOJb30BATHECA HC3aBUCHUMO OT B a4 HOCTaBKI/I)
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APPPENDIX 4
TRANSLATION PRACTICE: LETTERS IN ENGLISH

LETTER 1

1 April 20
General Manager
MarGelt International Group
90 Queensway
Hong Kong

Dear Sir

We thank you for your letter of 23" of March and are pleased to send you a copy
of our latest catalogue and a price list.

Should you wish to obtain more detailed information about our products, don’t
hesitate to contact us. We will not fail to provide full particulars as soon as possible.

Yours faithfully

J. Brown

J. Brown
Marketing Manager

Enc.: Catalogue — 1 copy
Price — list — 1 page

LETTER 2
P. Smith Inc.
78 West Road, Liverpool, England
p.smith@freenet.com
July, 7,20
Derek Anderson
Guardian Inc.

135 Green Avenue
Liverpool, England

Dear Mr. Anderson,

| am interested in becoming a dealer of windows Guardian produced by your
enterprise.
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| think that | dispose of all the requirements for successful distribution of these
articles. The scope of activity of my business organization is the retail sale of
windows and doors. Recently | have opened several retail outlets which are situated
in the centre of the city.

It is worth mentioning that our experienced and trained administrative personnel
is able to find the approach even to the most exacting customer. The strong keys of
our organization are the established trading network, the availability of strong
experience which is seen in the successful retail sail of manufactured articles, and the
stable and sustained development of our organization.

| hope for the mutually advantageous cooperation between our companies.
Thank you for your time and consideration. | look forward to discussing the
conditions of collaboration with you.

Sincerely,
Paul Smith
Paul Smith

LETTER 3

TRONIC Inc
PO Box 8732 Austin, TX 75110 USA
25 November 20
Lawnmowers Ltd
90-100 Clover Drive
Kent

Dear Sirs,

We are a newly-established firm specializing in the supply of gardening
equipment. As we are currently in the process of buying in stock in good time for the
coming spring season, we would be grateful if you would send us a catalogue of your
full lawnmower rang, both mechanical and electric.

Would you also indicate how much time should be allowed for delivery and
indicate details of your export prices and quantity discounts. Please also state whether
goods on a sale or return basis can be supplied and what your position on after-sales
service is.

If your products are to good standard and delivery is prompt, we feel sure that
there will be ample opportunity for your company to acquire a substantial share of the
market here.

Yours faithfully,
Brill Gartengerate
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LETTER 4

Dear Sirs,

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

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

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

Yours faithfully,

B. Black
Enc(s)
LETTERS
P. Smith Inc.
78 West Road, Liverpool, England
p.smith@freenet.com
July, 7,20
Derek Anderson
Guardian Inc.

135 Green Avenue
Liverpool, England

Dear Mr. Anderson,

| am interested in becoming a dealer of windows Guardian produced by your
enterprise.

| think that | dispose of all the requirements for successful distribution of these
articles. The scope of activity of my business organization is the retail sale of
windows and doors. Recently | have opened several retail outlets which are situated
in the centre of the city.

It is worth mentioning that our experienced and trained administrative personnel
Is able to find the approach even to the most exacting customer. The strong keys of
our organization are the established trading network, the availability of strong
experience which is seen in the successful retail sail of manufactured articles, and the
stable and sustained development of our organization.
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| hope for the mutually advantageous cooperation between our companies.
Thank you for your time and consideration. | look forward to discussing the
conditions of collaboration with you.

Sincerely,
Paul Smith
Paul Smith

LETTER 6

TRONIC Inc
PO Box 8732 Austin, TX 75110 USA
25 November 20
Lawnmowers Ltd
90-100 Clover Drive
Kent

Dear Sirs,

We are a newly-established firm specializing in the supply of gardening
equipment. As we are currently in the process of buying in stock in good time for the
coming spring season, we would be grateful if you would send us a catalogue of your
full lawnmower rang, both mechanical and electric.

Would you also indicate how much time should be allowed for delivery and
indicate details of your export prices and quantity discounts. Please also state whether
goods on a sale or return basis can be supplied and what your position on after-sales
service is.

If your products are to good standard and delivery is prompt, we feel sure that
there will be ample opportunity for your company to acquire a substantial share of the
market here.

Yours faithfully,
Brill Gartengerate

LETTER 7

Dear Sirs,

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

Please quote us for the supply of the items listed on the enclosed inquiry form,
giving your prices c.i.f. Southampton. Will you please also indicate delivery time,
your terms of payment, and details of discounts for regular purchases and large
orders.
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Our annual requirements for metal fittings are considerable, and we may be able
to place substantial orders with you if your prices are competitive and your deliveries
are prompt. We look forward to receiving your quotation.

Yours faithfully,
B. Black

Enc(s)

LETTER 8

SUNSHINE FLAVOURS LTD
44 Emerald Drive, Shannon Technology Park,
Cork CO6 9TS, Republic of Ireland

18 January 20
Mme Susanne Dufrais,
Les Gourmets du Poitou S.A.
33, rue Mirabeau,
44000 Poitiers, France

Dear Madam,
Your request for our catalogue and price list

As requested, we enclose for you attention our price list and catalogue. | should
like to take this opportunity of drawing your attention to the fact that all our products
are manufactured from completely natural ingredients and that we don’t utilize any
artificial additives.

There are 213 different items in the catalogue and our prices are reasonable and
our quality is good.

Should you require further information, please do not hesitate to contact us. If
the undersigned is unavailable, the Sales Manager’s personal assistant will be
delighted to assist you.

We look forward to receiving your esteemed order in due course.

Yours faithfully,
J. O Reilly

J.G. O’Reilly
Sales Manager
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LETTER 9
MATTHEWS & WILSON
421 Michigan Avenue
Chicago, 111. 60602
Mr. James Green
Marketing Director
Green Industries Inc.
148 Mortimer Street
London WIC 37D
England October 30,19

Dear Sirs!

In reply to your enquiry we regret to inform you that we cannot offer you
instruments of the model you are interested in, as they are no longer produced.

We can make you a firm offer for similar instruments of a new model. Their
price is a bit higher, but they are already in great demand.

We can deliver the goods within 3 months of the date of receipt of your order.

We are looking forward to your positive reply.

Yours faithfully,
P.Wilson

LETTER 10

Kenton Company
75 Staples Street, San-Antonio, Texas 3439
15 March, 20
Ridley Company
46 Old Street
San-Antonio, Texas 3439

Dear Mrs. Rochester,

We would like to offer you close collaboration on beneficial terms. We will help
you to organize effective trading activities in the city. Our competent personnel is
always ready to instruct your commercial and maintenance staff and to offer a
powerful backing, connected with selling equipment, supplied by our company.

Besides you will receive a more detailed offer by the company «Kentony», which
will include information about the granted discounts. We hope for the development of
mutually advantageous cooperation.

Yours, Kevin M. Davis
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LETTER 11

MARRIC BROTHERS
24 Besen Parkway, Monsey, NY 10252
June 15,20
The Jimmy Store
36 Deborah Lane
Spring Valley NY 10977

Dear Mr. Lindsell:

Welcome! We are pleased to present a new Marric Brothers Credit Card — your
entree to a world of special privileges reserved exclusively for you. You can be sure
that our sales associates will do everything possible to make shopping at Marric
Brothers a pleasant and satisfying experience.

Starting now, you will be invited to attend private sales and enjoy savings that
are not advertised to the general public. You will be notified by mail in advance of
selected sales in all your favorite Marric Brothers locations — from fashions to home
furnishings and much more. We look forward to seeing you at Marric Brothers where
the exciting world of shopping awaits you!

Sincerely,
Marc N. Eric

LETTER 12

22 March, 20
Dear Mr. Williams,

In the first turn we would like to thank you for selecting our services in the past.
Now we are excited to tell you about additional rendering of services in the sphere of
IT- technologies. All the works are carried out by qualified specialists who possess
strong skills in this field.

We offer the following services for our clients:

-Installation and customization of computers and software;
-Set-up and maintenance of local network;
‘Services of virtual hosting.

If you take an interest in these services please call us at 0233 22 23. We will be
glad to make an appointment with you. Thank you for your time and attention. We
look forward to cooperating with you in future.

Sincerely,
Sebastian Becker
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LETTER 13

Mr. James Green
Marketing Director

Green Industries Inc.

148 Mortimer Street
London WIC 37D
England

Dear Sirs!

MATTHEWS & WILSON
Ladies’ Clothing

421 Michigan Avenue
Chicago, 111. 60602

November 4,19

Thank you for your quotation of October 30. We have pleasure in placing an order
with you for 2.100 “Swinger’ dresses at Price: $38,745 in the colours and sizes

specified below:

Quantity
50

100

50

100

50

100

50

100

Thank you for an early reply.

Very truly yours,
P.Wilson

LETTER 14

Size

8, 16

10, 12, 14
8, 16
10,12, 14
16

10, 12, 14
16

10, 12, 14

Colour
White
White
Red
Red
Yellow
Yellow
Black
Black

EX- und Import Industriegiiter

Kernerplatz 4
70182 Stuttgart

Dear Mr. Stein,

May 21,20

We are thankful for your inquiry of May 10 regarding the importation of our
new, environmentally friendly, CFC-free packaging material.
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We will have no difficulty in manufacturing and supplying the shapes you
described in the drawings included with your inquiry, since we have a molding
technique which enables us to customize packaging to customer’s specifications. So
far, we have had an overwhelming response from all over the world to our new
product and the production department is being expanded to cope with the increasing
demand.

We enclose our catalogue and current export pricelist. All prices are exclusive of
tax. At present, delivery can be made within 3 — 4 weeks of receipt of order. We look
forward to executing your order and enclose our Order Form for customer
convenience.

Sincerely yours,
Bochumer
Thomas Bochumer

Enc.

LETTER 15

Malcolm-Ed Technology, Inc.
35 7 Avon Street Suffern, NY 10901 Tel. number: 052 262 23
August 16, 20
Mr. Dylan Macdonald
150 Armstrong Ave.
Georgetown, L7G 554

Dear Mr. Macdonald:

You have repeatedly ignored our written requests for payment of the above-
noted invoice and you have not contacted us with any explanation.

Consequently, unless we receive payment in full by the end of the business day,
August 30, 2005 we will have to take the unpleasant step of turning your account
over to a professional collection agency. We would rather not be forced do this since
it will result in damage to your personal credit rating.

To prevent us from taking the final step of turning this matter over to a
collection agency, could you please make payment in full by the end of the business
day, Friday August 30, 2005.

We urge you to please give this matter your full attention now, before it's too
late, and send your payment to us immediately.

Sincerely,

B. R. Egan

Accounts Receivable

cc: M.S. Brandon, Credit Manager
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LETTER 16

92 Lockwood Avenue

Leadingham
Bucks
GR29TN
Mr J. McVee 15 May 20
Building Society
2 York Road
N. Yorks
LE3 3RA

Dear Mr McVee

| am writing to inform you that, due to my recent redundancy, | am anticipating
having some difficulty in continuing to meet my mortgage payments be temporarily
reduced from July and the terms of my mortgage extended accordingly.

| am keen to continue paying as much as possible, and am currently in
consultation with my financial adviser to calculate how much money I can reasonably
afford each month.

Would it be possible to arrange an interview with you, so that we may come to
some sort of arrangement?

| do hope that you will give sympathetic consideration to my situation, and look
forward to hearing from you.

Yours sincerely,

J. Everett
Jack Everett

LETTER 17

Dear Sir/Madam

In August | opened a saving account with your bank and arranged for a monthly
standing order of £150 a month to be made from my current account, held at another
bank. However, the last time | asked for a mini-statement, | noticed that there had not
been a credit to my savings accounts for the previous two months, despite the fact
that the money had been debited from my current account. Enclosed are copies of
both the relevant statements.

| am appealing to you for an investigation into this matter, and look forward to
hearing from you.

Yours faithfully,
Patrick Horton
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LETTER 18

Patrick Norton
23 Lucas Rd
Surrey
The Claims Office 25July 20
UK Assured Ltd
6 West Gordon Rd
Lincoln

Dear Sir/Madam

| am writing to inform you that | have suffered a loss to the above-named
property, insured with you, and | would like to make a claim under the provisions of
the insurance policy named above.

The loss came about on 23 July 20, as a result of a burglary. I sustained losses
of jewellery believed to have a value of £2000, a television with a value of £350, and
damage to the home which will cost £500 to repair.

| would be grateful if you could contact me at the address shown above, so that a
formal claim according to your company’s procedures may be made.

Thank you for your attention to this matter.

Yours faithfully,
Patrick Norton

LETTER 19

MARRIC BROTHERS
24 Besen Parkway, Monsey, NY 10852 (914) 352-8198
March 15,20
The Jimmy Store
36 Deborah Lane Spring Valley
NY 10977

Dear Mr. Lindsell,

After three months, we still have not received your check in the amount of $500
or any explanation as to why your payment has not been sent. Since you have always
paid so promptly, we are wondering if perhaps there are extenuating circumstances or
if there is some error in your statement.

If either is the case, please contact us so that we can work together to retain your
good credit standing. Or, place your check for $500 in the enclosed envelope.

Sincerely,
Marc N. Eric
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LETTER 20

MARRIC BROTHERS
24 Besen Parkway, Monsey, NY 10952 (914) 352-8198
May 15,20
The Jimmy Store
36 Deborah Lane Spring Valley
NY 10977

Dear Mr. Lindsell,

For five months we have been writing to you in an attempt to clear up your
unpaid balance of $500. You have chosen to ignore all our efforts.

Can't we settle this matter between ourselves? If you send your check for $500
today, you can continue your good credit reputation. Unless payment in full is
received within ten days from the date of this letter, we will turn this matter over for
collection.

The choice is yours. If your check reaches us by May 25, your credit reputation
will remain intact, and we will be able to continue doing business with you on a
credit basis. Please mail us your check for $500 today.

Sincerely,
Marc N. Eric
LETTER 21
Knowles Domestic Appliances
KDA
1108 Wiltshire Boulevard
Los Angeles, California 90041
Mrs. C. Brien
119 North Laurel Avenue
Los Angeles, California 90048 April 3,200
Dear Madam!

You were right to let us know about the unsatisfactory service you experienced
when your washing machine had to be repaired. Your annoyance is perfectly
understandable; however we hope you will also try to see our point of view.

You phoned our Service Department on Friday, March 13. The clerk handling
your complaint arranged for a repairman to come to your home on the following
Tuesday, but on account of illness he was not able to come until Monday, March 23.
However, on arrival at your address he found no one at home, and was not able to
carry out the work until a new appointment had been made.
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Of course you should have been notified of the delay. We apologize for failing
to inform you in time. We have heard from our Service Engineer that your washing
machine is in good working order now, and he will personally see to it that you are
not kept waiting again if you need repairs in future.

Sincerely yours,
Hal Parks
Claims Department

LETTER 22
CROWN 2-2
24 Besen Parkway, Monsey, NY 10952
The Store
36 Deborah Lane
Spring Valley, NY 10977 May 15, 20
Dear Sirs,

Thank you for your letter of 17th September. We are pleased to hear that the
goods ordered arrived in good condition, but we must apologize for their delayed
arrival.

We have looked into the matter and have found that the delay is due to a minor
fault in one of our routines, which has now been rectified. We can assure you that
future orders from you will be dealt with promptly, and that consignments will reach
you by the dates stipulated.

Once again, please accept our apologies.

Yours faithfully,
M. Erickson

LETTER 23

588 Maple Wood Street
Fairfield, PA 37626
Mr. Joseph Bicman November 29,20
358 Noncook Road
John's Town, PA 57323

Dear Mr. Bicman:

| apologize for the mix-up of order N: 26429782. We have just implemented a
new packaging system that still has a few bugs that still needs to be worked out, but
we did fix your order and sent it out this morning. For your trouble, we have enclosed
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a $25 gift certificate which can be used at any of our stores. Once again | would like
to apologize for the mix-up in your order and any inconveniences this may have
caused you.

Sincerely yours,
Scott Mahoney

LETTER 24

Farmers Fruit Products
Taunton 18, Somerset, England

Robert Import Company

Av. Rio Branco 278

Grupo 506

Rio de Janeiro 22" November 20

Dear Sirs,

We have carefully considered the proposals you made in your letter of 16"
November.

It would give us pleasure to supply you with the marmalade you wish to order.
You have noticed that its quality is probably better than that of the marmalade usually
sold in your country. You will soon see that your customers notice the difference too,
and will want to place repeat orders.

We should like to prove this to you, and are therefore prepared to grant you a
special discount of 5% for the quantity of 15,000 jars of A2 orange marmalade. This,
with the 2% cash discount which we would allow, should enable you to offer the
goods for sale at competitive prices.

May we look forward to receiving your order? We assure you of our best
attention.

Yours faithfully,
R. Wilson
Robert R. Wilson

LETTER 25

ROBERT IMPORT COMPANY
Av. Rio Branco 278
Grupo 506, Rio de Janeiro
Farmers Fruit Products 16™ November 20
Taunton, Somerset, ENGLAND
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Dear Sirs,

Thank you for your letter of 10" November, enclosing your price-list. The 2-Ib
tins of marmalade would not be suitable for our customers, but we should like to buy
15,000 1-Ib jars. However, there is one disadvantage when compared with local
produce.

Housewives here are used to a jar containing 500 grammes; the English pound is
only 454 grammes. Therefore we would ask you to reduce the prices quoted for
quality A2 by ten per cent.

As far as settlement is concerned, we would suggest paying half the amount
against your invoice on receipt of the goods, and the second half within 30 days,
deducting two per cent discount.

The samples arrived yesterday, and we must admit that your marmalade is
delicious. Would you kindly let us know as soon as possible if you can supply us on
the terms mentioned.

Yours faithfully,

B. Crown
Ben Crown
LETTER 26
F. Lynch & Co. Ltd
Head office: Newell Street
Birmingham
B3 3EL
The Sales Department 21 September 20
R. G. Electronics AG
Havmart 601

D — 5000 Koln 1
Dear Sirs,

We have carefully studied the Draft and are sorry to have to tell you that we are
unable to accept some of the articles as they are worded in the present Draft.

Will you please note that we would like your obligations to include not only
obtaining orders for us and providing assistance in arranging our participation in
tenders invited in your country; we also would like you to keep us informed of your
county’s market conditions and run a wide publicity campaign of our equipment.

We also think it necessary for you to include an article providing that the present
Agency agreement does not cover design works, sales of equipment or rendering

109




technical assistance in your country under the Intergovernmental agreement now in
force between your country and ours

We trust the above suggestions and alterations will be found acceptable.

Yours faithfully,
F. Lynch
Frank B. Lynch
President

LETTER 27

ROBERT IMPORT COMPANY
Av. Rio Branco 278
Grupo 506, Rio de Janeiro
Farmers Fruit Products 30" November 20
Taunton, Somerset
ENGLAND

Dear Sirs,
Our Order forMarmalade

In reply to your letter of 22™ November, we thank you for allowing us a special
discount. This makes it possible for us to place an order and to expect quite good
sales.

We have pleasure in enclosing our Order No. 732, and would ask you to return
the duplicate to us, duly signed, as an acknowledgement.

Yours faithfully,
Ben Crown

Ben Crown
Purchasing Manager

LETTER 28

Farmers Fruit Products
Taunton 18, Somerset, England

Robert Import Company

Av. Rio Branco 278

Grupo 506

Rio de Janeiro 8 December 20
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Dear Sirs,

Thank you very much for your Order No. 732 dated 30" November, 20 . As
requested we enclose the copy, duly signed, as acknowledgement.

Our dispatch is processing your order today, and will let you know when the
consignment will reach you.

We confidently hope that you will have a good turnover, and that you will be
able to place repeat orders with us in the near future.

Yours faithfully,
F. Lynch
Frank B. Lynch
President

LETTER 29

GLASTON POTTERIES Ltd
Clayfield, Burnley BB 10 1RO

5June 20
D&S Char S/A.
Place 20 B — 4000
Canada

Dear Mr Tone,

The above order has now been completed and sent to Liverpool Docks, where it
Is awaiting loading on to the SS Manitoba, which sails for Dawson, Canada on 16
June arriving 30 June. When we have the necessary documents we will transfer them
to Canadian Union Trust Bank.

We have taken particular care to see that the goods have been packed as per
your instructions: the six crates have been marked with your name, and numbered 1 —
6.

We managed to get all items from stock with the exception of No. G16, which is
only available in red, but we included it in the consignment as it was of the design
you asked for.

If you need any further information, please contact us. Thank you very much for
your order. We look forward to hearing from you again soon.

Yours faithfully,
W. Smith
W. Smith
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LETTER 30

PurFoods Corporation
123 Park Avenue, Carrollton, TX 00000

Oscar Rockefellow
321 42" Avenue
Austin, TX 00001

Dear Mr Oscar,

The Marketing Department has passed it on to every officer and it seems that
your suggestion regarding the repacking of the marketed foods is the most strategic
way to boost sales.

You are right in suggesting that coming out with Foods-Ready-to-Eat in Tetra
Pack will reduce our expenses paid to carriers. The shipping of canned foods is very
expensive because of the heavy cans. With tetra pack, the shipping charge will
dramatically drop because of the lighter weight. And as we save from shipping
charges, we can give our customers special discounts to encourage them to buy our
products.

Your idea makes good sense; it will result to lower costs and improved sales.
With this, we take our hats off to you. The contribution you have presented will
improve the performance of the Sales and Marketing Department.

We are grateful for your idea and hope to hear more.

Yours truly,
Thurston Hown
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APPENDIX 5
TRANSLATION PRACTICE: LETTERS IN RUSSIAN

Ne 1
VBaxkaemsble rocrooja!

biaromapum Bac 3a Bam 3anpoc ot 14 aBrycra 2004 roga u Bbickliiaem Bam 2
Koy [ 'eHepanbHOrO KaTajiora MPOW3BOAMMBIX HaMH CTaHKoB. K komusam
MIPWIOKEHBI KPAaCOUYHBIC OPOIIIOPHI, PEKIAMUPYIOMINE BBICOKOE KAad4eCTBO CTAHKOB,
UX HAJICKHOCTh U JIETKOCTh B paboTe (YIpPaBICHUH).

MBI TOMYEPKHYIM KpacHBIM T€ MOJICTH, KOTOpPHIE B HACTOAIIEE BpeMsI
JTOCTYIHBI JIJII TPOJAXH M CHHHM T€ MOJENH, 3aKa3 Ha KOTOpPhIE MOXHO Oyjaer
Pa3MECTHTh B KOHIIE TOA.

Eciu Bbl coobmmre Ham, kakue Mojaenu Bac wuHTepecyloT, Mbl C
yJIOBOJILCTBUEM 3aliMeMcsi BammM 3aka3oM Ha TeX yCIOBUAX, KOTOPbIE MOKaXYTCs
Bam nanbosnee O0maronpusiTHbIMU (BBITOJIHBIMU).

Cnoco6 omiatel — Ha Bamie ycmoTpeHue, HO TOJIBKO 4epe3 MOCKOBCKOE
otneneHue Buemroproanka. CymiecTByeT BO3MOXKHOCTD MPUCHUTKH BaM moapobHoro
OMKCAHUS CTAHKOB U UX YEPTEKEH.

C HeTeprnieHHEM KIEM OTBETA.
C yBaxeHHeM,

CoBmecTHOE ITpeAnpusTHE
«BekTop»

VYBaxxaemble rocrioaa!

Mps1 Gnaromapusl Bam 3a mucemo, gatupoBanHoe 24.12.04, B kotopoMm Bbl
7enaere HaM npepioxkenue Ha noctasky 1000 6appeneit HedTu (Ha 10% Oosnbiie win
MeHbIie o Bamemy BbeiOopy) mo 30$ 3a Gappens CIF, JloHmoH, ¢ OTrpy3Koil B
Mapre.

Omnnata pomkHA OBITh MPOU3BENICHA HAJUYHBIMU TPOTUB OTIPY30UYHBIX
TOKYMEHTOB B JIoHmOHE. Bbl JOJKHBI MPENCTAaBUTHL B TEYEHUE 5 HEH C JaThl
noanucanusi CoryaiieHusl TapaHTUIHOE MUCHhMO MEPBOKIACCHOTO O0aHKa Ha TOJIHYIO
CTOMMOCTbH KOHTPAKTa B KQU€CTBE CBOCH rapaHTUH.

OT6op mpo® W aHanu3 OyAyT TPOBEJEHBI Halleil JlabopaTopuei B MOPTY
MOTPY3KU B MIPUCYTCTBUM Bamux npencraBuTesie, 4bsi KOMaHIAPOBKA U TOCTEBOE
npebpiBanne B Poccun OymyT 3a Harn cyeT. Pe3ynpTaThl aHanm3a MOKHBI CUUTATHCSA
OKOHYATEITLHBIMU U 0053aTeIbHBIMU JJISI 00EMX CTOPOH.

OCHOBHBIE YCJIOBHS ONPEEIICHBI B IpHIaraeMoii opMe KOHTPAKTA.

[Tpunoxenue:

KontpaktHas popma.
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KonocameHT.
Cuet-daxrypa.

C yBaxkeHUEM,
CoBmecTtHOE nipeanpustue «Bexkrop»

Ne 3
YBaxxaemsble rocriogal

Mps1 nonyuyunu Bammn 3anpoc ot 27 MapTa U ¢ COKaJeHHEM JO0KHBI COOOIINUTH
BaMm, 4TO HE B COCTOSIHUM B HACTOSIIEE BpeMs HazHaunTh Bam Hamy neny 3a 5000
TOHH cBUHLA Ha ycioBuax @Ob, BiaguBocTok.

OpHako MBI TOTOBBI HA3HAYWTHh II€HY Ha CBHUHeln Ha YycioBusx CUOD,
Mamnuecrep.

Y6enurenbHO IPOCUM COOOLTUTB, TpUEMIIEMO Jiu AJist Bac 310 ycnosue.

Uro xacaercs Bamero 3anpoca Ha dJI€KTPUYECKUE JIAMIIOUKH 110 KOHTPAKTy Ne
41, 10 coobmaem Bam, uto cormacHo Bamieil mpocb0e MBI MOKEM HEMEMJIEHHO
noctaBuTh 15000 namn 1o TOM ke LIEHE M Ha TE€X K€ YCIOBUSAX, Ha KOTOpBHIX Bam
MOCTAaBUJIM TOCJIEIHIO0 MAPTHUIO B JeKadpe.

[InaTexx MOJKEH OBITh OCYIIECTBJICH HAJIMYHBIMU B TedeHue 15 mHel mocrie
MOJIy4eHHUs] KOHOCaMeHTa U cueta-(hakTypsl B banke BHentHeit Toprosiu B Mockse.

[locTaBka noikHA OBITH MPOM3BEACHA B TE€UEHHE | Mecsla Mo MOIyYeHUH
Bamero 3aka3sa.

C yBaxkeHHeM,
Poccuiickas Toprosas Accouuanus

Ne 4
VYBaxaemble rocroja!

Panpr cooOmute Bam, uyto monyumnu Bamm karamoru. Hammm wHKeHepb
TIIATENHHO UX M3YYWIIM U 3aMHTEPECOBATUCH cTaHkamu 2 moneneit — BH-10 u BH-6,
KOTOpBIE B HACTOMAIIIEE BpeMs €CTh y Bac B Hanmnuuu.

Mp1 pacniosiaraem undopmaiueit, 4To Bbl HeJJaBHO CTaJIM BBINTYCKATh UX U YK
MEPETrPyKEHBI 3aKa3aMHU.

[IpuauMas BO BHHUMaHHME HAIlU APYKECKUE OTHOIICHUS U JOJTOBPEMEHHOE
COTPYAHUYECTBO, HAZEEMCS MOJTYYUTh UX B YUCJIE TEPBBIX.

Ceiiuac B HammX Iexax padOTarOT CTAaHKH TOJOOHBIX MOJENeH, HO HX
TEXHUYECKUE XaPAKTEPUCTUKHA HE MOTYT CPABHUTHCS C STUMM.

B cBsi3u ¢ BBIIEHU3JI0KEHHBIM, ITPOCUM YyKa3aTh Bpewms, Korga Bel cmoxere
NPUHATH  HAMIMX  MPEACTAaBUTENEH, KOTOpbIe  yIMOJHOMOYEHBI  OOCYIHUTH
KOMMEPYECKYIO CTOPOHY CIEIIKH U YTOUYHUTH CIIOCO0 TIaTexa.
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Yro kacaercs Bameit mpochObl OTHOCHTENBHO JeTanei miis Tese(OoHHOTro
o0opynoBaHus, OHM OyayT ToOcCTaBieHbl Bam ¢ 2-X JHEBHOH 3alepKKoil u3-3a
3a0acTOBKHU B TIOPTY.

C HeTeprnieHUEM KIEM OTBETA.
C yBaxkeHUEM,

CoBmecTHOE TTpeAnpUsTUE
«BekTop»

Ne 5
YBaxxaemsblie rocriogal

bmaromapum Bac 3a Bam orBer Ha Ham 3ampoc oT 24 anpens 2004,
KacaroIllMiCs TOCTaBKU KOMITbIOTEpOB Mozenu M-12,

Mel O4eHb 3aMHTEpPECOBAHBI B 3TOWM MOJEIM U pajpl BHEIPUTH €€ HAa CBOU
pbIHOK. [lymaeM, 3T0 OyJeT HETpyAHO, TaK KaKk UMEHHO 3Ta MOJEJb celyac OY€Hb
NOIYJISIPHA U MOJIb3YeTCs OOJIBIIMM CIIPOCOM KaK y Hac B CTPAHE, TaK U 3a pyOe:KoM.

Oo6mas niena 1100$ 3a koMmmbroTEp, BKITFOYAS YITAKOBKY.

BBl Taxke npencTaBWIM Ha HAlle PAacCMOTPEHHE BO3MOYKHOCTBH IOJyYEHHSI
3am4acTed K 3TUM KOMIIBIOTEPAM C XOpPOUIEN CKUAKOHM, HE YTOUHHMB €€ pasmep. Mel
CUMTAEM XOpOWIEH CKHIKY B pasmepe 15-18% c mosHOM LeHBI KOHTPAaKTa, a KaKkyro
CKHMJIKY UMeeTe B BUy Bb1?

Ecnu namm mudpsl Bam nmoaxoasT, TO Takas BO3MOXKHOCTh KAaKETCS Ham
3aMaH4YMBOM IPH YCIIOBUH, YTO 3aM€Ha OpaKkOBaHHBIX JAeTalield OyAeT MPOBOJIUTHCA
Ha MECTE M HAIlUMHU WHXXEHEpaMmu, JJIs 4ero mnorpedyercs ux oOyuyeHue B Baieit
cTpaHe. Ha 3Tom nmyHKTE Halero 3ampoca Mbl OCOOCHHO HaCTalBaeM.

Kcrarn, u3 Bamero nuceMa Mbl COBEPIIEHHO HE MOHSUIA, BXOOUT JIU
CTOMMOCTh OOYUY€HHsI HAIIUX MH)KEHEPOB B LIEHY 3aI4acTei, Kak 3TO OroBapHBaoCh
B MPOLIJION CJHIEIIKE.

Ecou Bxomut u cefiuac y Bac B Hanmmumm ecTh HEOOXOAMMOE KOJIMYECTBO,
ckaxeM, 3000 mIT., MpI HAMEPEHBI HEMEIJICHHO cenaTh BaMm TBepi0€e npeiyioxKeHue.

Uro kacaeTcs OIIaThl U YCJIOBUH NOCTABKH, OHU OCTAHYTCS NMPEXKHUMH — C
HeOoMbIIMMU HW3MeHeHussMu B Bamry ctopony — 50% akkpegutuBoMm, 25%
HaJIU4HbIMU, 25% TBep0il BantoToil Bo BHemroproanke r. MOCKBHI.

C HeTeprnieHUEM KIEM OTBETA.

Hckpenne Bam,
«Pocummnopr»
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Ne 6
VBaxaeMmsble rocnoaa!

Ccebagce Ha Bam 3ampoc ot 16 mapra mpemnaraem Bam 10 000 ToHH
NIIEHULBI HA CIAEAYIOIIUX YCIOBUSIX:

1. KauectBo TOBapa OyJneT TOYHO COOTBETCTBOBATh  CHEU(UKAIINH,
MPUJIOKEHHOM K Bamemy 3ampocy.

2. llena 3a Tonny nmeHuIb POb ApxaHTenbCK.

3. 6000 ToHH MOTYT OBITH OTTpYKeHbI HamH B aBrycte u 4000 ToHH B ceHTsOpe.
Bbl nomkHbel Oynere cooOUIMTh HaM Ha3BaHHE MApOXOAOB, 3a(paxTOBAHHBIX
Bamu, u 1aThl ©X TPUOBITHS B TIOPT MOTPY3KH.

4. Tlnate:xx AODKEH OBITh MPOM3BEIACH  MPOTUB JOKYMEHTOB KOHOCAMEHTA,
ceptuukara O TPOUCXOXKIECHUHM M T.J. OE30T3bIBHBIM aKKPEIUTHUBOM,
KOTOPBIM JTOJDKEH OBITh OTKPHIT Bamu mo tenerpady B I'ocbanke Poccum B
MockBe B TeueHue 5 AHEH ¢ JaThl HALlIEW TeJerpaMMbl O TOTOBHOCTH TOBapa K
OTIPY3KE.

5. Bce ocranbHble ycia0BHsI COMNIACHO HAIIUM (HOPMYJIHPOBKAM, KOIHUS KOTOPBIX
[P CEM INIPUIIaraeTcs.

Ocraemcs B oxxuianuy Bamero orsera.

C yBaxkeHHeM,
Poccuiickaa Toprosas Accoumanus

Ne 7
VYBaxxaemble Tocnoaa!

B otBer Ha Bamry tenerpammy ot 18 mexalOps c.r. Mbl ipocuM Bac u3BUHUTH
HAac 3a HEKOTOPYIO 3aJIepKKy C OTBETOM Ha TUChMO OT 20 HOsIOps c.r. ¢
MPUJIOKEHUEM COCTABJICHHOIO BaMu poeKTa areHTCKOro COrjialieHus.

MpsI THIaTeNnbHO M3Y4YWIHM Balll MPOeKT U, K COXKaJIEHUIO, TOJKHBI COOOIIUTH,
YTO MBI HE MOXKEM NPUHITH (HOPMYIUPOBKY HEKOTOPBHIX IMYHKTOB, YKa3aHHBIX B
Bamem npoekTe areHTCKOro CorjianeHus.

Mps1 npocuM Bac mpuHATH K CBEIICHHUIO, YTO Mbl XOTHUM, YTOOBI OOSI3aHHOCTH
AreHTOB BKJIIOYAIM HE TOJBKO M3BICKAHUS JIJI1 HAC 3aKa30B M OKAa3aHUS COJICHCTBUS
MpU y4acTUHU Halero oObeAWHEHUs] B TOprax, oObsBJICHHBIX B Bamell crpane, HO
yTOOBI areHT MOCTOSIHHO, & HE BpeMs OT BpeMEHH, MHPOPMUPOBAT HAC O COCTOSIHUU
pBIHKA B CTPAHE, a TAK)KE€ OPraHU30BaJl IIUPOKYI0 KOMMIAHUIO MO PEKIAMUPOBAHUIO
Halero o0opy10BaHuUs.

Yro kacaercs BbIIIIaThl Baero BO3HarpaXxaeHus, TO Mbl XOTUM IOIYEPKHYTh,
YTO Mbl €0 BBIIUIAYMBAEM TOJBKO IOCJE MOJYYEHHUs IUIATeKEeW OT 3aka3zuuka U
TOJIBKO B TBEPAOU BAIIFOTE.

Mbl Takke cuMTaeM HEOOXOAMMBIM BKIIOYHTh B areHTCKOE COTJIAIIEHUE
MyHKT, B COOTBETCTBUM C KOTOpPBHIM, HACTOSIIEE CcOIVIallieHne He Oyaer
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pacipoCTpaHATHCS HAa MPOEKTHbIE PabOThl, MPOJIAXy U MEPENpoaaKy 000pyAOBaHUSA
M OKa3zaHUs TEXHUYECKOIO COAEWUCTBHA, OCYyLIECTBiIsieMble B Bareil crpaHe mnon
MEKIPABUTEIbCTBEHHBIE COTJIALICHMS.

Haneemcs, 4TO 3TH NIpeNIOKEHUS HE BCTPETAT BO3paxKeHUs ¢ Bamieit cTOpOHBI.

C yBaxkeHUEM,
Poccuiickas Toprosas Accouuanus

Ne 8
YBaxxaemsblie rocriogal

Ccblnasch Ha MEPErOBOPHI, MPOXOJUBIINE B KOHIE HIOJNS C.T. MEXAy Bammm
npeactaBuresieM r-oMm Clay u KoMMepUYecKUM TUpeKTopoM ¢GupMbI r-oM Brown wu
(MHaHCOBBIM JAUPEKTOpOM T-H Lesly ¢ ya0BOJIBCTBHEM MOATBEPKIAEM, YTO TOTOBBI
ObITh Bammmmu arentamu mo npoaaxke Bamiero o6opyaoBaHus y Hac B CTpaHe.

[Ipexxne dyem BbI BbiuieTe HaMm [IpOEKT areHTCKOro COriamieHus, Mbl Obl
XOTEJIH €lIe pa3 U3JI0KUTh OCHOBHBIE MOMEHTBI BCErO NOCTUTHYTOro B CornaiieHuu,
a UMEHHO:

1. Mb1r Oepem Ha cebOs oOs3arenbcTBa ObITh BammMu areHTaMu C
AKCKJIFO3MBHBIM TIPaBOM IMpoJaBaTh Balle 00OpPYyJOBaHUE B TEUYCHHUE 5 JIET C JaThl
noanucanus Hamero CorJameHus.

2. Hamie Bo3Harpaxienue coctaBuT 8% OT MpoAaxku 00OpyIOBaHMS Ha
JIOTOBOPHOM TEPPUTOPHH.

3. Bbl 10KHBI HE3aMEUIMTEIBHO MO Halleld MpochOe 00eClneuuTh CBOE
000pyI0BaHUE 3aM4acTsIMU, €CIIM ATO HY>KHO 3aKa34yuKy.

4, Bol BeIChITaeTe 1 mapTtHio Bamiero oOOpyAOBaHUS Ha KOHCHUTHAIIUIO
CpokoM Ha 12 Mec. W TpenoCcTaBUTe pPEKJIAMHBI MaTepuall B HEOOXOJIUMOM
KOJIMYECTBE, HUMEIOTCS B BHJAY OpOIIIOPBI, KPacOUYHbIE KAaTajoTH, pa3IuYHbIC
obOpasiel, paboune moaenun U GuiabMbl. Bce 3T0 HeoOXoaumo sl TPaMOTHOM
OpraHu3alvy peKIaMHON KoMIaHuu. Co CBOEW CTOPOHBI MbI 32 CBOM CUET apeHIyeM
JIEMOHCTPAIIMOHHBIC 3aJIbI B IEHTPE CTOJIMIIBI U TIOMECTUM pPEKJIAMHBIE MaTepUasbl B
MONYJISIPHBIX Ta3eTaX W KypHaIax.

5. Mpr o00s3yeMcsi TIPEAOCTaBIATh KBAapTalIbHBICE OTYETHI O TMPOJAkKax
000pynoBaHUsI.
6. Omrata 3a mpojgaHHOE O0OpyIOBaHHE OJKHA MPOW3BOJUTHCS BaMU

€KEeKBapTaJIbHO MO 0E30T3bIBHOMY aKKPEIUTUBY NMPOTUB HalMX oTueToB. Hanmeemcs,
yro Cornamenue OyAeT BBITOAHBIM W OTKPOET MyTH K JajdbHEHIemy
COTPYAHUYECTBY.

C yBaxxeHueEM,
Poccuiickas Toprosas Accoiuanius
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Ne O
VBaxaeMmbie rocrnoza!

bnaromapum Bac 3a Bame nucemo ot 25.10.04 ¢ KOoTMpOBKaMHM W TOYHOMU
UH(pOpMaIUEl 0 1aTe IOCTABKHU.

[TocTaBka n0KHA OBITH ClIEJIaHa B MIOJHOM COOTBETCTBUU CO clienu(UKaIiei,
IpUJI0’KEHHOU K BaiieMy nepBomy nuceMy OT 5 CEHTSOpSI.

Mpbl BHMMATENIbHO CpaBHWIM Bamie mnpemiokeHue ¢ KOTUPOBKaMHU JIPYTUX
MPEACTABUTENC M MPUIUIM K BBIBOAY, YTO ILIEHBI, Ha3HauYe€HHble Bamu, ropasno
BBIIIE [IEH BAIlIMX KOHKYPEHTOB.

Ms1 nonaraem, yto Bam cnenyer ymeHbinTh eHy Ha 10%. Takum oOpazom,
TBEpJasi [eHa, KOTopasi OJDKHA ObITh yrutadeHa, coctaBur 140008, Brirouas neHy
3am4acTed U yakoBKY.

Uro kacaercst naTel IOCTaBKM, MBI O4Y€Hb IpocuM Bac cokpaTute ee 1o
KpaiiHeil Mepe Ha 3 Mecsla, YTOObl YIOBIETBOPUTH TPEOOBaHMSI HAIIMX KJIUEHTOB, B
KOTOPBIX MBI OYE€Hb 3aMHTEPECOBAHBI.

OTHOCHUTEINIBHO YCIIOBUI IJIATEXA, IIPENOKEHHBIX Bamu:

VYuurteiBass 0ojee OJaronpusTHBIE YCIOBUS IUIaTeXa, KOTOPBIE IMPEAararoT
IPYTU€ 3aBOABI-IIPOU3BOAMUTENN, MBI IpeanouuTaeM ormiatuTe 50% croumocTH
BAJIIOTOM B T€UeHHE 45 HEW mocie OTIPABKU MaKeTa BCEX JTOKYMEHTOB B MOCKBY, a
octasibHble 50% — 1o (paxTy B Teuenue 20 MecsIeB CO JHSA OTHPABKA KOHOCAMEHTA.

Ecnn Bel moiinere HaM HAaBCTpPEdy M COTJIACUTECHh HA IPEIVIOKEHHYIO HAMH
CKMJIKY, MIOKAIIYHCTa, JAUTE 3HATh HE3aMEJIUTEIBHO.

C HeTeprneHueM KIeM OTBETA.

C yBaxkeHHeM,
Poccuiickoe Toprosoe IIpencraBurenscTBo

No 10
VYBaxxaemble rocroaa!

Mpsi nonyunnu Bame nucemo ot 15.09.04 roga, B kotopom Bbl cooOmaere
HaM, 4YTO HE COTJIACHBI C HAIUMMH LIEHaMW W 4YTO, MO Bamemy MHeHHI0, OHH
HEOOOCHOBAaHHO 3aBBbIIIEHBI W NpocuTe caenatb Bam ckuaky B pasmepe 10% ot
ITOJTHOM LIEHBI KOHTpakTa. B 3ToM citydae Bbl TOTOBBI pa3MECUTh y HAC CBOM 3aKas.

Ha gusx mbl paccmotpenu Bamy npockOy, HO, K COXKaJ€HHUIO, HE MOXEM
caenatbh Bam oTy yCTynky.

Jleno B TOM, 4TO Mbl HENABHO BHECIM HM3MEHEHUS B KOHCTPYKLMIO HAIIUX
cTaHkoB. MIMu cTano Jierko ynpasisiTh, OHM CTajid OoJiee HaJAeKHBIMU B paboTe, K
TOMY K€ OHU TIPUOOPENTN COBPEMEHHBIN BHEIITHUMN BUI.

CTaHKU CTaJM MOJIb30BATHCA TAKUM OOJIBIIMM CIPOCOM, YTO Ceiuac y Hac HET
HEOOXOJUMOCTH OXOTUTHCA 3a MMOCTABKaAMHU.
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Ecnu ToBap nosb3yercs CpocoM IO 3TOM LEHE, 3HAYUT OH KOHKYPEHTEH U 110
IIEHE U 10 KauecCTBY.

W3 BBINIEU3T0KEHHOTO MOHSATHO, YTO Mbl HE MOKEM COTJIACUTBCSl C TEM, YTO
HAIIIM 1IEHbI 3aBBIIIEHBI U HEOOOCHOBAHHBI.

Opnnako, ecnu Bel oxkenaere yBeJIMUUTh pa3Mep 3aka3a no KOHTpakTy Ne 216
Ha 1000 mTyK ¥ MOXETe M3MEHUTh YCIOBHUSI TMOCTABKH, CKa)XXEM COIVIACUTECHh Ha
MIOCTAaBKY CTaHKOB 4acTamu — 10 maptusimu 1o 500 cTaHKOB Kaxkaasi B TeueHue 24
MECALIEB NOCJIE€ MOANUCAHUS KOHTPAKTA, Mbl MOIUIM Obl IPEIOCTaBUTh BaM CKuAKy,
NpUHUMAas BO BHUMaHue OoJbIION 00beM 3akaza. Pasmep CKHIKH MOXET OBITh
YTOYHEH IPH JINYHOM BCTpEUe.

K HameMy nuceMy MBI €lle pa3 MPUIAraéM CBOU KAaTAJIOIH C YEPTEKAMHU
CTaHKOB.

Ecim Bel  3auHTEpECcOBaIuCh HAIIMMU  NPEIIIOKEHUSMU, HaWJInTe
BO3MOXHOCTbH U JIAlTE 3HATh KaK MOXKHO CKOpee.

C HeTepneHueEM XKJ1eM OTBETA.

Hckpenne Bam,
Pocumnopr

Ne 11
VYBakaemrble rocriona!

Hacrosumm noareep:xaaem noiaydenue Bamiero nuceMa ot 5 ceHTA0ps C.T., U3
KOTOPOTO MBI y3HAIHM, 4TO BBl mpemwsBisere Ham mnpereH3uto Ha cymmy 2000
JOJUTAPOB 32 3aJICPKKY B MIEpeIavue TEXHUUECKON TOKYMEHTAIUU 110 KOHTpaKTy No 6.

MBI TIIaTeTFHO PACCMOTPENH MPETEH3HUIO U JOJIKHBI COOOIIUTD, YTO 3a7epKKa
B ME€pefaye TEXHUYECKOW JOKYMEHTAlUU TPOU30IIIIA HE 110 Halel BUHE. MbI XoTenu
Obl HarlOMHUTH Bam, 4TO MyHKT 6 BBINIEYKAa3aHHOTO KOHTPAKTa MpeaycMaTpUBaeT
nepegayy TEeXHHYECKON JOKYMEHTallMM B TEUYEHUE 3-X MECSUEB I0CJIE OTKPBITUS
Bamu B Hamry monb3y 0€30T3bIBHOTO akkpeauThBa B banke Buemrneit Toprosnu Ha
cymmy 100 ThIC. 70OJITIAPOB.

Bbl 00s13a11Ch OTKPBITH aKKPEIUTUB JI0 5 WIOHS C.T., (AKTUYECKH K€ OH ObLI
Bamu oTkphIT 25 utons, T.€. ¢ ono3aanuemM Oojee yem Ha 1 mec.

Takum oOpa3zom, Bl HapymmiM KOHTPakT B OTHOIICHWM YCJIOBH IMJlaTexa,
YTO W BBI3BAJIO 33I€P/KKY B IIepeade TEXHUUECKON TOKYMEHTAIUU U CIEA0BATEIBHO,
Bbl He MokeTe Bo3siaraTh Ha HaC OTBETCTBEHHOCTh M TPEOOBATH YILIAThl HEYCTOMKHU.

C yBaxkeHHeM,
Poccuiickas Toprosas Accoruuanius
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No 12
VBaxaeMmbie rocrnoza!

B cooTBeTcTBUM C BbIIIEYKa3aHHBIM KOHTPAKTOM, BBl JOKHBI ObUIM B MapTe
C.I. MOCTaBUTh HaM 2 MAPTUI0 KOMIUIEKTHOTO OOOpYZOBaHMs i1 HOBOIO Ii€Xa
METaJUIypru4ecKoro 3aBo/a.

3a 2 mecsna 10 UCTEYEHUS CPOKa IOCTAaBKU Bbl yBETOMUIM HAC O TOM, YTO HE
MoOkeTe 3a)paxToBaTh CYAHO COOTBETCTBYIOIIETO MOHTa)Ka M MOMPOCUIH MPOITUTH
Bam cpox mocTaBkM Ha MOATOJA.

YuuteiBasg Bamm TpyIHOCTH M Hamld XOPOWIME JUIMTENBHBIE JEIOBBIE
OTHOILIEHMS, MBI NOLIIM Bam HaBCTpeuy M COTIAaCUIMCh IPOJIATH CPOK IOCTABKH
ele Ha 6 MecsLEeB.

OpHako MOCTaBKa IO KAakKOW-TO IPUYMHE BHOBB 33JEPKUBAECTCS WU MBI
pPOAOHKaeM HECTH YOBITKM B CBA3M C TEM, YTO OOOpPYJIOBAaHUE HE MOXKET OBITh
CMOHTHPOBAHO U IIyLICHO B HKCIUIyaTallMIo, TO €CTh IIPOCTAauBaET 110 Baiei BUHE.

K Hamemy OonbpIIOMYy COKaJ€HUIO MbI BBIHYKJEHBI Mpeaynpenauts Bac, urto
eciii 000opyaoBaHuE He Oy/eT NMOJy4yeHO HaMu B Oimkailliee Bpemsi, HaM MPUAETCS
IIpeabsABUTL Bam pexknaManuio 3a 3aJepKKy B IOCTaBKE M, CIIEIOBATENIBHO, 3a
HapylIeHUE yCIOBUH, IPELYCMOTPEHHBIX KOHTPAKTOM.

Bce pacxozpl, cBA3aHHBIE C 9TUM, IOUAYT 3a Bamr cuer.

[Ipocum Bac npuHATE CpOYHBIE MEPBl K YCTPAHEHHMIO 3TOW 3aIEPKKH M
HAJIEEMCsl, UTO B TAJIbHEUIIIEM 3TO HE IIOBTOPUTCH.

C yBaxkeHHEM,
[Ipomkacniopt

No 13
VYBaxxaemble rocrioaa!

[TonrBepxnaeM noaydenne Bamero nucema ot 10 siHBaps c.r., U3 KOTOPOTo
MBI, @ HallleMy YAUBICHHIO, y3HalU, 4yTO BBl NpenbsABIIAeTe HaM IPETEH3UIO Ha
cymmy 10008, 3a 3amepkKy B moctaBke ToBapa mo kKoHTpakty Ne 101 ot 1 ampens
2004 1.

MpbI TIaTenabHO paccMOTpenu Bairy mpeTeH3Hio M JO0JKHBI cooOmUTh Bawm,
YTO 3aJiepKKa B IOCTABKE MPOMU30ILIAa HE MO Hamed BuHe. Mbl XOoTelnu Obl
HallOMHUTb BaM, YTO MYHKT 6 BBIIICYIIOMSHYTOIO KOHTPAaKTa IMpPEIyCMaTpUBAECT
OTTPY3Ky TOBapa B TedeHuWe 6 JHEH mnocie OTKphITUS Bamu B Hauly MoJIb3y
0e30T3bIBHOTO akkpeauTuBa B ['ocOanke Poccun B MockBe Ha MOJIHYIO CTOMMOCTb
ToBapa. Takoh akkpeauTuB Bl 00s3a)IMCh OTKPBITH A0 5 UIONS C.T., (PAKTUYECKU Ke
aKKpeIuTuB ObLT OTKPHIT Bamm 1 aBrycra, T.e. ¢ omo3maHueM Ha 25 THEW W JIHIIb
TOJBKO IIOCJ€ HEOAHOKPAaTHO IIOCIAHHBIX BaM TeJIErpaMM, B KOTOPBIX MBI
YKa3bIBaJIM, YTO BBIHYXIE€HbI Oy1eM pacTopruyTs [Jorosop.
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Takum 00pazom, KOHTpakT OblT (pakTHUeCKH HapyuieH Bamu B OTHOIIEHUU
YCIIOBUM TJIaTeXa, YTO BBI3BAJIO 3aJEPKKY B MOCTaBKE U, CJEeA0BaTeNbHO, Bbl He B
npase TpeOOBaTh OT HAC YIUIAThl KAKOW-INOO HEYCTONKH.

BBuy BBINIEN3II0KEHHOTO MBI PEIIMTEIHLHO OTKJIOHAEM Baiiry mpeTeH3uio Kak
HE0OOCHOBaHHYIO.

Ecnu, omnako, Bbl HamepeHbl nepenarb Je10 B ApOUTpaK, Mbl TOTOBBI
HA3HAYUTH HAIIEro apourpa.

C yBaxxeHueM,
Poccuiickast ToproBasi Accouuarus

Ne 14
VBaxkaeMble rocroza!

B no6Gasnenue k Hamemy mucbMy OT 15 nexabps cooOmaem Bam, yto Mbl
BBIHY’KJICHBI HACTAaWBaTh HA HAIIEW NPETEH3UU 110 ITOBOAY HU3KOI'O KauecTBa TOBapa,
OTTPY’KEHHOT'O HaMU Ha Teruioxo «Bonra» no kouTpakry ot 10 anpens.

Bam npexncraBurens r-H  [{OpOK NOpuU3HAI, YTO KadyecTBO ToBapa He
COOTBETCTBYET IIOJIHOCTBIO KAauyeCTBY, OIMOBOPEHHOMY B KOHTpPAaKTe, M YTO HAaIla
MpeTeH3us sABIgeTcsl 000cHOBaHHOU. Tem He MeHee, I-H [[IOpOoK cuMTaeT cymmy B
2000 $, koTOpyIO MBI BEIHYXKJCHBI TPeOOBAaTh B BHJIC KOMIICHCAIIUU 33 TIOHECEHHBIC
YOBITKH, CIMIIKOM BBICOKOW M YTBEP)KIAET, YTO KAYECTBO CIIAHHOI'O TOBapa JHUIIb
HE3HAUYUTEIBbHO HIKE KauecTBa 0Opa3loB, HA OCHOBAaHMM KOTOPBIX ObLI 3aKIIIOUYEH
KOHTPAKT ¢ Bameit pupmoii.

Ms1 nomxubel Bac mHopmMupoBarh, 4TO MUMEIOLIMNACA Yy HAaC AKT NPUEMKH,
MOJMMCAaHHBINA MPEACTaBUTEISIMU 00€UX CTOPOH, a TAK)KE CBUJIETEIBCTBO 00 aHalln3e
00pa31oB, B3ATHIX B MOPTY Ha3HAYCHUs, HEONPOBEPKUMO JOKA3bIBAET, YTO CTAThU
JloroBopa, oTHOCAIIMECS K KAYECTBY TOBapa, He ObUIH COOJIOICHBI.

OpHako, NMpUHMMAasi BO BHUMAaHUE HAIM JABHHE JIEJIOBBIE OTHOILECHHUS, MBI
TOTOBBI CHU3UTh CyMMY Hamei nperensun 10 1800 §.

[Ipocum B TeueHue OIMKAWIIETO BPEMEHH COOOIIUTH HaM, COTJIACHBI JIU BbI
YAOBJIETBOPUTH HAIly PEKJIAMALMIO U YPETYIUPOBATh CIIOPHBIN BOIPOC.

B ciyyae Bamiero oTkasa, Mbl OyJ1eM BBIHYX/JIEHBI B COOTBETCTBUU CO CTaThEl
14 Hamero KOHTpakTa nepenaTh crnop B ApOuTpax.

C yBaxkeHHeM,
Poccuiickaa Toprosas Accoumanmus
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Ne 15
VBaxaeMmbie rocrnoza!

Panpl moarBepauTh nosiydeHue Bamiero nmucbma OT cero Mecsla U, K HalleMy
OOJIBIIIOMY COKaJICHUIO, JOJDKHBI cOOOIUTh, BaMm 0 ToM, 4yTO HacTauBaeM Ha Halllel
peKJiaMallii, KaKk B OTHOILIEHHWM KadyecTBa MOCTABIEHHOTO 00OpY/IOBaHHUA, TaK U B
OTHOILIEHUH CPOKOB IIOCTaBKH.

XoTuM erie pa3 HaMOMHUTH Bam 0 TOM, 4TO HEKOTOpoe 000pyI0BaHKE TTEPBOI
napTuu, MOCTABJICHHON HaM 2 MecsIia Ha3a/l, 0Ka3aioch AEPEKTHBIM.

B pesynbTaTe ucnbITaHUs 3TOr0 000PYA0BaHUS HA 3aBOJIC HAIIMX KOMUTEHTOB
OBLIIO OOHAPYKEHO, UTO MTPOU3BOAUTEILHOCTh 2-X arperatoB OKa3anach 3HAYUTEIHHO
HIKE MPOU3BOJAUTEIHHOCTH OOYCJIOBJICHHON B KOHTPAKTE, O YEM CBUJICTECIILCTBYET
AKT OKOHYATEIIbHOTO HCIBITAHWS OOOpPYJOBaHUS, COCTABJICHHBIM HAIIUMU
BBICOKOKBAJIM(DUIIMPOBAHHBIMHU CHEIUATMCTAMU U TOJIUCAHHBIN MpeICTaBUTEIIMU
00eux CTOPOH, KOTOPBINA MBI IIPUJIAraeM K CEMY MHUChMY.

CnenuanucThl OpUILIA K BBIBOAY, YTO HE UMEET CMbICIIA MPOU3BOJAUTH TaKOU
JOPOTOCTOSIIIIMM  PEMOHT HOBOrO 00opynoBaHus. [lo3TOMy MBI BBIHYK/ICHBI
NpeIoKUTh BaM 3aMeHUTh ATH JePEeKTHBIE arperaTbl HOBBIMH, 0O0JI€€ TOTO OHHU
JOJIKHBI OBITh U3TOTOBJIEHBI B TOYHOM COOTBETCTBUU C HAIIMMU CHEIU(DUKAITUSIMHU.

3ameHa oOopyaOBaHHS JODKHA OCYIIECTBIATHCS Ha ycioBusix ®Ob u Bce
pacxojibl, CBSI3aHHBIE C 3aMEHOM arperatros, OyAyT OTHECEHBI Ha Ba cyer.

Kpome Toro, cuntaeM Hy)HbIM 3aME€TUTh Bam, 4To omo3ganue, KoTopoe Bri
JOTyCKaeTe B TMOCTaBKE OOOPYyHOBaHUS IO ATOMY KOHTPAaKTy, HAHOCUT yuHIepO U
JOBOJIbHO 3HAUMTEIBHBIA HAllUM KOMHUTEHTaM. MBI MNpPOCHM TIIPUHATH BCE
HEO0OXO/IMMbIE MEPbI, YTOOBI TTOTI00HBIE 3a/IEPKKHU B JaTbHEUIIIEM HE TOBTOPUIIUC.

B npotuBHOM cityyae, Mbl OyJieM BBIHYKJICHBI TPEOOBATh BO3MEIIECHUS
yOBITKOB, BBI3BAHHBIX 3a/IEPKKOH.

C yBaxxeHHEM,

[Tpomakcnopt

No 16
VYBaxxaemble rocrioaa!

Mgl xoTuM cooOuuTh BaMm, 4TO HECMOTpsi Ha TO, YTO Hallla CTOPOHA JeIaeT
BCE BO3MOXKHOE IS ICHE)KHOTO BBIMIOJIHEHUS] CBOMX 0053aTEIBCTB MO KOHTPAKTy No
177 xon BbIMOTHEHUS pa0OT BBI3BIBAET HEKOTOPYIO 03a00YEHHOCTD.

Mgl cuntaeM HEOOXOAMMBIM HANOMHUTH BaMm, 4TO BO BpeMs IEperoBOpoB B
MockBe Bl BeIpa3uim sxenaHue, 4To0bl Mbl IPUBJICKIIN KaK MOYKHO 0OOJIbIIIE MECTHOM
paboueil CuUbl IS OCYIIECTBJICHHS CTPOUTEIHCTBA WM TPUTIACUIN MECTHBIC
CTpOUTEIbHBIC (PUPMBI B KaU€CTBE CYOTIOIPSTINKOB.

OpHako TpaKkTUKa CTPOUTENHCTBA IMOKa3ajia, YTO MECTHBIE CYOMOApSIHBIC
bupMBbI, TIpUTIAlIEeHHBIE MO Bamelr pexomMeHAany, He B COCTOSHUU BBITIOJHUTH
CTPOUTEIbHBIE PA0OTHI KAYECTBEHHO U B CPOK.
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Kpome Ttoro, rpaduk CTpouTensCcTBa IMOCENKa A HalIMX CIEHUATHCTOB
CUCTEMATUYECKU HE BBIIIOJIHAETCS, UTO 3a/I€p>KUBAET UX NMPUObITHE B Baly crpany.

Hanee, B MockBe Oblla JOCTUTHYTa JOTOBOPEHHOCTb, YTO MECTHbBIE
OpraHM3alMM 3aKyISAT U MOCTaBAT HAa CTPOUTEILCTBO OOOPYIOBAaHUE U MaTEpHAIbL,
yka3aHHble B [Ipuiioskenun x atomy nuceMy. Ho, kK coxanenuto, 310 000pyaoBaHue
70 CUX NOp He mepenaHo Barmeil cTOpoHOHM, YTO maryOHO CKa3bIBAaeTCsl Ha XOJE
BBIIOJIHEHUS paloT.

JIJis BBITIOTHEHHSI OCTABIIMXCS OOBEMOB PAbOT B CTPOIOM COOTBETCTBUH C
MPOEKTHOM OKyMEHTalMel HaIlMM OpraHM3alsIM B OJrpKaiiinee BpeMs MPEICTOUT
(npuaercs) AOMOJTHUTEIbHO KOMAaHUPOBATh €1€ HECKOJIbKHUX CIELUATUCTOB.

[ToHnMmast, 4TO TOJNBKO CTPOTOE BBHIMOJHEHHE 005S3aTEIHCTB OOEUMHU CTOPOHAMU
MO3BOJIUT YCHEIIHO 3aKOHYUTh CTPOUTENBCTBO OOBEKTa BOBpeMs, mpocuMm Bac
BHHMATEJIbHO U3YYHTh HAIIE MUCbMO U MPUHATH HEOOXOIUMBIE MEPBI.

C yBaxkeHHEM,
Poccutickoe Toprosoe IIpencraBurenscTBo
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