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BBEJIEHUE

I'1aBHOI meabI0 00ydeHUs HHOCTPAHHOMY SI3BIKY SBIISIETCS (hOpMU-
pOBaHME MHOS3BIYHON KOMMYHHMKATHBHON KOMITETEHIIMH CIEIHAJICTa,
MO3BOJISAIONIEH MCHOJIB30BaTh MHOCTPAHHBIA SI3BIK KaK CPEICTBO MpO-
(hecCHOHANBHOTO U MEXIUYHOCTHOTO OOLICHUSI.

B pycne coBpemenHoO# 00pa3oBaTeNbHON HICOIOTHU WHOCTPAHHBIN
SI3BIK pACCMATPUBAETCA HE TOJNBKO B KAYECTBE CPEICTBA MEXKKYIHTYpPHO-
ro oOIeHHs, HO U cpelncTBa (DOPMHUPOBAHUS JIMYHOCTH KaK CyOBEKTa
HAI[MOHAIBHON W MUPOBOU KynbTyphl. [Ipenmonaraercsi, 4T0 MUPOBO3-
3peHue, BKII0Yarolee B ce0sl IEHHOCTH JTMYHOCTH, 00IIecTBa, rocyaap-
CTBa, a Takke Ooiiee MIMPOKOTo coodmiecTBa (eBpOIEHCKOro, MHPOBO-
r0), cmocoOcTByeT OOJbIIEMY B3aMMOIIOHMMAHHIO U COJIMYKEHUIO HAPO-
JIOB B COBPEMEHHOM ITOJINKYJIFTYPHOM MHpE, CIEeI0BATEeIHHO, CTA0MIIb-
HOCTH ¥ YCTOWYHBOCTH €TO Pa3BUTHSL.

B kadecTBe cTpaTernyeckoidl MHTErpaTMBHOM KOMIIETEHIMH B IpO-
1ecce 00y4eHUs] HHOCTPAHHBIM SI3bIKAM BBHICTYyIa€T KOMMYHHKATHBHAS
(KK) B eauHCTBE BCEX COCTaBISIONIMX: — SI3BIKOBOM, PEUEeBOM, COLUO-
KYJIETYPHOH, KOMIIEHCATOPHOH, yueOHO-II03HABATEILHON KOMIIETCHIINH.

S3bikoBas kommereHuus (SIK) — COBOKYNHOCTh SI3bIKOBBIX CPEICTB
(hoHETHUECKHX, JIEKCHYECKUX, TPAMMATHYECKHX), a TakKe IMPaBHI HX
HCIIOJIb30BaHMSI B KOMMYHHUKATUBHBIX IIEJIAX.

PeueBas xomnerenmus (PK) — coBokynmHOCTh HaBBIKOB M YMEHHI pe-
YeBOW JEATENBHOCTH (TOBOpPEHHE, IICEMO, ayIMPOBaHUe, YTCHHUE), 3HA-
HUE HOPM PEYEBOTO MOBENEHUS, CIIOCOOHOCTH UCIOB30BATh SI3BIKOBBIE
CpeACTBa B CBA3HOW PEYM B COOTBETCTBUU C CUTyallMeH OOIICHHS.

CouunoxynbrypHas komnereHuus (CK) — COBOKYMHOCTb 3HAHHM O
HAI[MOHAIBHO-KYJIBTYPHOH CIIEITU(pUKE CTPaH U3ydaeMOro SI3bIKa U CBS-
3aHHBIX C 3TUM YMEHHUIl KOPPEKTHO CTPOUTH CBOE PEUEBOE U HEPEUEBOE
MOBEICHUE.

Komnencaropnas xkommnereHius (KomnK) — coBokynHOCTh yMeHUN
WCIIOJIb30BaTh JONOJTHUTEIbHBIE BepOabHbIC CPEICTBA H HEBEpOaIbHbIC
CHocoOBl pelIeHUs] KOMMYHUKAaTHBHBIX 3a/a4 B YCIOBHSX JeHUIUTA
MMEIOIINXCS SA3BIKOBBIX CPEJICTB.

YuebHo-mo3HaBatenpHas kommereH s (YIIK) — coBoKyImHOCTE 00mIxX
W cHeUyanbHbIX Y4eOHBIX YMEHHH, HEOOXOAMMBIX ISl OCYIIECTBICHUS
CaMOCTOSTENHHON IEATENFHOCTH 110 OBJIAJICHUIO HMHOCTPAHHBIM SI3BIKOM.
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B mpotiecce conmanbHO-TyMaHUTAPHON MOATOTOBKH BBITYCKHUK JOJ-
JKE€H pa3BUTh Takue MeTanpeaMmerHele komnerenuuu (MIIK), kak Bnane-
HUE METOJaMH CHCTEMHOTO M CPaBHHUTEIBHOTO aHaM3a; c(hOPMHUPOBAH-
HOCTh KPUTHUYECKOT'O MBIIIJICHUS; YMECHHE Pa0OTaTh B KOMaH/IC; BIIaJICHUC
HaBBIKAMHU TIPOSKTHPOBAaHUS W TPOTHO3UPOBAHUS; C(HOPMHUPOBAHHOCTH
JMYHOCTHBIX Ka4eCTB: CAMOCTOATEIIEHOCTh, OTBETCTBEHHOCTh, OPraHU30-
BaHHOCTb, IEICYCTPEMIICHHOCTh, & TaKXXE MOTHBAIlMOHHO-IICHHOCTHBIC
OpHUCHTAIINW; YMEHHUE YUUThCS, TOCTOSIHHO TIOBBIIIATH KBATA(DUKAIHIO.

B cooTtBeTcTBHM € TEmsIMH W TPUHIUIIAMHA COIHAIbHO-TYMaHH-
TapHOW TOJTOTOBKH BBIMYCKHUK BBICHIETO Y4EOHOTO 3aBEACHHS IPH
MOJATOTOBKE MO 00pa30BaTENBHON IMporpaMMe MEepBOM CTyMeHu (crie-
[UAIMCT) JIOJDKEH TPUOOPECTH CIEAYIONINE COUUATBHO-THYHOCTHEIE
KOMTIETeHIINH:

e KOMIETCHIIMH KYyJBTYPHO-IICHHOCTHON M JIMYHOCTHON OpHEHTa-
uuu (KKIJI0),

e KOMIETECHIMH rpakaaHncTBeHHOCTH U nmarpuotusma (KI'TI),

e KOMIETEHINH coruaibHoro B3aumoaeictaus (KCB),

o xkomnerennuu kommyHukarmu (KK = K + PK + CK + KomnK
+ VIIK),

e KOMIeTeHIUH 370poBbecOepexenns (K3),

e xomneTeHIMH camocoBepiueHcTBoBanus (KC).

B pesynpTare n3y4eHnss AUCHUTUINHBL CTYIEHT JOJDKEH 3HATH:

" 0COOCHHOCTH CHCTEMBI M3y4acMOro WHOCTPAHHOTO SI3BIKA B €r0
(hOHETUYECKOM, JIEKCUYECKOM U TIPaMMAaTUYE€CKOM acleKTax (B COMocC-
TaBJICHUH C POJTHBIM S3BIKOM);

" COIMOKYJIbTYPHBIC HOPMBI OBITOBOTO W JIEJIOBOTO OOIICHMS, a
TakKe MpaBUJia PEYCBOTI0 ITUKETA, O3BOJISIONINE CICHUATHCTY dpdek-
THBHO HCITOJIb30BaTh HHOCTPAHHBIN SA3BIK KaK CPEJCTBO OOIIEHHUS B CO-
BPEMEHHOM TOJIMKYJIBTYPHOM MHPE;

" HCTOPHIO U KyJNbTYPY CTPaH U3y4aeMOT0 SI3bIKA.

CTyleHT NOIDKEeH YMeTh:

= BECTH OOIICHHE COIUOKYJIBTYPHOTO W MPOGECCHOHATLHOTO Xa-
pakTepa B o0beMe, IpeayCMOTPEHHOM HACTOSIIEH TPOrpaMMOii;

" YUTATh U NMEPEBOJUTH JINTEPATYPY MO CHEIHATBLHOCTH 00ydaeMBbIX
(u3yuaroriee, 03HAKOMUTEILHOE, IPOCMOTPOBOE U TOMCKOBOE YTCHHE);

" MHCHMEHHO BBIPAXaTh CBOM KOMMYHHUKATHBHBIC HAMEPCHHS B
chepax, MpeayCMOTPEHHBIX HACTOSIIEH POrpaMMOoii;
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" COCTaBISATh MUCHMECHHBIC JOKYMEHTHI, HCIIOJIb3YsI PEKBUHTHI Jie-
JIOBOTO MMCHhMA, 3allONHATH OJTAHKH HAa y4acTHE U T.I1.;

" [IOHUMATh ayTEHTHYHYIO WHOS3BIYHYIO peub Ha CIyX B o0beMe
MPOrpaMMHON TEMAaTHKHU.

B coorBercTBUE ¢ y4eOHON IporpaMMoOi IO WHOCTPAHHOMY SI3BIKY
H3ydYeHUe JUCHUIUTMHBI « THOCTpaHHBIN s3bIK» paccuuTaHo Ha 150 ay-
JUTOPHBIX YaCOB.

Conepkanne yuyeOHOr0 MoyJist 4 «Y4eOHO-npodeccnoHabLHoe

00IIIeHUEe» MPEe/ICTaBICHO B TabIHIIE.

Tema monyst Conepxanne KonnuectBo dopmu-
4acoB pyeMsbie
KOMIIe-
TEHINH
M-4. YueoHo- IIpenmer u co- | 44 KK
npogeccuoHaIb- | JepKaHuUE Clie- MIIK
HOe o01IeHue LIUAJTBHOCTH. Krn
CTY/IEHT JIOIKEH: Obmiee npex- KCB
CTaBJIEHUE O K3
3HATL: COLMOKYJIb- | CTPYKTYpE U KC
TYPHBIC HOPMBI Xapakrepe
JIEJIOBOTO 001I1e- mpocgeccuo-

HUS;

YMeThb: Ha OCHOBE
BJIaJICHHS BCEMHU
BUJIAMH YTEHHS
Tekcra pedepupo-
BaTh M aHHOTUPO-
BaTh Npodeccro-
HAJILHO OPHEHTH-

HaJILHOMU Jied-
TEIBLHOCTH CITe-
nuagucTa (3a-
KJIIOUEHHE KOH-
TPaKTOB, ACIO-
Basl EpPEIUCKa,
MEHEKMEHT U
MapKETUHT U

Ap.).
OBaHHBIC U 00IIIEe-
P YCPC: V-
HAYYHBIC TEKCTHI, o
OpMaIMOH-
BIIAZIETh HABBIKAMH pMa
HEBIH TIOUCK
COCTaBJIEHHSI YaCT-
(MHOS3BIYHAS
HOT'O U JIEJIOBOTO 5
a3a JaHHBIX
nucsMa, OOMeHHU- A ’
NurepHeT-

BaThCs Mpodec-




CHUOHAJBHOM MH- pecypceel).

(dhopmarueii, mpo- CryneHueckas
JyIIUPOBATh pa3- Hay4YHO-
BEPHYTOE MOJTO0- MpaKTHYeCKas
TOBJICHHOE U HE- KOH(epeHuus:
MOJTOTOBJICHHOE JIOKJIaibl, CO-

BBICKA3BIBAaHHUE I10 0oO1IIeHUS.

teme «Mos crieru- | Pedpepuponanue
aIbHOCTBY, MOJIb- Y aHHOTHpPOBa-
30BaThCA UHO- HUE CTAThH 110
SI3pIYHBIMU IHTEp- | CEMaIbHOCTH.
HET-pecypcami.

YMK cocTaBieH B COOTBETCTBHH C TpeOoBaHUSAMH THNOBOH y4eO-
HOW MpOTrpaMMbl AJISl BBICHIMX YYEOHBIX 3aBEACHUI MO MHOCTPAHHOMY
SI3BIKY, yTBEepkIeHHOH MuHUCTEpcTBOM 0Opa3zoBaHus PecnyOnmk bema-
pych. B OCHOBY CTpyKTypuUpOBaHHS COIEpXKAHUS yueOHOro MaTepuana
MOJIO’KEH MPHUHIMIT MOTYJBHOTO MOX0J]a, KOTOPBIA IperoiaraeT pas-
OMBKy yueOHOro mMarepuaga Ha OTHOCHTEIBHO CAMOCTOSITEIbHBIE MOMY-
71 (pa3mensl) Kypca.

Monynpe 4 BKIO4aeT B cebsl ynpakHEHUs, HallpaBlieHHbIE Ha ¢op-
MHUPOBaHNE YMEHHH W HaBBIKOB MPO(eCcCHOHATHHO-IEIOBOTO OOIICHHS
cTyneHToB. llens 00ydeHHs COCTOMT B NPHOOPETEHHH CTYICHTaMH
KOMMYHHKAaTUBHOM KOMITETEHIIH, HOPM IIPOU3BOACTBEHHOTO H JIETIOBO-
ro OOLICHUs, MPaBUJI PEYEBOTO ITHKETA. Y POBEHb KOMMYHHKATHBHOM
KOMIIETCHIIMK HA OTIEIBHBIX ATaIaxX SI3IKOBOM MOATOTOBKH MO3BO-
JSeT MPaKTUYECKH HCIOJIb30BaTh MHOCTPAHHBINA S3bIK B Mpodec-
CHOHAJILHOW (TIPOM3BOJICTBEHHOM M HAy4HOM) cdepe mis pelIeHus
TUTIUYHBIX POU3BOICTBEHHBIX 3a/1a4, a TAKXKE B LEJSIX caMoo0pa-
30BaHUs.

Conep)XUT CBeleHUs] TEOPETHUECKOr0 XapakTepa, ayTeHTUYHbIE TEK-
CTBI U KOMIUIEKC yNPa)KHEHUH, KaK TPEHUPOBOYHOM, TaK U KOMMYHHKa-
TUBHOH HAIIPABJICHHOCTH 110 TEMATUKE MOYJIS.

[IpennasHaveH it CTYJEHTOB BTOPOTO Kypca (akyiabTeTa Mpeanpu-
HUMaTeabCTBa U ynpasieHus bI'ATY.

MOJYJIb 4
YUYEBHO-ITIPO®PECCUOHAJIBHOE OBLHLIEHUE

4.1. MIPEAMET U COAEP KAHUE CIIEHUAJIBHOCTH

1. Study the following economic terms:

Economics is the study of the way in which money, industry, and
trade are organized in a society.

The economy of a country or region is the system by which money,
industry, and trade are organized. The wealth obtained by a country or
region from business and industry is also referred to as its economy: the
national economy. Economy is also careful spending or the careful use
of things to save money: economy of effort I words.

An economist is somebody who studies, works or is an expert in the
field of economics.

If you economize, you save money by spending it very carefully. To
economize means to reduce expenditure, or use resources less waste-
fully: We had to economize on fuel.

Economic means concerned with the organization of the money, in-
dustry, and trade of a country, region, or social group. A business that is
economic produces a profit

If someone is economical, they spend money carefully and sensibly.
Economical also means using the minimum amount of something that is
necessary.

Economic or economical?

The adjective economic denotes economics or the economy, and is
concerned with "aspects of the supply of goods and structure of wealth":
economic activity /theory /development/ planning/ policy, a Nobel Lau-
reate's economic theories, the economic effects of taxation. The adjec-
tive economical, on the other hand, has to do with economy specifically
in its senses "making the best and most frugal use of resources" and "in-
expensiveness": an economical cook /housewife /production process/
budget. But the two adjectives can overlap in one sense, "efficient in
terms of contributing to thrift": an economical (or economic) use of elec-
tricity.



2. Match the following economic terms with their definitions:

1. Economics a) to reduce the amount of money, time,
goods etc that you use

2. Economy b) using money, time, goods etc carefully
and without wasting any

3. Economist ¢) concerned with the organization of the

money, industry, and trade of a country, re-
gion, or social group

4. To economize d) the cheapest type of seats in a plane

5. Economic ¢) somebody who studies, works or is an ex-
pert in the field of economics

6. Economical f) - the system by which money, industry,
and trade are organized in a country or re-
gion;

- careful spending or the careful use of
things to save money

7. Economy class g) the study of the way in which money, in-
dustry, and trade are organized in a society

3. Complete the following sentences with the appropriate eco-
nomic terms from the list below:

economic economics economize

economical economist economy economy class

1. A business that is produces a profit.

2. A small car is more than a large one, because it uses less pet-
rol.

3. Higher taxes encourage people on fuel.

4. An is a person who studies, teaches, or writes about econo-
mics.

5. A good manager is in the use of his funds.

6. By using in buying food and clothes, we were soon able to

save money for the new car we needed.
9

7. is a social science concerning behaviour in the fields of pro-
duction, distribution, and exchange.

8. Ifyoucan your time, you will get more done in less time.

9. In the long run, it is an to buy good quality goods, even
though they cost more.

10. In times of difficulties we all have to

11. A small car is more to run.

12. We flew .

13. The country is in a bad state.

14. The country is in the period of and industrial crisis.

15. The country's has grown rapidly in the second half of the 20"
century.

16. The is a weekly journal published in London since 1843.

17. The loss of business was so great that they had to on staff.

18. The science or principles of the way in which industry and trade
produce and use wealth is called

19. If someone is , they spend money carefully.

20. The wealth obtained by a country or region from business and in-
dustry is also referred to as its

4. Find the economic terms:

c |f |a g |la i m|g (o |0 |d |[s
d ju (b r |y [x |b |a k |s [s |t
pnjc [ommiu n (i |c [a |t [e
r |d |(q o |0 (s |a lm|n |t (p |n
o |p |t |i |[o mnJ]i g |k |a |[i |0 |q
mir [r [t mfo n |e [y |[r |s (1 |u
o o |e |s |e |p |e m|w|g |f |i |i
t mit |u |u (o (s [e |z y |c |r
i |i [a i |[r [T |s [n |f |e (1 y
o s [i |t |[o |y In [t |r |e |p y
n e |1 |e [t [r |p mila |[r |k |e [t
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5. Read the text “What is economic?” and answer the questions
that follow it.

What is economics?

One of the things that people discover every day is that you can't
have everything. You are reminded of it every time you shop. Although
you may see twenty or thirty items that you would really like to buy, you
know that you will have to limit your selection to one or two. Everyone
goes through life having to make choices.

Every business, even sports teams, must choose from among the
things they would like to have because they cannot have everything.
Governments, too, cannot have everything. Every year the most impor-
tant political debates concern questions about spending taxpayers'
money.

Neither individuals nor societies can have all the things they would
like to have. There simply is not enough of everything. Economists note
that there is no limit to the amount or kinds of things that people want.
There is, however, a limit to the resources, things used to produce goods
and services, available to satisfy those wants. Once that limit is reached,
nothing else can be produced. In other words, when nation's resources
(all its workers, factories, farms, etc.) are fully employed, the only way
it will be able to increase the production of one thing will be by reducing
the production of something else. Human wants are unlimited, but the
resources necessary to satisfy those warts are limited. Thus, every soci-
ety is faced with the identical problem, the problem of scarcity.

Since there is not enough of everything, everyone — individuals,
business firms, and government — needs to make choices from among
the things they want. In the process they will try to economize, to get the
most from what they have. With this in mind, we can define economics
(the word ‘economics’ derives from the Greek word ‘oikonomika’ that
means household management) as the social science that describes and
analyzes how society chooses from among scarce resources to satisfy its
wants. Economics as a social science concerned with the production,
distribution, exchange and consumption of goods and services.

Economics deals with the problems of scarcity and choice that have
faced societies and nations throughout history, but the development of
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modern economics began in the 17th century. Since that time econo-
mists have developed methods for studying and explaining how indi-
viduals, businesses and nations use their available economic resources.
Large corporations use economists to study the ways they do business
and to suggest methods for making more efficient use of their employ-
ees, equipment, factories, and other resources.

Vocabulary
scarce — CKYIHBIN
scarcity — nepuuut

Answer the questions:

1. What is the problem of scarcity?

2. What is the origin of the word ‘economics’?
3. How can we define economics?

4. What do economists do?

6. Read the text and summarise it in about 70 words.
What do economists do?

Economists find many career opportunities in business and govern-
ment. Many economists teach and do research at colleges and universi-
ties.

Economists may specialise in one or more areas of economics. Indus-
trial economists study various forms of business organisation. They ana-
lyse production costs, markets, and investment problems. An agricul-
tural economist specialises in the study of such areas as farm manage-
ment and crop production. A labour economist is concerned with wages
and hours, labour unions, and government labour policies. Other fields
of economics include taxes, banking and finance, international trade,
economic theory, and comparative economic systems. In addition to pro-
fessional economists, thousands of people do statistical and clerical
work in connection with economic problems.

A college degree in economics, business administration, or mathe-
matics is desirable for a career in the field of economics. College stu-

12



dents who major in economics take several general courses in their sub-
ject. In addition, they take certain special courses. Such special courses
may include those in labour problems, income distribution, public fi-
nance, and money and banking. Students of economics also take courses
in such related fields as history, political science, and statistics.

Some companies and government agencies require graduate training in
economics. Generally, people who want to teach economics at a college
or university must have obtained at least a master's degree. Many col-
leges and universities require their economics professors to have a doc-
tor's degree.

7. Study the information about the first economists an do the
test:

TEST
a) A. Smith b) D. Ricardo ¢) T. Malthus
d) K. Marx e) A. Marshall f) J. M. Keynes

* 1. A founder of neoclassical economics.

* 2. An author of «Capital».

* 3. Author of «Principles of Political Economy».

* 4. He is a discover of the pessimistic theory of economics.
* 5. Founder of economics.

* 6. He proposed the prevention of financial crises and unem-
ployment.

* 7. He introduced the concept of elasticity of demand.

13

Scottish economist, often regarded as
the founder of political economy. His
""The Wealth of Nations" (1776) defined
national wealth in terms of labour.

D. Ricardo (1772-1823)

English economist, author of «Prin-
ciples of Political Economy». Among
his discoveries were the principle of
comparative advantage and the law of
diminishing returns.

T. Malthus (1766-1834)

Malthus proposed a pessimistic the-
ory of economics, focusing on the
storage of resources and the growth
of population.

14




German philosopher, economist,
and social theorist. His «Capital» is
the fundamental text of Marxist
economics, and his systematic theses
on class struggle, history, and the im-
portance of economic factors in poli-
tics have exercised an enormous in-
fluence on later thinkers and politi-
cal activists.

A. Marshall (1842-1924)

English economist who was a foun-
der of neoclassical economics, and
stressed the power of supply and
demand to generate equilibrium
prices in markets, introducing the
concept of elasticity of demand rela-
tive to price.

J. M. Keynes (1883-1946)

English economist, whose «The Gen-
eral Theory of Employment, Interest,
and Money» proposed the prevention
of financial crises and unemployment
by adjusting demand through gov-
ernment control of credit and cur-
rency. He is responsible for that part
of economics now known as macro-
economics.

15

8. Read the text “Microeconomics and Macroeconomics” and re-
tell it using the questions as a plan:

e What's the difference between macroeconomics and microeco-
nomics?

e What questions does macroeconomics examine?

e What questions does microeconomics examine?

Microeconomics and Macroeconomics

Economists have two ways of looking at economics and the eco-
nomy. One is the macro approach, and the other is the micro. Macro-
economics is the study of the economy as a whole; microeconomics is
the study of individual consumers and the business firm.

Macroeconomics examines questions such as how fast the economy
is running; how much overall output is being generated; how much total
income. It also seeks solutions to macro-economic problems such as
how employment can be increased, and what can be done to increase the
output of goods and services. Microeconomics examines cause-and-
effect relationships that influence choices of individualsbusiness firms
and society.

9.1. Find in the text “Economic systems” English equivalents for
the following:

1. umerommuecs B pacopsi’KeHUN PECypCHI;

2. yOpaBIATh UCIOIB30BaHHEM PECYPCOB;

3. yopaBlieHHE SKOHOMUKOI;

4. 0TKa3bIBaTLCS OT IIJIAHOBOM SKOHOMUKHU; 0. UIMETh BHICOKHI JKH3-
HEHHBII YPOBEHB;

6. UMETH OOIIHE YEPTHI,

7. HIOIYUHATHCS S-JIETHEMY ILIaHY;

8. 3HAUNUTENBHOE KOJIHUECTBO;

9. cTaBUTH MIPOM3BOJCTBEHHBIC 3a/1a4H;

10. momy4eHHas IpruObLIb;

11. ctumyn x adpexTuBHOM padoTe;

12. nepebou u ouepey;

13. pearupoBath Ha U3MEHEHUS CIIPOCA;
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14. mpencka3piBaTh U3MEHEHUS CIIPOCA;
15. ocHOBHas mpobIIeMa, CTOSIIIAs TIepe. .. .

Economic systems

There are a number of ways in which a government can organize its
economy and the type of system chosen is critical in shaping environ-
ment in which businesses operate.

An economic system is the way in which a country uses its available
resources (land, workers, natural resources, machinery etc.) to satisfy the
demands of its inhabitants for goods and services. The more goods and
services that can be produced from these limited resources, the higher
the standard of living enjoyed by the country's citizens. There are three
main economic systems:

Planned economies

Planned economies are sometimes called «command economies* be-
cause the state commands the use of resources (such as labour and facto-
ries) that are used to produce goods and services as it owns factories,
land and natural resources. Planned economies are economies with a
large amount of central planning and direction, when the government
takes all the decisions, the government decides production and consump-
tion. Planning of this kind is obviously very difficult, very complicated
to do, and the result is that there is no society, which is completely a
command economy. The actual system employed varies from state to
state, but command or planned economies have a number of common
features.

Firstly, the state decides precisely what the nation is to produce. It
usually plans five years ahead. It is the intention of the planners that
there should be enough goods and services for all.

Secondly, industries are asked to comply with these plans and each
industry and factory is set a production target to meet. If each factory
and farm meets its target, then the state will meet its targets as set out in
the five-year plans. You could think of the factory and farm targets to be
objectives which, if met, allow the nation's overall aim to be reached.

A planned economy is simple to understand butsnot simple to ope-
rate. It does, however, have a number of advantages.

» Everyone in society receives enough goods and services to enjoy a
basic standard of living.
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* Nations do not waste resources duplicating production.

* The state can use its control of the economy to divert resources to
wherever it wants. As a result, it can ensure that everyone receives a
good education, proper health care or that transport is available.

Several disadvantages also exist. It is these disadvantages that have
led to many nations abandoning planned economies over recent years:

* There is no incentive for individuals to work hard in planned
economies.

* Any profits that are made are paid to the government.

* Citizens cannot start their own businesses and so new ideas rarely
come forward.

* As a result, industries in planned economies can be very inefficient.

A major problem faced by command or planned economies is that of
deciding what to produce. Command economies tend to be slow when
responding to changes in people's tastes and fashions. Planners are likely
to underproduce some items as they cannot predict changes in demand.
Equally, some products, which consumers regard as obsolete and
unattractive, may be overproduced. Planners are afraid to produce goods
and services unless they are sure substantial amounts will be purchased.
This leads to delays and queues for some products.

9.2. Fill in the gaps with the words and expressions from the text:

1. The type of system chosen is ... in which businesses operate.

2. An economic system is the way in which a country uses its ... to
satisfy the demands of ... for good sand services.

3. The more goods and services that can be produced, the higher the
standard of living ... by the country's citizens.

4. The state ... factories, land and....

5. Planned economies are economies with ... of when the government
..all  decides ... and....

6. The actual system employed ... from state to state, but command or
planned economies have....

7. It is ... that there should be enough goods and services for all.

8. Industries are asked ... these plans and each industry and factory is
set....

9. The factory and farm targets are ... which, if met, allow the nation's
... to be reached.

10. Nations do not waste resources....
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11. The state can use its control of the economy ...to wherever it
wants.

12. It is ... that have led to many nations ... planned economies over
recent years.

13. There is no ... for individuals to work hard in planned economies.

14. Industries in planned economies can be very....

15. Command economies tend to ... when ... to changes in people's
tastes and fashions.

16. Planners are likely ... some items as they cannot ... changes in
demand.

17. Some ... and unattractive products may be....

18. This leads to ... for some products.

9.3. Answer the questions:

. What is an economic system?

. What does a standard of living depend on?

. What is a planned economy?

. What are the main features of a planned economy?

. What are the advantages of a planned economy?

. What are the disadvantages of a planned economy?

. What causes delays and queues for some products?

. What are other advantages and disadvantages of a planned eco-
nomy?

031N DN W —
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4.2. BAKJIIOYEHUE KOHTPAKTOB

Vocabulary
1.1. Study the following vocabulary and do the vocabulary exer-

cises:

essential clauses — CyIeCTBEHHBIE YCIIOBHS KOHTPAKTa

a transaction — cjenka
to draw up a contract — cOCTaBIATH KOHTPAKT

strike a deal — 3aKJIFOUHTH CHEHKY

legal title — ropuauveckoe HaMMEHOBaHME contracting
parties — JOroBapuBaIOIINECs CTOPOHBI

unit of measure — eJMHUIA U3MEPEHHUS

commodity (goods) — ToBap

tolerance — gomycTHMOE OTKJIOHEHHE

stipulation — ycnoBue

bulk cargo — HacBITHOM WM HATUBHOH TPY3

in conformity with — B cooTBeTCTBUU C

by sample — o o6pasiy

quote a price — Ha3Ha4aTh ICHY

subject to — nojyIexkarui

firm prices — TBepbIC IEHBI

fixed prices — ¢uKcHpOBaHHBIE TICHBI

sliding prices — CKONB3AMTHE TICHBI

to fulfill obligations — BBIMOJAHATE 00s3aTENbCTBA, TAPAHTHH
a must — HaCTOATENbHAsS HEOOXOUMOCTh, TPeOOBaHHE

to alter — w3MeHATH, IEpepadaTHIBATH

to supplement — 1OTOTHATE

know how — TexHHYeckas JOKyMEHTALHSI

adapt equipment to sb's uses — MPUCTIOCOOUTH 0OOPYIOBaHUE K UbUM-
60 TpeboBaHUAM

adjustment — perynupoBka

sufficient — mocTaTOYHBIN

break down — momomka

complete set of documents —IOIHBINM KOMITIEKT JOKYMEHTOB
concerning — 4T0 KacaeTcs

study the requirements — u3y4aTh TpeOOBaHH

pay the expenses involved — OIIaTuTh CBSI3aHHBIE C 3TUM PACXOJIbI
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charge — Opatpb muiaty

account (a/c) — cuer

order — 3aka3

mutual agreement — COBMECTHOE COTJIAILICHHE
quantity — KOJIUYECTBO

come to terms about the price — TPHUNATH K COTIACHUIO OTHOCHUTEIHHO
LEHBI

advance payment — npeaBapuTeNbHAs OILIaTa
sign — MOJUCHIBATH

FOB (free on board) price — ®Ob 1iena

CIF (cost, insurance, freight) price — CU® nena
cover the expenses — MOKPHIBATh PACXOJIbI
stipulate — moroBOpUTHCS

date of shipment— naTa oTrpy3ku

provision — IMoJI0)kKeHHEe KOHTPaKTa

goods — ToBaphl

delay — OTJIOKUTB, 3a/1epKaTh

penalty — mrpad

total value of the contract — o0masi CTOMMOCTh KOHTpaKTa
refund — Bo3MeNIaTh CTOUMOCTH

irrevocable — 0e30T3bIBHBII

confirmed — O TBEPIKACHHBIH

indivisible — HememIMBIit

Letter of Credit (L/C) — axkpenuTus

reliable — HamEeXHBIN

in duplicate — B IBYX 3K3eMILIsIpax

equal validity — ojuHakoBas 1opuandecKas cuia
specific goods — KOHKpETHBIE TOBaPHI

an enclosure — MpUIOKEHUE

to be in conformity — cOOTBETCTBOBAThH
consumer goods — MOTPeOTENBLCKUE TOBAPHI

for the full value — na monHyIO cTOMMOCTH

to cancel the contract — aHHYITHPOBATH; OTMEHATH KOHTPAKT
contract — KOHTPAKT, JIOTOBOP

records — JOKyMEHTalHs1, IPOTOKOI

clause — myHKT moTOBOpa

guarantee — rapaHTus

money back — Bo3Bpar neHer
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a full money back guarantee — rapanTus MoJIHOT'O BO3BpaTa ACHET
tray — IOJIIOH, TTOJTHOC

damage — moBpeXICHNUE, YHUUTOXKCHHUE

damaged — moBpeXACHHBIN, YHUUYTOKEHHBIH
transportation |— TpaHCIIOPTUPOBKA

loading — morpy3ka

ex works price — 1ieHa (ppaHKo-3aBOI

competitive — KOHKYPEHTOCIOCOOHBIH, KOHKYPEHTHBIH
carrier — IepeBO3YNK

terms — yciaoBus

goods — ToBapbl

quality — kadecTBO

quality inspector — WHCIIEKTOP 1O Ka4yeCTBY

faulty — moBpexaeHHBIH, OIIUOOUHBIN

claim — mpereH3us

to acknowledge a claim — mpu3HATh IPETEH3MUIO

discount — ckunka

hereinafter — Huxe, B ganpHeeM (B JaHHOM JIOKyMEHTE)

hereinafter called as the "sellers" — uMenyemble B manpHeleM "mpo-
naBIel"

whereby — KOTOpPBIM, IpY TOMOIIN KOTOPOTO

whereby it is agreed as follows — KoTOpBIM (IOTOBOPOM) CTOPOHBI

MIPHIIUTA K CIIEAYIOIIEMY COTIIAIEHUIO

Vocabulary exercises

1.2. Translate the following sentences into Russian:

1. Dear Sirs, let me introduce Mrs. Vane, the Managing Director of
our firm.

2. I'm glad to meet you in person at last.

3. I studied the advertising material and the draft contract prepared by
your specialists.

4. Do you have any objections as regards the contract?

5. Have you adapted the equipment to our uses?

6. We haven't discussed the delivery date.

7. Where is the complete set of documents concerning this business
transaction?

8. I studied thoroughly the requirements of the market.

9. I think we'll come to terms about the prices and advance payment.
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1.3. Match the words below with the definition:

1. initiate a. something which must be paid
2. profit b. having new products and ideas
3. labour ¢. begin new business activity

4. business d. person who directs the business
5. innovative e. land

6. entrepreneur f. what workers provide

7. raw materials g. a business activity

8.venture h. money the entrepreneur receives

9. loss i. money which buys machines and tools

10. capital j. products

11. goods k. things which business provides in addition
to goods

12. services 1. describes a company with not enough
money and too many debts

13. bankrupt m. the result of expenses being more than
sales

14. company n. the activity of producing goods

15. debt 0. a business

16. agreement p. in the following part (of this document etc);

17. appendix q. in the interests of (person etc); for (person etc);

18. party r. unforeseeable event excusing one party
from fulfilling contract

19. fulfil s. anything necessary before the performance
of something else

20. condition t. to satisfy a condition; to complete the re-
quired task

21. force majeure u. the person or persons forming one side of

an agreement

22. hereinafter v. an arrangement between two or more peo-
ple, countries etc; contract

23. in behalf of w. additional or supplementary material at
end of contract, book etc;

24, condition x. to satisfy a condition; to complete the re-

quired task
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1.4. Complete the sentences with appropriate verbs. The first is
already completed, as an example:

to be allowed to terminate to state
to be entitled to finish to default
to be effective from to undertake to specify

to notify to enter into
The parties (1 ) enter into as agreement to sell office equipment. Ac-
cording to the contract, the parties (2) to work together
for a minimum period of three years. Neither party is (3)
to end the agreement without tendering written notice 90 days in ad-
vance. The contract, which is (4) 31st July 2008, (5)
the responsibilities of each party. Either party is (6)
to sell the products in any state of South or Central America.
The manufacturer shall (7) the distributor with all
relevant documentation. If either party (8 ) on any item
herein, the other shall have the right to (9) the agreement.
In such circumstances, the terminating party should (10)
the other party of its intention at least 90 days prior to the date intended
for the termination. The terminating party should also (11)
the reasons for the termination.

1.5. Translate the following sentences into Russian:

1. We could acknowledge your claim only if you had had a quality
inspector during loading.

2. I'll check it up in my records.

3. The ex works price is too high.

4. We will try to find a better carrier.

5. It is impossible to take advantage of this clause.

6. What is the price of one tray?

7. We could have our money back now, if they had told us about the
quality inspector.

8. We would discuss the terms of a new contract now if you hadn't
sent us those damaged trays.

9. You would get a discount now if you hadn't taken advantage of
that clause.

10. We have already agreed the terms of the contract

11. There is no such contract in my records.
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12. We have lost a lot of money acknowledging your claim.
13. Next time we will send a quality inspector there.

14. The sales director is talking to a visitor.

15. The finance director won't come to the meeting, either.

1.6. Translate the following sentences into English:

1. Mb1 xoTenu Obl 0OCYANTH YCIIOBHS HAILETO JOTOBOPA.

2. Bo3MOXXHO 711 T0OaBUTH ITyHKT KOHTPAKTA, TAPAaHTUPYIOIMINN TI0JI-
HEI BO3BpaT JeHer?

3. ToBapsl OBUTH TOBPEXKJICHBI BO BPEMs TPAHCIIOPTUPOBKH.

4. OHu OBUTH TIOBPEXK/ICHBI TIEpe] ITOTPY3KOH.

5. [omyumnm 11 MBI KaKyIO-HHOYIb CKAIKY ?

6. 5l mymai, 4To 3TO — KOHKYPEHTOCIOCOOHAs IIeHa.

7. 51 mory eMy O3BOHUTb, €cli BbI naguTe MHE €ro HOMep.

8. Mbl MOxeM HaWTH JApPYroro MnepeBO3YMKa, €CIM 3TOT OKaKeTCs
TJTOXHM.

9. MbI MOkeM 100aBUTh THICSYY TOJJIOHOB, eclii BhI cornacurecs.

10. Bol momryunnm 061 cefidac CKUAKY, €cu Obl He BOCITOJIb30BAIHCH
TEM IYHKTOM JIOTOBOpA.

11. 3aBTpa MBI TOJKHBI MOAIUCATH OTOBOP.

12. MBI XOTUM, 9TOOBI 3TOT IMYHKT OBLT BKIIFOYEH B IOTOBOP.

13. MBI rapaHTUPy€eM, 4TO TOBAphl HE MOBPEK/ICHBI.

14. Moxere i BBl BKIIOYUTH MYHKT IOTOBOPA O TIOJHOM BO3BpaTe
nener?

15. Mbl He 3HaeM yCJIOBUI AOTOBOpA.

1.7. Select the answer which best completes the meaning of the
sentence:

1. Advertising is a kind of public announcement which describes the
benefits of using a product or service. We can use advertising to increase
the sales of our product or service. We expect to find advertising

a. at school c. on the land
b. in the factory d. on TV and radio

2. There is an expression, ‘It takes money to make money’. We know
that capital can be used to make something of value. Therefore, capital
can refer to
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a. a basic factor c¢. raw materials
b. money d. bankruptcy
3. A creditor is a person to whom the business owes money. Which
of the following is most likely to be a creditor?
a. an entrepreneur c. a banker
b. an employee d. a factor
4. Labour changes raw materials into finished goods. Paper is an
example of a finished good. The raw material would be
a. physical work c. finished products
b. wood d. land
5. Distribution means getting the products from the factory to the
store where customers buy them. Which of the following companies
would probably be involved in distribution?
a. a bank c. a supermarket
b. a transportation company  d. a factory
6. An employee is a person who works for a company and receives
payment for his work. Which factor does the employee supply?
a. land c. capital
b. labour d. innovation
7. Large companies require more capital than a single entrepreneur
could supply. The ownership of the company is therefore divided into
shares of stock. In order to raise capital, a company might
a. risk its future c. sell stock
b. bring together land d. produce goods and labour
8. Value is the quality that makes a thing wanted or worth having.
Value is probably
a. skill ¢. price
b. capital d. profit
9. Businesses provide both goods and services. Examples of goods
are physical products which customers purchase to take home. An ex-
ample of a service business would be
a. an oil company c. a bank
b. a store d. a factory
10. The owner of a business takes a risk. He hopes that his business
will be successful and that he will make a profit, but there is a chance
that he may

a. manage and direct activities c. make a profit
b. offer new services and products  d. suffer a loss
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1.8. Translate into Russian the following sentences paying your
attention on the underlined words:

1. Lin Ltd and Wait & Co signed a contract entering into a joint ven-
ture to manufacture teapots.

2. The agreement stipulated that Lin would supply technical experts
experienced in the design of teapots.

3. Under the terms of the contract Wait would not attempt to sell any
teapots produced solely by them, without the prior consent of Lin.

4. To do so would represent default on the part of Wait, and Lin
would be entitled to demand an explanation.

5. In the event of such a default, Lin could make a claim against
Wait, alleging the breaking of an agreement still in force.

6. Wait claimed that an amendment had been made to the original
contract, permitting them to sell a particular teapot.

7. The two parties are now engaged in a legal dispute.

8. Meanwhile, Wait has given an undertaking not to proceed with
sales of the teapot.

Pre- reading task
2.1. Read these international words and try to guess their
meaning:

compensation, embargo, sanction, function, defect, specification,
documentation, period, specific, transport, arbitration, license,
guarantee, patent, standart, legal, partner.

2.2. Give Russian equivalents to the word combinations. Use a
dictionary if necessary:

to draw up a contract; to give legal expression to; to alter and sup-
plement some articles; to contain a number of clauses; to indicate the
unit of measure; to quote (to state) firm, fixed or sliding prices; to be
subject; to change; in the course of the fulfillment of the contract; at the
seller's expense; to be improperly packed and marked; to refuse to ac-
cept the goods; to be made with indelible paint; a sensible businessman;
to insure goods for the full value; to insure against risks; in case of da-
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mage or loss; in order to obtain indemnity; to have no right to claim any
compensation.

2.3. Translate into English the following words and words com-
binations:

MMEeHyeMble B JailbHEHIIeM; 3aKIIOuWiIM KOHTPAKT; oOmias CTOu-
MOCTb; 3allacHbI€ YacTH; TEXHUYECKas JOKYMEHTAlMs; LIeHbl He MojJie-
XKaT U3MECHEHUIO; 1aTa MIOJy4YeHUs1; 00ecTIeunBaTh MOJIHYIO COXPAaHHOCTD
rpy3a; HecMbIBaeMas Kpacka; IOCTaBisieMoe 000pyJOBaHUE; TIOJHOE
COOTBETCTBHE; CPOK rapaHTuy; OecriepeboiiHast paboTa; 0CBOOOKIAIOTCS
OT OTBETCTBEHHOCTH; OOCTOSITENbCTBA; CPOKHU, YKa3aHHBIE B KOHTPAKTE;
B CPOK; ITyTE€M IIE€PETOBOPOB; BCTYIIaTh B CHILY.

Reading
2.4. Read the text attentively and do the tasks that follow it.

Contracts and their features

In foreign trade transactions a contract is drawn up to give legal ex-
pression to the intentions of the partners and to guarantee that the obliga-
tions contained in the contract will be fulfilled. In general, contracts may
be either oral or written. By law" contracts are made in writing. Standard
contracts are not a must. Some articles may be altered and supplemented.
According to the purpose and contents, contracts can cover goods, ser-
vices, licences, patents, technology and know how. A contract forms the
basis of a transaction between the Buyers and the Sellers.

Essential clauses of contract

Some of the items are necessary in any contract: legal title of the con-
tracting parties, subject of the contract, quality, price, delivery and pay-
ment terms. As a rule a contract contains a number of clauses, such as:

Subject of the Contract

Quality and Price of goods

Terms of Payment

Delivery

Inspection and Test

Guarantee

Packing and Marking

28



Arbitration

Transport

Insurance and other conditions

Subject of contract

This section names the product for sale or purchase. It also indicates
the unit of measure for specific goods, such as oil, wheat, etc.

Quality and Price of goods

The quality of machines and equipment is to be in conformity with
the technical specification of the contract.

The quality of raw materials and foodstuffs is determined, as a rule,
by standards, by sample or by description.

The price stated in a contract may be firm, fixed or sliding.

Firm price. Firm prices are not subject to change in the course of the
fulfillment of the contract.

Fixed price. It is the price governing in the market on the day of de-
livery or for a given period.

Sliding prices. These prices are quoted for machinery and equipment
which require a long period of delivery.

Terms of Payment

Payments are to be effected within 30 days of the date of receipt by
the Buyers of the following documents: Seller’s invoice and complete
set of Bills of Loading.

Delivery

The contract also names the terms of delivery and delivery schedule
which is usually given in the enclosure to the contract.

Guarantee

One of the essential clauses of the contract is the Guarantee Clause.
It says that the supplied equipment and technological, process should be
in conformity with the latest technical achievements and in full confor-
mity with the technical documentation, technical specifications and con-
ditions of the Contract. If during the guarantee period the equipment
supplied by the Seller proves to have some defects the Seller undertakes
to correct these defects or to replace the defective equipment at his own
expense.

Packing and Marking

The contract names Packing and Marking.

Packing goods for export is a highly specialized job. The equipment
should be shipped in export seaworthy packing. If the goods are impro-
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perly packed and marked, the carrier may refuse to accept them. Packing
can be external (outside) (crate, bag) and internal (inside) (box, pack,
flask).

In case of consumer goods packing has a double function. On the one
hand it is for protection. On the other - it is for advertising.

The Seller should be responsible for any damage or breakage of the
goods caused by improper packing.

Marking should be made with indelible paint in two languages on
three sides of the case.

Arbitration

In case of a breach of contract the injured party may go to court to
sue for money damages, or for the contract to be rescinded, for injunc-
tion, or for specific performance if money damages would not compen-
sate for the breach. Specific performance of a contract is the right by one
contracting party to have the other contracting party perform the contract
according to the precise terms agreed therein.

Transport

Insurance and other conditions

Every contract names /nsurance of Goods.

All sensible businessmen now insure goods for the full value in order
to obtain indemnity in case of damage or loss. Insurance is against such
risk as fire, burglary, pilferage, damage by water, breakage or leakage.

Every contract contains a Force Majeure (Force Major) clause.

Force Majeure is a force against which you cannot act or fight. It
usually includes natural disasters such as an earthquake, flood, fire, etc.
It also names such contingencies as war, embargo, sanctions. The dura-
tion of a force majeure is, as a rule, 4 or 6 months. After that the Buyer
has the right to cancel the contract. The Seller in this case has no right to
claim any compensation for his losses.

Comprehension
2.5. Answer the following questions to discuss the details of the
text. Use the text for reference:

1. Why is a contract drawn up in foreign trade transactions?
2. Is a contract made in writing or orally?

3. Must a contract have a standard form?

4. Why are standard contracts widely used?
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5. May any articles be altered or supplemented?

6. What are the main items of a contract?

7. What does the subject clause of a contract name?

8. How is quality determined in the contract?

9. What kinds of prices may be stated in a contract?

10. Where is a delivery schedule usually given?

11. What does the Guarantee clause usually say?

12. Why is packing goods for export a highly specialized job?

13. Who is responsible for any breakage or damage of goods caused
by improper packing?

14. Against what risks do all sensible businessmen insure goods?

15. Why does every contract contain a Force Majeure Clause?

2.6. Read the text attentively once again. Write the summary of
the text.

2.7. Retell the text. Use the material of the tasks above for your
retelling.

2.8. You have to write the text of the draft contract for the nego-
tiations. The topic: purchasing contract, goods - technical equip-
ment for processing plant; you are the representative of the Buyer.
Use the scheme provided below.

CONTRACT
Manchester February 24, 2012

GreenGlass Ltd, hereinafter referred as: "Seller", with residence in
Manchester, U.K., represented by Managing Director Mr.Goldsmith,
and Food plant "Ukrhlib", hereinafter referred to as: "Buyer" with resi-
dence in Kyiv, Ukraine, represented by General Director Mr.Vodas.

Both parties recognising plenipotentiary representatives of the firms
agreed in concluding and signing the contract which involves the follow-
ing provisions:

1. Subject of the contract

The Seller shall sell and the Buyer shall purchase the new techno-
logical line for food processing industry, Model ZX245.
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2. Terms of delivery and payment

The Seller is obliged to deliver the new processing line, Model ZX
245 within 30 working days after the signing of the contract if the pay-
ment was realised by the Buyer in the form of irrevocable, confirmed,
indivisible letter of credit, to the account of the Seller not later than in 10
banking days after the contract was signed to the amount stipulated in
the Supplement to the Contract.

3. Transportation

The line shall be shipped and delivered on FOB conditions to the port
indicated by the Buyer. The Seller shall be in charge to pay all the ex-
penses connected with transportation up to the frontier, and then the
Buyer shall undertake all the taxes and duties existing on the territory of
Ukraine.

4. Insurance

The line is insured by the Seller to the amount of 1 000 000 USD. In
case of any damage during the transportation the losses shall be re-
funded to the Buyer.

The Seller shall provide the Buyer with 1 year guarantee for the line
and all the necessary technical documentation. In the case of break down
the specialist of the Seller shall be ready to assist to the Buyer free of
charge within 2 years after the date of purchase.

5. Penalty

In the case if the Seller couldn't deliver the line in the mentioned
above terms without any particular reason, the Seller should indemnify
the Buyer all possible losses including 0,5 % penalty every day of the
shipment delay, and the Contract should be considered annulled. In the
case the Buyer failed to pay the contract within the term stipulated by
the Contract, the Buyer should indemnify the Seller all the possible
losses including 0,5 % penalty every day for the delay of payment.

6. Arbitration

All disputable questions should be presented to the Arbitrage Court
of Great Britain or Ukraine by the agreement of the Seller and the
Buyer.

7. Force major

In the case of the war, earthquake, flood or changes in the legislation
or any other reasons which arise in the countries and couldn't be over-
come by the parties because they are force major and last more than 30
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days the parties have the right to inform each other about these condi-
tions and not to fulfil their obligations under the Contract.

The Contract was done in duplicate. Both copies have equal juridical
validity.

*Before writing your own contract read the lexical commentaries
for better comprehension:
hereinafter referred to as — Ha3pIBaeMBbIid B AanbHEHIIEM
represented by sb — mpencTaBieHHBINH KeM-JI., B JIUIE KOTO-JI.
with residence — ¢ MeCTOHaXOXICHHEM
agree in concluding and signing the contract — 1OTOBOPUTHCS O 3aKJIIO-
YEeHHH ¥ TOAMUCAaHNN KOHTPAKTa
plenipotentiary representative — MOJTHOMOYHBIHN MPECTaABUTEIb
involve provision — coaepkaTh MOJ0KEHNE
be obliged to deliver — ObITH 0053aHHBIM ITOCTABUTH
ship — oTrpy3utb
supplement — nornoynHeHUE
FOB conditions — ®OBb ycnosus
undertake taxes and duties — OpaTh Ha ce0s oruIaTy HajIOroB U cOOPOB
insure — cTpaxoBaTh
damage — ymep0
refund losses — Bo3MecTUTh YOBITKH
indemnify losses — BO3MECTHTH YOBITKH
delay of payment — 3aneprkka maTexa
disputable questions — cropHbIe BOIIPOCHI
Arbitrage Court — apOUTpaXHBIHA Cy1I
force major — dopc maxop
earthquake — 3emieTpsiceHue
overcome — IPeo10JIeTh
fulfil obligations — BEITONHATE 00s13aTENBCTBA
duplicate — B 1ByX 3K3eMIUIsIpax
equal juridical validity — omuHakoBas opuAHYECcKas Criia
on behalf of — oT umenn
to sue — IpeabABIsATh UCK

2.9. You work as an Advertising Agent. You have to draw up the
text of the Contract for one year advertising activity in mass media
with a famous Chemical Company. Use the scheme provided below.
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Terms and Conditions of Business.

These terms and conditions of business constitute the entire Contract
("the Contract"), between the Company and the Advertiser in relation to
the publication of the Advertisement and shall be valid and binding the
parties to the exclusion of all other terms and conditions.

Publication of the Advertisement

The Company shall arrange for the publication of the Advertisement
in the format and on the publication date specified in the Supplement 1.
Notwithstanding the above, it is agreed that all publication dates are sub-
jected to confirmation by the Company, and may, accordingly, be
changed without notice to the Advertiser due to the requirements of the
Company or any other technical reason beyond the control of the Com-
pany.

Terms of Payment

Payment for the Advertisement will be made in USD for the amount,
by the method and within the period specified in the Supplement 1.

Should payment not be made within the period agreed in Supplement
1, the Advertiser shall pay to the Company interest on the amount out-
standing at a rate of 0,5 % per day from the due date of payment to the
date when payment is actually received by the Company.

If the Contract is cancelled the Company will refund any payment
made by the Advertiser within 60 days of the date of such cancellation
without interest.

Preparation of the Advertisement

The Company will prepare the Advertisement in accordance with the
material supplied by the Advertiser provided that such material is deli-
vered to the Company within 15 days of the date of the Contract.

Responsibility of the Advertiser

The Advertiser shall be solely responsible for the contents of the Ad-
vertisement and agrees to indemnify and keep the Company indemnified
from and against all costs, claims, demands and liabilities whatsoever
paid, suffered or incurred by the Company as a result of the contents of
the Advertisement. The Advertiser undertakes to the Company that the
contents of the Advertisement will not in any way infringe any copyright
or other intellectual property right or include any scandalous or unlawful
material.
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Responsibility of the Company

The Company shall be responsible for the composition and layout of
the Advertisement. Any errors or omissions in the Advertisement must
be brought to the Company's attention by notice in writing within 15
days of the date of publication of the Advertisement.

Governing Law and Jurisdiction

This Contract shall be governed in accordance with the laws of
United States of America.

*Before writing your own contract look through the lexical
commentaries for better comprehension.
constitute — coCTaBJISATh
entire — ITOJIHBIN, LIEIBIA
advertiser — pekiamoaTens
be valid — OBITE IEHCTBATEIHLHBIM
bind the parties — 0053bIBaTh CTOPOHBI
arrange for the publication — mOTOBOPHUTHCS O ITyOTUKAIIH
specify — yToUHATH
notwithstanding the above — He npuHHMas BO BHUMaHKE BBIIIECKA3aH-
HOE
be subject to confirmation by smb — TpeboBaTh OATBEPKACHUS KEM-
1100
beyond the control — BHe KOHTpOJIS
pay interest — IUIATHUTH MIPOLIEHT
at a rate — B pa3mepe
due date of payment — oxxujaemas qara riarexa
cancel the Contract — aHHYJIHpPOBaTh KOHTPAKT
solely — TompKO
liability — OTBETCTBEHHOCTH
incur — MpUBECTH K YeMY-II., ObITh IPUYMHOM Yero-JI.
infringe copyright — Hapymiate aBTOpCKOe MpaBo
intellectual property right — mpaBo Ha WHTEUICKTYadbHYI0 COOCTBEH-
HOCTb
unlawful material — mpoTHBO3aKOHHBIN MaTepHal
error — omuoka
omission — MPOMYCK, YIyIIeHHEe
by notice — 1o yBe1OMJICHUIO
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3.1. Read and translate the text «Contract»
Contract

The next day the businessmen meet at Mr. Smirnov's premises and
Mr. Hill hands him over a copy of the Contract he has prepared.

Here is a part of the Contract.

International Management Ltd

Contract dated 2 March,2011

This Contact is made between: International Management Ltd, Lon-
don, United Kingdom, hereinafter referred to as Organiser and Econom-
training, Moscow, Russian Federation, hereinafter referred to as Cus-
tomer.

This Contract concerns the Programme for a Group of 10 senior
bankers and foreign trade company executives (the Participants) from
the Russian Federation as nominated by the Customer, scheduled to take
place in London during 8 days in November, 2011. The exact dates are
to be specified before 20 October.

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

Article 3. Undertakings by the Organiser

* The Organiser shall provide Business Skills Courses during the
Programme which shall collectively amount to not less than 15 hours of
intensive classroom tuition, to be divided into 15 classroom "Sessions".
Classroom Sessions shall take place on Training Days (Monday through
Friday).

* The Organiser shall provide professional trainers to teach the Busi-
ness Skills Courses who shall have appropriate professional and/ or aca-
demic experience and expertise.

» The Organiser shall provide an appropriate conference room at the
Hotel in which the Business Skills Courses shall be conducted.

After Pete studied the Contract carefully, the businessmen sign two
copies, one for each party.

Then Pete invites David to celebrate the event at the restaurant in the
evening. The next day David leaves Moscow for St. Petersburg.

Vocabulary:
premises — HoOMeIIeHHE
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at somebody's premises — B Ub€M-THO0 TOMEIICHUN

a copy of the Contract he has prepared -— oauH 5k3eMIIAp KOHTPAKTa,
KOTOPBIi OH HOATOTOBUII
dated — ot

The Contract is made — JlaHHBII KOHTPAKT 3aKIFOYCH
to refer — ccputaTbes

referred to as — nMeHyeMBIi

Organiser — Opranuzarop

Customer — 3aka3uuk, [lokymarens

to concern — KacaThCs

senior — crapumi

executive — pYKOBOJUTENb

to nominate -— Ha3Ha4YaTh, ONPECIATh, HA3BIBATh
as nominated by — Ha3BaHHBI{, ONpeACICHHBIN KEM-TH00
to schedule — Ha3HauaTh, HAMEYATh, IUTAHUPOBATH
scheduled — HameueHHBIH

to specify — onpenessaTh

to be specified — ObITh OnpeieIEHHBIM

both — ob6a

party — cTopoHa

both parties to the Contract — 00e CTOPOHBI, 3aKJIIOUMBIINE AaHHBIN
Kontpakr

to bind — cBsI3bIBaTH

to be bound by — ObITh CBA3aHHBIM YeM-THO0
terms — yCIIOBUS (YaCTHEIE, TaHHEIE)

conditions — ycioBus (001IHE)

terms and conditions — Bce ycioBus

as set out below — kak yka3zaHo nanee

article — myHKT

undertaking — 00s13aTeILCTBO

to provide — obecrieuynBaTh

skills — ymenue, MacTepcTBO, 3HAHUS

course — Kypc

collectively — BmecTe

to amount to not less than — cocTaBmsTH HE MeHee
tuition — oOyueHHUE

to divide — nmenmuThb

session — 3aHATHE
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to train — oOy4aTb

trainer — JIEKTOP, MPENoaBaTeib

to teach — yuurs

appropriate — COOTBETCTBYOLIHIA

experience — OIBIT

expertise — 3HaHUA

to conduct — MpoOBOAUTH

shall be conducted — OyayT mpoBoOIUTHCS

After he studied the Contract ... — M3y4nB KOHTpakKT, OH ...
carefully — BHHMAaTENbHO, aKKypaTHO

3.2. Choose the sentences true to the text:

* The businessmen meet in the lounge to sign the Contract.
They meet in David's room of the hotel.

They meet in Pete's office.

* The Contract has been prepared by Pete.

The Contract has been prepared by David.

The Contract has been prepared by Nick.

* Unit 10 gives the complete text of the Contract.

Unit 10 gives a part of the Contract.

Unit 10 gives the complete text of one article.

* Pete studies the Contract carefully.

Pete doesn't read the Contract

Pete looks through the Contract.

* Pete invites David to the restaurant to celebrate the event.
Pete is very busy. He cannot invite David to celebrate the event
David invites Pete to the restaurant to celebrate the event.

* The next day David leaves for London.

The next day David leaves for St. Petersburg.

The next day David leaves for New York.

3.3. Find English equivalents in the text of the Contract:

1. KonTpakr ot 2 mapTta

2. KOHTpaKT 3aKIIt0ueH MEXAY ...

3. UMeHyeMbIi B nanbHeimem "Opranuzarop”

4. IMEeHyeMBIH B manmpHeieM "3aka3unk"

5. IIpeameroM KoHTpakra siBnsiercs IIporpamma ..
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6. yUACTHHKH, yKa3aHHbIC 3aKa3uNKOM

7. [Iporpamma, KOTOpasi AOJKHA POXOAUTH B JIoHIOHE

8. TouHbIe NaThI TOJKHBI OBITH OMPEAEIEHBI J10...

9. OGe CTOPOHBI, 3aKJIFOYMBIINE JaHHBIH KOHTpaKT, CBsI3aHBI yCIIO-
BUSIMH, YKa3aHHBIMU HUXKE

10. ob6s3arHOCTH OpranuzaTopa

11. Opranuzarop obecrieurBaeT MPOBEACHUE Kypca 00yUeHHUs JeIo-
BBIM KauecTBaM (YMECHHUSIM).

12. Kypc, KOTOPBIM B 1I€JIOM COCTaBUT HE MeHee 15 yacoB

13. uHTEeHCUBHOE O0yUEHHE B ayAUTOPUHU

14. o0yuenue, KOTOpoe OyIET COCTOATh U3 15 ayUTOPHBIX 3aHATHIA

15. ¢ noHeneNnbHUKA N0 MATHULLY

16. nns mpoBeAeHUs Kypca OOydeHHS NIEOBBIM KadecTBaM (yMEHH-
SIM)

17. 7exTOpHl, KOTOPBIE TOJKHBI UMETh COOTBETCTBYIOIIHA Tpodec-
CHOHAIBHBIN W/ WIIM HAyIHBIH OITBIT

18. Opranuzarop o0ecrneynBacT COOTBETCTBYIONINI KOH(DEPEHII-3al,
riae OyIeT mpoxXoauTh o0ydYeHue.

3.4. Make sentences and translate them into Russian:

1. This Contract is made between
a) International Managment Ltd and Economtraining
b) an English company and a Russian one
c) two parties
2. This Contract concerns
a) a training Programme for bankers
b)a training Programme for foreign trade businessmen
¢) a training Programme for Russian executives
3. The exact dates are to be specified
a) in October
b) not later than 20 October
¢) before 20 October
4. The Organiser shall provide
a) Business Skills Courses
b) professional trainers
¢) a conference room
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3.5. Translate into Russian:

1. International Managment Ltd hereinafter referred to as Organiser
2. Economtraining hereinafter referred to as Customer

3. executives as nominated by the Customer

4. terms and conditions as set out below

5. tuition to be divided into 15 classroom sessions

6. experience and expertise

7. appropriate professional experience

8. appropriate professional experience and expertise

9. appropriate conference room

10. Business Skills Courses

3.6. Complete as in the text:

1. This Contract is made between ... Organiser and ... Customer.

2. Both parties ... bound ... set out below.

3. The Organiser shall ... trainers to teach ... Courses who shall have
appropriate ...

4. The Organiser shall provide an appropriate ... in which the Busi-
ness Skills Courses ...

Texts for reading and translation.

Text 1
How to Draw a Contract

Contract in law means to make an agreement for two parties or some-
times more than two parties. A contract is made only if it has all the
elements of making a legal agreement, which can be enforced by the law
or through a binding arbitration. However, contract is considered as an
exchange of formal promises, which has a fixed remedy to it. Agreement
is said to be agreed upon only when there is an instant acceptance, which
has been accepted by both the parties. The parties should have a valid
point to make a contract, and they should make sure that the contract is
not impossible, illegal or trifling. The entire law of contract is based
upon the Latin phrase pacta sunt servanda, which means that the agree-
ment must be kept. The term ‘Breach of Contract’ is the law provided
for the remedy of non-conformance to the contract. If there is a good
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service between the two parties, then even an oral agreement can be
binding between two people.

Practically, every party must have a proof of the agreement, which
will prove all the important terms. This article will mainly give you
knowledge on how to draw a contract. The rules of contracts are differ-
ent in every country. There are various laws for contracts like the Ro-
man law, socialist law and Islamic law. Here are some easy steps, which
will give you information on how to draw a contract.

Steps:

First, you will have to start with some basic information. Choose cor-
rect information, which will give all the details of how you must proceed
with the contract. The points to be considered while drawing a contract.
If you are drawing a contract for your business, then your contract must
clearly state, what you will be offering to your clients.

Always make sure that your contract is readable. Always remember
that a contract must not have difficult language, which no one can un-
derstand properly. Give your client a contract, which will clearly state
the information that is given in a template, and will show that it is a
readable document.

Explain the indiscretions that your client cannot understand. Make
sure that both the parties read the contract carefully, before any of you
decides to sign the contract. This will help both the parties to discuss the
important points, and to decide about things that need to be changed.
Reading a contract before signing will also help the parties to make the
changes if any. Always remember that both the parties must be satisfied
with the points stated in the contract.

Look for a simple template to begin your contract. If possible have a
look at some other contracts; this will give you a rough idea of what you
need to add. Look at the format of the contract and make your contract
similar to it. You will find some things in the sample contract, which
you would like to add in your contract. Try to make your contract as in-
formative as possible.

Leave some blank spaces at the points where important information
is given, and you make changes if required later. Always remember to
leave blank spaces at places like dates, names and place where special
disclaimer needs to be mentioned by the other party. Try to leave blank
spaces at the place where your client needs to add some information, or
for some unique information, which needs to be added later.
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Make at least two extra copies of your contract. While presenting the
contract, make sure that all the extra copies of your documents have the
original signatures. Now, both you and your client will have a copy of
this agreement with original signatures, and information that cannot be
altered after signing.

Tips and Warnings:

Make a soft copy of your contract and save it on your computer for
instant access. If there is any problem in your contract, then it is always
advised to seek legal advice.

Text 2
Contract for sales of goods (1)

1. The seller hereby undertakes to transfer and deliver to the buyer on
or before , 20 _, the following described goods:

2. The buyer hereby undertakes to accept the goods and pay for them
in accordance with the terms of the contract.

3. It is agreed that identification shall not be deemed to have been
made until both the buyer and the seller have agreed that the goods in
question are to be appropriated to the performance of the contract with
the buyer.

4. The buyer shall make payment for the goods at the time when and
at the place where the goods are received by him.

5. Goods shall be deemed received by the buyer when received by
him.

6. The risk of loss from any casualty to the goods regardless of the
cause thereof shall be on the seller until the goods have been accepted
by the buyer.
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7. The seller warrants that the goods are now free and at the time of
delivery shall be free from any security interest or other lien or
encumbrance.

8. The seller further warrants that at the time of signing this contract
he neither knows nor has reason to know of the existence of any
outstanding title or claim of title hostile to his rights in the goods.

9.The buyer shall have the right to examine the goods on arrival, and
within business days after such delivery he must give notice to the seller
of any claim for damages on account of the condition, quality, or grade
of the property, and must specify the basis of his claim in detail. The
failure of the buyer to comply with these rules shall constitute
irrevocable acceptance of the goods.

10. Executed in duplicate, one copy of which was delivered to and
retained by the buyer, the day and year first above written.

(Signatures)
Text 3
Contract for sales of goods (2)

Seller hereby agrees to transfer and deliver to buyer, on or before
(date), the following goods: Buyer agrees to accept the goods
and pay for them in accordance with the terms of the contract.

Buyer and Seller agree that identification shall not be deemed to have
been made until both parties have agreed that the goods in question are
to be appropriated and fulfill the requirements of performance of said
contract with the Buyer.

Buyer agrees to pay for the goods at the time they are delivered and
at the place where he receives said goods. Goods shall be deemed
received by Buyer when delivered to address of Buyer as herein
described.
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Until such time as said goods have been received by Buyer, all risk of
loss from any casualty to said goods shall be on Seller.

Seller warrants that the goods are now free from any security interest
or other lien or encumbrance, that they shall be free from same at the
time of delivery, and that he neither knows nor has reason to know of
any outstanding title or claim of title hostile to his rights in the goods.

Buyer has the right to examine the goods on arrival and has (number)
of days to notify Seller of any claim for damages on account of the
condition, grade or quality of the goods. That said notice must
specifically set forth the basis of his claim, and that his failure to either
notice Seller within the stipulated period of time or to set forth
specifically the basis of his claim will constitute irrevocable acceptance
of the goods.

This agreement has been executed in duplicate, whereby both Buyer
and Seller have retained one copy each, on (date).

(Signatures)

Appendix 1
Contract information:

B ocHoBe (hopManbHBIX B3aMMOOTHOIICHUH FOPUIMYSCKUX JIUI] Jie-
KaT HOPMATHUBHBIE JOKYMEHTHI, PETYJIUPYIOIINE TpaBa U 00sI3aHHOCTH
CTOPOH II0 OTHOIIEHHIO APYT K ApyTy. Hamie mccnenoBanue ropummye-
CKOHM JICKCHKHW aHTJMICKOTO S3bIKa TMOCBSIIEHO CIOBOOOPA30BaHUIO U
WUIMOMATHKE, UCTIONB3yEMBIM MPH 3aKIIOYSHUN JIOTOBOPOB MEXKIy KOM-
naHusiMu.  CIIOBapHBIE €IUHHIBI, COCTABIIIONINE JTOT JIEKCHYECKHIA
IUIACT, YIOTPEOJSAIOTCS BO BpEMs NEPErOBOPOB U MPHU MOINUCAHUHU JO-
KYMEHTOB JIByCTOPOHHETO XapakTepa.

Coenka (bargain, deal, transaction)

— 0 POCCUHCKOMY IMPaBY 3TO JACHCTBUE (PU3MUSCKOTO HITH HOPHIUYIC-
CKOT'0 JIMI[a, HAMIPABJIEHHOE HAa YCTAHOBJICHUE, NU3MCHECHUE WM TIPeKpa-
IICHUEe TPaXXTaHCKUX MpaB M o0s3aHHOCTeH. Chenka mpu3HaeTcsl IencT-
BHUTEIHLHOU MPH COOTIONCHUH Psia yCITOBHH:
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— eCJIM OHa 3aKJIIYeHa JeeCIOCOOHBIMU (deecnocodnocmo = active
capacity) TpaxJaHAMU;

— COBeplIeHa Ha OCHOBE CO3HATEIHHOTO BOJICU3BSBICHUS CHIOPOH
(party, side);

— OCYIIECTBIIEHA B COOTBETCTBHHU C LEISIMH YCTaBHOU JESITETHHOCTH
(ycmae = articles, constitution, memorandum) wpuouueckux auy
(artificial person, juridical person, legal entity).

Haubonee pacmpocTpaHeHHBIM BHIOM CHENKH SIBISIETCS 002080p
(contract, agreement) — cornalieHue ABYX WIH 0oJiee CTOPOH. DTHM
TEPMUHOM O0003HAYAIOT KaK Zpaxcoanckoe npasoomuoutenue (legal
relation), BO3HUKIIIEE U3 JOTOBOPA, TaK U 00Kymenm (document), B xo-
TOPOM HU3IIOKEHBI YCAOGUA U NONOICEHUA 002060pa (terms and condi-
tions), 3aKII0YCHHOTO B MHUCHhMEHHOW (opMe. OTHOCTOPOHHEE N3MEHE-
HUE yCIIOBUH IOTOBOpA HE JOITyCKaeTCsl.

CylIecTBYIOT CIEAYIONUE BHUIBl JIOTOBOPOB: KOHCEHCYAlbHbIE
(consensual), 111 KOTOPBIX TOCTATOYHO COTJIAIIIEHHUS CTOPOH, W pedib-
Hble (real), s KOTOPHIX HeoOxomuma emie U (GaKkTUUecKas meperaada
MMYIIECTBA, SIBISIOLIETOCS BpeoMemom 00z206opa (matter of contract,
subject of contract).

BonbmmHCTBO JOTOBOPOB — BO3ME3/IHBIC; KKABIA M3 yYACTHUKOB
JOroBOpa MOJyyaeT TO WM WHOEe OJaronpuoOpeTeHHe: UMyu4ecmeo
(belongings, property), Oenveu (money), ycayzu (services), npasa
(rights). ITlpumepamu 0e3603me30HbIX  002080p06  (contract of
beneficence, gratuitous contract) MOTyT OBITh Oapenue (donation, gift),
0e3603me3onoe xpanenue (bailment, storing) n 1.1

B 3aBUCHMOCTH OT IOPHINYECKHX TOCIEICTBUI pa3INdaioT JOTOBO-
pBI OKOHUYATENbHBIE U TMpeaBapuTeibHble. OKkonuamenwvnuutii (final) Ha-
JICNIICT CTOPOHBI MPaBaMH ¥ O0SI3aHHOCTSIMH, HAIIPABJICHHBIMU Ha JOC-
TWKEHUE IMIOCTaBICHHBIX UMU uened. Ilpedsapumenvuuvlii 002080p
(inchoate contract) mOpoXXaaeT I CTOPOH 00SI3aTEIBCTBO 3aKIIOYUTH
JIOTOBOp B OyaylieM WM JOMOJHUTENBHO COTJIacOBaTh HEKOTOPHIC €T0
ycnoBusi. Takue DOTOBOpPHI HEPEAKO HCIIONB3YIOTCS BO GHEULHel mop-
2oee (foreign trade) B Bunc npomoxona namepenus (letter of intent).

Ecnu noroBop coJep>KUT HECKOIBKO HE3aBUCSIIUX OJHO OT JPYTroro
obazamenvcme (obligation), ero Ha3pIBAIOT denumvim (separable), B
MPOTUBHOM ClTy4ae — Hedeaumuvlm (entire).
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Ilo ¢opme 3akmroueHHss IOTOBOPHI HENATCS Ha npocmwle (parol,
simple) © homapuanvbHo yoocmogepenHbvie, uiu 002060pPbl 3a NEUAMbIO
(contract under seal, specialty /contract).

B npaBoBoM acniekte ycinosusa 0ozoeopa (terms) NensaTcs Ha:

— cymiecmeeHHble (essential terms/conditions), 6e3 KOTOPBIX JOTO-
BOp HE UMelN OBl FOPUINYECKON CHIIBI, W HApyIIEHHE KOTOPBIX MPUBOIUT
K pacmopiiceHuro 00z20eopa (rescission);

— npocmute (warranties), Ipu HapyIIEHUU KOTOPBIX BO3MEILIAIOTCS
yOBITKH, HO HE PacTOpPraeTcs J0TOBOP;

— oo0vlunble (usual terms), THTUYHBIE U1 JOTOBOPOB OMpEIEIEHHO-
r'0 BHJIA U TIPETyCMOTPEHHBIEC 3aKOHOJATEIbCTBOM;

— cayuaiinple uau nobdounsle (contingent terms), KOTOpble CTOPOHBI
COTJIACOBBIBAIOT B JIOTIOTHEHNE K OOBITHBIM.

JloroBop, B KOTOPOM COTJIACOBAaHbI CyujecneeHHbvle ycaosun (essen-
tial terms/conditions), a MeHee BaKHBIC OCTAJVCh OTKPBITBIMHU JJIsI 00-
CY’KICHHS WM HE OTOBAPUBAIOTCS, CANTACTCS OMKpPbImblM (0pen).

Ecnu koHTpakT BeTymaer B ciily W IpuoOpeTaeT GpopManbHoe Kade-
CTBO JOrOBOpa 3a IEYaThIO JIMIIb IOCJE WCIONHEHHS YKa3aHHOIO B
HEM YCIIOBHS, €TO0 Ha3BIBAIOT 002060POM HOO OMIAZAMENbHbLIM YCl0-
séuem (conditional contract, escrow).

OO6paTtuTe BHUMaHHE Ha TO, YTO ferms TIEPEBOJUTCS KaK «YCA06U)
TOJIBKO BO MHOKECTBEHHOM uucie. Hanpumep, terms of payment o3Ha-
YaeT «ycaoeua naamedca», a term of payment — «CpOK naamexycay;
terms SIBJISIETCS SKBUBAJICHTOM TOHATHS «YCJOBUS JOTOBOPa» B 00IIEM
CMBICTIE — Pa3JIMYHBIE BUBI yCIOBHA MIEPEBOAATCS WHAUE (CM. BBIIIE).

JoroBopHbIi mpoliecc HAYMHAETCA C HalpaBJI€HUS APYroll CTOpOHE
NPEANIOKEHUS 3aKIIOYUTh AOroBOp — ogepmut (offer). Cormacue c
odepToll UMEHYETCS aKuenmom (acceptance), v €ro TMONIyICHUE CUNTA-
eTcs 3aKiroueHrneM fgorosopa. [locneanee BO3MOXKHO U ITyTeM MOATKCA-
HUS CTOPOHAMU 3apaHee MPUTOTOBICHHOTO TEKCTA.

[Ipomienne cpoka AEWCTBUSL IOTOBOpa CBEPX MPEAYCMOTPEHHOTO
MIPHU €ro 3aKII0YCHUHN CPOKa HA3BIBACTCS npoaoHzauuei (prolongation).
Ona nmpou3BoauTCa MO0 MyTeM 3aKIIOUCHHS CIICLHAIbHOTO COTrJiallie-
HuUs (TIPOTOKOJIA) O POJICHUH IOTOBOpA HA OMPEAETICHHBIN CPOK, 100
MTyTeM BKITFOYEHHS YCIIOBHUS O MPOIJICHHH B TEKCT JOTOBOpA, T.€. aBTO-
MaTHYECKH.

B cnyuae neucnonnenusn (failure to perform, non-fulfillment, non-
performance, default) viiam HeHAAISKAIIETO UCTIOTHEHUS TOTOBOPA CTO-
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POHBI HECYT TPaXKJIaHCKO-TIPABOBYIO0 OTBETCTBEHHOCTh, 3aKJTFOUAIOIIY0-
cs B yIUIaTe IMPeXyCMOTPEHHOW 3aKOHOM HWIIM JIOTOBOPOM HeEyCHOUKU
(forfeit, penalty) u BO3MEIICHUN HPUUUHEHHBLIX YObimKo6 (damages),
YTO HE OCBOOOXKIAET OT OOSI3aHHOCTH UCHOSIHUMY 3AKIIOYEHHbLI 0020~
6op ¢ namype (specific performance), T.€. B COOTBETCTBUU C €r0 YCIIO-
BHSIMU.

Hewncnonnenne noroeopa BOZMOXHO TaKKe TMOJI ISHCTBHEM 0OCHOA-
menscme Henpeodonumou cunvl (act of God, act of Providence, force
majeure, insuperable force, vis major). Ilon HUMHU TOApazyMeBacTCs
YpPE3BLIYAMHOEC W HEMPEIOTBPATUMOE TP JaHHBIX YCIOBHSX COOBITHE
(cruxuitHoe OencTBue MO0 OOIIECTBCHHBINM KATAKIN3M), BBIHYIHBIICE
JUI0, O053aHHOE B JAHHOM IIPABOOTHOIICHWH, HAPYIIUTH JIOTOBOPHOE
00513aTETTLCTBO WM NPUIMHATE WHOUW 8Hed0zoeopHulii éped (harm), xo-
TOPBIA HE MOT OBITh ITPEOTBPAIICH HE TOJIBKO 3THM JIMIIOM, HO U JIFOOBIM
JPYTUM, CXOJTHBIM C HIM TI0 POy Y YCIIOBHSM JEATEILHOCTH.

Kax nipasuiio, donarcnuk (debtor) ocBOOOXKIACTCSI OT OTBETCTBEHHO-
CTH 32 HapyllleHHe O0S3aTeNbCTBA B CBSI3M C JCHCTBHEM HEIPEOIO0IH-
MOW CHIIBI, KaK HEGUHOGHbLIl NpPAgoOHApywiumensv (transgressor,
wrongdoer).

Curyarusi, Korja oJlHa U3 CTOPOH COOOIIAeT APYroil CTOpOHE HEBEP-
HBIC CBEJICHUS O BAKHBIX JJIEMEHTAX CJCIKU JTMOO yMallduBaeT o0 HX
MOJJIMHHOM CYIIECTBE TPEeAHAMEPEHHO, HOCUT Ha3BaHUE O0OMaHaA
(deceit, defraudation, fraud).

Crnenyer pa3nuyuaTh 0OMaHHble COCJIKU U 86e0CeHUE 6 3a0IIyIHCcOeHUe
(false  representation,  misrepresentation,  3a07aysyncoeHue =
misconception, mistake), TIpOXOJAIINE TI0 Pa3HBIM CTAaThsIM TPaXKIaH-
CKOTO KOJIeKca.

CnoBo contract B aHTIIMHACKOM S3bIKE YIOTPEOJISETCS B CBS3U C
BHYTPHUTOCYITAPCTBEHHBIMU COTJIAIIEHUSMH U JPYTHUMHU BHIIAMH JIOTOBO-
POB, KpPOME MEKTOCYAapCTBEHHBIX. DKBUBAJICHTOM MEXKIYHAPOIHOIO
JOroBopa SIBJISIETCS CIIOBO freaty.

MesxTyHapOTHBIN TOTOBOP — ATO COTIIANICHUE MEXIY 20CY0apcmea-
mu (states) U JApYIrUMHU CyOBEKTaMHU MeNCOYHAPOOHO20 npasa
(international law, law of nations) 0 pa3TUYIHBIM BOIIPOCAM HX B3aUM-
HBIX U MEXIYHApPOJHBIX OTHOIICHUN, yCTaHABIMBAOIICE IS €ro yda-
CTHUKOB MEXIyHApOIHBIE TIpaBa M OOS3aHHOCTH; SBIISETCS TIIABHBIM
HMCTOYHUKOM MEXIyHapOIHOTO IIpaBa.
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Taxke  ucHonb3yeTcs  INOHATHE  co2nautenus  (agreement,
arrangement). Agreement ONIDKE TIO CMBICIY K «002080py», a
arrangement — X «002060peHHocmuy. 11oaTroMy, Hanpumep, MOHATHE
«coznawienue ¢ Kpeoumopamuy TIEPEeBOAUTCA Kak arrangement with
creditors, B TO BpeMsl KaK co2ilauieHue, UCHOIHAEMOE 8 MOMEHm 3a-
KI0UeHus, 1 COo2lauieHue ¢ UCNOIHeHUuem 6 Oyoyuwiem TEpEeBOISATCS
Kak executed agreement v executory agreement, COOTBETCTBEHHO.

Appendix 2
Business terms:

ATEHTCKHI I0TOBOp — agency
Anpecar opeptel — offeree
Bamtora caenku — currency of transaction
BsanmHuoe ycnoBue — condition concurrent
BunoBHas ctopona — party at/in fault
Bosmemenne Bpena — indemnification
Bcerpeunas odepra — counter offer
I'paxnanckast 0OTBeTCTBEHHOCTH — liability
JIoroBOp UMYIIIECTBEHHOTO HaiiMa IBHKUMOCTH — hiring
JloroBop KyIuiu-pogaxu — bargain and sale
JloroBop nu4HOrO Haitma — hiring
JloroBop o B3anMHO# momomu — treaty of mutual assistance
JloroBop, 061e4eHHbII B MyOnMYHbINA akT — contract of record
JloroBop, NpeayCMaTpUBAIOIINN OTBETCTBEHHOCTH JIOJDKHHKOB
nmopo3Hb — several contract
JloroBop dpaxtoBanus — contract of affreightment, fixture
JloroBop xpanenus — contract of bailment
HorosopHoe npaBo — law of contract
JloroBOpHBIE OTHOIICHUS — Privity
JlokymeHT 3a neyatbro — deed
JIomKHUK, HapyIUBIIHA 00s13aTenbecTBO — defaulting debtor
Hck u3 norosopa — action in contract
Hck o B3pickanum yobITKOB — action for damages
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Hcnonuenue o6s3arenpctB — fulfillment of obligations
Hcxonsmme nokyMeHThl — outgoing documents
Muumas cnenka — imaginary deal

Hapymenne moroBopa — breach of contract, contractual delin-
quency

Hesremonaenne oo6s3aTenbetB — default on obligations
Heneecriocobnocts — disability

HenetictBurenpHas cuenka — invalid transaction
OrpannuuTenbHOe yciioBre — restrictive condition
OpHOCTOPOHHMI JOKYMEHT 3a niedatsio — deed poll
Oxka3zannble ycinyru — performed services

Ocnopumslii (joroBop, caenka) — voidable

OtcrynHbele — compensation for termination of contract
OdepenT, win M0, Iearoliee mpeaioxenne — offeror
Odepra 6e3 obs3aTenscTB — free offer

[Tenss — fine

[TepBuuHbIi ToKyMeHT — basic document

[Tornomienue (mpaB U 00S3aHHOCTEH MEHBIIEH CHIIBI MPaBaMH U
00s13aHHOCTSIMU OOJIBIIIEH CHIIBI) — merger, take-over
[TomHOMOUME — authority

[Topyuenune — contract of agency

[TpaBocioco6HOCTH — legal capacity

[IpensaputenpHOE ycnoBue — condition precedent

IIpoTHUBO3aKOHHOCTL B CWIIy 3aKOHOJATeIbCTBAa — statutory
illegality

CrnyxeOHble nOKyMeHTHI — in-house documents, internal docu-
ments

Cornamenue o 3aKynkax — purchasing arrangement
Cornamenue o 3aMeHe ucroiaHeHus: — accord and satisfaction
Cpoxk ucnonHenus norosopa — term of contract

CropoHa, He BeITIOJIHSOMIAs o0s3aHHOCTe — defaulter
Cropona, 06s3aHHas IO 10TOBOpY — party to be charged
Teepnas opepra — firm offer

Toproeiii oroBop (MEXTOCYIapCTBEHHBIN) — commercial treaty
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Appendix 3
Abbreviations:

Acpt. — acceptance — akuenr

a/d — after date — ot cero uucia, OT JaThbl

afsd — aforesaid — BBIIIEYTOMSIHY THIi

agst — against — npoTuB

agt — 1) agent — areHr; 2) agreement — corJamicHue

amt — amount — KOJIMYECTBO

a/o — account of — 3a c4et Koroaubo

a/or — and/or — w/unm

Appd — approved — 000pEHHBIN, YTBEPKIACHHBINA

asf — and so forth — u T.71.

Bros. — brothers — Opatbst (B HazBaHUSIX QUPM)

bt. — bought — xymeHHbBIH

C. —1) collected — momy4eHHbIH; 2) contract — KOHTPAKT

C/A — commercial agent — TOProBbIii — areHT

cfmd — confirmed — moaTBepkIEeHO

ch.pd. — charges paid — pacxo/1bl OTIa4YCHBI

CL — clause — myHKT, cTaTbsi KOHTPAKTa

D/A — documents attached — qokyMeHTBI prIararoTcst

dct. — document — moKyMeHT

Dr — debtor — nODKHHK

E & OE, e. and o.e. — errors and omissions excepted — wuckitodast
OIMMOKH U TTPOITYCKH

E.A.O.N,, e.a.0.n. — except as otherwise noted — 3a HCKJIIOUCHHEM TEX
CIIydaeB, KOTJa yKa3aHO HHAYe

e.g. — exempli gratia (J1aT.) — Hanmpumep

e.0.d. — every other day — pa3 B aBa 1Hs1, yepe3 JIcHb

E.O.M. — 1) end of month — B koHLEe Mecsina; 2) every other month —
pa3 B iBa Mecsina

etc. — et cetera (J1ar.) — ¥ T.1I.

€XC. — except — UCKIIroYast

ex(p)s — expenses — pacxosl

F.C.V.— full contract value — moyHast CTOMMOCTH KOHTPAKTA
ff — following — cnemyrommii

G.A., G/A — general agent — reHepanbHBIN areHT
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GT — greater than — Gosbiie yem

Gvt. — government — IPaBUTEIBCTBO, IPABUTEIHCTBEHHBIN

ib (id) — Ibiden (;1aT.) — Tam e, B TOM ke MecTe

i.e. — id est (J1laT.) — TO ecThb

L. — 1) law — 3axon, nipaBo; 2) legal — ropuamueckuii, 3aKOHHBIH
L/A — letter of authority — moBepeHHOCTH

m/d, M/D — months after date — uepes ... MecsIEB OT cero uucna
MGR, mgr. — manager — MeHekep, YIIPaBISIOLUi

n/e — not exceeding — He TPEBBIMAIONTAH

n.e.i. — not elsewhere indicated — He yka3zaHHBII r1e-TM00 B IPyrom
MecTe

noibn — not otherwise indexed by name — npyroe HanMeHOBaHHE HE
yKa3aHo

nop., N.O.P. — not otherwise provided for — nHaue He mpexycMOTpeH-
HBIH, TOJIBKO /ISl yKa3aHHBIX LIeJIeH

nos., N.O.S. — not otherwise stated — nHade He yKa3aHHBIHA

o/d, O.D. — on demand — o TpebGoBaHHIO

0O.K. — all correct — Bce B mopsiike, Bce MPaBHIBLHO

O/O — order of — mo mpuKkasy, 0 pacHOPSHKEHUIO KOTO-THO0
OT, o/t — old terms — npexHHE yCI0BUSA

pd — paid — ymaueno

Plc — public limited company — OTKpBITOE aKIIMOHEPHOE O0IIIe-
CTBO

PP — pages — CTpaHULbI

ppt — prompt — Cpo4HbIN

pry — priority — npuopuTer

ps — pieces — ... MTYK

P.T.O. — please turn over — cM. Ha 0bopoTe

qty — quantity — KOJIHYECTBO

qual. — quality — kaugecTBO

Rp. — representative — mpencraBuTeIh

s.a. — subject of approval — moIeXHUT 0JOOPEHUIO WIIN YTBEPKICHHIO
sgd — signed — moAIMCaHHBIHI

spec. — specification — crnernudukanus

u.c.e. — unforeseen circumstances excepted — HUCKIIOYas HENpeIBHU-
JICHHBIC 00CTOSATEIHCTBA

u.t. — usual terms — OOBIYHBIE YCIOBHUS
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u.u.r. — under usual reserve — ¢ 0ObBIYHON OTOBOPKOH

VS. — Versus (J1aT.) — HpOTHB, B CPAaBHEHUH C...

viz. — videlicet (71aT.) — a UMEHHO

w.c. — without charge — GecraTHo

w.e.f. — with effect from — Bctynaromuii B crity (C TaKOro-TO 4HCA)
wk — week — Henens

Y(r) — year —rog

Appendix 4

Sample contract.

PaccMoTpuM THUITMYHBIN TOTOBOP Ha aHTIIMHCKOM SI3BIKE C ITOCTPOY-
HBIM MEPEBOJOM €ro Ha pycckuil. UMEHHO THUNIUYHBINA, HO HE TUIIOBOU
JIOTOBOpP, MO0 TOCTeNHUI MpeacTaBiseT co00il TOTOBBII A 3amoiHe-
HUS U MOJNHUCAHUA TEKCT, HaXOAALIUICS B pacHopsKEHUH KOMITaHUU.
Oco0oro BHUMaHHS 3aCIyKHBAET aHTIIMICKAs MyHKTYAIHs, IO OIpeie-
neHuto Ooee cBOOOTHAS, HEIKEITH B PYCCKOM SI3BIKE.

ICONTRACT No.234/567  |KOHTPAKT Ne 234/567

‘Moscow ”MOCKBa

[Date] [Company Name], here-|[[/laTa] [HauMeHOBaHHWE KOMIIAHUH ],
inafter referred to as the Sell-|umenyemsrit B nanpHeiimenm [Iponaser,
ers, on the one hand and [Com-||c omgHOW CcTOpOHBI, U [HaMEHOBaHHE
pany Name], hereinafter re-|koMmanuu|, MMEHYEeMbIi B HajbHEMH-
ferred to as the Buyers, on the|jmem [lokynarens, ¢ apyroii CTOpOHBI,
other hand have concluded the|j3akiarounnm HacToSIIMA KOHTPakKT o
present Contract as follows: HIDKECIICTYIOIICM:

OOpaTtnTe BHUMaHHWE Ha YMOTpeOJeHHE 37eCh W Jajiee BpPEMEHH
Present Perfect Tense.

1. Subject of the Contract ‘ 1. IlpeamMeT KOHTPaKTa

The Sellers have sold and the|[llpogaBen nponan, a Ilokynarens
Buyers have bought the goods to|[kynwn ToBapa Ha CyMMy B KOIH-
the amount of ___ in the quantity,|[decTBe, acCOpTUMEHTE, IO IIeHaM U B
assort ment, at prices and accord-||COOTBETCTBUH C TEXHHYECKUMH YC-
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ing to technical conditions a

present Contract.

S{|JIOBUAMH, YKa3aHHBIMU B IIPHUIIOXKE-

stated in Supplements No.1, 2...|lHusax NeNe 1, 2..., KOTOpBIC SBISIOTCS
which are the integral part of the||HeoThremMiIeMOl YacThIO HACTOSIIETO

KOHTPAKTA.

B HEKOTOpBIX Clyyasx, TAKMX KaK JaHHAs CChUIKA HA MPUJIOXKCHUS K
IOTOBOPY, AapTHKJIb MOXKET OITycKaThes: Supplements Bmecto the

Supplements.

as following:

by all kinds of transportation
means taking into consideration
transshipments. Each case is to
be marked with indelible paint

BCEMH BHIAMH TPAHCIIOPTa C YICTOM
nepeBayiok. Ha kaxxJ1oM MecTe HECMBbI-
BaIOIIEICs KpacKol JOJDKHA OBITH Ha-
HeceHAa MapKHpOBKa, COJepIKamias
CIeyIone JaHHbIC:

Consignor
Gross Weight  Net Weight

Case No.  Contract No. |
Consignee |

Mecto Ne Kontpakt Ne_ I'pyzoor-
npaButenb  I'pysononyuartens  Bec
Opyrro  Bec HetTo

6. Payment

H6. Ilnarex

the Contract

2. Price and Total Amount of]

2. Ilena u o01masi cyMMa KOHTpPaKTa

18

The prices for the goods are
fixed in [Currency]. The Total
Amount of the present Contract

[{eHbI HA TOBApHI YCTAHABIUBAIOTCS B
[BamtoTa]. ObmIas cymMma HACTOSIIIETO
KOHTpPAKTa COCTaBJISIET .

3. Dates of Delivery

H3. CpoKu 1oCTaBKH

present Contract.

Delivery of the goods under the
present Contract should be ef-
fected within the dates stipulated
in the Supplement No.  to the

ITocTaBka TOBapoB IO HACTOSILIEMY
KOHTPAKTy JOJDKHA OBITH MPOU3BEC-
Ha B CPOKH, yKa3aHHble B IIpuoxe-
HUM No_ K JaHHOMY KOHTPAkKTYy.

in the Letter of Credit.

Payment for the goods delivered
is effected in [Currency] under
an irrevocable, confirmed divisi-
ble Letter of Credit established
by the Buyer with the Bank
[Bank Name]. The terms and
conditions of the Letter of Credit
should correspond to the terms
and conditions of the Contract;
the terms which are not included
in the Contract to be not inserted

PacueTsl 32 MOCTaBICHHBIH TOBAP
MIPOU3BOJISITCS B [BatoTa] 1o 6€30T-
3BIBHOMY, ITOATBEPKICHHOMY, JICITH-
MOMY aKKpEIUTHBY, OTKpbITOMY [lo-
KyIiaTejeM B [HaMMEHOBaHHE OaHKa].
VYcloBUS aKKPEAUTHUBA JOJDKHBI COOT-
BETCTBOBATh YCJIOBUSM KOHTPAKTA;
YCIIOBHSI, KOTOPBIE HE OBLTH BKITIOYEC-
HbI B KOHTPAaKT, HEC OTOJI’)KHbI GBITB
BKITFOUCHBI B aKKPEIUTHUB.

I[J'ISI 0003HaYeHUS AOJDKCHCTBOBAHUA B COITIaCHUU C YCJIOBUAMU KOH-
TpaKTa CoO CMBICJIOBOH YaCThIO CKazyeMOro B MpCAIOKCHUN y1'[0Tpe6J'I$I—

ercst MoJanbHbIN riaroi should.

Ckazyemoe, B TOJbKO YTO PACCMOTPCHHOW W B HIDKECICIYHONICH
(dpazax, BeIpaXeHO WHOUHATHBOM (B TPEIBIIYIIEM NPEIIOKEHUN OH
MMEET MMaCCUBHBIN 3aJI0T), YTO TAKXKE SBJISICTCS KAHISISIPCKOW HOPMOIA.

4. Quality of the Goods

4. KavecTBO TOBapa

The quality of the goods should
conform to the technical condi-
tions stated in the Supplement
No...

KauecTBO mocTaBiIsieMBIX M3IEIUH
OJDKHO COOTBETCTBOBATh TEXHHYE-
CKHM YCJIOBHSM, YKa3aHHBIM B [lpu-
no>xeHnu Ne...

The Letter of Credit to be avail-
able against presentation of the
following documents:

[Inarex ¢ akkpeAUTHUBA MPOU3BOJIUTCA
MPOTUB TOKyMEHTOB:

1) Full set of clean onboard
Bills of Lading;

1) IIOJTHOT'O KOMIIJICKTa YHUCTBIX 60pTO-
BbIX KOHOCAMCHTOB;,

5. Packing and Marking

5. YnakoBka nu MapKkupoBKa

‘2) Invoice in triplicate;

‘2) cyeTa B TpeX IK3eMIUIIPax;

Tare and inner packing should
secure full safety of the goods
and protect the goods from any
damages during transportation

Tapa u BHYTpeHHSSI yNAaKOBKa IOJIK-
Hbl o0eclieunBaTh IIOJHYIO COXpaH-
HOCTb U MpPENOXpaHATh TOBap OT IO-
BPSXICHUM TP TPaHCIOPTUPOBKE

3) Specification stating Contract
No.;

3) cnenmduKanuA ¢ yKa3aHHEM HOMe-
pa KOHTPAKTa,

4) Quality Certificate issued by
the Seller in duplicate.

4) ceprtudukara O KadecTBE TOBapa,
BbIJaHHOTO [IpoJaBIiOoM B ABYX 3K3€M-
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”nns{pax.

The Sellers should submit the
above-said documents to the
Bank for payment within |
days after loading of the goods.

[IpomaBenr 00s3aH BBIIIETICPEUNCIICH-
HBIE JIOKYMEHTHI INpenbsBUTh B bBaHk
IUTSL OTUIATHI B TEUEHUE  JTHEH mocie
MOTPYy3KH TOBapa.

Should the Sellers fail to do this
he is to bear the expenses for|
prolongation of the Letter of|
Credit.

B ciydae HapymieHHMs HaHHOrO ycCIo-
Bus, IIponmaBenr Hecer pacxoasl IO
IIPOJIOHT ALY AKKPEIUTUBA.

up with the participation of a repre-
sentative of an uninterested compe-
tent organization.

COCTaBJICHHBIM C y4acTHEM HE3auHTe-
pPECOBAaHHOM KOMIIETEHTHOM OpraHu-
3aLuu.

CJ'IO)KHOHOZ[‘-IPIHCHH&H CBA3b

MEXOY 00CTOSITENILCTBOM W TJIaBHBIM

HPEUIOKEHUEM OCYILECTBIICHA 33 CYET MHBEPCHU MOJAJIBHOIO IjIaroia
should n momnexamero the Sellers. JlomkeHcTBOBaHHWE B CKa3zyeMOM

TJIABHOTO MPEIOKCHUS BBIPAXK
bear: ... is to bear... (to be to do

€HO MAPTUTHBHBIM 3aJIOTOM TJIaronia to
something). 3ta ¢opmMa HECKOIBEKO OT-

JIMYacTCA MO CMBICITY OT APYTUX O60pOTOB JOJDKCHCTBOBaHUA (must do

someth., should do someth., to

have to do someth., to have got to do

someth. etc) u xapakTepu3yer GakTypy Ka3eHHOTO TEKCTa.

The Sellers should consider the
received claim with in __ days
counting the date of its receipt. In
case of no reply from the Sellers
after expiration of the said date the
claim will be considered as admit-
ted by the Sellers.

[IponaBen 00s3aH paccMOTPETh MOIY-
YCHHYIO pEKJIaMallii0 B TEYCHHUE |
JHEH, y4uThIBas AaTy noiaydenus. Ecim
[0 HCTEYCHHH YKa3aHHOTO CpOKa OT
[IponaBma He mociexyeT OTBETa, pPEK-
nmaMarsi cunTtaercst npusHaHHO# [Ipo-
TTABIIOM.

The Buyers have the right to
return to the Sellers the rejected
goods for their replacement with
the goods of proper quality.

[lokymarens wmeer mpaBo MOTpeOO-
Bath OT lIpomaBma 3ameHUTH 3a0paKo-
BaHHBI TOBap TOBAPOM XOPOUIETO
KavecTBa.

7. Claims

7. Pekj1amanuu

Claims in respect of the quantity in

case of shortage inside the case

be submitted by the Buyers to the
Sellers not later than __ days and in
respect of the quality of the goods in
case of non-conformity of same to
that stipulated by the Contract not
later than __ days after the arrival of]
the goods at the port of destination.

PeKJIaMaI_[I/II/I B OTHOIIICHUU KOJH-
YecTBa B CIly4ae BHYTPHUTApHOM
HEOCTaYd MOTYT OBITH 3asBJICHEI
ITokynartenem IlponaBily B Teue-
HHE __ JHEW, a B OTHOIUEHUU
KayecTBa — B TEYCHHUE  JTHEW C
MOMEHTa TOCTYIUICHHS TOBapa B
IMOPT HAa3HAYCHU.

may

OOpaTuTe BHUMaHHE Ha NPEUIOTH, BBOMAALINE CYOBEKT U OOBEKT
CTpajaTeNbHOro 3amora. B pycckom s3blke B 000X ciaydasx yHnoTpeo-
JsieTcsl OWH, TBOPUTEIBHBIN, MaAeK: 3aMEHa, IPOU3BEICHHAS MPOIaB-
oM (TB. MajexX); 3aMEHUTHh TOBapoM (TB. Majnex). B aHrmmiickoMm xe
SA3bIKE JaHHBIC TIOHATHS BBOJSATCS COOTBETCTBEHHO NpEAJIoraMu by U
with: to be replaced by the sellers; replacement with the goods. To ects
KOT/Ia pevb HUIET O CyOBeKTe ACHCTBUSA, 00 MCIOIHUTENC, MBI YIIOTPEO-
nsieM nipeasior by. Korma ske onmuchiBaeTcsi 00ObEKT MPUIOKESHHS ISHCT-
BUs, ucmonb3yercs npemnor with: The rejected goods must be replaced
by the Sellers with the goods of proper quality.

8. Arbitration

|

8. AponTpax

B ropuanueckux 1 KOMMEpPUYECKHX TEKCTaX B 3HAUEHUU IOBTOPEHUS
BBIIIEYOMSIHYTOTO (OH, €ro M T.A.) 4acTO YNOTpeOsieTcs CyLIeCTBH-
TEJIBHOE same, KOTOpoe B MOJOOHOH cuTyanuu He cienyeT MyTaTh ¢ Ta-
KHMM € yKa3aTelbHbIM MECTOMMEHUEM U HapEUneM.

Contents and ground of the claim
should be certified either by Ex-
pert’s Report or by a Report made

Conepxxanue M OOOCHOBaHHE DEKIIa-
MaIu JIOJDKHO OBITh TOJTBEPKICHO
100 aKTOM SKCIEPTU3BI, JINOO aKTOM,
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All disputes and differences which|
may arise out of the present Con-
tract or in connection with the
same are to be settled without ap-
plication to State courts by the
International Commercial Arbitra-
tion Court at Chamber of com-
merce, Moscow in accordance
with the which are final and bind-
ing upon both Parties.

Bce crnopsr u pasHoriacus, KOTOpbIE
MOTYT BO3HUKHYTh W3 HACTOSILIETO
KOHTPAaKTa WM B CBSI3U C HUM, MOA-
JIe’)KaT PAcCMOTPEHHUIO, C HCKIIIOUe-
HUEM OOpalieHus CTOPOH B 00IIUe
cyasl, B MexnyHnapoaHom Kommep-
yeckoM ApOUTpaXHOM Cyne Tmpu
ToproBo-npoMBILIJIEHHON TMajnaTe B
r. Mockse, B cooTBeTcTBUU ¢ Perna-
MEHTOM 3TOT'0 CyJa, PELICHHS KOTO-
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pOTO SIBISIOTCS OKOHYATEIBHBIMH U
00s13aTeIbHBIMHE ISl 00EUX CTOPOH.

9. Force-majeure

9. ®opc-maxop

Should any circumstances arise
which prevent complete or partial
fulfillment by any of the Parties
of their respective obligations
under the present Contract
namely: fire, acts of God, war,
military operations of any kind,
blockade, prohibition of export or|
import or any other circumstances
beyond the control of Parties, the
time stipulated for the fulfillment
of such obligations shall be ex-
tended for the period equal to that
during which such circumstances
will remain in force.

[Ipy HaACTyIUICHUH OOCTOSITEIILCTB
HEBO3MOJKHOCTH ITOJIHOI'O HIIM dYac-
THYHOI'O HCIIOJHEHHUS 000U U3 CTO-
POH 00S3aTENBCTB IO HACTOSILEMY
KOHTPAaKTy, a UMEHHO: IMO0Kapa, CTH-
XUWHBIX O€ICTBUM, BOWHBI, BOEHHBIX
omepanuii moboro xapakrtepa, Oo-
KaJibl, 3alpelICHUN 3KCIOpTa WU
MMITIOpTA, WK IPYTHX, HE 3aBUCAIIIX
OT CTOPOH OOCTOSITEILCTB, CPOK HC-
MOJIHEHHS 0053aTeNbCTB OTOABHUIA-
€TCsl COpa3MEpPHO BPEMEHH, B Teue-
HUE KOTOpOro OyIyT JeicTBOBaTh
TaKue 00CTOSTENbCTRA.

B criyyasix KOHKpPETH3AIMH, BBIACICHUS OJHOTO JIUIA JTUOO SIBICHHUS
u3 psjga cede MoJOOHBIX B aHTIUHCKOM SI3bIKE HMCIOJB3YIOTCS HEOmpe-
neneHHoe Mecroumenue each (of) u oTpunaTenbHOE MECTOMMEHHE
neither (of). Ux He cieayeT myTaTh, COOTBETCTBEHHO, C HEOIPEIEIICH-
HBIM MECTOMMCHHEM €Very W ¢ OTPHIATEIbHBIM MECTOMMEHHEM none,
WCIIOJIb30BaHNE KOTOPBIX MPEIIoNaraeT OTCyTCTBHE B KOHTEKCTE KAaKUX

OBI TO HU OBLIO UCKITIOYEHUIA.

The Party for whom it becomes
impossible to meet their obliga-
tion under the present Contract,
shall immediately advise the
other Party as regards the begin-
ning and the cessation of the cir-
cumstances preventing the ful-
fillment of their obligations.

CropoHa, [jsi KOTOpPOH cO37ajach
HEBO3MOXXHOCTh HCIIOJIHEHUs o00s3a-
TEJIBCTB MO KOHTPAKTY, JOJDKHA O Ha-
CTYIUICHHH ¥ TIPEKpalieHnu o0CTos-
TEJLCTB, MPEIMATCTBYIONINX HCIIOTHE-
HHMIO 0053aTeNIbCTB, HEMEIJICHHO H3-
BEIIATh APYTYIO CTOPOHY.

10. Other Conditions

10. Ipyrue yciaoBus

B ornuume ot TpeOoBaHWI CHHTaKCHCa PyCCKOTO SI3bIKA, B AHTJIMM-
CKOM $I3BIKE BO3MOXKEH BBO/] IIPHIATOYHOTO MPEUIOKEHHUS, pacipocTpa-
HAIOIIETO TMOJJIeXkKAIIee, Mocie ckazyemoro: Any circumstances (TI0J11.)
arise (cka3.) which prevent fulfillment (mpun. npemn.). B pycckom si3bike
nmonoOHas (pa3a 3Bywana Obl ciemyrommM obpaszom: JIroObie oOcTos-
TensCTBa (TI0/11.), KOTOPhIE MEMIAIOT UCIIOJTHEHHIO (TIPU. MPEIL.), BO3-

HUKArOT (CKa3.)...

All dues, taxes and customs du-
ties levied in the territory of the
Seller’s country connected with
execution of the present Contract
are to be paid by the Sellers and
for their account.

Bce cOophl, HalOru U TaMOXKEHHBIC
[TATeKA HA TEPPUTOPHH  CTPAHBI
IIponaBiia, CBA3aHHBIEC C BBHIMOJHEHH-
€M HACTOSIIEr0 KOHTPAKTa, OIJIayu-
BAIOTCS TIPOJIABIIOM H 33 €TO0 CYET.

OOpaTuTe BHIMaHUE Ha TO, 4TO riiaron to levy, o6o3Havaromuii «co-
Oupath, B3UMaTh (Hajoru), objarath (HaJIOroMm), HamaraTh (mTpad),
B3BICKHBATH (JIOJIT)», B PYCCKOM SKBHBAJIEHTE OITyCKaeTCsl.

Should the above -circumstances
continue to be in force for more
than  months, each Party shall
have the right to refuse any further
fulfillment of the obligations under
the Contract and in such case nei-
ther of the Parties shall have the
right to make a demand upon the
other Party for the compensation of]

any possible damages.

Ecmun st obGcrositenscTBa OymyT
MPOAOJIKATECS Ooee  MecsIIeB,
KaXJgas M3 CTOpOH OyJOeT HMETb
MPaBO OTKA3aThCS OT NATbHEUIIETOo
WCTIOJHEHNS 0053aTeNbCTB MO0 KOH-
TPaKTy, ¥ B 5TOM cJy4ae HU OJHA
U3 CTOPOH He OyJeT MMEeTh IMpaBa
Ha BO3MEIIEHUE JPYroil CTOPOHOMU
BO3MOJKHBIX YOBITKOB.

From the moment of signing
the present Contract all the||C

MOMCHTaA IIOAIIMCAaHUA HaCTOAIICTO

previous negotiations and|[KOHTpakTa BCE NpEABIIYIINE NEpPEroBO-

correspondence
with same are null and void.

connected|[prl ¥ IepenucKa Mo HeMy TEPSAIOT CHUITY.
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None of the Parties has the
right to assign their right and
obligations under the present
Contract without written con-
sent of the other Party.

Hu onHa 13 CTOpOH He BIpaBe IepenaTh
CBOM IIpaBa M 0053aTENBCTBA IO KOH-
TpakTy 0€3 MUCBMEHHOI'0 Ha TO COTJacus
JIPyroil CTOPOHBI.
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Any amendments and sup-||Bcskue m3MeHEHUS W TOTIOJHEHUS K Ha-
plements to the present Con-||cTosimieMy KOHTpakTy OymyT aeHCTBU-
tract are valid only if made in||TenbHBI JWIIEF TPU YCIOBHH, €CIU OHU
writing and signed by duly||coBepmiensr B muchMeHHOH ¢opMe u
authorized representatives of|[moamnucanbl yrnmosTHOMOYEHHBIMH Ha TO
both Parties. TUIAMU 00EUX CTOPOH.

Ecnu 06a mpocThIX MpeIIoskeHNs B COCTaBe CI0KHOTO UMEIOT OHO
W TO JXK€ TMOoJUIexkaliee, BO BTOPOM OHO MOMKET OMycKaThcs: Any
amendments are valid only if [they are] made in writing.

The present Contract is made||HacTosimuii KOHTpaKT COCTaBJIEH B ABYX
up in two copies both having|pk3emriapax, mpudeM 00a SK3eMIUIIPA
the same value. HMMEIOT OJJUHAKOBYIO CHUITY.

11. Legal Addresses of the

. 11. IOpuaunuyeckue agpeca CTOPOH
Parties pHx ap P
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4.3. IEJIOBASI IIEPEIINCKA
Guide to Basic Business Letters

1. Study the information attentively and try to understand and
remember as much as you can.

The basics of good business letter writing are easy to learn. The fol-
lowing guide provides the phrases that are usually found in any standard
business letter. This basic of business letters are important because cer-
tain formulas are recognized and handled accordingly.

Think of a basic business letter in three steps:

1. Introduction - The reason for writing

The introduction helps the reader understand in which context the let-
ter should be considered. Possibilities include job interview inquires,
business opportunity requests, complaints, and more. Each type of busi-
ness letter has its own standard phrases which you can find in this this
guide to different types of business letters.

2. Details - What you would like to accomplish

The detail section of a business letter is extremely important. This is
where you achieve your goals in writing a business letter.

3. Conclusion / Next Steps - What you would like to happen in the
future

Provide a call for future action. This can be a chance to talk in per-
son, a follow-up letter or more. It's important and expected to make it
clear what you would like for the next step from the person reading your
business letter.

The phrases presented in this guide provide a frame and introduction
to the content of business letters. At the end of this guide, you will find
links to sites that give tips on the difficult part of writing successful
business letters - arguing your business objective. By using these stan-
dard phrases, you can give a professional tone to your English business
letters. Once you understand these basics, you can refine your business
letter writing skills by focusing on different types of business letters, as
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well as other business documents to refine your skills for your business
needs at your employers or your own small business organization.

The Start

The start of any business letter begins by addressing the recipient of
the letter.

Dear Personnel Director,
Dear Sir or Madam: (use if you don't know who you are writing to)

Dear Dr, Mr, Mrs, Miss or Ms Smith: (use if you know who you are
writing to, and have a formal relationship with - VERY IMPORTANT
use Ms for women unless asked to use Mrs or Miss)

Dear Frank: (use if the person is a close business contact or friend)

Note: If you are unsure how formal you should be, always choose a
more formal form. Writing to a specific person is always preferred if at
all possible.

The Reference

Begin by referencing a specific conversation or other contact means.
If this is the first letter in a conversation, you can also provide the reason
for writing.

With reference to your advertisement in the Times, your letter of 23
rd March,

your phone call today,

Thank you for your letter of March 5 th .

The Reason for Writing
I am writing to...

.. inquire about
.. apologize for
.. confirm

.. comment on

.. apply for
61

Examples:

I am writing to inquire about the position posted in The Daily Mail.

[ am writing to confirm the shipment details on order # 2346.

I am writing to apologize for the difficulties you experienced last
week at our branch.

Once you have introduced the reason for writing your business letter,
move on to stating more specifically the purpose of your letter. Here are
a number of possibilities:

Requesting

Could you possibly?
I would be grateful if you could

Agreeing to Requests
I would be delighted to

Giving Bad News

Unfortunately
I am afraid that

Examples:

Could you possible forward your job requirements?

I am afraid that I will be able to attend the conference next week.

I would be delighted to give you a tour of our facility this coming
month.

Enclosing Documents
I am enclosing

Please find enclosed
Enclosed you will find
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Closing Remarks

Thank you for your help Please contact us again if we can help in any way.
there are any problems.
you have any questions.

Reference to Future Contact

I look forward to ...
hearing from you soon.
meeting you next Tuesday.
seeing you next Thursday.

The Finish

Yours faithfully, (If you don't know the name of the person you're
writing to)

Yours sincerely, (If you know the name of the person you're writing to)
Best wishes,

Best regards, (If the person is a close business contact or friend)
Sample Letter

Here is a sample letter using some of these forms:

Ken's Cheese House

34 Chatley Avenue

Seattle, WA 98765

Tel:

Fax:

Email: kenny@cheese.com

October 23, 2012

Fred Flintstone

Sales Manager

Cheese Specialists Inc.
456 Rubble Road
Rockville, 1L
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Dear Mr Flintstone:

With reference to our telephone conversation today, I am writing to
confirm your order for: 120 x Cheddar Deluxe Ref. No. 856

The order will be shipped within three days via UPS and should ar-
rive at your store in about 10 days.

Please contact us again if we can help in any way.
Yours sincerely,

Kenneth Beare
Director of Ken's Cheese House

Oo0pa3sen 1e10BOr0 NUCbMA HA AHIJIHIICKOM:

Mr Nikolay Roshin

ABC-company

Office 2002, Entrance 1B

Tverskaya Street

Moscow

RUSSIA 20 June 2012

Dear Nikolay,

I'm writing to you in regard of your enquiry. Please find enclosed our
information pack which contains our brochures and general details on
our schools and summer centres.

In England we have two schools, Brighton and Bath, both beautiful
locations which I am sure you and your students will like. Our schools
are located in attractive premises in convenient, central positions. Brigh-
ton is a clean and safe town with a beautiful bay and countryside nearby.
Bath is one of the most famous historic cities in England, famous for its
Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen for the ability to
provide comfortable homes, a friendly welcome and a suitable environ-
ment, in which students can practice English and enjoy their stay. We
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have full-time Activities Organisers responsible for sports, cultural ac-
tivities and weekly excursions.

Please complete and return the enclosed registration form in order to
receive more brochures and other promotional materials.

I look forward to hearing from you and later hope to welcome your
students to our schools and summer centres.

Y ours sincerely,

Tomas Green
Managing Director

2. Read the phrases and study the word combinations and sen-
tences to show how to use them for writing business letters in Eng-
lish.

Useful key phrases for Writing Business Letters

This sheet focuses on core vocabulary and phrases used when writing
business letters or e-mails in English. This business writing reference
can be used in English for specific purposes classes as a starting point
for students who need to use English on an everyday basis for written
business communications.
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Key Phrases

1. Oopamenue.

Dear Sirs, Dear Sir or Madam

(ecu BaM HE U3BECTHO UMS ajpe-
cara)

Dear Mr, Mrs, Miss or Ms

(ecm BaM M3BECTHO UM ajpeca-
Ta; B TOM Cllydae KOTZJa BBl HE
3HaeTe CceMeilHoe  IOJIOKEHHE
KEHIUHBI CIIeyeT NHhcath Ms,
rpy0oOif OImMOKON SBISETCS WC-
noibp3oBaHue Qpasel  “Mrs or
Miss™)

Dear Frank,

(B oOpamernn K 3HAaKOMOMY dYe-
JIOBEKY )

‘2. Berynuienue, npeabiayuiee o0LeHue.

Thank you for your e-mail off
(date)...

Crnacubo 3a Barie MHCBMO OT
(ducna)

‘Further to your last e-mail... ‘

‘OTBG‘IaH Ha Bali¢€ IM1UCbMoO...

I apologise for not getting in con-
tact with you before now...

4 npoily NpoIIeHHs], YTO A0 CHUX
[IOp HE HAIUCAal BaM...

Thank you for your letter of the
5th of March.

Cnacubo 3a Baimre IUCBMO OT 35
Mapra

With reference to your letter of]
23rd March

OTHOCUTENBHO Balllero MUChMa OT
23 Mapra

With reference to your advertise-
ment in «The Times»

OTHOCUTENBHO Balleil pekiambl B
Taiimc

‘3. Yka3zaHue NpUYMH HANUCAHUSA

nucbma.

‘I am writing to enquire about ‘

‘H MWLy BaM, YTOOBI y3HATb. ..

‘I am writing to apologise for

”}I nuimy BaM, YTOOBI I/ISBI/IHI/ITLCH‘
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3a...

I am writing to confirm

A numy Bam, yTO OBI HOATBEp-
TTUTh. ..

8. Bricka3piBaHue 0,1aroJapHOCTH 32 NPOsIBJEHHbIA MHTEPeC.

I am writing in connection with

S U1y BaM B CBA3HU C ...

Thank you for your letter of

Criacu0o0 3a Baille IIMc5MO

We would like to point out that...

Msl xotenu Obl 0OpaTUTh Balle
BHHMAaHUE Ha ...

Thank you for enquiring

Crmacu0o 3a TIPOSBIICHHBIA WHTE-
pec...

4. IIpocnboa.

We would like to thank you for
your letter of ...

Mgb1 xotenmu OBl TOOIArogapuTh
Bac 3a...

I would be grateful if you could ...

S ObIT OBI IpU3HATEIIEH BaM, €CITH
OBl BHI ...

9. Ilepexon k Apyroii reme.

I would like to receive

41 GBI XOTEN NOTYUHTb. .....

We would also like to inform you

M-EI Tak e XOTelIHn ObI COOOIINTH
BaM O...

Please could you send me...

He morau ObI BBl BBICTIATE MHE. . .

5. Coraamenue ¢ yCJI0BHSIMM.

Regarding your question about ...

OTHOCHUTEIIFHO BAaIlIETO BOIIpoOCa
O...

In answer to your question (en-
quiry) about ...

B otBeT Ha Bai Bompoc o...

I also wonder if...

MeHs Tak)xe UHTEPECYeT. ..

I would be delighted to ... S 6611 OBI paf ...
I would be happy to 41 ObLT OBI CYACTIIUB. ..
I would be glad to 41 ObLI OBI paj. ..

10. TonosiHUTEIbHBIE BONPOCHI.

6. CooO1enne JI0Xux HOBOCTEM,

I am a little unsure about...

Sl HEMHOI0 HE YBEPEH B ...

Unfortunately ...

K coxanenuro...

I do not fully understand what...

51 HEe MO KOHIIA IOHSI. ..

I am afraid that ...

borocs, gTo...

Could you possibly explain...

He Moriu 05l BBl OOBSICHUTS. ..

I am sorry to inform you that

Mse TsKeno COO6II_IaTI> BaM, HO

11. llepenavya uapopmanmm.

We regret to inform you that...

K coxaneHuto, Mbl BBIHYXICHBI
COOOIINTH BaM O...

I’'m writing to let you know that...

4 mury, 4ToOBl COOOIIUTS O ...

We are able to confirm to you...

MBI MOXKEM TTOATBEPAUTS ...

7. l'[ppmomelme K MACbMY JONMOJIHUTEJIbHBIX MAaTCPHAJIOB.

We are pleased to enclose ...

M=l ¢ YAOBOJILCTBUEM BKJIaAbIBa-
CM...

I am delighted to tell you that...

MBI ¢ yIOBOIBCTBHE COOOIIaeM O

Attached you will find ...

B npukperuienHoM  (aiine BB
HalJeTe. .

We regret to inform you that...

K coxaneHuro, MBI BBIHYXJICHBI
COOOIIUTH BaM O...

We enclose ...

MpI1 npunaraeM. . .

12. IIpenJioxkeHue cBoeil moMomy.

Please find attached
(for e-mails)

Bel  Haiimere npUKpEIICHHBIN
(atin...

Would you like me to...?

Mory nu s (caenats)...?

If you wish, I would be happy

Ecnu xoture, s ¢ paiocThio. ..
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to...

Let me know whether you would
like me to...

CooOmuTe, eciii BaM IIOHAI00UT-
¢Sl MOSI IIOMOILIb. . .

13. HamomuHanue 0 HaMe4eHHOI]

BCTpEYC UM OKHAAHHE O0TBETA.

I look forward to ...

4 ¢ HeTepIIeHUEM XAy,

hearing from you soon

Korga CMOry CHOBa ycCJIbllIaTh Bac

meeting you next Tuesday

BCTPEUHd C BAMH B CIEXYIOIIHN
BropHuxk

seeing you next Thursday

BCTpCYH C BaMU B quBepF

14. Ioanuck
Kind regards, C yBake€HHUEM. ..
Yours faithfully, Uckpenne Bami, (ecnn mMs derno-

BeKka BaM He M3BECTHO)

Y ours sincerely,

(ecr uMst Bam u3BeCTHO)

3. Match the phrases in English with their Russian equivalents:

1. I apologise for not getting in con- | a) Msl XxoTenu Obl 00paTHTBH

tact with you before now...

Ball¢ BHUMAaHHWC HA ...

2. I am writing to enquire about...

b) B npukpemninenHomM daiiine BbI
HauJere. .

3. We would like to point out | ¢) { mpomry mpomeHwus, 4TO 10

that...

CHX ITIOp HC HaIlKMCaJI BaM...

4. Attached you will find ...

d) Coobmure, ecnu BaM TIOHA-
JIOOUTCS MOSI IIOMOIIIb. . .

5. Let me know whether you would | e) I mwmmy Bam, 49TOoOBI y3-

like me to...

HaTh...
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4. Read and translate the following information describing dif-
ferent types of business letters.

Business Letter Writing:
Inquiries - Asking for Information
(IIncbMmo-3anpoc uHGpopMannu)

We write an inquiry when we want to ask for more information
concerning a product, service or other information about a product or
service that interests us. These letters are often written in response to an
advertisement that we have seen in the paper, a magazine, a commercial
on television when we are interested in purchasing a product, but would
like more information before making a decision. For further types of
business letters use this guide to different types of business letters to
refine your skills for specific business purposes such as making
inquiries, adjusting claims, writing cover letters and more.

Remember to place your or your company's address at the top of the
letter (or use your company's letterhead) followed by the address of the
company you are writing to. The date can either be placed double spaced
down or to the right.

An Example Letter
Kenneth Beare
2520 Visita Avenue
Olympia, WA 98501

Jackson Brothers
3487 23rd Street
New York, NY 12009

September 12, 2012

To Whom It May Concern:

With reference to your advertisement in yesterday's New York
Times, could you please send me a copy of your latest catalogue. I
would also like to know if it is possible to make purchases online.

Yours faithfully
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(Signature)

Kenneth Beare
Administrative Director
English Learners & Company

Business Letter Writing:
Responding to Inquiries and Requests for Information
(IImcbmo-0TBET Ha 3anpoc nHGoOpMALNH)

It is very important to make a good impression when responding to
inquiries from potential customers. Of course, the best impression will
be made by providing the materials or information that the perspective
client has asked for, this positive impression will be improved by a well
written response.

Remember to place your or your company's address at the top of the
letter (or use your company's letterhead) followed by the address of the
company you are writing to. The date can either be placed double spaced
down or to the right. You can also include a reference number for
correspondence.

Example Letter

Jackson Brothers
3487 23rd Street
New York, NY 12009

Kenneth Beare
Administrative Director
English Learners Company
2520 Visita Avenue
Olympia, WA 98501

September 12, 2000
Dear Mr Beare

Thank you for your inquiry of 12 September asking for the latest
edition of our catalogue.
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We are pleased to enclose our latest brochure. We would also like to
inform you that it is possible to make purchases online at
http:\\jacksonbros.com.

We look forward to welcoming you as our customer.

Yours sincerely

(Signature)
Dennis Jackson
Marketing Director
Jackson Brothers

Business Letter Writing:
Claim Letters (ITucbMo-:xa1002).
The following letters make claims against unsatisfactory work.
Useful Key Phrases

*As someone who has worked with ...

*we were very disappointed to find / see / have discovered ...
*As our written agreement stipulated, we expected ...

o] think you will agree that a communication problem exists.
*We would like you to ..., or provide us with a refund.
Example Letter

Drivers Co.
3489 Greene Ave.
Olympia, WA 98502

August 17,2011

Richard Brown, President
Document Makers
Salem, MA 34588

Dear Mr. Brown:

As someone who has worked with your company for over 3 years,
we were very disappointed to see the documents you produced for our
latest Drivers Co. publicity campaign.
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As our written agreement stipulated, we expected full color leaflets
with fancy explanatory texts, but instead, we found that black and white
photos had been included in the prepared leaflets. I think you will agree
that a communication problem exists.

We would like you to send out a photographer to provide us with the
promised color coverage, or provide us with a refund.

Yours truly,
(signature here)

Thomas R. Smith,
Director

5. Read the text, translate it and write out of the 5 practical
pointers’ definitions of business e-mails in English.

Professional e-mails, press releases and reports in English

Imagine that your boss has just told you to e-mail the monthly reports
out to all regional and division management with an explanation of the
key changes from the previous month. In most companies, this e-mail
has to be in English, and it will be read carefully. Are your English e-
mail skills up to the task? Now imagine that you've been given the job of
writing a press release to be distributed internationally announcing the
launch of your latest product. Are you ready to represent your company
in English? Study the information from the following texts about busi-
ness writing in English to improve your professional skills.

Business E-mails in English: 5 practical pointers

Writing a business email is often easier than speaking: you don't have
to worry about pronunciation, and you can take time to edit your mes-
sage. But there are some rules to remember when writing emails. Here
are some tips to keep in mind to ensure that your email makes a good
impression.
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1. Know your email terms: English email programs use lots of abbre-
viations, and if you don't know them, your email asking your boss for a
raise might end up going out to the entire office!

"Reply to all” means your email will be sent to everyone who re-
ceived the originally letter you're replying too. In the address section of
the email, the "cc” (carbon copy) section sends copies of the email to the
people you indicate, while the "bce" section lets you send copies dis-
creetly — the b stands for "b/ind" (hidden).

If someone asks you to "forward"” an email, they mean to send a copy
of the email to them using the forward feature, which is sometimes ab-
breviated as "fw."”

2. Use the Right Greeting: Although opening an e-mail to your friend
with "Hey" is fine, its best not to write a potential business partner that
way. On the other hand, using extremely formal traditional phrases like
"Dear Sir" is increasingly out of date. The best bet is to write "Dear Mr.
/ Ms." and then the person's last name. When you already have a work-
ing relationship, it's fine to just use their first name (e.g. "Dear John").

3. Keep it Short and Clear: While in some other languages using
elaborate and complicated structures shows your intelligence and educa-
tion, write your English emails in a clear and organized style. Clearly
introduce the purpose of your letter in the first paragraph and follow a
clear structure in the main paragraphs with good introduction sentences
in each. Using words like "first, second, next, and finally" are guides to
the reader that you're making a new point. You don't have to describe all
the details in your email. You can always end the email with a phrase
like "If you have any other questions please feel free to contact me,"
which invites the reader to ask you for more information.

4. Be polite and tactful: While it's good to be clear when you're writ-
ing an email asking for something, whether it's a discount on a shipment
of shoes or a job interview, it's best not to use demanding words like "/
want." "l would like" is more respectful, and "I am interested in" is a
good choice if you're making an initial proposal or still exploring ideas.

5. Always end the email correctly: "l am looking forward to your re-
ply," "Thank you," or "Sincerely" are all good ways to leave the reader
with a good impression.
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How to Write a Perfect Professional E-mail in English

Although emails are often seen as less formal than printed business
letters, in the business world you cannot afford to let your language ap-
pear to be informal. Email may be faster and more efficient, but your
client or business partner will not easily forgive correspondence that is
too casual. Not to fear! Read on to discover simple secrets that will add
a high level of professionalism to your English emails.

Begin with a greeting

It's important to always open your email with a greeting, such as
"Dear Lillian,". Depending on the formality of your relationship, you
may want to use their family name as opposed to their given name, i.e.
"Dear Mrs. Price,”. If the relationship is more casual, you can simply
say, "Hi Kelly," If you’re contacting a company, not an individual, you
may write "To Whom It May Concern:"

Thank the recipient

If you are replying to a client's inquiry, you should begin with a line
of thanks. For example, if someone has a question about your company,
you can say, "Thank you for contacting ABC Company." If someone has
replied to one of your emails, be sure to say, "Thank you for your
prompt reply." or "Thanks for getting back to me." If you can find any
way to thank the reader, then do. It will put him or her at ease, and it will
make you appear more courteous.

State your purpose

If, however, you are initiating the email communication, it may be
impossible to include a line of thanks. Instead, begin by stating your
purpose. For example, "I am writing to enquire about ..." or "I am writ-
ing in reference to ..." It's important to make your purpose clear early on
in the email, and then move into the main text of your email. Remember
to pay careful attention to grammar, spelling and punctuation, and to
avoid run-on sentences by keeping your sentences short and clear.

Closing remarks

Before you end your email, it's polite to thank your reader one more
time as well as add some courteous closing remarks. You might start
with "Thank you for your patience and cooperation.” or "Thank you for
your consideration."” and then follow up with, "If you have any questions
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or concerns, don't hesitate to let me know." and "I look forward to hear-
ing from you."

End with a closing

The last step is to include an appropriate closing with your name.
"Best regards," "Sincerely,” and "Thank you," are all professional. It's a
good idea to avoid closings such as '""Best wishes,”" or "Cheers," as
these are best used in casual, personal emails. Finally, before you hit the
send button, review and spell check your email one more time to make
sure it's truly perfect!

English E-mail Etiquette
(ITHKET 3JIeKTPOHHOI MepenucKu)

Only speak about 1 subject per email. Don't introduce 3 different
ideas or subjects, unless they are related to one unit of business or to 1
transaction.

Write subject lines that really pinpoint what the email is about. 'In-
formation requested' or 2012 data' are not as good as 'Sales report for
quarter 1' or 'Response: Issue about your broken TV'.

Punctuation is important. Most email services will offer a spelling or
grammar check. Otherwise, copy the content of your email into a word
processor which has such a function. It takes a second but makes a world
of difference.

Be mindful of manners. Saying please and thank you is perfectly ac-
ceptable. PLEASE DO NOT SHOUT AT ME!!! Using capital letters for
words in an attempt to draw attention makes it seem that the word is be-
ing 'shouted'.

Address people you don't know as Mr, Mrs, or Dr. Other options here
are 'Sir', 'Mdm' or '"To whom it may concern'.

Be professional, don't use emoticons or cute or funny email addresses
for business. Also, seeing 'OMG' or 'FYT' is a sure sign that the person
isn't taking you seriously. Avoid 'SMS' style abbreviations and acro-
nyms.

Fill in the 'To:' field last. Type your email, proofread it and only then
enter the 'To:' field. This ensures any rogue or incomplete messages
aren't sent accidentally.
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6. Test yourself. Choose the correct answers to the questions in

Russian:

E-mail Etiquette Test
1. Ber Hanucanmu e-mail mo moBoay HoBocTel o mpoekte X. Kakoe

Ha3BaHWE MOIONUIET I DTOr0 IMUCHEMa?

A About Project X.

B Project X update.

C Stuff about Project X.
D The news on Project X.

2. Kak BbI 00BSICHHTE, YTO BBI IPUJIOKHUITH YTO-TO K BallleMy MUCEMY?
A Find the file attached.

B Here is something for you.

C Please find attached.

D Look at the attachments.

3. Urobnl noAACpKaThb I[aﬂbHeﬁUlHe KOHTAKTBhI, YTO BBl HAIIUMIIHUTEC B

KOHIIC BalI€ro nmuceMa?

A Can you write back?

B I look forward to hearing back from you.
C Get back to me please.

D Write me when you have time.

4. Bel Hanmcanu oT4eT 00 yTpeHHeW BcTpeue ¢ KineHToM. Kak BbI

podecCHOHaIBHO MPEACTABUTE COACPKaHNe Ballero muchMa?

A The following provides a recap of this morning’s meeting.
B Here is what happened in the meeting this morning.

C In this morning’s meeting, we talked about these things.
D We talked about these things in this morning’s meeting.

5. Kax BbI nenaete 3anpoc?

A Could you help me?

B I need something

C I am requesting the following
D I would be grateful if you could
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6. Be1 He MoKeTe BBIMOJIHUTH paboTy B MpeJIoKeHHBIe CpokH. Kak

Bu1 MPCIIOAHCCETC MIIOXUC HOBOCTH?

A Unfortunately, we will not be able to meet this deadline.
B This deadline is not possible.

C Sorry, we cannot make the deadline.

D It’s too bad, but we cannot make the deadline.

7. Kax BBl OTBeuaeTe Ha 3ampoc coryiacuemM?
A 1 would be happy to.

B I guess I can.

C I agree to.

D [ am OK with doing.

8. [IpaBuabHBIM 3aBepIICHHEM MHChMa OYeT:

A Let me know if you have a question.

B Write me with questions and concerns.

C Please let me know if you have any questions or concerns.
D If you have any questions or problems, write back.

Keys.
1B, 2C, 3B, 4A, 5D, 6A, 7A, 8C.
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