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BBEJIEHUE

[lenp HAcCTOSIIIET0 MOCOOMS — O3HAKOMUTH CTYJIEHTOB C CYIIECTBYIOIIMMH B
COBPEMEHHOM aHTJIOA3BIYHONW TMPAKTUKE BUIAMH JEJOBBIX MHUCEM, CHOPMHUPOBATH
ONPENEIICHHBIM  JIEKCUYECKUNM  3amac, MO3BOJSIOMIMN  MEPEBOAUTH  JICJIOBYIO
KOPPECIOHACHIIMIO C aHTJIMMCKOTO A3bIKa HA PYCCKUN M C PYCCKOT'O HA aHTJIUMCKUU.

[Tocobue mpencTaBiIeHO HECKOJIbKMMHU pasfenaMu M mpuiiokeHueM. Kaxapiid
paszien BKJIIOYAET B ce0s psAl MHUCEM ONPENeIeHHOM TEMaTHUKH, CIHCOK CIIOB,
HEOOXOUMBIX JUIsl KOPPEKTHOTO MOHUMAHHUS KOPPECTIOHACHIIUU U PSJT YIPaKHEHUH,
HAIpPAaBJIEHHBIX Ha (OPMUPOBAHUE HABBIKOB MEPEBO/IA.

B npunoxxenuu mnpuBelieHa JOMOJHUTENbHAs WH(OpMAIUs, pacKpbIBaroIIas
MIOHATUSL OCHOBHBIX HYKOHOMHYECKHMX TEPMHUHOB, MPHUHATBIX B MEXIyHAPOIHOM
IIPaKTHKE.

JlanHoe  mocoOue  mpelHa3Ha4eHO Uil  CTYJEHTOB  (hakyibTera
MEXAYHAapOAHBIX  OTHOILIEHWH, oOywatommxcs 1o HampaBieHuto 45.03.02
JIuareuctuka, npoduns IlepeBox u mnepeBonoBenenue, 45.04.02 JIuHrBHCTHKA,
npoduns JIuHrBUCTHUECKOE OOecreueHue MEKIOCyIapCTBEHHBIX OTHOIIEHUH,
41.03.01 3apyOexxHoe peruoHoBeaeHHE, TMpoduiib A3HMATCKUE HCCIECI0BaHUS,
Awmepukanckue uccienoBanus, 41.04.01 3apybOexHoe pernoHoBejaeHUE, MPodUiIn
Kowmmnekcupii ananu3 3apyoexxubix pernoHoB (ATP) u MccnenoBanust pernoHOB |

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, 110100pP; HA0OOP, aCCOPTHUMEHT
. to select sth — BeIOupath 4T0-1100
to display with ITOKA3bIBAaTh YTO-JIM00, BEICTABIATH YTO-THO0
SYN: to exhibit sth
Stand CTEH]I, BBICTABOYHAsI BUTPUHA
'3 on the stand — nHa crenne
exhibition BBICTaBKa
2 at the exhibition — Ha BeIcTaBKE
Outlet Topropas Touka; otaeneHue pupmbl SYN:point of sale
to quote a price HA3HAYUThH LIEHY
¢ to quote terms — Ha3HayaTh yCIIOBUA
. to quote for sth — Ha3HauuTh LEHY Ha YTO-
60




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 | pekmamHOe 00BsIBIICHUE (O YeM-JTHOO)

sth) ad, advert
Branch ¢dunman, otaenenue (ocod. 6aHka)
urgency CPOYHO, HEMECIJICHHO

SYN: promptly, immediately, at once

to be inclined to do | ObITH CKIIOHHBIM HJIH PACIIOIOKEHHBIM CIEIATh YTO-THO0

sth




to place an order with

PasMCCTUTDH 3aKa3 y KOTO-JIN0O0

sb
therefore CJIEOBATEIBHO
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 npelcKypaHTHas LieHa
payment for | mmarexx Ha  wWHKacco  (MoNydeHWe, Iepeaada
collection NPEIbsIBIACHHE JIJIs IUIaTeXa IUIATeXKHBIX JIOKYMEHTOB
WHKACCHPYIOIUM OaHKOM JUIsl KJIHEHTa W IOCIEAYIoIIee
HarpaBJICHNE IEHSKHBIX CPEACTB Ha CUCT ATOTO KIIMEHTA)
concession yCTyIIKa

. concession on the price — ckuaka ¢ 1EHBI
. concession on shb’s part — ycrynka ¢ 4beid-
00 CTOPOHBI

¢ to make a concession — uaATH Ha YCTYIKY

letter of credit

aKKpEIUTHB, aKKPEIUTUBHOE MUCHMO, KPEIUTHOE MUCHMO
(mMCbMO, aapecoBaHHOE OJHUM OaHKOM JpYroMy, B

KOTOpPOM  COACPIKHUTCA  YKA3aHHC BBIIIJIATUTD

nuny,
YKa3aHHOMY B MHCbME, ONPEIACICHHYI0O CYMMY JICHET IIpu
OTIPE/ICJICHHBIX OTOBOPEHHBIX YCIIOBHSIX )

3 to open / establish a Letter of Credit —

OTKPBIBATb aKKPCIUTUB

brochure opomrtopa; mpocriekr SYN : leaflet; booklet; prospectus
prospectus npocnekt; opormopa SYN: leaflet; booklet; prospectus
in duplicate B 1ByX sKk3eminisipax  SYN: in two copies

. in triplicate — B Tpex sx3emIuIsgpax




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 appreciated.

Yours faithfully,

A. Smirnov.

chain ceTh (Mara3uHOB, PECTOPAHOB U TIP.)

to be engaged in sth / 3aHMMATHCS YEM-TTHOO

doing sth
Chamber of Commerce | Topropas manata
tinned fish puiOHBIE KOHCepBEl AMEN: canned fish
in equal lots PaBHBIMH MTAPTUSIMHU
at regular intervals 4yepe3 paBHbIE MPOMEKYTKH BPEMEHU
irrevocable 0€30T3bIBHBII
. irrevocable Letter of Credit — Ge30T3bI1BHBII

10



AKKpCIAUTHUB

Offer KOMMepuecKoe npeanoxenne, opepra SYN: quotation

3 offer for the goods — odepra Ha TOBapHI

item Craths (B cyere, OajaHce W Tp.); MYHKT; IO3UIUS,
naparpad; ctatbs (IKCIOpPTa, UMIIOPTA); BUJ TOBapa

. to state the price of each item separately —

YKa3bIBaATb HCHY K&)K,Z[Oﬁ MMO3HUIINHN 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-TTHOO

to reduce the price CHH3HTD IIEHY

. to reduce the price by 5 per cent —
CHIKATh 1IeHYy Ha 5%

¢  to reduce the price to $50 — cumxath 1ieHy

1o 50 mommapos

advanced technology nepeoBasi TeXHOJOTHS

data (pl) JaHHbBIC; HHPOPMAITUs
Competitive KOHKYPEHTOCTIOCOOHBIH

to meet requirements YIOBJIETBOPATH CIOCOOHOCTH

SYN : to satisfy requirements

WRITTEN PATTERNS

1. We are inclined to do sth MpbI HaMepeBaeMcs clieaTh. ..

2. ...therefore... ...CIIEIOBATEINILHO. ..

3. Your early reply will be Mpbl  OyaeM mpu3HATENIBHBI 32
very much appreciated Bamn HemenieHHBIN OTBET

4. We trust you will make Mg Hanmeemcsi, 9yTo BBl crienaete

every effort to meet our particular Bce BO3MOXHOE, 4YTOOBI BBIMOJHHUTD

requirements HaIIM TpeOOBaHUS.

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

Peknamaoe o0bsABICHNE B HIOJIHCKOM HOMCPC, pasSMCCTHUTDh 3aKa3 B KOMIIAHUH,

MpeaAoCTaBUTh CKUJKY, INNIATUTb aKKPCAUTHBOM; PaBHBIMU IIAPTHUAMH; YCPEC3 PABHBIC

MPOMEXYTKH BPEMEHM; YCTYNKa C UYbeH-THMO0 CTOPOHBI; CPOYHO HYXAATHCA B YEM-

J'II/I60, BBICJIATh IPCIIOKCHUEC HaA IITO-J'II/I6O, 3aHUMATLECA SKCIIOPTOM; YKasaThb LICHY

12



KaXKIOW MO3UIUHU OTJEIBHO; OPOIIIOPHI M MPOCTIEKTHI B IBYX SK3EMIUIAPaX; KPYIHBIN
MarasuH C LEJIbIM PSJAOM TOPrOBBIX TOUYEK IO CTpaHe; oOparutbcs B ToproByro
najary; Ha €XeroJHOI BBICTAaBKE; NEpeloBasi TEXHOJIOIH; Ha pbIHKE; HH(OpMaLus

OTHOCHUTCIIbHO YCHOBI/Iﬁ IjIaTeixa.

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

YBaxkaemble rocnoja!

Msbl npountanu Bamie pekiamHoe 0O0BsiBiIeHHE B KypHale “‘Meaunnna
CEroJiHs", U OHO 3aMHTEPECOBAJIO HAC B OTPOMHOM CTETEHH.

MpbI — U3BEeCTHAs KIMHHUKA, 3aHUMAIOIIasIcs MUKpOXHUpypruer (microsurgery)
riaza, ¥ Mbl Obl XOTenw mnpuodbpectu y Bac memunmackoe 00OpyIOBaHHE C
MTOCTaBKOM B Jiekadpe.

MBI TOTOBBI pa3smecTuTh y Bac KpynHBIM 3aKa3, ¥ O3TOMY XOTENIH MOJIYYUTh
BCIO HH(OPMAIINIO, KACAIOIIUXCS CKUAOK C TIPEUCKYPAHTHBIX LIEH.

Mpb1 Obutu Obl Takke Bam mpusHatenbHbl, €ciau Obl BbICHATIM HaMm Barm
KaTaJoru, OpOUIIOPHI U MPOCIIEKTHI B ABYX SK3EMILISIPAX.

Haneemcs Ha nmosrydyenue Bamero CKOpeuIinero OTBeTa.

C yBaxkeHHeM,

A.W. Iletpos

3anpoc 2

VYBakaemble rocrioaa!

B npomuiom Mecsiie Mbl  MOCETWIM BBICTABKY CaJOBOTO WHBEHTApS,
MPOBOJIMMYIO €xerogHo B ['amOypre. Ha Hac orpoMHoe BnedatiieHHWE MPOU3BEIH
W3JEIIUs, TPEICTAaBICHHbIE HA Bamem cTene.

Mps1 ipenicTaBiisieM CETh CyNepMapKeTOB MO BCEH CTpaHe, U XOTENH Obl, 4TOObI
Br1 nanpaBunm Ham Bartie npenosxkenne ¢ pa30uBKOM 00111el 1IEHBI TI0 TO3UIIHSIM.

Haiu oObIuHbBIC YCIOBHUSA IUIATEXKA — HA MHKACCO, WM Mbl MOTJIM TIOWTH Bam
HABCTPEUY U OIUIATUTh YaCTh TOBAPa HAJIMYHBIMHU.

MpbI O4eHb 3aMHTEPECOBaHbl B Bamend npoayKIMu U HAJAeeMcs Ha pa3BUTHE
COTPYJHUYECTBA B Oy IyIIIEM.

C unTepecom oxkuaaeM Baiero oTsera.

Menemkep 1o npogaxam,

T. bpayn
14



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

Assignment 1

BeI npesicTariisiere KpynHbId MarasuH 3Byko3anucu (record shop) u xorenu Obt
3HAaTh OOJBIIE O AMCKAX M KacceTax, YINOMSHYTHIX B PEKIaMHOM OOBSBICHHH B
xypnaie “Hi Fi News”.

Bbl xoTenu Obl MOTYyYUTH OPOILIIOPHI U MPOCIEKTHI, COAEpKALIUE NETaTbHYIO
uHOpMaIMI0O TI0O 3THUM TOBapaMm, a TakKe BBIICHUTh KaKWe YCJIOBHS ILIaTeXa
MPEANOYUTAET OCTABIIHUK.

Assignment 2

Bl mnanupyere OTKpPBITH HOBOE OTJEJICHHE Baliero 0aHka, U mostomy Bac
3auHTepecoBaia mnpoaykuus ¢upmel “Clock & Watch”, npencraBiennas Ha
BBICTABKE, IPOXOAMBIIIEN HA IPOLLION Heaene B L{ropuxe.

Brl xoTtenmu Obl mpuoOOpecTH MapTHIO HACTEHHBIX 4YacoB IS 00OpYIOBaHMS
oducoB. Bac wuHTEpecylOT CKHAKH, a TaKXe BO3MOXHOCTh TOCTaBKH W3IEIUAN

PaBHBIMHU TIAPTHUSIMU JI0 OKTAOPS 3TOTO roja.

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;Tongarodymaknast 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 Bamemy sxenanuro; ecinu Bel (3a) xoTuTe

safety standards

CTaHAapThl 0€30MaCHOCTH

advance (payment)

aBaHC; Mperorara
3 to pay in advance — maaTuTh aBaHCOM

balance

OCTAaToOK, CaJIbd0
. balance of 40 per cent — ocrarok B 40%

Draft

TpaTTa; NepeBOAHON BeKcenb (0e3yCIIOBHBIM MPHKa3
JMIy, Ha KOTOPOE BBICTABJIECH BEKCEIb, BBIILUIATUTH
IOPEIBbSBUTENIO BEKCENS ONPEICIICHHYI0 CYMMY)
SYN: bill of exchange

. payment by draft — mmatex Tparroit

acceptance

aKLENT; NpUHATHE (TIPEITI0KEHHUS)
. to be open for acceptance — ObITh
OTKPBITBIM JJIs1 aKLENTa (O IPEI0KEHUN)

General Conditions

OO01ume ycnoBus

to form an integral part of sth

COCTaBIIATh HCOTBEMIICEMYIO 4aCTb yero-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 sb

to replenish  stocks
with sth

MOTIOJNTHSATH (TOBapHBIE) 3aMackl 4eM-Tu00

without obligation

0e3 (kakux-1160) 00s13aTeIbCTB
VARIANT: without engagement
3 We offer you without obligation...-
. Mp1 npennaraem Bam 6e3 00s3aTenbCTB. ..

to be of 20...

preparation

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

3 Tinned fruit 20... preparation —
®pyxToBble KOHCEPBHI 20... ro/1a BEIPaOOTKH

goods on the offer

npeaiiaracMboiC 1IN IIpOJaBa€MbIC TOBAPbI

bulk purchase

MacCCoBasl 3aKyIlKa, HCHTPAJIM30BaAHHAA 3dKYIIKad, 3aKyIIKa
BCCT'0 TOBApHOI'O 3ariaca
VARIANT: bulk buying

to enable sb do sth

JaBaThb KOMY-THOO BO3MOXXHOCTH / TIPaBO CHAENaTh UYTO-
R105(0]0)

ccompetitive price

KOHKprHTOCHOCO6HaH OeHa
. at  highly competitive
BBICOKOKOHKYPEHTOCIIOCOOHBIM IIEHaM

prices — 10

to obtain a
margin of profit

good

MOJTy4aTh XOPOIIYIO MPUOBLIH (TIPU TOPTOBJIE B PO3ZHUILY)

to supply sb with sth

MOCTaBIATh KOMY-IH00 4TO-THO0
VARIANT: to supply sth to sb
SYN: to deliver sth to sb

to guarantee sb with
sth

rapaHTupoOBaATH 4yTO-1100

response from sb to sth

peaKnusg C YbeH-1100 CTOPOHBI Ha IITO-JII/I6O; OTKJIMK
3 response from our clients to this special offer
— OTKJIMK KJIMCHTOB Ha 3TO CIICHUAIIBHOC IMPCJIOKCHHUC
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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; IPEACTaBUTEIb
to hold stocks of sth bMeTs 3amac kakoro-imbo ToBapa

VARIANT: to keep stocks of sth

to arrange for sth to be | oranuzoBaTh, 4TOOBI YTO-TO OBLIO CICITAHO

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

OBITH MEPETPY>KEHHBIM 3aKa3aMu
SYN: to be flooded with orders;

to be under pressure of orders

to keep pace with the

demand

YAOBJIICTBOPATL CIIPOC B AOCTATOYHOM KOJIMYCCTBC, OBITh

A0CTAaTOYHBIM JJIA YAOBJIICTBOPCHUS CIIPOCA

ooverstocking

U30BITOK  TOBAPHBIX  3aMacoB; CO3JaHUE  M30BITOYHBIX

TOBAPHBLIX 3aI1aCOB

to be flooded with orders

OBITH MEPETPY>KEHHBIM 3aKa3aMu
SYN: to be overloaded with orders;

to be under pressure of orders

to encourage sb to do sth

CTUMYJIMPOBATH WJIHN IMOOLIPATH KOT'O-JI0O ACJIaTh YyTO-T100

SYN: to spur, to stimulate

to lay in stocks

CO3/1aBaTb TOBAPHBIC 3aIldChbl
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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

npejiarath  KOMy-JMOO  4TOo-1M00  Ha

YCIIOBUAX (0 KOMMEPUYECKOM MPEIOKEHHUH )

TBEPAbIX

market fluctuations

VM3MEHEHHS PHIHOYHOM KOHBIOHKTYPBI

Pack

INaKECT, IMa4YKa, KHUIia

to apply a price concession

nenaTh CKUAKY C IIEHbI

payment on invoice

oriaTa MpoTUB cyeTa-(PakTypsbl

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

response from

expect considerable
...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
Interestin ...

8.  We face a problem of
overstocking ...

9. Prices

are subject to

variation without notice.

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

Ota odepra neHCTBUTENTHHA TIPH
yCIIOBUHU, €CJIM TOBAap HE OYIET MpoJiaH
10 nony4yeHus: Bamero oTsera.

Mps1 MOXxkeM npeioxuTs Bam 6e3
0053aTEeNbCTB C HAIlIEW CTOPOHBI.

Mpl oxupgaeM OOJIBIION OTKJIUK
CO CTOpPOHBL.. KJIHMEHTOB Ha 3TO
CHelMaIbHOE MPEJI0OKEHUE.

Ota oepra neCTBUTENBHA, €CIH
TOBap He OyleT MpoJaH 0 MOJyYeHHUs
Bamero orsera.

MpebI oprann3oBanu OTIpaBky Bam
KOIMUU HAIIETo Karajora.

MpbI BbICOKO 1IeHHM Bain naTepec

[lepen wamm crouT mpobdiIeMa
W3IIAIITKOB TOBAPHBIX 3aI1acoB.
[{leHbl MOTYT OBITH U3MEHEHBI 0€3

YBCOAOMIICHUS.

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

ToBapbl Mo 00pasily; COCTaBJISTH HEOTHEMJIEMYIO 4acTh; ocTaTok B 30%;
CTaHapPTHhI, O6€CH€‘II/IBaIOHII/IC 6630HaCHOCTL; MacCcoBasA 3aKyIlKa, CO31aBaTb
TOBAPHBIC 3aITaChl; 6BITB NEPErpy’KCHHLBIM 3adKa3aMH, HU3JIMIIKHW TOBAPHBIX 3aI1aCOB;
TpaTTa;, IIOIIOJHATHL 3allacChbl; 0e3 00s3aTeILCTB C Hallel CTOPOHBI; IIpOoAaBaThb IIO

KOHKYPEHTOCIIOCOOHBIM IIEHaM; TOProBaTh ¢ KeM-JIHO00.
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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 paymentare by .

Our agents ___ of our goods in that country.

We will give our immediate attentiontoyou .
We intendto __ new models.

We offer you the goods ___ your confirmation by cable.

o 0k w D PE

We __ Smith & Co. for ten years.

7. Prices are subject to wvariation | 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

YBaxkaembie rocroal

Msbl mpennmaraeM Bam 0e3 oOs3atenscTtB ¢ Hamieil ctoponsl 340 TbIC.T.
MapraHiieBoi pyasl (manganese ore) Ha yciaoBusx cud MaHuyecTep HaBaJIOM.

Pyna comepxxut muaumym 85% MnO, B cyxom cocrostauu (in the dry). 3%
OyAyT CIIy>KHTh KOMITCHCAITUEH 3a BIAKHOCTH (Moisture).

I[lena cocraBasser 70 pomn. CIHIA 3a jgnuHHyto ToHHY. [lmartex
OCYIIECTBIISIETCS. TPOTHB OTTPY304YHBIX MOKyMeHTOB B Jlormone. Hamm OOmme
YCIIOBUS yKa3aHbI B MPUIIOKCHHOHN opMe KoHTpakTa (contract form).

C unTepecom xaem Bamrero oTseTa.

C yBaxxeHuEM,

JIx. Cmut

Ogepma 2

VYBakaemble rocrioaal

Panpl npennoxkuts BaM Ham HOBBIN BUTatesib MOITHOCTHIO 900 1.c. (Mogaens
A4) B COOTBETCTBUU C IPWIOKEHHON CrIeU(UKAIIUCH.

OkoHuartenbHas II€HA ABUTATEIsl CO BCEMHU MPHUHAJICKHOCTIMU COCTaBIISICT
6509 nomn. CIA Ha ycnoBusx ['nasro.

CTouMOCTh IOCTaBKH JABUTATENIS C HAILIETO 3aB0J1a Ha OOPT Cy/IHA OLICHUBACTCS
Hamu B 95. Jlom. CIIIA. CTouMOCTb YITaKOBKH JIBUTaTeNs AJI1 MOPCKOM NIEPEBO3KH B
5 simukax cocTtapisieT 60 10J1apoB.

[InaTexx ocymecTBiaseT TpartaMu B TeueHue 90 THEH OT JaThl KOHOCAMEHTA.
JlBuraTenp OyJeT OTTPYKEH B OKTIOpe MpH ycCJIOBHH, 4TO BBl pasmecTtuTe y Hac
3aka3 He no3aHee 31 aBrycra.

Hapneemcs mnosmyuuts Bam ckopewmiuii OTBET, COAEpXKAIIMKA 3aKa3 Ha
JIBUTATENb, KOTOPBIN Oy/IeT HaMU THIATEIHHO UCIIOTHEH.

C yBaxkeHHeM,

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

Assignment 1

CooOmuTe B oTBeT Ha 3ampoc OoT 10 uroHs, uro Bbl He MOXeTe MOCTaBUTh
MapraieByi pyay (manganese ore), coxepxkamytro MuHUMyM 85% MnO,
[IpuunHoit Bamero orkasza SBISE€TCS YPE3MEPHBIM POCT crpoca U OOJIbIIIOE
KOJINYECTBO 3aKa30B OT Balnx MOCTOSHHBIX OKyNATEIEH.

Coo0muTe, 94TO KaK TOJBKO CUTYyaIus YIydImuTcs, Bel cpasy e coobmure 00
3TOM Baiemy KOppecrnoHIeHTY.

Assignment 2

CooOmute Bamemy xoppecnoHaeHTy, 4YTo Bbl HampaBuiau mo ero mpockoe
o0pa3ilbl HOBBIX BHUJIOB TKaHEH BMECTE C TMIOCIEIHUM TMpEeUCcKypaHToM. Bal
CIpalllMBaeTe O NEPCINEKTUBAX Npoaak Bammx ToBapoB Ha HOBOM pbIHKE. B
Ka4yeCTBE JOTMOJHUTEIBHOIO CTUMYJIa BBl IpenocTaBisieTe TPEXMPOLUEHTHYIO CKUAKY
Ha 3aKasbl, CTOMMOCTBIO BbIIIE S5 ThIC. Hosul. HamomuHute anpecary, yro Bare

MIPEIIOKEHUE OTKPBITO Juisl akuenTa a0 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.
29



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

npeabsBieHnn) /|  NPEAbIBUTEILCKUAN

BEKCEJTh
bill of exchange BEKCellb, TpaTTa
documents against acceptance JOKYMEHTHI IPOTUB aKIENTa
advice U3BEIIICHUE, YBEIOMJICHHE; aBH30

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, 10X0, BBIPYUYCHHAsA CyMMa

credit to NePEBOJIUTH, OCYIIECTBIISITh OTUIATY

pay against a pro forma invoice OTUTATUTH MPOTHB MPEIBAPUTEITHLHON CUET-
bakTypsbl

credit note KpPEAUT-HOTA, KPEAUTOBOE 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 BPEMCHHBIC 3aTPYAHCHHS
major consignment KpYIHAs MapTHs

cash consignment (cash-on-delivery/cod) | ornpaBnenue rpy3a HaJI0)KEHHBIM

IJIaTCXKOM

draw a new bill BBINIKCATh  HOBYIO  TPaTTY/BBHICTABHUTh

HOBBIU BEKCEJIb
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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 | 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 JOTIOJTHUTEIIbHAS HaIlCHKa/TICHS B

pasmepe %
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commitments

o0s3arenbpCcTBa

outstanding balance

HEMOTAaIllEHHBIU OCTAaTOK

resolve a setback

pa3pemuTh Npo0IeMy/CUTYaIIUIO

WRITTEN PATTERNS

1. Please enclose the following | IToxkanyiicta, TPHIOKUTE CIACAYIOIIHE
documents, when submitting your | TokymeHTHI, korqa  Ber Oyzere
draft: ... IPECTABIATh CBOIO TPATTY: ...

2. Please inform us as soon as you | [Toxanyiicta, mnpouH(POPMHUpPYHTE HAac,

have arranged shipment.

KaK TOJIbKO OpraHu3yere OTrpy3Ky.

3. Bank charges

OaHKOBCKHE pacxo/ibl/0aHKOBCKast

KOMUCCHUA

4. To draw on sb at 60 days

BBICTABHUTL TPATTY Ha KOTO-JIH0O CPOKOM

Ha 60 quen

5. Discount commission

KOMHUCCHSI 32 Yy4yeT Bekcens (omeparus
KYIUIU-TIPOAQXH BEKCENsl M0 HOMHUHAILY
MUHYC BO3Harpa)<cHU€ 3a OCTABIIMICS

710 TIOTallIeHUsI CPOK)

6. Remit/transfer money to sb’s | mepeBecTn neHEX)HBIE CpeiCTBA HA YEid-
account nubo cuer
7. Proceeds NOCTYIUICHHSI; CyMMa, IIOJy4eHHas OT

ydera BEeKCens

8. Issuing bank; Advising bank

OaHK-3MUTEHT; aBU3UPYIOLIUN OaHK

9. Beneficiary

NoJTy4yaTelNb IaTexa, Oeneduuuap

10. Negotiation (of drafts)

oruiaTa (TpatThl)

11. Draft at sight

TparTa, oIiadyuBacMasl 1o NpCaAbABICHNN
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Ex. 1. Find the English equivalents in the letters.

be30T3bIBHOI aKKpeAUTHB; AaTh MOpY4YeHHE OAaHKY; KOMHCCHUS 3a YY€T BEKCEJIf;
IEPEBCCTH ACHCKHBLIC CpEACTBA, OTKPLITb AKKPCAWTHB B YbI0-JIN00 I10JIB3Y,
OAHKOBCKHE PacXOJIbl; OCYLIECTBUTH OTIPY3KY; YBEAOMUTH; ObITh JACHCTBUTEIHHBIM;
OJIaHK 3asiBKU Ha OTKPBITHC AKKpCAWUTHUBA, IMOPYYATCJIb ILJIATCXKa, 6aHK-3MI/IT€HT;

YacTUYHAs OTrPYy3Ka; aBU3UPYIOIIUN OaHK; [0 MPeIbsBICHUN; CUET 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.

Iucomo 1

YBaxkaemsble rocnojal

Ha BricTaBke «Xaii-(aii», mpoxoausiieii B KenbHe Ha nponuioi Henene, Bamn
IpeICTaBUTENIb TMPOJEMOHCTPUPOBAl Ham Bainu BugeokaMmepbl U COOOLIUI HaM
Bamm ycnoBus. Msl roToBBl pazMecTuTh y Bac mpoOHbIii 3akaz Ha 100 mTyk.
[Tockonpky Bam npeacraBuTesb 3aBEpril HAC, 4YTO BB MOKETE MOCTABUTH CO CKIIAJA,
Mbl JQJId TOPYYCHHE HAIlIeMy OaHKy OTKPBITh MOATBEPKIACHHBIN O0€30T3bIBHON
akkpeautuB Ha 1500 nmomtapos B Bairy nosnb3y.

C yBaxenueM, K.Ilerpos

Tucomo 2

VBaxkaeMble rocrnoaa!

Mpb1 npusiaraéM KOIHUIO YBEJIOMJICHHS 00 OTKPBITUM aKKpPEAUTHBA B Ballly
M0JIb3Y, KOTOPBIN jJecTBUTENEH 10 aBrycTta 20... . Bbl MOXXeTe BBICTaBUTh TPATTy Ha
HAac Ha TMOJIHYI0 CyMMY cueT-(QakTyphl ¢ oriatoi yepe3 60 gueit. K TpaTTe JOIKHBI
OBITh TMPUIIOKEHBI CIICIYIOMNE JIOKYMEHTBI: KOHOCAMEHT, KOMMEPUYECKHUM Cuer-
dakTypa, cTpaxoBoil moauc, cepTudukar kadectsa. CyMMa aKKpeIUTHBA BKIIOUACT
CyMMy c4eT-(paKTypbl, KOMUCCHIO 3a CYET BEKCETsl U OAHKOBCKHUE PACXO/IbI.

C yBaxenueM, A. CMUPHOB.

Ex. 4. Make up letters according the situations.

Assignment 1

CocrtaBpTe THCBMO, B KOTOpoM Bbl jaere mnopyueHue OaHKy OTKPBITh
0€30T3bIBHOI aKkkpeauTuB B mojib3y «Hbpio 3unenn buznec MamumH3» Ha cymMmy
cueTa-(pakTyphl 32 MAPTUIO KOMITBIOTEPOB, OTTpYyKaeMylo Ha ycioBusx cud. Cymma
AKKpEIUTHUB BKIIFOUAET TaK)Ke Bce OAHKOBCKUE PACXO/IbI.

Assignment 2

CocraBbTe MUCHMO, B KOTOpOM BbI coobriaeTe 06 oTrpy3ke ToBapa.
OTrpy304yHbIe JOKYMEHTHI ObLiIa HAMPABJICHBI B OAHK-areHT BMECTE C TPATTOM Ha
2500 monnapos ¢ ornaroi yepe3 60 aueil. CymMma TpaTThl BKIOYAET KOMUCCHUIO 32

YUCT BCKCCIIA U OaHKOBCKHE pacxoanl.

36



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

quote 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.

" 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
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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

it 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 COOTBETCTBOBATh TPEOOBAHUSIM

decrease YMEHBIIATh

accordingly COOTBETCTBEHHO, COOTBETCTBYIOIINM 00pa3oM

respectively COOTBETCTBEHHO (IO OTHOILIEHHIO K KaXKJIOMY B
OT/ICJIBHOCTH)

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

grade COpT
reduce the prices CHIDKATD IICHY
ream croma (Oymaru)

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 | HomeHKIIaTypa, aCCOPTUMEHT

supply at a price on the terms IIOCTaBIIATH 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 clelaTh YCTYIKY

meet smbd halfway MOWTH HA BCTPEUY

Efficiency MIPOU3BOJUTENBHOCTH (000pyI0BaHNS)
Productively IPOU3BOAUTEILHOCTD (TPyAa)
capacity / power MOIIHOCTD
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working characteristics | paboure XxapaKTepHCTUKH

superior to JY4YIIAM, NPEBOCXOMAIIAM IO OTHOLICHUIO K
yeMy-J1100

inferior to XYAIIHN (TI0 Ka4eCTBY)

repeat orders MTOBTOPHBIE 3aKa3bl

trial orders pOOHbIE, IEPBUYHBIC 3aKa3bl

work out at/amount to COCTaBJIATh B PE3YJIbTATE MOACUYETA

secure/obtain an order | momy4arh 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.

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 (0epTy)

unsolicited offer He3anpoiieHHas odepra

note (v.) IPHUHATH K CBEJICHUIO, 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 OTKa3aThCsl IPUHSATH 3aKa3 K UCIIOJHEHUIO
viz. — namely TO €CTh, @ HMEHHO cokp. om Videlicet ram.
supply on allowance IOCTABJISITh CO CKHIKOM

WRITTEN PATTERNS

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

2. The discount on the price Ckunka C IIEHBI
applies to the orders exceeding pacmpocrpaHseTcs Ha  3aKasbl
$1,000.00 npesbimarorniue $1,000.00
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3. We
subject to our General Conditions

accept your price

4. The offer

Immediate acceptance

Is subject to

5. It would not be worthwhile
supplying on allowance you have asked

for.

Mps1 npuauMaeM Bamu nensl npu
ycinoBun  coomonernss  O0mux
YCIIOBUI MPOJIaXKH.

Odepra neiicTBUTEIBHA B CITydae
HEMEJJIEHHOTO aKIenTa.

MpI He cunTaeM 1eaecoo00pa3HbIM

MMOCTaBKy TOBApOB CO CKHUIKOH,

KOTOPYIO 3anpaiiuBaere Boi.

6.  The equipment reflects the O6opynoBanue oTpakaer

latest achievements in the corresponding mocienaue JTOCTHXKCHUS B

branch of industry. COOTBETCTBYIOIIEH oTpaciu
IMPOMBIIIJIICHHOCTH.

7. Should need arise ... B ciaydyae He0OXOAMMOCTH ...

Ex.1. Fill in the gaps with prepositions.

1.  Wethank 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 ..

... areduced price ... large orders.

modernization ... our plant we can offer a new range ... the goods

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. IIpocum Bac cHu3uth neHsl Ha copra A u b Ha 4% u 5%
COOTBETCTBEHHO.

2. B cBs31 ¢ IOBBINIIEHWEM IIEHBI MBI BEIHYKJICHBI COKPaTUTh 00BEM 3aKa3a
COOTBETCTBEHHO.

3. MpbI TOTOBBI pa3MecTUTh 3aka3 Ha oOopyaoBaHue Ha Bameit dupme,
ecnu Bel mpenocTaBuTe CKUIIKY B pazmepe 3%.

4. KadecTBO TOBapa MoJHOCTHIO COOTBETCTBYET 3allpOCaM KIMEHTOB.

5. B cBa3m ¢ MomepHM3anueld MPOW3BOJCTBA M IOBBIIMICHUEM
MPOU3BOAUTEIILHOCTH 00OPYIOBaHUS MBI TOTOBBI TPEIJIOKUATH Bam HOBBINA

ACCOPTUMCHT TOBAPOB I10 CHUKCHHBIM LICHAM.

6. Cxkupaka pacnpocrtpansercs Ha 3akassl oT 10,000.00 nonnapos CIIIA.

7. [TponaBelr TOTOB MpeIOCTaBUTh CKUJKY Ha 3aKa3bl, MOJy4YeHHbIE 10 30
SIHBaps C.T.

8. Hens! ykazansl CU® HoBopoccuiick. CoOBEpIIEHHO OYE€BUIAHO, YTO OHU

3HAYNTEIBHO HU)KE LIEH KOHKYPEHTOB Ha aHAJIOTMYHbBIE TOBAPHI.

Q. Odepra neiicTBUTENbHA B CIIy4ae HEMEIJIEHHOTO aKIIENTa.

10. K coxaneHuto, Mbl HE MOKeM MOWTH BaM HaBCcTpeuy u clienaTh YCTYNKY
B LICHE.

11.  IIpou3BOAMTENBHOCT, W Jpyrue padboyue XapaKTepUCTUKH CTaHKa
3HAYUTEIBHO YIY4YLIEHBI.

12.  OOGopynoBaHue OTpakaeT MOCIEAHUE TOCTHKEHUS B COOTBETCTBYIOIIEH

oTpacCjiv IIPOMBIIIIJICHHOCTH.
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13. Mm npemmaraeM CKHIKH HE TOJBKO Ha TOBTOPHBIE, HO W Ha
MepBOHAYAIILHBIE 3aKa3bl.

14. TIlpum Oonpmmx oObeMax 3aka3oB CKujaka cocrtaBiger Oosiee 30%
CTOMMOCTH TOBapa.

15. C yueTtoM NaHHOW TOProBOM CKHAKH BBl CMOXETE€ MOCTaBISTH 3TOT

ToBap Bammm kiueHTaMm 1o BechMa KOHKYPEHTOCIIOCOOHBIM LIEHAM.

Ex.3. Make up letters.

1. CocraBpre mmchMo oT Ilokymarens k IlpomaBity ¢ mpock0oit o
CHIKEHHH 1IEHBI COTJIACHO CIEAYIONIEMY TUIaHy:

= no0JIarolapuTe 3a MOJIy4YeHHOE MPEJIOKEHUE;

. MOTIPOCUTE TPENOCTABUTh CKUJAKY C IIEHBl U JaliTe CBO€ O0OOCHOBAaHHE

(6ombII0# 3aKa3, HEKOHKYPEHTHBIE 1IEHBI U T.J.)

. 3auHTEpeCyiTe npojaBIia B BO3MOYKHOCTH JTaTbHEHIIIETO
COTPYIHHYECTBA:

= He 3a0yJIbTE MPO 3aKITIOUUTEIBHYIO dpa3y.

2. coctaBpTe mucbMo OT I[lpomaBma k Ilokymarenro, oTroBapuBaroliee

BOIIPOC CKUAOK COIJIACHO CIICAYIOIICMY IIJIaHY:

. no0JaroapuTe 3a MoJTy4eHHbIN 3a1poc;
. COOOIINTE O BOZMOXKHOCTH U YCIOBUSX MPEIOCTABICHUS CKHUIOK;
. He 3a0y/pTe PO 3aKITIOUUTEIBHYIO (ppasy;
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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

npeaoCTaBJIATh OaHKOBCKHE YCIyru

complete account opening formalities

BBITTOJTHUTD dbopManbHOCTH 1o

OTKPLBITHUIO CUCT

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

LETTER 2 (Opening an Account — Confirmation)

Dear Ms Blake,

3rd October, 20...

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

TEKYIIUN CYET

opening balance

HavyajgbHOE CaIb0 (110 CUETY)

Statement

30. Bpimmcka ¢ 0aHKOBCKOI'O JIMIIEBOTO

CUcCTa KJIMCHTA
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VARIANT: statement of account

cheque book YEKOBas KHIKKA

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 kits, both here and overseas, has exceeded my
expectations. In the past six months alone | have had over £60,000 worth of orders,
half of which | have been unable to fulfill because of my limited resources.

| would need a loan for about £18,000 to buy additional equipment and raw materials.
| 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 pacuMpsTh/yBETUYNBATh

Exceed IPEBBIIIATh

fulfill (orders) BBITIOJTHATD 3aKa3bl
VARIANT: meet orders

Estimate OLICHUBATH

Audited POBEPEHHBIN

balance sheet 0aJlaHCOBBIN 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 CIliff
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 MPEBBINICHUE KPETUTHOTO JINMHTA;
oBepapadT
repay noramarh (Kpeaur)
guarantor rapasr, [IOpy4YUTEIIb
agreement JIOTOBOP, KOHTPAKT
WRITTEN PATTERNS
Reputed UMEIOITUH XOPOIITYI0 PENyTallii0; U3BECTHBIN
To establish yIIPOYHBATh, YCUIUBATH CBOH MTO3UITUU
To be promt OBITh CBOEBPEMEHHBIM (O TIJIATEXkKE)
To settle accounts YPEryJIMPOBAaTh CUETA; MIPOU3BOJAUTH PACUETHI
Expertise OTIBIT, 3HAHUE JIeJIa; KBaTuuKaIus,
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To be at sb’s disposal

OBITh B YbEM-JTMO0 PACIIOPSIKEHUH

Cc COKp. OT carbon copy MalIMHOMHCHAs KOIUs
(COKpalleHue IOKa3bIBAE€T, KOMY IEpeaaHbl
VAMUU MOTIATA TAYIAATITA v mer ara)

In credit Wmerommii mpeBbIllieHHEe 10 TPUXOAY (0 CUeTe);
HE UMEIOIINHN 3aJ0JKEHHOCTH

To honour Onnatuth (Y€K, TPaTTy)

Standing order

[locrosiHHOE mMOpydeHHe; TMpuka3 OaHKy O

PErYIAPHBIX IIATEXKAX

Pledge sth as a security

HpC,Z[OCTaBJ'IHTI) YTO-1100 B KQ4SCTBE 3ajIora

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

of the National Bank of London.

Sl Oml  xoTen CIIC pa3 BOCIIOJIb30BATHCA

BO3MOXHOCTBIO IMOIMMPUBCTCTBOBATH Bac B

kauecTBe KineHTa «Hamnn bank od Jlanany.

| expressly agree and accept to be
bound by the Bank’s separate
General  Conditions  for  the
Operation of Current Accounts
(which 1 hereby confirm having

read and understood and any

Sl omHO3HAYHO cCOTJIac€H TPUHATH Ha Cceos
00s13aTeNbCTBA, BhITEKaomue u3 O0IMX yCIOBUM,
PEryJIUPYIOIIUX ONEpaluy ¢ TEeKYIIMMH CueTaMu
(KOTOpBIE I MPOYHUTAT W TOHSJI) W W3 JIFOOBIX
U3MEHEHUN M JIONOJIHEHUM, BHECEHHBIX B BBIIIIE-

YIOMSIHYTBIE YCIIOBHSI.

Perhaps you would be good enough

to let us have them before ...

Haneemcs, uro Bel Oynere qr00e3HbI U MPUIILIETE

HaM UX (JOKYMEHTHI) JO ...

STRICTLY CONFIDENTIAL

COBEPIHIEHHO CEKPETHO

(momeTKa Ha TOKYMEHTaXx )

Ex. 1. Translate from Russian into English.

YcTaB akIMOHEPHOTO OOIIECTBA; MOCTOSIHHOE OPYYEHHUE; IEPBOHAYAIBHBIH TIaTEX;

3aI10JIHATDH (I)OpMy; COBCPHICHHO CCKPETHO, ap€HAHAsA I1JIaTa, CXKEMCECAYHAsA BLIITHMCKA

CO CueTa; MPEeJOCTaBIATh 0AHKOBCKHE YCIyTd; OTKPBHIBaTh TEKYIIUW CUET B OaHKE;

MEePEBOINTHh JICHBIM Ha CUYET; OKOHYATEIbHO OQOpPMIISATH JOKYMEHTHI; 0Opaserl

IMoAINKMCHU; CBOCBPEMCHHO YPETYJIUPOBATH CUCTA, OIILIT pa6OTBI; IMPEBBINICHHUC CPCIACTB

Ha CUCTY, OIIa4YMBaTh 4YCK, IPCAOCTABJIATL B KAUCCTBC 3aJI0ra.
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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 I 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.
Iucomo 1

YBaxkaemslii r-H [aiiepc!

Ham mocoBeroBanmu oOpatuthcsi k Bam 3a mHpopmanueir o ¢uHancoBom
COCTSHUU KOMITaHUU "AHJEpPCEeH DIEKTPOHUKE", KOTOpasi pa3MeCcTHIa y Hac 3aKa3 Ha
MOCTaBKY TOBapoB Ha cymmy 3 500 eBpo B cueT nmpoOHOTO 3aKa3a. Mbl Obuti Ob1 Bam
Ype3BbIYAHO MPU3HATENbHBI 3a JII0ObIE CBEICHUs, KOTOpble Bbl MOXkeTe COOOIIHUTD
HaM O JEATEIbHOCTH MU O00beMax olepaluuid yNmoMSHYTOM KOMIAHWUHU, TaK Kak
"Augepcen OnekTpoHuke" coOupaeTcs M B JalbHEHIIEM pa3Melmarb y Hac
MOBTOPHBIE 3aKa3bl.

B wactHoctH, MBI XOTenw Obl 3HaTh, MOKEM JIM MBI TMOUTH HA PHUCK U
NPEJOCTAaBUTh HAIIeMy HOBOMY IapTHEpPY NoATOBapHbI kpeaut (credit against
goods).

3apanee Omaromapum Bawm 3a mo6e3HOCTh W 3aBepsieM Bac B Tom, 4TO MBI
OyneM paccMaTpuBaTh BCE CBEACHHS, MOJIy4eHHble OT Bac, kak coBepuieHHO
CEKpETHBIE.

C yBaxxeHuem K.Cmut

3 centsa6ps 20... 1.

Llucomo 2

YBaxaemsblii -H CToyH!

MBI nmosy4uiiu OTBETHI Ha BCE HAIIM 3ampochl o (pupme, ynoMmsHyToil Bamu B
nucbkMe oT 15 nmexabpst 20... rona, U JOHKHBI MOPEKOMEHJ0BaTh Bam mposBUTH

OCMOTPUTCIIBHOCTD IIPpHU IIPCAOCTABICHHNN KpCaAUTAa ATOM KOMIAHUM.
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3a mocnemHue JBa TOAAa YHOMSHYTas KOMIIAHWS JBaXKIbl BBICTYyIIaia

orBerunkoMm (defendant) B cBs3M ¢ TpeTeH3WsIMH O HEIUIaTeXaX B CPOK
CYIIECTBEHHBIX CYMM, KOTOPbIE€ B KOHEUHOM CUeTe ObLIA OCYIIECTBIICHBI.
OcHoBHOHM Tpo6IEMOiT B 000MX ciyyasix ObLT Ype3MepHO OOJBIION 00BEM 3aKYTMOK,
KOTOpBIE KOMITAHUS HE MOTJIa cebe T03BOIUTh. B TO jke Bpems mapTHEPHhl KOMITAHUU
HE TPEAOCTaBISUIM € B CWIYy Pa3lWYHBIX MPUYHH JOJTOCPOYHBIC KPEAMTHI, UTO
YCYT'YOJISIIO TTOJ0XKEHHE.

Copmepkamiasics B JaHHOM THMCbME HH(OpMamMs HOCHUT CTPOTO KOH-
bupeHIMANGHBIA XapaKTep W HE CBA3BIBAET HAC HHUKAKUMHU IOPUIANYCCKHUMHU
00s13aTeILCTBAMH.

C yBaxeHueM T.Mooc

21 nexabps 20... T.

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

Assignment 1
Hamummre nucekMo B 0aHK, JaB €My MOpPYYEHHE OCYIIECTBIATh PEryJIspHbIC
CIIMCaHMs cO cyeTa Baiiell komMmnaHuu B KOHIC KaXXAO0ro McecCiala IJIA ITOKPBITHUA
apeHz[Hoﬁ IJ1aTbl 1 CTOMMOCTH CTPAXOBAHHA aBTOM06HHeﬁ KOMITaHUU.

Assignment 1
Brbl cooOmraete koMnaHum, KOTopasi COOMpaeTcsi OTKPHITh cUeT B Bariem oTneneHuu
O6aHka O TOM, 4YTO BBl 10 CHUX MOp HE NOMYYWIH OTAEIBHBIX JOKYMEHTOB (B
YaCTHOCTH, 3aBEPEHHOTO ayjJAuTopaMH OajlaHca), ¥ O TOM, 4TOo Bbl momxyuunu
HEraTUBHYIO MH(OpPMAIMIO O KOMIAHWU. BBl mpocuTe mpencraBuTeNiell KOMITAHUH
YTOUHHUTb, B CBA3M C YCM KOMIIAHHA BBICTYIIalla TPH MECALlA Ha3aJd B KadCCTBC

OTBCTUHMKA 110 IIPCTCH3WHN B IIPOCPOYKC INIATCIKA 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:

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

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

[ 1Loss 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.

58



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 Ha3HAYUTB/COOOIIUThL CTPaAXOBOU Tapud
In question paccMaTpuBaMBbIi, 00CYyK/IaEMBIid,

JTaHHBIN
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THE GOODS ARRIVED DAMAGED
December 15, 20...
Dear Sirs
Qur 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/ TWAS35 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 OJOKKATOPHBIH
hold a policy SIBJISITHCS ICPIKATEIIEM MOJTUCa
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take up the matter with sb. 00CyKJaTh BOIPOC ¢ KEM-JIHO0

Insurance certificate cmpax. — CTPaxOBOE€  CBHJICTCIIHCTBO
(TOKYMEHT, BBIZABAEMBbIil CTpaxoBaTEIIIO
B TOJTBEP)KIACHHE TOTO, YTO JIOTOBOP
CTpaxOBaHUS 3aKJIIOYCH U OTUTHC BbIJaH)

VARIANT: certificate of insurance

REQUEST TO RENEW A POLICY
April 23, 20...
Dear Sirs
Policy No0.26534

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  (3asBlICHHE
cTpaxoBarensi 00 00bEKTe CTpaxoBaHUS U

0 XapaKTepe pUcKa)

exhaust the amount of the cover ucuepnaTh CyMMY CTPaxOBOTO MOKPBITHS

renew a policy pOJJIeBaTh CPOK JICUCTBUSL  TIOJIHCA;

BO300HOBJIATH MOJIAC

floating policy cmpax. TEHepalbHBI IOJuC; (oarep
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(oroBop CTPaxOBaHM, COIJIACHO
KOTOPOMY  CTpaxoBaTelb  00s3yercs
3acTpaxoBaTh Yy  CTPaxoBILIMKAa  BCE
ONPEIETHHOTO POJa PUCKA HA CXOAHBIX

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 HEOTPAaHWYEHHOE CTPAXOBOE ITOKPHITHUE,
MIOJTHOE TIOKPBITHE

service 00CITy’)KUBaTh U PEMOHTHPOBAThH

petty theft MEJIKO€ BOPOBCTBO, MEJIKast Kpaka

cover CTpaxoBasi 3aIIuTa

QUOTATION FOR COMPREHENSIVE INSURANCE

9 April 20—
Mr B. Daracott
United Warehouses Ltd
Bruce House
Bruce Street
Aberdeen ABI1FR

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
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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

I10JIHas KOMIICHCAaIlu, IIOJIHOEC
BO3MEIICHHE YOBITKOB

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

machinery)

effect insurance

3aKJIIOYATh JOroBOp O CTPaxXOBaHUH,

3aCTPaxoBaTh

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

as from June 15, 20... .

WRITTEN PATTERNS

[Ipocum Bac cooOuiuth Ham cTou-
MOCTb CTPaxOBaHMS. ..

CrpaxoBka HyxHa ¢ 15 urons 20.. .r.
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Ex. 1. Find the English equivalents.

['eHepanbHBI TIONKC; OUCTAINIEP; KOBEPHOT, COTJAIICHHUE O TOKPHITUU YOBITKOB;
NoJJIeKaTh yIUIaTe; OO0INas aBapws, SIBISATHCS Jep)KaTesieM TIOoJuca; CIOpBeiep;
BO3MEIATh YOBITKH; MOABEPTaTh OMACHOCTH; YaCTHAs aBapus; MWCIIAIA; CTPaxoBas
npeMus; 10OpOCOBECTHOCTh;, aBapHiiHasi OTOBOPKA; OICHIIUK; CTPaxOBOU
cepTu(dUKaT; BO30OHOBIATH CTPAXOBOM TMOJHUC, OOBEM CTPAXOBOTO IOKPHITHUS,

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.

Iucomo 1

YBaxkaemslii r-H CMur!

bmarogapum Bac 3a mucemo ot 6 Masg, B KOTOpoM Bbl chopammBamum o
CTpaxoBaHMU B Hamed kommanuu. [loceutaro Bam OykieThl, B KOTOPBIX JAlOTCA
Pa3bACHECHHS] B OTHOIICHWHM HAIMX IIOJMCOB, KOTOphle oOecreuar Bam TOoT BuUj
CTpaxoBaHusA, B KOTOpoM Bbl 3amHTepecoBanbl. I aymaro, uro monuc Ne A356
nojoiaer Bam myudiie Bcero, MmockoyibKy 1o HeMmy Bbl mosyuuTe camoe 0o0Jiblioe
nokpbITHE 1pu 65 nencax 3a 100 ¢.cr.

Ecnu Bel xoTHTE, 51 MOTY IOTOBOPUTHCS C OHUM M3 HAIlIUX ar€HTOB, YTOOBI OH
BCTpeTuics ¢ Bamu muaHO 1 00Cy Ui Bee eTaind, a Takxke Bee yenosus. [Ipomry Bac
3aMoJHUTH NpujaraemMyro (popmy Jaekjiapaliud U BEpHYTh HaM €€ BMECTE C YEKOM Ha
195 ¢.ct. B aTOM citydae cTpaxoBKa BCTYNHUT B CUJTY C 1 HIOHS 3TOTO roja.

C HerepnenueM xay Bamero otsera.

C yBaxkeHHEM

A. beiikep.

Menemxep

10mas20... .r.

Iucomo 2

VYBakaemsble rocrojaa!

Msb1 661 xoTenmu cooOumuTh Bam o ToM, uto Buepa B mojaBaine (basement)
HaIllero CKJIaja BCMBIXHYI (to break out) moxkap. XoTs yaanock ObICTPO CIIPABUTHCS C

orueM (the blaze was brought under control), mo HammM olleHKamM OBLT MTOBPEXKICH
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ToBap oOmel ctoumocThio B 8 Thic. moiutapoB CLIA.IlpencraButens moxapHOi
Opurazbl COOOIINUI HaM, YTO TIOXKap, BEPOSATHO, ObUT BbI3BaH KOPOTKUM 3aMbIKAHHEM
B anekTponpoBojke (by an electrical short). [To ero pacueram 3T0 CIy4HIIOCH OKOJIO
noryHoun. K cuacTero, 1efCcTBHSI MOXKAPHBIX TTO3BOJIMIN OTPaHUIHUTH yiiep0O. [Ipomry

Bac Bricnath B ajpec Haileld KOMITAaHUK HEOOXO0IUMbIe OJTaHKU MPETEH3UM.

C yBaxkeHHEM

Jx. [qpenk

Menemxep “IOnaititen Braxayc”

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

Assignment 1

Brl xoTute 34CTpaxoBaThb IMAPTUIO KOMIIBIOTCPOB, KOTOpPAA 6y,Z[€T OTTpYy’KCHa U3
Jlusepnyns B bapcenony. Bel xoTuTe 3acTpaxoBaTh rpy3 OT BCEX PUCKOB. BrisicHUTE,
KaKyl CTpPaxoOBKy BBl MOXKeTe MOIy4WUTh M IOIPOCUTE MpHUcIaTh Bam 3K3eMIusip

CTPaxOBOM JIeKIapaluu.

Assignment 2

Bbl HanpaBisieTe B ajpec CTpaxoBOM KOMIAHUU MHCHMO C 3alOJIHEHHBIM OJIAHKOM
CTPaxOBOM AEKJIapaiyy I TOTO, YTOOBI MPOJJINTh TEHEPATBHBIN MOJUC HA CYMMY
10 TeIc. mommapoB CIHA. Ilompocute, uToObl Bam mnpucnanm eiie HECKOJbKO

HK3EMILIIPOB JEKIIapalnii, IOCKOJIbKY OHU Y Bac 3aKOHUMIIKCE.
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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 IpoMaciIeHHas Oymara

*grease-proof paper — BockoBast Oymara
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crate

KOHTEUHED. SIIIUK

non-returnable

HE MOIJICKAIIUN BO3BPATY

bolt CKPEILIATH OOJaTaMU
padding HaOMBKa; HAOMBOYHBIN MaTepUall
repayable IO IJIC KA BO3MEILCHHIO;

BBINJIAUE€BAEMbI; OralIacMbIi

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. OynHT
cwit. nenTHep 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 IPOTUBOYapHasl yIIaKOBKa
SYN: shock-resistant
pallet mex. TAJJIET, TIOIJI0OH
charged at cost B3BICKHBATh 110 C€0ECTOMMOCTH

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 OTIPABKH; SKCIICAUIINS

carry TPaHCIIOPTUPOBATH, IEPEBO3UTH

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

Gebrlder Bauer Spedition
Mainzerstrasse, 201-7
D-50000Kalnl

Dear Sirs,
Consignment Note 671342158
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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, CKIA]T
assume nopearoiiaratb
handle roughly HEaKKypaTHO/HEOPEIKHO

00paIaThCs/TPaHCIIOPTUPOBATE/BBITPYKaTh/TPY3UTh
hold XpaHUTh
WRITTEN PATTERNS
perishable goods CKOPOTIOPTSIINECS TOBAPHI MU TPY3bI
SYN: perishables

haulage IIEPEeBO3Ka; TPAHCTIOPTHPOBKA;
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oykcupoBka SYN: trucking

bulk goods HACBIIHbIC, HAJIMBHBIC MJIM HAaBaJIOYHbIC

rpy3bl SYN: bulk cargo; bulk freight

franco domicile dpaHko MeCTO Ha3HAYCHUS

to charge at cost B3BICKHBATH 110 CE0ECTOMMOCTH

We trust the consignment arrives safely. | Msl HageeMcs, 4To apTus (ToBapa)

npUOYIET B TOJHON COXPAHHOCTH.

We shall ensure that similar mistakes do | Yeepsiem Bac, uro ananorn4ysapie ommoOKu

not occur again. HE TIOBTOPSTCHL.

Ex. 1. Find the English equivalents.

HoxeBol ToBap; ymakoBOuHass KOMIAHHWS; MEPEBO3KA; HE IMOJJIEKAIIUN BO3BpATY;
MPOTUBOYyAapHasl YIAaKOBKA; MpPHUYAl; B3BICKMUBaTh MO CE0ECTOMMOCTH; HACHIITHbBIC
Tpy3bl; TOIJOH, HAOWBOYHBIA MaTepHall; TPAHCTIOPTUPOBKA; CKOPOMOPTSIIAECS
TOBaphI, MpOMAacieHHas Oymara; CKpeIUIsiTh OOnTaMu; IEHTHEP; HEOTTPY>KEHHBIN;
3aKpBITOE MOMEIICHUE.

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.
Tlucomo 1

YBaxkaemble rocrozaa!

Ccplnasch Ha Haill 3aka3 Ha 500 Gospinx OaHOK Kpacku, Mbl coobOiaem Bawm,
4YTO MBI Ha IPOIUION Henene Bbicianu Bam Onank 3akasa, u HajeeMcs, 4To Bel ero
MOJTYYHIIH.

[TockonbKy y Hac uMeeTcsl OOJIBIION OMBIT B MEpeBO3Kax Kpacku, a Bama
KOMITaHHSI 3aHUMAETCS STUM BHUIOM JIEATEILHOCTH CpPAaBHUTEIBHO HEIABHO, MBI
MOKEeM HampaBUTh BaM He0OX0AMMbIE HHCTPYKIIMHU IO YIIAKOBKE.

Kak Ber 3Haete, kpacka — orneomnacusiii (inflammable) ToBap, mostomy
HEOOXOIMMO IIPUHATH MEPHI MPEIOCTOPOKHOCTH. MBI IIpesiaraeM, 4To0bl OaHKH I10
10 wtyk ObUIM ymakoBaHbI B cHelUalbHble KapTOHHbIE KOpoOku. Kaxmas kopoOka
J0JDKHA HMMETh BHYTpeHHHMH mpoTuBomnoxapusii cioi (lining). Kaxmeni siuk
JIOJIKEH OBITh JOJIKHBIM 00pa30oM OleyaTaH.
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VY4uuThiBasi, 9TO HAIIM TAMOKEHHBIE OPTaHbl HE TPEOYIOT HATMYKS HA KOPOOKax
WM AIIAKaX OCOOBIX MapKUPOBOK, MBI MpocuM Bac yka3aTh HauMEHOBAaHHE
rpy30M0JIy4aTeNnss W TPYy300THPABUTENS M CIECHHAIBHBIE OTMETKHM B CBSI3HM C
OTHEOITACHOCTBIO TOBAPA.

Haneemcsa, 4yro Hamm wuHcTpykuuu nomoryT Bam. Ecim y Bac ecth
JanbHEeIIe BOpoChl, oOpaniaiTech K HaM WM K HAIIUM SKCIEIUTOPAM.

C yBaxxeHUEM,

A.Iletpos

Tlucomo 2

VYBakaemble rocrioaa!

bnaromapum Bac 3a mucemo ot 15 okTa6ps c.r. Mel mepenanu Bamm
WHCTPYKIUM IO YNAKOBKE HaIKM dKcreauTopaM. OHU CIIeNIaloT BCE BO3MOKHOE,
yTOOBI BBIIIOJHUTH UX B IIOJITHOM 00BEME.

Hamm skceauTopbl COOONTMIM HAM, YTO METAJUIMYECKUE SITUKH, KOTOPHIS
OHM HCHONB3yWT, — orHecrovikue (fire-resistant) m B TO *Xe camoe Bpems
Ype3BbIYAHO JIETKHE. OTH SIIUKU TOJJIeKaT BO3BpaTy, W HAIlM SKCHEAUTOPHI
CcBsDKyTCsl ¢ Bamm g Toro, utoObl 3a0path ux y Bac B panpHeimeMm s
MTOBTOPHOTO UCIIOJIb30BAHUS.

Mgl Beimiem Bam yBemomiieHue 00 OTrpy3ke, Kak TOJBKO TOBap Oyner
YIIaKOBAaH U OTIPYKEH.

C yBaxxeHuEM,

E. ABepuna

Ex. Make up letters according to the situations.

Assignment 1
Coobmmure, 4TO MoJy4YeHHble Bamu ToBaphl ObLIH yIIaKOBaHbl HEHAAJICKAIIUM
O6p8,30M, B PE3YyJIbTATC YCTO0 4YaCTb TOBapa IIpulljia B HCIOJHOCTD. 1338 IMPOCUTC

IpUCIIaTh 3aMEHY B KpaTyallliue CPOKH.
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Assignment 2
Coobmmre BamwmM kiMeHTaMm, 4TO MapTUs 3aKa3aHHOM WMMH Kpackd Oblia
Bamu otrpyxeHna. Bbl BRINOTHUIN BCE TOTOBOPEHHOCTH:

o VYnaxosxa. B 10 kapTOHHBIX SAITUKOB, TT0 40 GaHOK B KaXIOM.

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

o Mapruposxka. HauMeHOBaHUS TPy300THOPABUTENS U TPY30IMOTydaTeisl.
OrneomnacHo. Kpacka. OctopoxHo. SMMKU JOJKHBI OBITH TPOHYMEPOBAHBI MO
nopsaky (1-10).

Coo0mute, yTo Bl Bpyuniam Bce TOKYMEHTBI, OTHOCSIIUECS K IAHHOW MapTUU
TOBapa, FKCIeIuTOpaM Balux KIMEHTOB, U HaJleeTeCh, UTO Bally KiIMeHThl noayyar

TOBAp B ITOJIHOW COXPAHHOCTH.
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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
(uespensiit), shelly (B oOonouke, HeouwmieHHBIH OT oOosouku), broken, weevil
(n3penennnii 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

XYILINAHN, XyXKe

. inferior to sth  ANT: superior to sth

examination OCMOTp, U3yYCHHE
¢ to do/make an examination -
IPOBOJIUTH OCMOTP
Claim IPETEeH3Us, peKIamMarus

3 to make claim on / against sb for sth —
MPEBSABIISATE TPETEH3UIO KOMY-TTH00
. to abandon / to withdraw a claim —

OTKAa3bIBATLCA OT IIPCTCH3UU

. to decline a claim - orkiIoHUTH
[IPETEH3UIO

. to admit a claim - mnpu3HaBaTh
[IPETEH3HUIO

. to consider a claim — paccmarpuBaTh
MIPETEH3HUIO
. to satisfy a claim — ynoBieTBOpsTH

MPETEH3HUIO

correspond to / with sth.

COOTBETCTBOBATh YEMY-JTHO0

SYN: to conform to sth

to claim TpeOOBaTh
. to claim sth from sb — Tpe6oBaTh uTO-
100 OT KOTO-JIH00
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 yiiep0Oa i1 YbUX-TH00 IpaB
settlement yperyanupoBaHue
. settlement of dispute — yperymupoBanue
criopa
failing npeos. B ciy4ae OTCYTCTBUS, B CIIydae HE BBIMOJHECHUS
to submit to arbitration nepeaaTh B apOUTpaxk
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 IPUHATDH TOCTABKY

SYN: to accept delivery
advice of dispatch U3BEIICHNE 00 OTIpPaBKe

SYN: notification of dispatch
discrepancy IIPOTUBOPEYHE, PACXOKICHUE
pilferage XUIICHUE, BOPOBCTBO (M3 OTIEIBHBIX MECT TPy3a)
to investigate paccienoBaHue, UCCIEI0BaTh, U3y4aTh
replacement 3aMeHa, 9YacTH JJI 3aMEHbI, CMEHHBIC 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), rpy3
SYN: lot; cargo

short-shipped OCTaBIIHUICS HETIOTPYKEHHBIM

SYN: undershipped

beyond sb’s control | He3aBucsIMii OT KOro-IU00

to prevent sth HE JIOMYCTUTh YeT0-JIN00, MPEAYNPETUThH YTO-THO0
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WRITTEN PATTERNS
1. Failing your acceptance of Ecrm  Bel He mnpumere Haiie
this offer, the claim will be submitted npennoxenue, peTEH3Hs oyxaer
arbitration. nepenaHa B apOuTpax.
2. We must ask you to arrange MBI BBIHYXJEHBI NOpPOCUTH Bac
for dispatch of replacements for the opranmsosarts OTIIPaBKY 3aMEHbI

missing cups at once. HEJIOCTAIOMIMX YalleK HEMEIJICHHO.

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

B cootBercTBHU C YCIIOBUSIMH KOHTPAKTAa, HAa OCHOBAHUH, KOTOPOI'O 3aKJIFOYCH
KOHTPAKT, NPCABABIATH ITPECTCH3UU KOMy-JII/I60; pasHula B LCHC, IMPCAOCTABUTDH
CKUIKY; Oe3 ymepba [uisl mpaB; MOJHOE YpPEryJIupOBaHUE MPETEH3UH; HAIPABHUTH
NpPETEH3UI0 B apOWTpak; HU3BEIICHHE 00 OTIPaBKe;, PACXOXKJICHHE MEXIy
YIAaKOBOYHBIM JIUICTOM U CUETOM-(PaKTypOil; XUIIEHHUE, HETIOTPYKEHHbIC SIIUKUA; HE

3aBUCAIINUC OT HAC ITPUYUHBI.

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

YBaxkaeMsble rocmnojal

Mps1 nonyuunu Bamie nmucbmo ot 18 oxTsa6pst 20...1., B KoTopoMm BbI pocute
Hac npepoctaBuTh Bam ckuaky B 10% oOT cToMMOCTHM TOBapa, OTTPYKEHHOTO
teroxoaoM “Kyun Dmm3abetr” B cuet konTpakta Nel45. B muceme Bol ykasbiBaere,
YTO KAueCTBO TOBapa HE COOTBETCTBYET 00pasily, HA OCHOBAaHUMU KOTOPOrO OBLI
3aKJIFOUYEH KOHTPAKT.

OpHako MBI HE MOXKEM YJIOBIETBOPUTH Barry mpochOy, OCKOJIBKY aHaIH3,

MPOMU3BEJCHHBIN  Hamel madoparopueil, moka3zajl, YTO TOBAap IMOJHOCTHIO
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cooTBeTCcTBYeT oOpasmy. CnemoBaTenbHO, MBI TpocuM Bac mmbo oro3Bath Barry
MIPETEH3UI0, TNOO MPEJOCTABUThH CEPhE3HBIC

MOATBEP>KIEHUSI HU3KOTO KayecTBa MmoyrydyeHHoro Bamu ToBapa.

C yBaxxeHueM,

JI. bpayn

22 okTs6ps 20...r.

Ilucomo 2

YBaxkaemble rocroaa!

Ccputasice Ha Bame mucemo ot 15 okts6ps 20...r. U1 B moarBepxkaeHue
HAIIIETO Pa3roBopa Mo TenedoHy CeroaHs, Mbl cooliaeM BaM, 4TO MBIC CBS3AJIUCH C
HAlllUMU DKCIEAUTOPAaMHU IO TOBOAY 5 HEIOMOCTABICHHBIX SIIUKOB KYXOHHBIX
npuHaieknocteir  (Kitchen-ware).  Hamm  skcmeAWToOpbl  BBIACHWIHM,  YTO
HEIO0MOCTaBKa MPOU30IILIa M0 BUHE MOPTa MOTPY3KH.

MpbI pyHOCHM CBOM WM3BWHEHUS 3a MpUYMHEHHOE Bam HeymoOCcTBO, KOTOpoe
MPOU30ILIO MO0 HE 3aBUCSAIIMM OT HAac MpuuMHaM. MBI 00s3aTebHO CBSDKEMCS C
aIMUHUCTpAIME TIOpTa MO JaHHOMY BONPOCY U TIOMBITAEMCS HE JOMYCTUTH
MOJA00HBIX CITy4aeB B Oy IyIIIEM.

C yBaxkeHHeM,

C.benos

27 okTsi6ps 20...r.

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

Assignment 1

Bbl momyuynnu ToBap, KauyeCTBO KOTOPOTO 3HAYUTENHLHO HIDKE oOpasiia, Ha
OCHOBAaHMHM KOTOPOTO OBLI 3aKIIOYCH KOHTPAKT. Hamummre muchbMO MpOAaBIly H
noTpelyiite nTuOO0 3aMeHBbl HEKAYeCTBEHHOTO ToBapa, Jmbo 10% CKuaky co Bcei
CTOMMOCTH TOBapa. YKaXHTE Tak)Ke B ITUCbME, UYTO, €CIIM NPOJABEIl OTKAKETCS

BBIIIOJIHUTDb Ballln YCJIIOBUS, TO BbI O6paTI/ITeCB B ap6HTpa>I<.
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Assignment 2

Brl momyunnu muckMO, B KOTOPOM TMOKYHATEIH COOOIIAIOT O HEIOCTaBKE
ToBapa 1o KOHTpakTy Ne 15-02. CBs3aBmIUCh C BalllMMU SKCHEAUTOPAMHU BBI
BBISICHUJIM, YTO , JICUCTBUTENBHO, 4 sNMKa HE OBLIM TMOTPYXEHBI HA TETUIOXO/I.
CocraBbTe MNMUCHMO, B KOTOPOM BBl TMPUHOCUTE CBOM HW3BMHEHHUS W U3Jaraere
MPEANPUHATHIE BAMM IlIard, HallpaBJI€HHbIE HA TO, YTOOBI MOAOOHAs CHUTyallus HE

MOBTOPUJIACH B OyIyIIIEM.
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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

advice by teletransmission(see
UCP 500 Article 11)

0 Issue by teletransmission (see
UCP 500 Article 11)

{1 Transferable Credit ~ As per
UCP 500 Article 48

Applicant: Issuing Bank: |
Date of Applications: Expiry Date and Place for Presentation
Ll Issue by (air) mail U with brief | of Documents

Expiry Date:
Place for Presentation:

Beneficiary

Confirmation of the Credit:
not requested Q
requested

O authorized if requested by
Beneficiary

Amount in figures and words
(Please use 1SO Currency Codes):

Partial shipments O ailowed O not
allowed

Transshipments U allowed U not
allowed

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

Shipment as defined in UCP 500
Article 46

From:
For transportation to:
Not Jater than:

L) insurance will be covered by us

Credit available with Nominated Bank:

O by payment at sight

Q by deferred payment at:
(J by acceptance of drafts at:
L} by negotiation:

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

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

Terms:

Q ras Q CIF

O rFoOB O Other terms:

O CFR O asper INCOTERMS

Transport Documents:

transport

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

CO000000

Q) prepaid

Commercial invoice ) signed, original and O copies.
Multimodal Transport Document, covering at least two different modes of
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

{ Declaration under an open cover. Covering

validity of the Credit.

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

‘Additional | We request
Instructio | Irrevocable
ns;

ou to issue on our behalf and for our account your
redit in accordance with the above instructions (marked !

(x) where appropriate).

Documen 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.

|
This Credit will be subject to the Uniform Customs and Practice for
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Confirmed Irrevocable Letter of Credit

: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

DURBA Branch.
Conﬂrmed Irrevocable Letter of Credit for £ Neo. 1 .
1/We hereby authorize THE ALLUMINIUM ALLOY LTD i
of BIRMINGHAM, ENGLAND to draw at 60 day: sight mefus to the extent of SIXTY
TWO THOUSAND TWO HUNDRED AND FIVTY PQQ DS (£ 62,250) in one er-meore drafts in

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

{Insert brief des cription of merchandise)
to be shipped €&F/CIF/EOB per Steamer and/or Motor Vessel from LONDON 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
1+ State here the name of the office or agency of the Bank at which the drafts are to 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.
2, And ¥we hereby agree with the Drawers, Endorsers and bona fide holders of such Draft(s) to pay at sight
or to accept it/thems 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).
3 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
marked } !

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, are 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.

{c) 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
standlng uf the Insurers )

| Transshnpmcm at CAPE TOWN ---—'§---- penmsmb}e 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 L .. i
| shipments are not
6. #/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, elc., 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 [J or state otherwise [])
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 OO monthly O quarterly [0  half-yearly O vearly O
Identification on cheques as follows:
DOOOOD0O000000000000000000800000000000
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FORMB

To: Branch Date
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

E Introduced by

T | Name Address and Tel. No.

STATEMENTS OF ACCOUNT REQUIRED monthly [0 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........[] 4. references received................... ]
S.copy identification documents obtained............ccooniviiiiinii e 0
6.0pening of account approved.....[7 7. initial deposit received............... O
8.cheque book issued..................[] 9.computer form completed........... H
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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

S.

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
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APPPENDIX 3
IMCOTERMS

CIF transport & insurance paid

|
CFR transport paid .

ullm- customs unpaid
|

The seller mn Loading Destination
part port

The buyer

Frontier
transport paid ozl
CPT : DDP

E'P transport & insurance paid

customs unpald
DAP :

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

EXW - Ex Works ("¢ wMectra pabGoTel"; ymorpeOisercs ¢ yKa3aHHEM
MECTOIIOJIOKEHHS TPOJABIA; OTBETCTBEHHOCTh IMPOJaBIa 3aKaHYMBAETCS, KOI/a
TOBap OKas3ajcs Ha €ro CKiaje, MarasuHe W T.O.;, HAa TIOKYIMATENs JIOXKATCS BCE
pacxo/bl O BEIBO3Y TOBapa CO CKIIaja, MepeBO3Ke, paCTaAMOXKKE U T.JI. )

FCA - Free Carrier ( "cBoOOmeH [OT OTBETCTBEHHOCTH, KOTJIa TPy3 MOJIYYHII|
nepeBo3uuk"; ymorpebnsercas ¢ ykazanuem wmecta ( FCA  Hamburg);
OTBETCTBEHHOCTH MPO/AaBIIa 3aKAHYMBAETCS, KOTJ]a TOBAap MOATOTOBIIEH K 3KCIOPTY U
nepesiaH yKa3aHHOMY IMOKyMaTesieM MepeBO3UYNKY B YKa3aHHOM MOKYIATEIeM MECTE;
eClIi TSl TIOJIHUCAHMsI KOHTPAKTa C MEePeBO3YMKOM TPeOyeTCsl ydacTHe TpPOIaBIIa,
PAcXOJIbl U PUCK, CBSI3aHHBIC C TAKUM y4aCTHUEM, JIOKATCS HA TTOKYTaTelIs )

FAS - Free Alongside Ship ( "cBoOomeH [OT OTBETCTBEHHOCTH, KOIja Ipy3
JoCTaBJieH| Ha 0OpT KopabJid"; yrmoTpeOsieTcsl ¢ ykazaHHeM MopTa; OTBETCTBEHHOCTh
npojaBla 3aKaHUYMBAETCS, KOTJa TOBAp MOJTOTOBIIEH K 3KCHOPTY U MOTPYKEH Ha
Kopabib B yKa3aHHOM TOPTY; C 3TOTO MOMEHTa BCE PAacXOJbl U PUCKH, a TAKXKE
OTBETCTBEHHOCTh 3a MOpYY M IMOTEPI0O TOBAapa HECET MOKYyINaTellb; MPUMEHSETCS

TOJIbKO B KOHTPAKTaX C MOCTAaBKOW 10 MOPIO UJIM IO peKaMm )
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FOB - Free on Board ymorpebisiercs ¢ yka3aHHEeM NOPTa; OTBETCTBEHHOCTh
po/iaBIa

3aKaHYMBACTCS B MOMEHT TOTPY3KH MOJTOTOBJICHHOTO K AKCIOPTY TOBapa Ha 0OpT;
IUIs TIOCTaBOK B KOHTEHHepax W T.m. ucnoib3yercss FCA ; mpuMeHsieTCsT TOJIBKO B
KOHTPAKTaxX C MOCTABKOM 0 MOPIO WJIU 110 peKaM

CFR - Cost and Freight ( "cTtoumocTts u dpaxt"; ymoTpeOisercs ¢ yKa3aHHEM
nopTa MPUOBITHS TPy3a; OTBETCTBEHHOCTh IMPOJABIA 3aKAHYHMBAETCS, KOTJAa TOBap
JOCTaBJICH B MOPT NMPHOBITHS, OJHAKO C MOMEHTa TOTrPY3KH TOBapa Ha OOpT Bce
pacxo/ibl, CBS3aHHBIC C MOpPYEH WMIIM TMOTEped TOBapa, HECET MOKYIATeNb; IMPO/IaBell
00s13aH TIOJTOTOBUTH TOBApP K JKCIOPTY; NMPUMEHSETCS TOJBKO B KOHTPAKTax C
MOCTAaBKOM 1O MOpI0 WM IO peKam; JJIs TOCTAaBOK B KOHTEHWHEpax H T.1.
ucnonszyercst CPT )

CIF - Cost, Insurance and Freight ("crommocts, cTpaxoBka u (paxrt";
YIOTPEOJIIETCS ¢ YKa3aHUEM TOPTa MPUOBITHS TPy3a; OTBETCTBEHHOCTD MPOJIABIa Ta
xe, uto ripu CIP , oiHaKo TipogaBer] 00s3aH TaKXKe 3aCTPaxoBaTh TOBAp HA BPEMsI €TO
NEPEeBO3KA MO MOPI0 (OH 3aKI0YaeT KOHTPAKT CO CTPAaXOBIIMKOM U TUIATHT
CTPaxoBOI B3HOC, OJTHAKO CTPAXOBKA MOXKET OBITh MUHUMATHHOM);

npojaaBenl 00s3aH IMOJTOTOBHTH TOBAp K OKCIOPTY; MPUMEHSETCS TOJIBKO B
KOHTpaKTaX ¢ MOCTAaBKOH IO MOPIO WM MO peKaM; JJis MOCTaBOK B KOHTCHHEPax W
T.4. ucnoaszyercs CIP )

CPT - Carriage paid to "mocraBka orutaueHa J0"; ynmoTpeOseTcss ¢ yKa3aHHeM
MecTa MPUOBITHS TPY3a; MPoJaBel] 00s3aH OIUIATUTh CTOMMOCTh NIEPEBO3KH IPy3a 110
YKa3aHHOTO MECTa; C MOMEHTa JOCTaBKH TOBapa Ha CKJIAJ IepeBO3YMKa (eciid B
MOCTAaBKE HCIIOJIL3YIOTCSI HECKOJBKO TEPEBO3YMKOB, TO Ha CKIaJ IIEPBOTO
MEePEeBO3YMKa) OTBETCTBEHHOCTh 3a MOpPYY M MOTEPIO0 TOBapa, a TaKKe pa3IUIHbIC
pacxoJpl HECeT MOKyMaTellb, 0 3TOr0 MOMEHTa - TpOJaBell; MpojAaBelnl 00s3aH
MOJITOTOBUTH TOBAP K IKCIIOPTY )

CIP - Carriage and Insurance paid to ("mocraBka ¥ cTpaxoBKa OIUIAYCHBI JI0";
YIOTPEOJIAETCS ¢ YKa3aHUEM MECTa MPUOBITHS TPy3a; OTBETCTBEHHOCTD MPOJIABIA Ta

xe, uro ipu CPT , omHako mpomaser; 00si3aH Tak)Ke 3aCTpaxoBaTh TOBApP Ha BpeMsI
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€ro MepeBo3Ku (OH 3aKIIOYAeT KOHTPAKT CO CTPAXOBIIMKOM M IUIATUT CTPAaXOBOU
B3HOC, OJHAKO CTPaxOBKa MOXET ObITh MHHHMMAJIBHOW); TpojaaBel] o0s3aH
MOATOTOBUTH TOBAP K SKCIIOPTY )

DAF - Delivered at Frontier ("mocrtaBieHo Ha TpaHUIly"; YIOTpeOJIeTCA C
YKa3aHUEM MECTa; OTBETCTBEHHOCTh MpOJaBlla 3aKaHYMBAETCS, KOTJa TOBap
MOATOTOBJIEH K KCIOPTY U JIOCTaBJIEH B YKAa3aHHBIA MyHKT Y TPAHUIIBI (TAMOXKEHHBIH
KOHTPOJIb CTPaHbI, KyZa MOCTABJISIETCS TOBAP, HE MPOIIEH); CIOBO "TpaHULa' MOXKET
OTHOCUTbCS K TpaHulle JIO00OW U3 JABYX CTpaH, MO3TOMY HaJI0 00s3aTeIbHO
YKa3bIBaTh MPUTPAHUYHBIA TYHKT; OOBIYHO YHOTPEOJSIETCS MpU TMOCTaBKax II0
KEJIE3HOM JOpOore WM aBTOAOPOTe, OJHAKO MOXKET YMOTPEOJISATHCS W MPU JIPYTUX
BH/1aX MMOCTABOK )

DES - Delivered ex Ship ( "nocraBieno ¢ kopaOs'"; ynmoTpeOysercs ¢ ykasaHueM
MopTa HA3HAYEHHUSA Tpy3a; OTBETCTBEHHOCTh MpOJAABIA 3aKaHUMBAETCs, Koraa
KOopalJib C TOBapOM Ha OOpTy MPHUOBLI B YKa3aHHBIM MOPT (TOBap HE pa3rpy eH U He
MOJIFOTOBJIEH K BBO3Y); BCE PacXobl 10 JOCTABKE Ipy3a, OTBETCTBEHHOCTH 3a MOPUY
¥ TIOTEpIO0 TOBapa J0 ATOT0 MOMEHTAa HECeT MPOJAABEIl, MCIOJb3YeTCs TOJIBKO MpH
MOCTaBKaX MOPEM HJIU TI0 peKaMm )

DEQ - Delivered ex Quay (Duty Paid) ( "mocraBineHo ¢ mpuyana (MOILIAHA
orutadyeHa"); ¢ yKazaHUEM TMoOpTa TPHUOBITHS Tpy3a; OTBETCTBEHHOCTh IPOJIaBIIA
3aKaHYMBAETCS MOCJIE TOr0, KaK TOBAap MO MPUOBITUN B YKa3aHHBIN MOPT Pa3rpyKeH U
MOJITOTOBJIEH K BBO3Y; BCE PAaCXOJbI MO JAOCTaBKE rpy3a (HAJIOTH, MOILIUHBI U T.1.),
OTBETCTBEHHOCTh 3a MOpPYY M MOTEPIO TOBapa J0 3TOT0 MOMEHTa HECET MpOJIaBell;
UCIIOJIB3YeTCsl TOJBKO TIPH TMOCTAaBKaX MOPEM WM 10 peKaMm; OOBIYHO He
UCIIONIL3YETCSI, €CIU TPOJAABEll HE MOXKET OMOCPEIOBAHHO WM HEMOCPEICTBEHHO
MOJIYYUTh pa3perieHre Ha BBO3; €CIIM CTOPOHBI JIOTOBAPUBAIOTCS, YTO MOUUIMHY HA
BBO3 OIUIaYMBAaET IMOKYyMarteb, ciioBa "duty paid" ("mouuimHa oruiadeHa") 3aMEHSIOT
Ha "duty unpaid" (" nmommHa He oruiadeHa'); MOTYT OBITh TakKe J100aBJICHBI
ITOJIOKEHMS, OCBOOOXKAaI0IKe MpoaaBiia ot psga orBercrBeHHOCcTeH ("VAT unpaid”

U T.IL.) );
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DDU - Delivered, Duty Unpaid ( "mocraBieHo, ONUIMHA HE OIjladeHa" )ocTaBKa
0e3 orIaThbl

MONUIMHBI ( ¢ yKa3aHWEM MeCTa Ha3HaueHUs; 03HAYaeT, YTO MPOJIaBell MPEIOCTABHUT
HE TIPOMIEANNNA TaMOXCHHYIO OYHCTKY M HEPasTPy>KCHHBI C MPUOBIBIIETO
TPAHCIIOPTHOTO CPEICTBA TOBAp B PACHOPSHKCHHE MOKYIMAaTessi B Ha3BAaHHOM MECTE
Ha3HA4YEHUs; MOTYT OBbITb JOOABJICHBI IIOJIOKEHUS, OOS3BIBAIOIIME ITPOJIaBIA
OTUIATUTH OT/ICNIbHBIE JOMOTHUTENIbHBIE (HOPMAITBHOCTH; JAHHBIN THIT pACIIPEACIICHUS
OTBETCTBEHHOCTH MOXXET MCIIOJIb30BaThCsI HE3aBUCUMO OT BUA MIOCTABKH )

DDP - Delivered, Duty Paid ( "mocraBiieHo, IMomnuiMHa oriadeHa’; yrmorpeoseTcs ¢
yKa3aHUEM MeCTa MPUOBITHS; OTBETCTBEHHOCTh MPOJABIIA 3aKAHUYMBACTCS TIOCIE
TOTO, KaK TOBap JIOCTaBJICH B YKa3aHHOE MECTO B CTpaHE IMOKYIATENsA; BCE PUCKH, BCE
PacXoJIbl O JOCTAaBKE Tpy3a (HAJOTH, ONIINHBI U T.J.), OTBETCTBEHHOCTH 3a MOPUy U
MOTEepPI0 TOBapa, BKIIOYas TOUUIMHBI W TPOYME BBIUIATHI, BHITIJIAUMBAEMbIC MPH
HUMITOPTE, IO 3TOI0 MOMEHTA HECET IMPOJaBell, TAKXKE OH HECET OTBETCTBECHHOCTH 3a
pacTaMOXkKy; MOTYT OBITh J00aBJIEHbI MOJOXKEHUS, OCBOOOXKAAIOIIME TPoAaBIa OT
OTUIATHI OTAEIBLHBIX JOMOJHUTEIBHBIX (hOPMATbHOCTEH; TaHHBIN THIT pacpeacIICHUS

OTBCTCTBCHHOCTH MOKCT HCIIOJIbB30BATHCA HE3aBUCHUMO OT BH A HOCTaBKI/I)
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