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IepeamoBa

MertonnuHi peKoMeHaIlli Ta HaBYAIBHWA Martepial 3 1HO3€MHOI MOBH st
ayIUTOPHOI Ta CaMOCTIMHOI poOOTH TMpH3HAYEHO IS 37100yBayiB BUINOI OCBITH 1
kypcy OKP «Marictp» cnemiansHocTi 201 «ArpoHOMIss»  (aKyJIbTeTy
arpoTeXHOJIOTiH TeHHOT (OPMU HABYAHHSI.

OCHOBHOIO METOI0 JaHUX peKoMeHJalii € ¢GopMyBaHHS HEOOX1THOT
KOMYHIKaTUBHOI CIIPOMOXKHOCTI y c(hepax CUTyaTUBHOTO MPO(eCciHHOTO CHIIKYBaHHS
B YCHIM Ta MUCBbMOBIN (opmax, 3a0e3NeueHHs PO3BUTKY HABUYOK aHATITUYHOTO
YUTAaHHS, PO3YMIHHA Ta Mepekiany npodeciiiHO-OpiEHTOBAHUX 1HIIOMOBHUX JIKEPET,
HanucaHHs pedepariB, aHOTAlll, Ta IHIIUX JOKYMEHTIB 1HO3€MHOIO MOBOIO.

OCHOBHMMH 3aBIAHHIMH METOJUYHUX PEKOMEHIAIliii € QopMyBaHHS Y
3M100yBaduiB yMiHb 1 HABUYOK [IJIsi MPAKTHYHOTO BOJIOMIHHS IiJOBOKO 1HO3EMHOIO
MOBOIO MiJ] 4aC YCHOrO Ta MUCHBMOBOTO MPOQECIHHOr0 CHIIKYBaHHS y KOHKPETHIN
raimysi, KOpUCTYBaHHSI YCHUM MOHOJIOTIYHUM Ta JiaJOTI9YHUM MOBIICHHSM Yy MEXKax
no0OyTOBO1, CYCHUIbHO-MOMITUYHOI Ta (axoBOI TEMaTUKH, MEpPEeKIaay 3 1HO3EMHOI
MOBH Ha PiJIHY TEKCTIB MPOdECiitHOTO CIIPSIMYBaHHS.

MortuBauiero st 3100yBaviB miag 4ac poOOTH 3 AAHUMU METOJUYHUMHU
pEeKOMEHJAIIIMU  CIOYXHTh  mpodeciiiHa  moTrpeba  3100yBadviB CTaTH
BUCOKOKBaTi(hikoBaHUM (haxiBIEM 3 YMIHHSIM CIUIKYBAaTHCS 1HO3EMHOIO MOBOKO Ta
3100yTH 1H(POPMAIIIO 3 HOBITHBOT 1HO3EMHOI JIiTepaTypH 3a (paxom, aHai3yBaTH ii Ta
BUKOPUCTOBYBAaTH Yy CBOIM HAyKOBO-AOCHIHIM po6oTi. JuciumiiHa «JlimoBa
1HO3eMHa MOBa» — BaXXJIMBA CKJIAJ0Ba YacCTHHA MIATOTOBKH (haxiBIliB arpapHOro
npo(TI0 B yMOBax MOCTIHHOTO PO3MIMPEHHS MIKHAPOIHUX 3B’ SI3KIB YKpaiHH.

3a KOXHY Temy 3700yBau MoOke oTpuMatu Bix 15 po 25 OamB, 110
nepea0aueHO HABYAILHOIO MTPOTPaMOI0 3 IHO3EMHHUX MOB.

MetoauuHi pekomeHpalii po3poOJieHl 3riHO 0 BUMOT THIOBOI 0a30BO1
nporpamMu. 3arporoHOBaHi BIIPAaBH Ta 3aBAAHHS 3a0€3MEUyIOTh MIBUAKE i e()EeKTUBHE
3aCBOEHHS 37100yBa4aMu JICKCHYHOTO MaTepiany.

JUJs MATOTOBKM METOAMYHUX PEKOMEHAIliii BUKOPUCTOBYBAIMCH MaTepialu 3

HOBITHIX MIAPYYHUKIB, aBTCHTUYHUX JHKEPEIT Ta MEPIOAUYHUX BUAHb.



PO311J1 1. alJIOBI JIMCTU.

3aBaauns 1. Ilpouumaiime ma nepexnadimo 83ipyi ppas, sKi 8#CUBAIOMbCSL 8

OL108UX TUCMAX.

[—

© 0 N U R WD

[ G—y
—_ O

12.
13.
14.

15.
16.
17.
18.
19.
20.
21.

OPENING PHRASES

Dear Sirs, ... -

Acknowledging receipt of your letter of... -
Acknowledging with thanks the receipt of your letter of... -
We have received your letter of... -

We greatly appreciate your letter of... -

We thank you for your letter of... -

Many thanks for your letter of... -

Please accept our thanks for your letter of... -

We hasten to thank you for... -

. It was very good (kind) of you to... -

.Y our letter enclosing (stating that..., asking us to do ..., requesting us to do...),

has been considered (given proper attention) -

In reply (In response) to your letter of... -

In reply to your letter dated

In confirmation of our (their) telephone conversation (talks, held in ...) we wish to
inform you that... -

We confirm our FAX of...-

This is with reference to your letter of... -

With reference to (Referring to) your letter of.. .we wish to inform you that...-
With further reference to... -

In accordance with your request of... -

In compliance with your instruction of... -

We acknowledge receipt of your communication of... -



22.
23.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

42.
43.
44.
45.
46.
47.
48.

We are sorry (We regret) to have to remind you that... -

We learn from your letter that... -

In connection with our letter of.. .and in confirmation of your FAX of...
We offer apologies for the delay in answering your letter... -

We apologize for...(Please accept our apologies for...) -

We regret (We are sorry) to learn from your letter of.. .that... -

We are sorry we are unable to meet your request.

We are surprised to learn from your telex...(FAX...) -

We have to point out that.. .-

Further to our letter of...-

We have to remind you that.. .-

We have pleasure in offering you... -

You are no doubt aware that.

You may know that...-

We enclose (are enclosing) a copy of a letter from...about...(in connection with)..-
Please note that...-

We have the pleasure of informing you that... -
We take the pleasure in informing you that.

We are pleased (We are glad) to inform you that.

It is with considerable pleasure (regret) that we...-

BINDING PHRASES

We express confidence that

We are sure (confident) that.

We take the liberty to ask you (of asking you) to.. .-

We are sorry to have to inform you that.

At the same time we would like to remind you that.

We find (consider) it necessary (important, reasonable) to note.

Apart from the above (said)... —



49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
606.
67.
68.
69.
70.
71.
72.
73.
74.
75.
76.
77.
78.

Further to the above...-

In addition to the above...-

We are sending herewith

Enclosed please find...-

We would welcome the opportunity... —

We are taking the opportunity to remind you that...-
It is self-understood.

It goes without saying.. .-

We wish to draw your attention to the fact that.

We would like you to note that...-

We wish to bring to you notice that...-

In view of the above (said)... —

In this connection...-

In connection with your request

In connection with the above said... —

Otherwise we shall have...-

As to (As regards, With regard to) your request (your order, your claim)...-
The matter is...-

The point is...-

In the circumstances...-

We hereby confirm that... -

You will, no doubt, be interested to learn that.

In our opinion...-

We believe...-

We think...-

We feel...-

As requested by you...-

In case of delay in delivery (in payment, in sending specialists).
We have (are having) no difficulty in.. .-

We have to admit that... -



79.
80.
81.
82.
83.
84.
85.
86.
87.
88.
89.
90.
91.
92.
93.
94.
95.

96.
97.
98.
99.

So far (Up till now) we have received no reply...-
We cannot accept your point of view for the following reasons.
Our clients have advised us that.

We have carefully considered your.

In case of your refusal...-

Should you refuse

In case of your failure to make payments]

Should you fail to make payments]...-

To avoid delay in...-

In accordance with (Under) the contract enclosed.
You state (write, are writing) in your letter that..
Further you write

Moreover...-

Nevertheless...-

First of all (In the first place)...-

In fact (In actual fact/ Actually/ Virtually)

Besides...-

CLOSING PHRASES

Awaiting your early reply with interest -
Your early reply will be appreciated -
Awaiting you affirmative reply -

Awaiting your formal authorization to this effect -

100. Awaiting your prompt settlement -

101. Awaiting your viewpoint on the subject -

102. Thanking you in advance for any information you can offer -

103. If we can be of any assistance please do not hesitate to contact us -

104. We are looking forward to hearing from you -

105. We expect your early reply -



106. We expect to hear from you in the near future -

107. Please, inform us (let us know) in the shortest possible time (at your earliest
convenience) -

108. On receipt of the letter [will you] please telex (FAX) your - confirmation
(consent) -

109. We would like to assure you...-

110. We wish (would like) to maintain co-operation with you -

111. Your prompt execution of our order will be (would be) appreciated -

112. We shall not fail to contact (to get in touch with) our organizations -

113. We assure you that we shall get in touch with organizations concerned without
delay -

114. We assure you that we shall take prompt actions (urgent measures) to remedy
(correct, rectify) the situation -

115. Regretting that we are unable to comply with your request -

116. Apologising for the oversight (discrepancy, mistake) -

117. Apologising for any inconvenience that many have been brought about -

118. We are expecting your representatives (officials, engineers) to arrive for the talks

119. We are looking forward to (receiving) your consent (approval, confirmation) -

120. Assuring you of our utmost attention - A

121. Assuring you of our services at all times - &_‘

122. Thanking you in anticipation of your reply -

123. Yours faithfully -

124. Faithfully yours -

125. Yours truly-

126. Yours very truly - A

127. Truly yours- @...

128. Yours sincerely -

129. Sincerely yours-



BUSINESS LETTER

3aBnanns 2. /Ilpouumaiime ma nepexnadims:

Addressing an Envelope

There are three important requirements in addressing envelopes: accuracy,
legibility and good appearance. Begin the first line about half-way down the
envelope, leaving at least 3 cm of clear space for the postmark. Type the address in
double line-spacing, using block capitals for name of the town. When it is known,
add the Postcode on a separate line at the end.

Use separate lines for the name or company, post box or house name, number
and street, town and county or city and state, postcode.

The number precedes the street name. Words like Street, Square, Avenue are
written separately, each word starting with a capital letter.

The postcode should always be the last item or information in the address, and
in block capitals.

Such words as Confidential or Personal should be typed in the bottom left
hand corner or in the upper left-hand comer.

The address is written as follows:

Anpeca BinpaBHUKA

Mr. J.Smith

19, High Street
LONDON

WI1X 3RB
GREAT BRITAIN

Anpeca onepxyBada

BBC Publications

25. Marylebone High Street
LONDON

WIR 7HD

GREAT BRITAIN
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3aBaauns 3. [lpouumaiime, nepexiadims ma usuimes CMpYKmypy 0108020

JUCMA AHSATUCHKOIO MOBOIO:

Business letter consists of the following parts:

The letter head or heading

Inside name and address

The attention line e.g. Attention: The Personnel Manager
The reference

The date

The salutation

The subject line

The body

A S AR O S e

The complimentary close
10. The signature
11. The Enclosure

3aBnauns 4. [ lpouumaiime ma nepexnadimo iHhopmayito npo 0CHOBHI 3acadu

oopmaenHs 0in08020 MUCMA AH2TINICHKOI MOBOIO!

In business letters it is essential to make a favourable first impression.
Odviously no letter will do this if it is written in poor English, on inferior paper,
badly arranged, typed with a dirty ribbon, full of grammatical mistakes or corrections,
confused, obscure or illogical in its construction. Every letter that leaves the office
should be looked upon as a representative of the firm. The lay-out of the letter should
make it look like a well-framed picture. The left- hand margin should be about 2 4
cm. The right-hand margin should be as uniform as possible, but devision of words
should be avoided; a shorter letter may be given a larger margin. Single line-spacing

is usually used.

11



3aBaanua 5. /{atime 6i0nos6ioi Ha NUMAHHA:

1. What are the parts of the letter ?

2. Where is the inside address typed ?

3. Where is the salutation placed ?

4. What is the salutation form if you don’t know the name of the person

you are writing to ?

3aBaauns 6. /lpouumaiime ma nepexnadimn:

1. The Letter Head or Heading. This is normally printed on the paper. It

must give all the necessary information: the name and address of the firm, the
telephone number, telex and telefax. If the printed heading is absent, the company’s
address without the name of the sender, is typed on the right side.

2. Inside Name and Address. This is the address of the person receiving a

letter. It 1s typed on the left against the margin. When we write to a man, we write:
Mr. P. Smith. When we write to a woman, we write: Miss J. Ross if the woman is
unmarried and Mrs. S. Jones if the woman is married, Ms. A. Taylor either for
married or unmarried woman. When we write to a man and his wife we write Mr.
and Mrs. J. Collins. If we don’t know the name of the person we are writing to, we
can write: The Personnel Manager. When our correspondent holds a special title
such as Doctor, Professor, Sir, he is addressed by his title and Mr. must not be used.
Messrs (Ilanose) is used to address in general to the members of the firm. The
address 1s written as follows: Europa Publication Ltd.

18 Bedford Square,

London WC IB 3JN ENGLAND

12



3. The Attention Line. If the attention line is used it is typed above the salutation

line as follows:

Chart annalysis Ltd.
Winchester House

Winchester
Hants S023 9EH

Attention: The Personnel Manager
Dear Sir, a
L

Thank you for your letter of...

4. The Reference. This consists of the initials of the person who signs the

letter (and often dictates it) and those of the typist. Sometimes other initials are added
according to whatever may be useful for the filing system of the firm.

Our Ref.: BS/MB

(BS = Bill Smith; MB = Mary Brown)

5. The Pate. The generally accepted way of writing the date is the
following:

October 17, 19

17 October, 19

October 19", 19

19" October, 19

6. The Salutation. This is the greeting with which every letter begins and it

must agree with the address. Place the salutation at the left margin of your letter. Use
a comma after it. If you know the name of the person you are writing to, use it in the
salutation: Dear Mrs. Smith, Dear Mr. Jones, Dear Sir, Dear Madam, Dear Sirs

(to more than one person and to all limited companies); Gentlemen (in American

13



English, with a colon instead of a comma).

British American

Formal

or Routine

Informal

Personal

7. The Subject Line. The line is typed immediately below the salutation in

the centre. It helps to ensure that the letter is passed without delay to the right person
or department:

Dear Sir,

Your order no. 0072/98

8. The Body. As business letters are written on behalf of a firm, use “we”
and “our” instead of “my” and “I”. Do not use the short forms “we’ll”, “we’ve” in
all formal and business letters.

Extra spacing is used between paragraphs to separate different points more
effectively.

The right margin should be as wide as the left one. Try to use short sentences
and short paragraphs because it is easier to read and understand such a letter.

0. The Complimentary Close. The complimentary close depends on how

well you know the reader: formal, semiformal, polite but distant. Leave two spaces
below the last line of the body. Write the first word with a capital letter. It must

match the salutation.

14



British American

Formal

or Routine

Informal

Personal

10. The Signature. Always sign the letter by hand and in ink. Always use

the same style. You cannot sign “TOM ROSS” on one occasion and “T. Ross” on
another. Do not use a title with a signature.

Exception: a woman writing to a stranger should indicate if she is married or
not by adding “Mrs” or “Miss” in brackets in front of her signature: (Miss) Alice H.
Ross.

If your signature is illegible, type the name and sign the letter above it.

If an employee with special authority signs the letter, use “per pro”.

An employee without special authority must use the word “for”.
Examples :
Yours faithfully, Yours faithfully,

per pro: Jackson, Brown & Co. for: Sales Manager

11 « The Enclosure. If there are enclosures, the word “..... Encl:” is typed at

the bottom left - hand corner, with a short description of the enclosure.

15



Examples : Enel: Catalogue
Enel: Price List
Enel: Drawings

If there is more than one document, write :

Ends: Catalogue, Price list.

The postscript (P.S.) should be avoided. But sometimes it has a definite,
planned function. It is designed to draw special attention, to emphasize a point made
elsewhere in the letter, or to make a special offer. Sometimes it may serve as a reply
to a further letter that has come in after the letter had been completed.

Sometimes copies of a letter are sent also to other parties interested in the

transaction. Then a remark appears in the bottom left-hand corner: Copies sent to... .

VISITS. INVITATIONS. REPLIES TO INVITATIONS

3ananus 7. IIpouumaiime ma nepexiadims iHhopmayio npo ocoonusocmi
nepekniady ma o@opmieHHs OL108UX 3anpouieHvb o@iyitinoco ma Heopiyilno2o
xapaxkmepy:

There are many occasions on which firms issue invitations: there are social
gatherings and also official banquets; there are conferences and informal meetings.
Invitations are extended to individuals as well as to a group of people when there is a
necessity to consider either day-to-day business or longterm co-operation. In many
cases a short visit by a sales representative is much more useful than dozens of letters
sent to and fro.

A letter with an invitation should be polite, clear and precise. In the first
paragraph you should state briefly the reason for the invitation being extended. In the
second paragraph you may give more details about the proposed visit or a meeting.
The closing paragraph should contain an expression of hope that the invitation will be

accepted.
16



The invitation you receive must be confirmed at once and the necessary
information given. If you accept, write how happy you are to have been invited; if
you have to decline, say how sorry you are to do it and give reasons why it is not
possible for you to take advantage of this opportunity.

The first exchange of letters will be followed by more letters in which the
details of the visit have to be agreed. This will be usually done by telex to save time.
When a visit has to be cancelled or postponed write a letter explaining why you have
to do it. It is not necessary to go into great details, a short note will do. After a visit
the polite thing to do is to write a letter saying “thank you” for hospitality and saying
how much you enjoyed the visit and how useful it was.

Formal invitations usually present only essential information, with little or no
explanatory material. Most companies prefer to have such invitations printed on

special cards. Here is an example:

You are cordially invited to an
Art Show
at
Artemsol Investment Company’s
Community Room

Sunday, May 30, 19 .
From 1 to 6 p. m.
1212 Ventura Road Oxnard, California

To meet
President and Mrs. ...

The Lakeside Company
Requests the leisure of you company
at a reception
on Monday, June 9, 19
from 2 to 4 p. m.

at the Lakeside Country Club

16220 Village Road
Lakeside Place

17
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Explanatory

material

be

hel

pful

to Optimistic
the  closing

reci

v

Informal invitations may vary in
length. The following plan can be helpful
when writhing informal invitation: first,
write the invitation in a polite and friendly

way; use any explanatory material that may

v

Dear Mr. W. James,

On behall ot the management committee
ol Hastings and Company, 1 would like to
invite you to attend a special luncheon
meeting at 11.30 a.m., Friday, October 14,
at Grand Hotel.

The committee is in the process ot
designing a management development
program. We are aware that Bedford
Business College has set up similar
development programs and hope that you
will be willing to share those experiences
with us.

We sincerely hope that your busy schedule
will permit you to attend. We look forward
to having you as our guest on the dale.

With warm regards,

Robert Wilson

pient; thirdly, close with an expression of hope that the person receiving the

invitation will be able to accept it. Here is an example:

18




n An invitation needs a prompt and polite answer. It is always proper to

express appreciation for the invitation whether or not you find it possible to accept.

The following plan may be helpful to prepare an acceptance to invitation: first,

state your acceptance immediately and repeat your understanding of the details of the

invitation, including date, time, and place; secondly, under certain circumstances you

may wish to add other remarks concerning either the event itself or its special

significance to you; thirdly, close with an expression of appreciation for the

invitation. Here is an example:

\4

Dear Robert Wilson,

1 neccent with nloacuve vour kind invitation tn
inin the Mananoement Committee torv Iunch of

Acceptance

Additional remarks ——

11.30.a.m., Friday, October 14, at the Grand
Hotel.

Redlord Rusinesse Colleoe ic verv much
interested in ascictino vour comnanv in it
nlans tor o manaoement stall develonment
nrooram The colleoce has had <ucces<hil
exnerience with such develnnment nroorams
in the nast and will he delichted to share the

results ot that experience with you.

Thank vou tor vour thouohtful invitation |

\4

Appreciation

look forward to seeing you on the fourteenth.

Sincerely yours,

W. James

If you are unable to accept an invitation you should promptly inform those who

19



extended the invitation. Politely, express your regret at not being able to accept.

Sometimes you may wish to suggest an alternative date or to extend an invitation of

your own. You may use the following plan: first, express your regret repeating your

under standing of the details including date, time, place; secondly, explain why you

are unable to accept the invitation; thirdly, close politely with an expression of

appreciation for the invitation. Here is an example:

Expression of regret——»

Explanatory material ———

Appreciation

v

Dear R. Wilson,

Thank vou tor vour vecent invitatiom 1 reoref,
that it ic nnt nonscihle tor me to inin the
Manaoement Committee tor lunch at 1].30 a.m.,
Friday, October 14, at the Grand Hotel

The veoular meetino ni the Redford Rusinesc
Cnlleoe Roavd of Dirvectors ic held the <econd
Fridov ot everv month  [ntortunately  the
fourteenth is the second Fridov in Octoher At a
meetino I am  rvesnonsible for making a
presentation ot our plans.

Pleoase let me know if theve will he another cuch
meetino nf vour ovoun in the nearv future I am
verv interested in diccussino vour comnamy’c
nroiected  manaoement  <taff  develonment
nrooram and 1 Ilook forwarvd to haovino an
nnnortunity to meet with the committee on an
alternative date.

Y ours sincerely,

W. James

20



3aBaanns 8. [lpouumaiime ma nepexnadime 83ipyi 0i0BUX 3anpouleHb ma 8i0nosioi
HA HUX:

1. An invitation to pay a visit:

Service & Information Corporation
92 Oxford Road
London
WCI1B 3JN

5 August, 19
Dear Mr. Collins,

We are pleased to extend a formal invitation for you to wvisit our
Enterprise in September to discuss the programme of our future
co-operation. The wvisit will be sponsored by the Ministry, who is

also planning some other visits for you to our factories.

We should be grateful if you could inform us as soon as possible

whether the time of the visit is suitable.

Y ours sincerely,

Paul Black

Manager

21



2. Accenting an invitation lor a business visit:

Service & Information Corporation
92 Oxford Road
London
WCI1B 3JN

20 June, 19
Dear Mr. Black,

Thank you very much for your letter of 6th June inviting me to visit your
Enterprise. I accept it with great pleasure. Unfortunately, I cannot come to Kyiv
earlier than in the last week of August as I have already arranged some visits in

France and Sweden.

I would be very glad to discuss the plans for our further cooperation and 1 will

certainly enjoy visits to your factories.

Yours sincerely,

Daniel Dickson

Deputy Director

22




3. Accept in an invitation to attend a conference

Service & Information Corporation
92 Oxford Road
London
WCI1B 3JN

12 September, 19
Dear Mr. Jones,

I was pleased to receive your invitation to attend the conference
in Geneva. 1 shall be extremely happy to come to Switzerland
and to have an opportunity to meet you again.

Under a separate cover | have sent a formal acceptance.

Looking forward to meeting you,
1 remain,
Y ours sincerely,

Paul Tanner
Managing Director

23



4. A tollow-up letter concerning participation in the exhibition

Service & Information Corporation
92 Oxford Road
London
WCIB 3JN

14 September, 19
Dear Sirs,

INTERNATIONAL COSMETICS EXHIBITION

Some time ago we had the pleasure of sending you our official
invitation to take part in the above mentioned exhibition. Since
we have not heard from you we take the liberty of reminding you

of this event.

Please let us know as soon as possible if you are interested in
participating, giving an indication of your likely space
requirements.

We look forward to hearing from you soon.

Yours faithfully,

John Dickson Manager,

Public Relations
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5. Confirming the receipt ol invitation:

Carpatian Import Corporation
98 Bedford Square
London
WCIB 3JN

20 January, 19

Dear Sirs,

We thank you for your letter of 10th January inviting us to visit your Stand at the
VII International Fair in Kyiv in June. We do hope we shall be able to be present
at this International Fair.

Yours faithfully,

Ben Smith
Deputy Director

SALES LETTERS OR CIRCULARS

3aBaaunns 9. /lpouumaiime ma nepexiadimo mexcm npo OLI08I MUCTU

Almost any communication can be used as a sales letter. Announcements to
customers and others or important changes can be used to make your company, your
products or services better known to the public, and to attract buyers.

The sales letter - sometimes known, as a “circular” is one of the effective forms
of advertising. The purpose of the letter is to persuade the reader that he needs what
you are trying to sell and to get him to buy it. The modern trend in sales letter writing
i1s towards making the letters more personal. Not all circular letters have as their
object to sell a new article. They are used when the same information must be given

to a number of people. They tell about important developments in business, such as
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extension, reorganization, change of address or personal changes in the management
of a firm. They are easier to write, but it is worth to remember that every letter sent
out by a firm can be a sales letter if it is well written and creates a good impression on
the reader.

By sales letter is meant a letter, which helps to consolidate good relations with
a customer and in this way leads to fiirther business.

1. Change at the post of sales manager

Victoria Cycle Works
West Yorkshire
England
International Business Centre
10 Pidgirna St
Kyiv
Ukraine 1 October, 19
Dear Sirs,

We should like to inform you that Mr. D. Black will be leaving
our company on November 2 ™ and that Mr. J. Ross will be in
charge of the sales department. He has had many years experience

in the trade and we are sure he will give you every satisfaction.

Yours faithfully,

Managing Director
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PO31J1 1. BTJAIITYBAHHA HA POBOTY

3asnaunnsa 1. /fianoe

IST Systems was looking for candidates for the position of Commercial

Director. Three applicants came for an interview after they had submitted their

Resumes. The third and the most successful was Mr Klimenko. Here is the interview

with him.

— Good morning, sir.

— Good morning. Come in. Mr Klimenko,
isn’t it? Please take a seat. You will have
to excuse me a moment while I finish
signing these letters. Meanwhile please
fill in the application form... . There,
that’ll do. Now I can concentrate on you,
Mr Klimenko. Tell me, how long were
you in your last job with Alpha?

Five years. | am only leaving because the
firm is moving to Sevastopol, but I think
a change will do me good.

— What do you know about our company?
Have you got any questions for me?

— I know that this is a veiy promising
company, so I’d like you to inform me
what will be the major focus of efforts in

the next few years?

— We plan to expand our activities with

— JloGporo paHky, cep.
— JHobOporo panky. 3axompTe, 3aX0IbTE
cmutuBimie. Bu micrep Knumenko, un He
tak? Cinalite Oynp Jlacka. 3auekaite,
MOKM S HE 3aKiHUy MiANUCYBaTH I
auctd. TUM dYacoM 3amloBHITH, OYyAb
Jacka, 110 aHkeTty... . Hy, Tenep Bce, 1 5
3alHATUCS Bawmu,

MOXKY MicTep

Kanmenko. Ckaxith, (K 10Bro Bwu
npauoBaiu y Gipmi Asnbda?

— IT'ate pokiB. S gy TUIBKKH TOMY, IO
Hauia bipma NepenKIKae B
CeBacTor10:1b, ajie AyMaro, 110 3MiHa IiJie
MEHI Ha KOPHUCTb.

— Illo Bu 3Haere mpo wHamry ¢ipmy? Y
Bac € Oyap-sK1 uTaHHS 10 MEHE?

— BBaxato, mo Baima ¢ipma mae Benuki
nepcnekTuBy. Sl XOTIB OW Ni3HATHUCS BiA

Bac, Ha yomy BU 30upaeTecs 30cepeaAuTH
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English-speaking  countries,  mainly

England, to buy equipment and
technologies from there and run training
programs here. We need a team of
creative people to make our company
competitive in the world market.

— What will my responsibilities and
obligations be during the first

year?

— Well, first of all to be responsible for
our contacts with English partners. You
will need to skillfully negotiate for and
buy equipment. The job will involve
much travelling. There is likely to be a
trade fair in London soon, which we hope

you will be able to

—Yes, I see.

— So tell me what are your three main
strengths?

— I think they are: reliability, loyality, and
energy.

— OK. Do you work well under pressure?
— Yes. I am accustomed to working under
pressure.

— Are you a leader, an entrepreneur by
ature?

— Yes, I think so.

— All right. Now, Mr Klimenko, I am

CBOI 3yCHJUISL B HAWOIMKY1 POKHU?

— Mu nnaHyeMo pO3TOpHYTH MisTIBHICTh
B aHIJIOMOBHHUX KpaiHaX, B OCHOBHOMY B
AHrii, 3aKymnoByBaTH TaM OOJaJHAHHS,
TEXHOJIOTIi, a TaKOXX OpraHi3yBaTH TYT
HaBYaHHS

¢daxiBiiB. Ham mnortpiOHa

CWJIbHa TBOpYa KOMaHAA4, IHO6 Hatia

dhipma 3 4acom crajia
KOHKYPEHTHO3JJaTHOIO HA  CBITOBOMY
PHUHKY.

—3a mo g Oyay BIAMOBIAATH 1 SIKI y MEHE
OyayTh 00OB'SI3KH B MEPIIHiA pik po6oTH?
-y oynere

nepmy 4depry Bwu

BIAMMOBIZAaTH 34 HAaIll KOHTAKTH 3

aHTTTIACPKUMU TapTHEPaMH, BECTU 3

HUMH TIEPErOBOPH 1  3aKyINOBYBaTH
oOnanHanHs. Bam motpibHO Oyzne 6arato
nojopoxxyBatu. Jlo peui, HezabapoMm Yy
Jlongoni  BigOyneThCcs  SPMaApoK i,
MOXJIHBO, y Bac Oyae maHc Tyau
MNOTPaNuTH,

— Tak. po3ymiro.

— I Tak, ckaxiTh, sIKi y Bac TpH OCHOBHI

nepesaru?

— Hymato, 1o 1me:  HaJIHHICTS,
JIOSUTbHICTh, CHEPTIs.

— Tapasn. Bu nobpe mepeHocure

HOBCHKZ{CHHi HaBaHTaKCHHS?

— Tak. I 3BUK Hanpy>KEHO NpPaFOBaTH.
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quite prepared to offer you a job with us.
You have excellent references from your
previous job. You’ll start on $450 and if
you do well we’ll review it after three
months. The hours are from nine to five
thirty, with an hour for lunch and a
fortnight’s holiday. Does that suit you?
Any questions?

— What about travel? Where will 1 go and
for what length of time?

— Mostly to England for not longer than a
month.

— All right. When do you want me to
start, sir?

— In a week, if possible.

— lam afraid I can’t start working till the
10th October.

— No problem. We’ll be seeing you on the
10th then?

— Yes, certainly. Thank you very much.
Goodbye.

— Goodbye.

— Bu no Hatypi nigep, nianpuemMens?

— Jymaro mo Taxk.

— Jlo6pe. Temnep, mictep Knumenko, s
rOTOBUM 3aIIpONIOHYBAaTU Bam
nmpaioBatd 3 Hamu. Y Bac BigmiHHI
BIITYKH 3 TIONepeaHboi podotu. [dymato,
o M mouHemo 3 450 jonapis, a SIKIIO
Bu cebe nmobpe mokaxkere, To uepe3 3
MicsIll MU TieperyissHeMo Bamry 3aprary.
Mu mpaioemMo 3 AEB'SITU 10 MOJOBUHU
IIIOCTOTO 3 TOJAMHHOIO TIEPEPBOIO HA 0011
1 JBOTMKHEBUM BIAMyCTKOIO. Bac 11e
BiamtoBye? [luranug €?

— Illomo BigpsIKEHb, iX TPUBATICTD,
Kyau?

— B ocHoBHOMY B AHTIIIIIO, 1 HE JIOBIIIE,
HIJK Ha MICSIIb.

— Jlo6pe. Konmu Bu xouere, 11100 s 1mo4yan
nparroBaTu?

— Ilo MOITUBOCTI Yepe3 THKICHD.

— Borocs, 1m0 s MOXKy To4aT TUIbkH 3 10
JKOBTHS.

— e me BaxmmBo. OTxke, moOaAYNMOCS
JecAToro?

— Tak 3Buuanno. [upo Hskyro. /o
1moOaYeHHS.

— Jlo mobaueHHs.
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3aBaanns 2. MogHuti komenmap.

position

application

job

promising

effort

creative

— T0caia; vacancy, opening position

- 8aKaHCIs

— 1) 3asBa, 3as1BKa, 3BEpHEHHS,

npoxaHHs; written application — muchMoOBa
3asiBa; application for the position — 3asBa
Mpo 3apaxyBaHHS Ha mocanay; application to
smb — 3agBa Ha uuech iMm's; applicant —
NPETEHJICHT, 3asBHUK;, 2) 3aCTOCYBaHHS; to
apply — 1) 3asgBuatu, 3Bepratucs; 2)
3aCTOCOBYBATH

— pobota (ax micye pobomu, KOHKpemHe
3ae0anHs i pezyiomam pooomu). CHHOHIMU:
piece of work, task. OcHOBHa BiIMIHHICTh
MDK job 1 work mossirae B Tomy, mo work —
HE OOYHMCIIOBaHWN IMEHHHK, a job —
obuncioeTsca. Tomy o06csar podboTu Kpaiie
omucyeThest iMeHHUKOM work, Hanpuknanm: |
have a lot of work as a secretary — Y mene
Oarato cekperapcbkoi podotu. Kpim Toro,
work Mo’ke BUCTYIIaTH B pOJIi IIECIOBA

— TEPCTIEeKTUBHUM, 0araTooO0IISI0uni, 10
noaae HaAll. CUHOHIM: prospective

— 3ycWwuIs, Hampyra, crpoba; to make an
effort — 3pobutu cripody; constant efforts to
attain one's end — mocriiiHa OopoThOa 3a
TOCSITHEHHST METH

— TBOopumil. [loximHi: to create —TBOpUTH;
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competitive

responsibility

obligation

skillful

negotiation(s)

entrepreneur

fair

creation — cTBOpeHHsS (mporec); creator —
TBOpEIIb; Creature — CTBOPEHHS, KUBa 1ICTOTa
— TYT: KOHKYpeHTHHH. IHIII 3HAYeHHS
IIOTO CJIOBA — 3MaraeTbCsi, KOHKYPYE,
KOHKYpCHHH; competitive examination —
KOHKYPCHHH 1CITUT

— 1) BigmoBimaibHICTH, to assume (to
accept, to take) responsibility — B3sTH Ha
cebe BigmoBimaibHICTh, to decline all
responsibility for smth — 3usTH ¢ cebe Oynb-
AKy  BIINOBIAQNBHICTH 32 IIOCh, the
responsibility rests with the author -
BI/IMOBIAANBHICTh HECE aBTOpP; 2) 0OOB'A30K;
3) mIaTOCIPOMOXKHICTH (amep.)

— 1) 3000B's3aHHsA; contractual (treaty)
obligations — noroBipHi 3000B's13aHHs; under
(an) obligation to smb — 3000B's3aHuUl
KOMYCh; 2) 000B's130K. CuHOHIM: duty

—  yMUIMHA, BIOpaBHUH,  JIOCBIIYCHHI.
CunoniMm: experienced

— TIEperoBOpH, OOTrOBOPEHHS YMOB; tO
conduct (to carry out, to hold) negotiations —
BecTu neperopopu. Cunonim: talks

— TiAnpUEMEIb, BIACHHUK ITiIMPHEMCTBA,
MIPOCTO TANPUEMIIUBHI YOIOBIK. Y TTEBHOMY
CeHcl CHHOHIMOM MOXKe CITY>KUTH
businessman

— 1) dJecHwii, cipaBeNIMBHIA, 3aKOHHM, fair

employment practices — npuiioM Ha poOOTy
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strength

reliability

tension

reference

experimental period

length

environment

0e3 auckpuminauii (amep.); 2) spmapok; 3)
O11sBUH, CBITINI

— 1) cuna, 2) rignictb. CuHoHIM: advantage

— HaJiiHIcTh; to rely on (upon) smb —
MOKJIaaTUCSI HA KOTO-TO, CIOJiBaTHCH,
JOBIPSTH

— Hampyra (TyT B TNEPEHOCHOMY CEHCI).
Cunonim: pressure. | work under pressure. —
S mparrroro i THCKOM (HaIPyKEHO).

— 1) nocwnanHs, 2) peKOMEHaaIlisl, BIATYK.
Te have good references — matu xopormri
BiAryku; who are your references? — XTo
Moske 3a Bac mopyuutucs (pekoMeHayBaTn)?
CuHoHiMH peKOMeHJaniiHoro jucta: Letter
of Recommendation, Testimonial

— BUNPOOYBAIbHUNA TEPMiH. CHHOHIM:

term of probation

— 1) noBxuHa, 2) TPUBATICTb.

Cunonim: duration

—  HaBKOJIMIIHE  OTOYEHHS, OTOYCHHS,
cepenoBuiie; one's home environment —

ciMeiliHa 00CTaHOBKA
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3aBaanns 3. Jlineeokomepyitinuii KomeHmap.

Hpuxiaaan anker

(Sample Application Form)
Personal
NAME Victor Klimenko
ADDRESS 10FoliaSt,Ap 7T PHONE NO. (044) 513-26-11 (home) DO YOU HAVE A
VALID DRIVER’S LICENCE Yes No MARITAL STATUS YES NO. OF
DEPENDENTS /! dauhter
EDUCATION higher
Name of School Year graduated Course Taken or Degree

Kiev University 1990 M. Ic. in Economics

LANGUAGES

Russian/Ukrainian Excellent Good Fair
English ExcellentGood Fair
COMPANY ADDRESS

TYPE OF BUSINESS/INDUSTRY EMPLOYED (Month & Year)
From To

POSITION(S) HELD SUPERVISOR’S NAME

DESCRIBE YOUR DUTIES
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IIpukiaaa cynpoBoIKyH40ro nucbmMa

(Sample Covering Letter)

Mark Diamond

4701 Pine Street, #K-13
Philadelphia, PA 19143
Tel. 1-(215)-748-3037
April 2, 1992

Dear Mr. Marinichenko:

I am a first-year student in the M.B.A. program at the Wharton
Business School in Philadelphia.

I understand that you are heading the independent Ukrainian airline.

I have heard from my friend Mr. Bill Eastmann, a student at Duke
University’s Fuqua School of Business, that you might wish to have an
American M.B.A. student work with your airline this summer as an intern. I
am very interested in the possibility of such an internship during the
summer of 1992.

My professional experience has given me an in-depth knowledge of
the air transportation industry. I have, in particular, worked for American
Airlines, the Federal Aviation Administration, and Kurth & Company, Inc.,
an aviation consulting firm where I was Manager of Airline Analysis. My
responsibilities included the study of schedules, fares, equipment selection,
and financial results. Notably, 1 prepared numerous feasibility studies for
both jet and turboprop routes, including passenger and cargo flights, for
proposed transatlantic and transpacific services.

I have enclosed a copy of my resume. If my background and
qualifications are of interest to you, please telephone me on (215) 748-3037.
I would be interested in meeting you in mid-April in New York to discuss
further the possibility of such a summer position, and your requirements.

I look forward to hearing from you soon.

Yours sincerely,

Mark Diamond
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Kutimne i Bupa3u cynpoBiHOro Jmcra:

— With reference to your advertisement in "Kiev Post" of Tuesday, January
10,1 would like to apply for the position of... in your company. — Ilocunarouuch Ha
00’sBy B «KuiB-Iloct» Bix 10 cidns, BIBTOPOK, S XOTiB OM MPETEHAYBAaTH HA MOCALY...
B Ballrii gipmi.

— I recently heard from... that there is a vacancy in your sales department.
— Sl HemoaBHO TIOYYB Bif ... 00 BaKaHCIi B BAIlIOMY TOPTOBOMY BiJIJILI.

— I am used to working on my own. — 51 3BUK TIpaItoBaTu CaMOCTIiITHO.

— [ appreciate the opportunity to work on my own initiative and to take on
a certain amount of responsibility. — 51 BUCOKO OIIIHIOIO BO3MOKHOCTbH TPAIIOBATH 3
HaJICXKHOIO MIPOIO BIJIMIOBITAIBHOCTI, MPOSBIISIIOUN BJIACHY 1HIIIATURY.

—  During training for my present job 1 took courses in marketing. — 1lin
yac HaBYaHHS /I OTPUMAHHS TOCAIH, Ky s 3aiiMar0 B JTaHUW MOMEHT, 51 3aKiHUMB
KypCH MapKETHHTY.

—  Since my present position offers little prospect for advancement, 1 would
prefer to be employed in an expanding organization such as yours. — Tax K Mos
CIIPaBXHS TI0Ca/Ia HE Ja€ MEHI BEJIMKUX MOKJIMBOCTEH /IS MPOCYBaHHS, S XOTIB OU
MpaIloBaTy B TaKii MEPCIEKTUBHINA OpraHi3ailii, Ik BaIma.

— I am at present earning ... per month. — B nanuii 4ac s OTpUMYIO ... B
MICSIIb.

— Thankyoufor offering me the post/position of... JIsikyro Bam 3a Te, mo Bu
3aIllpOINOHYBAJIM MEHI1 MOCamdy. ..

— I have pleasure in accepting this position. — I3 3aT0BOJICHHSIM TIPUIMAt0
ITIO TIOCaTy.

— I am looking forward to commencing work on September 1. — 3
HETEPITiHHAM YeKalo oYaTKy poboT 1 BepecHs

BinmoBa y nucsmoBiii ¢gopmi Big 3aniponoHoBaHoI po0oTH:

— I regret to inform you that I am unable to accept the position, since |

have received another, more attractive one. — 3 KajleM NOBIJOMJISIIO BaM, IO HE

MOJY 3aiHATH 110 MOCady, TaK sIK OTPUMAB 1HIILY, OLTIBII MPUBAOIUBY MPOTO3HUIIIIO.
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— [ feel that my experience in this field would not be used to its full
capacity in above position. Therefore [ have to decline. — BimuyBato, 110 mMiii JOCBIA
pobotu B 1iil obOyiacti He OyJe BUKOPUCTAHWUU B TOBHIH Mipi, TOMY 3MYIIECHUN
BIJIXWJIMTH TPOTIO3UIIIIO.

Kurrenuc
(Curriculum vitae (CV))

B ocHOBHOMY BOHO BiApI3HSETbCA BiA pe3toMe TUIbKH o0'emoM (10 6-8
CTOPIHOK) 1 MpU3HAYeHEe JUIs KaHAUAATIB Ha BUCOKI mocaau abo s poboTu 3a
kopaoHoM. [loreHmiiiHuii poOOTOMaBEIb Oaka€ OTPUMATH JAETAIBHY 1H(POPMAIIIFO.
3azBuuaii Bu Hamaere Qororpadiro, cBorwo aapecy Ta TtenedoH, ocoOuUCTI Ta
MacIopTHI JIaHi, e OUIbII JAeTadbHO XapakTepusyere Barry ocBiTy 1 kBamidikairito.
Hapenemo mns mpuknagy omHy 3 ¢yHKioHanpbHUX dYactuH CV jmroawHM, sKa
MpeTeHIye Ha KePIBHY MOcaay B 00J1acCTi MATMHOOY TyBaHHS.

Objective: Senior position in engineering management
HIGHLIGHTS OF QUALIFICATIONS
— Business oriented; able to understand and execute broad corporate policy.
— Strength in analyzing and improving engineering and administrative methods.
— Effective in facilitating communication between management and project team.
— Proven ability to manage both large and small groups and maintain productivity.
— Successful in negotiating favorable design and construction contracts.

[Ticnst cmiBOeciiu, MpoaHasi3yBaBIIM CBOIO MOBEAIHKY, MoayMmaiiTe, sk Bu
MOXXETE TOJIMIIATA BpakeHHS mpo cebe. Skmo Bu Hanmimuere IUCT MOASKH
IHTEPBBIOEPY, LIe Oyne Oinblie, HK BaxJIuBHi *kecT. e mo3uTuBHE HaragyBaHHS

npo Bac crane yacTuHOIO 3aX0/1B, 1110 COpUsIOTH BamomMy npuiiomy Ha poOoTy.
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3pa3ok JucTra-noasiku

(Sample Thank-You Letter)

Mrs. Lori Roberts
Director of Personnel
Johnston Corporation

Austin, Texas 78777

Dear Mrs Roberts:

Thank you for your time and
attention during my interview

with you last week. 1 appreciated
the opportunity to  discuss my
qualifications and aspirations with you.

I hope that all questions were
answered to your satisfaction, however, I
would be happy to supply any further
information you may need.

I am very interested in the growth
potential of the position we discussed,
and I hope you will consider me as a
serious candidate.

I am looking forward to hearing
from you soon.

Sincerely yours,

Jeanne Nguyen 1730 Green Street

Austin, Texas 78776 (512)554-1730

Mictep Jlopi Pobeptc

Menemxepy 3 KaapiB Kopropartii
JI>KOHCTOH

Ocrtin, Texac 78777

[ITanoBHa Mictep Pobeprc!

Jlsixyro Bam 3a yac 1 yBary, siki Bu
PUILTUIH

Ha 1HTEPB'I0 31 MHOI0 MHHYJIOTO
TkHA. Jsgkyro Bam Takox 3a HagaHy
MOJKJIMBICT 00roBoputu 3 Bamu moro
KBaTi(hiKaIliro 1 dKUTTEBI LTI,

Sl cnoxiBarocst, mo Bu 3agoBoiieH1
MOIMH BIJNOBIJISIMM Ha BCl INMUTaHHA, 1
rorosa HagaTu Bam Oyab-siKy 10JaTKOBY
1H(popMalliio, AKa MOXKeE Bam
3HaJ00UTHCS.

A 6 gyxe xoTiia 001HHATH TTocady,
npo sSKy Mu 3 Bam#m ToBOpmiH, 1
cnojiBatocs, 1mo Bu posriasgaere meHe
K CEpHO3HOr0 KaHAu1aTa.

3  HeTepmiHHSAM  4YeKal  Ha
BI/IIIOB1Ib.

[[lupo Bamia,

Kanna Hryen 78776 Texac OcTiH,

I'pin ct. 1730 (512)554-1730
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3aBnanus 4. Bu € nauanbHukom 6i00iny kaopie gipmu. Bam nompiono 3anoenumu

sakawcii cexpemaps, Oyxeaimepa, mopa08020 A2eHMA i HA4AIbHUKA GIO0LLY 30ym).

Tlosnatiommecs 3 kanouoamamu.

CkaxiTh CBOT PEIUTIKY 1 BIAMOBI/II HA HUX MO-aHTJIHCHKU:

- Biraro. Bamie im's?
- Jle Bu paHirie nparroBaim?

- Ha saxiit mocami?

- Maete Bu BiATryku 3 nornepeaHboro micisg poootu?

- Slxumu MmoBamu Bu roBopute, nuiere?

- Bynp nacka, BimmpaBTe aHKETY.

- [IpuxonpTe micnszaBTpa.

3aBaanns 5. Bu npuiinanu ecix na poboomy. [Ipedcmasme Hosux cnigpoOImMHUKIE

oupexmopy gipmu. HanpukIao:

—  This i1s our new secretary. Her name is Ms Gray. She can operate a

computer. Her English is fluent. Earlier she was working for Rugby & Co.

—  Nice to meet you.

3aBnanns 6. Huwkye nepepaxoBaHi iMeHa CIIBPOOITHHUKIB, Ha3BH 1XHIX IOCAJ 1 BUIU

JisTIbHOCTI. UM BIAMOBIIAIOTH CIY>KOOB1 OOOB'S3KM KOXXHOTO CIIBpPOOITHHUKA HOTO

rocajii?

Names & Job Titles

a)  Mr Black (Clerk)

b)  Miss Quest and Mr Sikorski
(Computer operators)

c) Mrs
(Typists)
d)  Miss Frost (Receptionist)

Lyons and Mrs Gibbs

e)  Mr Sommer (Accountant)

Activities

prepare invoices write reports

write computer programs operate the

computer

write reports type letters

answer inquiries welcome visitors

monitor cashflow prepare regular financial

statements
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f) Mrs Bee and Miss Shriver | operate the computer write telexes, faxes,
(Secretaries) letters welcome visitors answer telephone
g)  Mr Luckins (Manager) meet clients

write telexes

answer inquiries

write reports

3aBaanus 7. Huowcue nepepaxosani npukmemnuku, wo onucyroms Bac sk npayienuxa.
Bubepimv 3 Hux cnoea, Halibitbw adexkeamuo, Ha Bawy Oymky, wo

Xapaxkmepusyroms.
a) Bac camux

0) Cekperaps

B) byxranrepa

r) Toprosoro areHnra

n) Jupexropa

active diplomatic methodical
attentive disciplined realistic
constructive energetic sincere
cooperative extroverted systematic
creative independent tactful

3aBaannsa 8. Hanuwims 3as8y 3 npoxawHsam nputinamu Bac wna pobomy
MmeHneodxucepom. Ilpu ybomy ckopomims cynpogioHull aucm 00 MIHIMANTbHO MONCIUBUX
po3mipie i 3podimb 11020 YHIBEpCANbHUM, WOO B0OHO MO2N0 Cayscumu Bawum

CYNPOBIOHUM JIUCTOM.
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3aBnanus 9. 3amenegponyiime na yixasy Bam ¢hipmy. He 3a6y0bme nocmasumu
Maxi NUMAHHA:

Have you received my covering letter and resume?

When is the deadline for application?

Do you need a letter of recommendation or any other references?

Whom can I contact for further information?

Is it necessary for applicants to have commercial experience?
3aBnanus 10. [IpounTaiiTe TEKCT.

The United States of America

After its 200th birthday the United States of America still holds the leading
position in the western world. A country that inspired many appelations — “Land of
Opportunity,” “Melting Pot,” “God’s Country,” is still referred to us as a land of

29 ¢¢

superlatives — “the richest,” “the greatest,” “the most.”

What makes the USA the leader of the western world is its economic, political
and military dominance over other countries.

The United States lies in the central part of the North American Continent
between two oceans: the Atlantic Ocean to the East and the Pacific Ocean to the
West. Friendly Canada to the north and friendly Mexico to the south are the only
countries bordering it.

The USA consists of three separate parts. These are the Hawaiian Islands,
situated in the central part of the Pacific Ocean, Alaska separated by Canada, and the

rest of the USA. The states differ very much in size, population and economic

development.
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There are many big cities and towns in the USA: New York, San Francisco,
Washington, Chicago and Los Angeles are the biggest.

The United States of America is a parliamentary republic. The government is
divided into three branches: legislative (tire US Congress), executive (the President
and his Administration) and judicial (the US Supreme Court).

There arc two main political parties in the USA: the Democratic (symbolized
by a “donkey”) and the Republican (its symbol is an “elephant’). The US President is
both head of state and government. He is elected for a four-vear term. Presidential
elections are held every leap year on the first Tuesday, following the first Monday in
November. The President is assisted by Secretaries who are the heads of the
executive departments.

The Supreme Court consists of tire Chief Justice and eight Associate Justices
who are appointed for life. It is supposed to decide whether a law of the Congress or
an executive order of the President is constitutional or not.

The form of US government is based on the Constitution of September 17,
1787, adopted after the War of Independence. In December 1791, the Congress
adopted ten amendments to the Constitution, known as the Bill of Rights.

The Congress of the United States is composed of two houses, the Senate and
the House of Representatives. The Senate represents the states and the House
represents the population according to its distribution among the states. All states
have electoral requirements of the same nature. First of all they are residence
requirements.

Through its power over the purse, the US Congress can control much that
relates to foreign policy, also it is a governmental body that determines taxation.

Each of the fifty states of the USA has a constitution patterned after the federal
Constitution, with its divisions of power: legislative, executive, and judicial.

The Presidency means not only a man: it means an institution—the “executive
branch” of the government.

The Supreme Court is the highest court in the country and the head of the

judicial branch of the US government. The federal and state courts have the power of
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“judicial review.” Also there are about ninety district courts in different parts of the
United States. American judicial practice is firmly committed to the idea of jury
trials. The Constitution guarantees them for both criminal and civil cases. According
to the US judicial doctrine, “justice is a relationship in which each citizen or group
receives due respect and return.”

llepesip cebe:

1. What are the main political parties in the USA?

2. When are presidential elections held?

3. What does the Supreme Court consist of?

4, When was the US Constitution adopted?

5. Is the USA the biggest country in the world?
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PO3JILI III

3aeoanns 1. I[lpouumaiime ma nepexnadime.
Jlucr-npono3uuis
(Offer)

JIuctoM-miponio3ulii€l0 moctadyanbHUK (the Supplier) 3a3Buuail oTBe4aeT Ha
JTUCT-3anmuT. BiAmoBimaroun Ha 3arajqbHUN 3aIUT, BiH JSIKYE 32 TMPOSBICHUN 1HTEPEC 1
3a3BUYail Jokianae nperckypantu (price—lists), karamoru (catalogues) abo ymoBu
tunoBoro noroBopy {Typical Contract). BiamoBigp Ha cHemiagbHUNA 3aMUT
nepeadayae BiAMOBI I HA BCl MTUTAHHS MOTSHITIHHOTO KITIE€HTA.

CtpykTypa JUCTU-TPONO3HUIIII:

1. IIpuBix HamMcaHHS.

2. Biamnosial Ha DUTaHHS HOTEHIIIWNHOTO 3aMOBHUKA.

3. JlogaTkoB1 MpOIO3HUIIii.

4. Bupas3u HaAll HA 3aMOBJIeHHs. Binnosinae

Ha IIMTAaHH, CJ'IiI[ JdaTHu TOYHHUU OIIMC TOBApy, 110

MO>KITUBOCTI CYNIPOBOJIKYBATH H0T0

dboromarepiaramu Ta / abo MamgroHKamH 1 / abo

3pa3kamu (samples). [Ipu BuzHaueHH1 1iHU (price)

BpaxoBYe€TbCA MOXJMBI  3HWKKUA  (discounts).

Oxpemo BUPIIITYIOTHCSI TUTAHHS BUTPAT HA YIakoBKY (packing), TpaHIOpTHAsS BUTpAT
{transportation costs), ymoB moctaBku (terms of delivery) i ommatu (terms of
payment).

JIucTU-IpOTO3UIlii TOCKJIAIOTh TAaKOXK ©€3 TOMEepeIHbOTO 3amuTy, SKIIO
MOCTaYaIbHUK Oa)kae MPUBEPHYTH yBary MOTEHITIALHUX KIIE€HTIB 200 3HAUTH HOBUX
3aMOBHHKIB Ha KOHKpETHI TpoayKTH (special products) abo ix acoptumeHT (range).
TBepae nponosuitito (firm offer) nependayae ocoOaMBI YMOBH, HANIPUKIIAA, KIHIIEBUN
tepmin (deadline)monyuenus 3akaza M CUCTEMY CKHIOK B 3QJIEKHOCTI OT KUTBKOCTI

TOBapy U JPYrUX YMOB.
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3asoannsa 2. I[Ipouumaitime ma nepexnadime 3pa3ox MUCMa-npono3uyii
(Sample Letter of Offer)
Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 19
Dear Mr. North

Thank you very much for your enquiry. We are of course very familiar with
your range of vehicles and are pleased to inform you that we have a new line of
batteries that fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A
Plus. This product combines economy, high power output and quick charging time
and 1s now in stock.

I enclose a detailed quotation, specifications and delivery terms. As you will
see from this, our prices are very competitive. I have arranged for our agent Mr.
Martin of Fillmore S.A. to deliver five of these batteries to you next week, so that you
can carry out the laboratory tests. Our own laboratory reports, enclosed with this
letter, show that our new Artemis 66A Plus performs as well as any of our
competitor’s product and, in some respects, outperforms them.

If you would like further information, please telephone or telex me! my
extension number is 776. Or you may prefer to contact Mr. John Martin of Fillmore
S.A. in: his telephone number is 01 77 99 02.

I look forward fo hearing from you
Y ours sincerely

ool Stock

Fred Stock

|
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THE SIMPLE PRESENT TENSE

[TpocTe manuii yac BXKMUBAETHCS AJISI BUPAKEHHS PErYJSIPHOTO UM JIEKUIbKa pa3iB Aii.

HaTPUKIIAT;
I go to work every day. - 51 xomKy Ha poOOTY KOKEH JICHb.
My boss reads letters in the - Miit med ynTae nuchbma 3 paHky.
morning.

They like red wine. - IM nozo6aeThes YepBOHE BUHO.

VY 3-it ocobi omHuHM AiecioBa B Present Simple MaroTh 3aKiHUEHHS -S (-€S), AKe
YUTAETHCS SIK:

[z] — micas A3BIHKUX MPUTOJIOCHUX 1 TOJIOCHUX: decide — decides, go —goes;

[S] — micas rIyxXux npurojaocHux: help — helps;

[1z] — micas MAMUIAYUX 1 CBUCTSYUX MPUTOJIOCHUX : finish — finishes.

[IpaBmia momaBaHHS 3aKiHYCHB -S 200 -€S MPAKTUYHO MOBTOPIOIOTH IMpaBUIIa
YTBOPEHHS MHOKMHHU IMCHHUKIB

Skio miecnoBo 3aKiHAYEThCS HA-0, -S, -SS, -sh, -ch, -x, To B 3-it 0c001 omHUHM
JI0 HbOTO MPIOUBIISIETCS 3aKIHYEHHS -€S, HAIIPUKIaI:

go — goes, discuss — discusses, wash — washes;

SIKIIO J1€CTIOBO 3aKiHUYETHCS HA -y 3 TOMEPEIHbOI0 MPHUTOJIIOCHOI, TO B 3-ii
0co01 OJTHUHM OCTaHHI1 OYKBU 3MIHIOIOThCS Ha -1€S, HAITPUKJIA/;

study — studies, ane lay — lays, stay — stays.

B npakTuyHOi rpaMaTHKU BUHUKAIOTh TPYIHOII yOTpeOae—His HE HAHO1IbIIT
gacy Present Simple, a y BiamiHHOCTSIX BxkuBaHHS 4aciB Present Simple 1 Present
Continuous.

IcHye meBHa rpyma gieciiB, 32 BU3HAUYCHHSIM HECYTh B COO1 1JICF0 CTAJIOCTI, SIKi
HIKOJIM He BXKUBalOThCs B Present Continuous. Ock BOHMU:

Miecnoea npouecy mucnennsn (think, know, believe, forget, remember, doubt,
understand. \ Etc.):

He understands her aspirations.  Bin po3ywmie ii ycTpeMiiHHS.
They know too much about him. Bonu 3aHaaTo 6araTo 3HarOTh PO HHOTO.

She considers him a nice person. ~ Bona BBakae 10ro MpUEMHOIO JTIOAUHOIO.
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Hiecnosa emouin i nouymmie (like, love, dislike, hate, want, care, prefer,

etc.):
I like reading letters, but hate
answering them.

Ann wants to go abroad.

They prefer computers to typewriters.

S mobmo  YMTaTH  MHChbMa,  aje
HEHABU)KY BIAMOBIIaTH HA HUX.

AHHa X04e MMoiXaTH 3a KOPJIOH.

Bonn BOJIIOTh KOPUCTYBaTHUCS
KOMI'IOTEpaMH, a HE JIpPYyKapChKUMU

MalInHKaMH

HiecaoBa n'saTu opraniB no4ytriB (see, smell, taste, hear, touch). Ix Kpaiie

BUKOPHUCTOBYBATH 3 MOJAAJIbHHUM I[iCCJIOBOM call.

I can see it very well.
I can hear your printer.

We can smell smoke.

A nyxe nobpe 6auy 11e.
A 4y10, K TIpaLIO€ Ball IIPUHTED.

Mu yyemo 3amax aumy.

HiecnoBa obnananus (have, own, belong):

I have a boss.
He owns a beautiful car.

This office belongs to him.

B mene € med.

B HBOTO € IpeKkpacHuil aBTOMOO1Tb.

Llei#t odic HanexxuTh Homy.

esiki inwi diecnosa (cost, need, contain, seem, depend, consist, etc.) |

We depend on their money.

Our office consists of five rooms.

The computer costs about $600

Mu 3anexumMo BiJ iX TPOIIIEH.
Harmr odic ckmagaeTbest 3 ' sITH KIMHAT.

Let#i komm’rotep koirye oinst 600$.

Hesxi 3 yux odiecnie (hanpuxnao, think) esxcuearomovcsa 6 Present Continuous,

ane cenc Qpaz npu Ybomy 3MIiHIOEMbCAL.

[TopiBHsIEMO:

What do you think of thebusiness? — Illo Bu nymaere mpo 6i3nec? (fka

nymka y Bac ipo 613Hec?)

What are you thinking about? — ITpo mo Bu 3apa3 nymaere?

[TpucniBauku HeBu3HaueHoro dyacy (always, usually, often, some-times,

seldom, never) 3a3BuUuail KOWITYIOTh MEPEJ CMHUCIOBUM JIECIOBOM, aje IiCis

niecioBa to be.
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Our manager never makes reports in the morning — Hamr menemxep HiKOIHM He
pOOUTH OTOBI/II BPAHIII.
3 Present Simple 4acTO BUKOPHCTOBYIOTBHCS HACTYITHI MPHUCIIBHUKHA 1 MOBHI
3BOpOTH. always, generally, occasionally, frequently, sometimes, often, usually,
normally, on a regular basis, regularly, twice a year, once in a while, from time to

time, every week , every other month, rarely, seldom, hardly, ever, never.

3aeoannsn 3. [Ipouumatime ma nepexiadims

Theatres and Entertainment in England

There are a lot of places of entertainment in England. Almost every city and
large town has a museum of arts, archaeology, natural history, and a theatre. In
London most places of entertainment are concentrated in the West End and Soho,
where you can find many concert halls, theatres, and international (Greek, Italian,
Indian) restaurants. All this information can be found in the magazine ‘Time out’,
newspaper ‘Evening Standard’, and many other publications.
To visit some London night clubs, such as Annabell’s or Tramp’s, one need to be a
member, or to go with a member, but for others, such as Stringfellow’s or Wag Club,
Madame JoJo’s, and Heven, remembership is not necessary. There are some large
dancing halls, e.g. Hippodrome in Leicester Square, and many small ones.

London has the British Museum, with its vast collection of artistic and
ethnographic material from all over the world, and the Victoria and Albert Museum,

including extensive collections of works of fine and applied arts. London has 400 art

galleries, ranging from historic public collections
to small public and commercial galleries. The
national collections are housed at the National
Gallery, the Tate Gallery, and the Portrait
Gallery, while among the city‘s many permanent
collections, the Courtauld Institute Galleries can

boast many famous names, including many of
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the most important Impressionist and Post-Impressionist works. For those in search
of the avant-garde, the Saatchi Gallery is a must, also the Serpentine Gallery
continues to draw crowds to its Kensington Gardens setting with innovative
contemporary exhibitions.

But what are London theatres now? They are a bit of everything. Theatreland
lies between Covent Garden and Hayniaiket. This is where most of London’s major
theatres cluster. The Covent Garden Theatre is famous for opera and ballet
performances. The best English singers, ballerinas and ballet dancers are playing
there. The National Theatre shows drama. Some theatres put on modem plays and at
others you can sometimes enjoy good musicals, folk songs or concerts of “pop”
music. The Aldwych Theatre is famous for its dramatic performances.

In provincial towns the system is different. They have a repertory theatre which
changes its play about every three weeks, whether it is successful or not. The
National and the Royal Shakespeare Theatre (which is situated in Stratford-upon-
Avon, the place where William Shakespeare was bom), also present three or four
plays in rotation for several weeks. In 1960 the Royal Shakespeare Company began
to perform at the Aldwych Theatre. There is always a full house there, but the
government has to support this type of theatre financially.

There is a system of “Club” theatres where you can see both well- known and
financially risky experimental plays. A performance is produced both by
professionals and amateurs for one or two weeks and any profit from this goes to pay
for the next production. Money problems are not important since the actors are paid
little or nothing.

Numerous festivals are held all over Great Britain. The most famous among
them is the Edinburgh International Festival which was established in 1947 and is an
annual event.

When you are going to the theatre to see a popular play, you have to book the
tickets in advance either by phone or personally at the booking-office. You can also
turn to much cheaper “Half Price Ticket Booths” on Leicester Square. The best seats

are in the first rows of the stalls or in the dress circle. Even nowadays the British are
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great theatre goers and have a wide choice of entertainment at their disposal.

3aeoannsa 4. [locmasme iMeHHUKU | 3QUMEHHUKU YUX NPONOIUYIL } MHONCUH) .

3minime 8i0onosiono nponosuyii. [locmasme ix y 3anumauso gopmy.

1. I stay at work from9 a.m. till 6 p.m.

2. Our secretary operates this computer in the morning.

3. Their engineer is busy all day long.

4, Our manager meets customers in the afternoon.

5. She does not write that letter.

6. Our director does not drive to work every day.

7. His room is not very large.

8. You call our secretary too often.

9. Knowledge of one foreign language is too little for a manager.

10.  Our company is not very old.

3aeoannsn 5. [locmasme numanis 00 KONCHO20 UlieHa NPONO3UYILL.
1. Careless students never do their work well.
2. Whenever we go to that office they welcome us very warmly.

3. We produce different products.

4. Y our business proposal is very interesting.

5. I am too busy to stay with you.

6. The manager calls to his partners every day.

7. They often discuss their business matters with clients.
8. The company sells its goods all over the world.
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3aeoannsa 6. 3anosuimv nponycku 6iON0BIOHUM OIECI080M 3I CNUCKY 1 (HO

MOACIUBOCTIT) NOCMABME MAKONC BION0BIOHE HAPIYYsL.

Analyze block depend look pay prefer want sound speak specialize take

1. The switchboard outside calls from this
extension.

2. We to boost our sales in the Western
market.

3. She strange on the phone, but in reality she
1S very nice.

4. Ourcompany in acquiring computers from
Japan.

5. 1 cannot give you a definite date: it on my
boss.

6. We _ ouragents 10 % commission on net sales fig
ures.

7. We know it like our previous model, but we
have updated it.

8. 1 the statistics, so I can’t give you a decision
yet.

9. He rudely to me whenever I call him.

10. We a 10 % deposit for orders like these.

11.

He to be self-employed.
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PO3I1JI VI
THE CONTRACT

3aeoannn 1. Osnatiommecv 3  OA3UCHUMU  YMOBAMU  NOCMABKU,  SKI
BUKOPUCTNOBYIOMbCSL NPU YKIAOAHHI KOHMPAKmie ma nepekiadime. (Bionogiono 0o

«Misxcnapoonux npasun miaymauenus mopeosux mepminie »-" INCOTERMS ")

In business practice, the following types of basic terms of delivery have been
most widely used in contracts:

Ex-Factory, Ex-Works - the price from the supplier plant. Under these
conditions, the price of goods is determined by its cost and estimated profit of the
seller. The buyer bears all the costs associated with the transportation of the goods
from the supplier's plant.

Ex-Store - out of stock. The buyer pays for all expenses related to the
transportation of the goods from the warehouse, as well as pays for delivery of the
goods to the warehouse.

Ex-Stock - from real stocks. Under these conditions, the price is set for the
current supply of goods. In the future, the price of the goods may be changed. The
last two types of conditions are used mainly for the supply of goods for short
distances, as well as for contracts between wholesalers and retailers.

FAS (Free alongside Ship) - freely along the ship's side. Under these
conditions, the seller (supplier) at his own expense produces:

- delivery of the goods with the application of documents confirming its
compliance with the requirements of the contract;

- packaging of goods for transportation;

- delivery of the goods in the time specified in the contract to the port and
warehousing it on the berth (on the quay) along the ship;

- Notice to the buyer about the location of the goods at the berth and transfer to
him the receipt of the port for acceptance of the goods.

In addition, the seller (supplier) is obliged, at the request of the buyer and at his
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expense, to assist in obtaining additional documents necessary for the importation of
goods in his country.

Buyer at his own expense:

- charter a vessel and notify the seller (supplier) of the date of arrival of the
vessel to the port;

- insures cargo and pays cargo load on the ship;

- Carries out payment of goods.

The risk of damage or loss of the cargo, as well as the property in the goods,
passes from the seller to the buyer at the time of placing the goods at the berth.

FOB (Free on Board) - Free on board. Under these conditions, the seller is also
obligated, at his own expense, to obtain an export license, to perform customs
formalities, to carry out loading of the goods on a boat, to notify the buyer of the load
and to submit the documents to him (in the same manner as the bill of lading), in
addition to the actions specified for the preceding case. about acceptance of cargo on
board.

The buyer under these basic conditions (unlike the previous case) does not pay
for the load on the ship, but pays for its placement there. (The "Free on Board and
Trimmed" clause provides for the placing of bulk Cargoes (usually coal) on board at
the expense of the seller.)

The risk of damage or loss of cargo, as well as the ownership of it, passes from
seller to buyer at the time of cargo crossings.

FOB conditions are similar conditions FOB (Free on Rail) - freely in the
carriage (on the railway platform), FOT (Free on Truck), FOC (Free on Car) - free on
the truck.FOB Airport - free at the airport. Under these conditions, the seller supplies
the goods to the air carrier, concludes an agreement with the carrier on its behalf,
receives an export license and performs customs formalities, transmits to the buyer a
set of documents (incl. Ch. I airline). The buyer must pay the goods and all costs
associated with its transportation, after transfer to its carrier. The risk and ownership
passes from the seller to the buyer after the transfer of the goods to the carrier.

C & F, CAF (Cost and Freight) - Cost and Freight. These conditions differ
52



from the FOB conditions by the fact that the seller, at his own expense, charteres the
ship to the port of destination. The buyer at the same time bears all the costs
associated with the transportation, with the exception of freight. Ownership of goods
passes from the seller to the buyer at the time of crossing the cargo side of the ship.

CIF (Cost, Insurance, Freight) - cost, insurance and freight. These conditions
are similar to C & F conditions, except that the seller must still insure the goods to
their destination. New terms included in "INCOTERMS". These terms are used
mainly when the goods are transported in containers by several types of transport by
rail, road, etc.):

FRC (Free Carrier namedtedport / point) - Free to carrier in "name of port /
item". These conditions are entirely similar to the FOB conditions, except that the
risk of damage or loss and the right to ownership of it is transferred from the seller to
the buyer not at the moment of crossing the cargo side of the ship, and at the time of
transfer of the cargo to the carrier in

the indicated item.

DCP (Freight / Carriage Paid to "named port / point") - freight or delivery paid
to "port / item name". Under these conditions, the seller at his own expense produces:

- delivery of goods with documents confirming its compliance with the terms
of the contract;

- conclusion of the contract on the carriage of the goods to the specified item
and payment of transportation;

- transfer of goods to the carrier in due time;

- Notice to the buyer and sending him a set of documents with a receipt for the
receipt of goods for carriage;

- obtaining an export license and payment of export duties and fees.

The buyer pays the goods to the seller, insures it, covers all expenses related to
transportation (except for the payment of the carriage), as well as costs associated
with the importation of goods into his country. The risk and ownership of the goods
are transferred from the seller to the buyer at the time of transfer by the seller of the

goods to the first carrier (transportation may be carried out by several transport
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companies).
The terms of the CIP (Freight or Carriage and Insurance Paid to) are similar to

the previous one, except that the seller also pays insurance for the goods.

I[TACUBHUU CTAH
(PASSIVE VOICE)

SKI1o nmiaMeT y peueHH1 caMe 3/1MCHIOE [0, TO MU TOBOPUMO PO AIECIOBO-
IPUCYAOK B IHCHOMY (aKTUBHOMY) 3aCTaBl.

Skio & miaMeT MiAIaeThCs BIUTMBY 3 OOKY 1HINOI ocobu abo mpeameTa (ToOTO
€ 00'eKTOM 1i), TO MA TOBOPUMO TIPO JIIECIOBO B MAaCHBHOMY (ITACUBHOMY) 3aCTaBl.
3a3Buuaii 111 GopMa BUKOPUCTOBYETHCA TOJI, KOJIM HEBAXKJIMBO YH HEBIOMO, XTO
BUKOHAB Ty YH 1HIY JiIO.

CrBepmxyBaibHAa (Qopma Jl€ciiB TacuBHOTO cTaHy B Simple Tenses
YTBOPIOETHCS 32 JOMOMOTOI0 JONMOMDKHOTO JiecioBa to be Ta Past Participle
ocHOBHOTO piecioBa. Oco0a, ska BYMHSE 110, BHPAXKAETbCS IMEHHUKOM abo
3aiMEHHUKOM 3 TIPUBOJIOM by:

The contract is signed by Mr Kontpakt nianucanuii M-pom Brown. bpayHom.

I was met by the top management of Continental Equipment. — Mene 3ycmpinu
Kepi8HUKU — KOMNAHIL.

B anrmiiicekiii MOBiI JAi€ciioBOo B NacuBHOMY cTaHi B Present Simple Tense
MOKE€, B 3aJIKHOCTI BiJl KOHTEKCTY, BHCJIOBIIIOBaTH SIK cama Jis, Tak 1 #oro
pe3ynbTat. [lopiBHsiiTe:

Coffee is usually imported from Brazil. - 3azeuuati xasa imnopmyemscs 3
bpa3zunii.

This consignment of coffee is imported from Brazil. - Ila napmia xaeu
imnopmosana 3 bpaszunii

JliecnoBa, 110 BUMAraroTh micis ce0e MPUUMEHHUKOBOTO JOTIOBHEHHS (f0 look
at, to look for, to listen to, to speak about, to talk to, to send for, etc.), 30epirarotTb

MPUINMEHHUK MPY TIEPEXO/i B TaCUBHY (HOpMY:
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Jim was sent for by the 3a Jlxxumom nocnas [Ipe3uaent. President.

The fair is much talked about. IIpo BucTaBKy 6arato roBOpsTh. Y MHUTAIbHIN
dbopmi JoTIOMIXKHE JIECTOBO CTAaBUTHCS NEPE MiAMETOM:

Are cars produced by many countries? Aemomooini eupobiAOMbC 8
bacamvox Kpainax?

When was the L/C opened? Konu 6ys 8iokpumuti akpeoumus?

VY HeratuBHIi (HopMI YacTKa not CTABUTHCA MICIS TOTOMIKHOTO JI1€CIO0BA:

These documents are not sent by fax. L]i Ooxymenmu no ¢hakcy He
nepeoamscsi.

The price was not accepted by the Buyers. [lokynyis ne énawmysana yiua.

3aeoannusn 2. [lpoyumaume ma nepexnadims mexcm. Ilpo wo 6 Hbomy i0emwvcsi.

In the Bank
(about a Credit-Card System)
(Adapted from A. Hailey)

In a large, dimly lighted room with acoustic walls and ceilings to deaden sound,
about fifty operators — predominantly women— are sitting at a battery of monitors
with a keyboard beneath each. It is here that holders of die blue, green, and gold
credit cards are given or refused credit.

When a card is presented anywhere in payment for goods or services, the place of
business can accept the card without question if the amount is below an agreed limit,

usually between twenty-five and fifty dollars. For a

larger purchase, authorization is needed, though it
takes only seconds to obtain.

The approval procedures move at jet speed. From
where ever they are, merchants and others dial directly

to the credit-card processing center of the bank.

Automatically each call is routed to a free operator,
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been given, the operator types the figures, which appear simultaneously on the
monitor. Next she asks the card number and amount of credit being sought. They are
also typed and displayed.

The operator presses the key, feeding the information to a computer, which
instantly signals “accepted” or “declined”. The first means that credit is good and the
purchase has been approved, the second that the cardholder is delinquent and credit
has been cut off. The operator informs the merchant, the computer records the
transaction. On a normal day fifteen thousand calls come in.

Sometimes a monitor flashes a message from the computer — “stolen card”. In
this situation an operator, speaking calmly, as trained, has to answer, “The card
presented to you has been reported as stolen. If possible, detain the person presenting
it and call the police. Retain the card. The bank will pay you thirty dollars reward for
its return.”

Storekeepers are usually pleased at the prospect of getting an easy thirty dollars.
For the bank it is also a good deal, since the card, left in circulation, can be used
fraudulently for a much greater total amount.

But tiles system works well only when the bank has got the information and can
program the computer. Unfortunately most of the defrauding happens before a
missing card is reported. To avoid this computer also warns the operators about
excessive purchasing: when a cardholder makes ten or more purchases during a
single day, the computer alerts an operator. Since an ordinary cardholder never makes
more than six or eight purchases a day, a card showing more than normal use may be
fraudulent, even though the owner might be unaware of its loss.

However, despite all the warning systems, a lost or stolen card, if used cautiously,
is still good for twenty thousand dollars’ worth of fraudulent purchases in the week or
so during which most stolen cards stayed unreported.

Moreover, there are devices used by criminals to decide whether a stolen card can
be used again or if it is hot. A favorite is to pay a waiter twenty-five dollars to check
a card out. He can get the answer easily by consulting a weekly confidential warning

list issued by the credit card company to merchants and restaurants.
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3aeoanna 3. [aiime 8i0no6iob Ha NUMAHHS

How many operators are sitting in the room of the credit-card processing
center?

What are they supposed to answer in the situation when the computer is
flashing the “stolen card” message?

What reward does a storekeeper get for retaining a stolen card?

How many purchases can a cardholder make during a single day not to alert the
operator?

What do criminals do to decide if a stolen card can be used again?

3aeoannsa 4. Ilepenuwimo yi npono3uyii 6 nacu8HOMy CIMaHi.
1.  We could not cancel the order because they had already sent it.
We could not cancel the order because it
2. The inflation influenced our business in the Middle East very badly.
Our business in the Middle East

3. They will make their advertisement soon.

Their advertisement

4. We are printing our catalogues by Friday this week.

Our catalogues

5. We make the compressors for those machines here.

The compressors for those machines

6.  He has not fixed the date for the next appointment.

The date for the next appointment

7. We received this letter from Continental Equipment a week ago.

This letter from Continental Equpiment

8. We can pay you in advance if you want.

You

9.  They had to discuss the Contract before his departure.
The Contract

10. If 1 had lost that much public money, they would have fired me.
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If I had lost that much public money

3aeoannsn 5. 3axinuume nponosuyii 8i0N08IOAMU 3 OPY2Oi KOJOHKU

1. Money is changed at... hairdresser’s
2. Films are shown at... studio

3. Teeth are filled at... grocery

4. Hair is cut at... cinema

5. Fruit and vegetables are sold at... launderette

6. Photographs are taken at... garage

7. Newspapers are sold at... bank

8. Cars are repaired at... dentist

9. Clothes are washed at... newsagent’s

3aeoanns 6. Hacmynni napu npono3uyiii 0awi 8 oilicnHomy i nacusHomy cmaui. Yu € 6
HUX 0Y0b-KI pi3Hi cmucnosi Hioauwcu? Axi?

1. We have reserved a room for you at the Grand Hotel.

2. A room has been reserved for you at the Grand Hotel.

3. We sent the consignment last week, so you should get it soon.

4. The consignment was sent last week, so you should get it soon.

5. You don’t need any capital if your company is well known.

6. No capital is required if your company is well known.
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