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BCTYII

[linpydHUK pPEKOMEHIYETHCSI BUKOPHUCTOBYBATH SK 0a30BUM
KypC 3 AUCHUILTIHU «J[1JToBa 1HO3€MHAa MOBa» JJIsl CTYJICHTIB BUIINX
HABYAJBHUX 3aKJIa/1B 3aJII3HUYHOTO TPAHCIIOPTY.

Mertorw migpydyHHUKa € MiATOTOBKA CTYACHTIB JI0 BUKOPUCTAHHS
aHTJIMChKOI MOBM B MaOyTHIM mnpodeciiiHid IIsJIBHOCTI, TOOTO
dbopMyBaHHS HEOOXITHUX HABUYOK YCHOT'O Ta IMHUCEMHOTO I1JI0BOTO
cninkyBaHHs. KpiM Toro, ojep:kaHi 3HaHHA CTaHyTh 0a3010 s
YAOCKOHAJICHHS MiATOTOBKH (haxiBIIB JJIs 3aI3HUYHOTO TPAHCTIIOPTY
Ta MOJAJIBIIIOT0 CAMOHABYAHHH.

[IpeqmMeToM  BUBYEHHS  JIUJIOBOI  QHTUVIMCBKOI  MOBH B
3aJII3HUYHOMY BHUIIIOMY HaBYAJIBHOMY 3aKjaal € JIeKCMKa Ta
rpaMaTHKa yCHOTO Ta TMHUCEMHOTrO JIJIOBOTO CHUIKYBaHHS, CTPYKTypa
JJOBOTO JIMCTYBAaHHS, €THMKAa MOBHOTO CIIJIKYBaHHS Y paMKax
JUCKYCIi, TeperoBopiB, poOOYMX M1aJIOT1B, IPE3EHTAIli# TOIIIO.

[linpydyHuK COpsIMOBAaHUM HA PO3BUTOK HABUYOK YCHOTO Ta
MUCEMHOr0 CHUIKYBaHHS y cdepl Oi3HeCy; YIOCKOHAJIIEHHS BMIHb
nepeKiaay AaHTINCHLKOTO OPUTIHAIBHOTO TEKCTY Yy MeXKaX CBOET
CHEUIIbHOCTI;  (OpMyBaHHS  OCHOB  poOOTH 3  JJIOBOIO
JOKYMEHTAIIEI0  aHTJIIACHKOI  MOBOIO;  OBOJIOJIIHHA ~ 0a30BUM
BOKAOYJISIpOM Ta JUIOBOIO JIEKCHMKOK B 00cs31 mpuonuzHo 1500
JIEKCUYHUX OJUHUII.

Benmuka yBara B MAPYYHUKY TPUAUBIETBCS ITHCEMHOMY
CIIUIKYBaHHIO, @ camMe. BMIHHIO CKJIaJaTH A1J0B1 JOKYMEHTHU (3aIlUTH,
BIANOBIJI Ha 3alUTH, 3aMOBJICHHS, BIJIMOBHM BiJl 3aMOBJICHB, 3asBH,
pestome, CV TOI10), BUKOPUCTOBYBATH MIXHAPOJHI CTAaHIAPTH TMpPHU
CKJIaJlaHHI ~KOHTPAKTIB, 3allOBHIOBATH TPAHCIOPTHI Ta MUTHI
TOKYMEHTH mpu O(OPMIICHHI BaHTaXy, CKJIagaTh TE3W BHUCTYIIIB,
roTyBaTH TMpe3eHTarii Tomo. PO3BUTOK HaBUYOK MiaJOTIYHOI
MOBJICHHEBOI MISTIBHOCTI 3A1MCHIOETHCS 32 JIOMOMOIOK) TEMAaTHUYHHUX
MoOJieied, 3pa3KiB, HAMOUIBII THUIOBUX CUTYyaTHBHUX JajioTiB Ta
MOBHHUX KIilie, o nependayae (GopMyBaHHS BMiHb BHUCJIOBJIIOBATH
0COOMCTY TOYKYy 30py, 3roay abo HeE3roay 3  4yKHUMH
BHCJIOBJIFOBAaHHSAMHU, 3/I1MCHIOBATH 3amuT 1HPopmaIrii, Opata ydacTh B
00roBOpEHHI MUTaHb MPOoQeciiHOT AISTBHOCTI Ta 1H.

[Tin yac BUOOpPY TEKCTOBOIO MaTepiaqy OCHOBHUM KPHUTEPIEM
Oyna iHdopMarliiiHa IIHHICTh TEKCTIB Ta 1X BIAMOBITHICTH IHTEpEcaM



CTYJICHTIB CaM€ 3alli3HUYHUX BY3iB, 10 HAJa€ MIAPYIHUKY
aKTyaJlbHOCTI Ta 1H(OpMAIiiiHOI HOBH3HH. Y JEAKHX BHIaJKaxX
TEKCTU OyJIM aJlalTOBaHi, a HAMOUIBIN CKJIaAH1 11 COPUUHATTS MOBHI
SBUIIIA ¥ peaii mojaHi y BUHOCKaX Ta KOMEHTapsX /10 TEKCTY.

[linpyunuk po3paxoBaHuid npubau3Ho Ha 240 rOIUH
ayIUTOPHOI Ta caMocTiitHO1 podotu / 7 kpeautiB ECTS.

CrpykTypa miipy4yHuKa

[TinpyyHuk cknagaeTbess 3 8 YpOKIB Ta JoAaTKa W OXOILTIOE
HUKYEHABE/ICHI TEMU.

1. BnamTyBaHHs Ha poOOTY.

2. CTpyKkTypa oprasizarii.

3. OCHOBM MApKETUHTY Ta PEKJIAMH.

4. I'pori.

5. A1moBa KOpECTIOHIEHIIISI.

6. [{1710B1 KOHTPaKTH.

7. TpaHcIOpTHA JIOT1CTHKA.

8. MutHi1 poueaypH.

Koxnuit ypok (Unit) mepenbayae KOMIICKCHE HAaBYAHHS BCiX
BHJIIB MOBHOI JiSJILHOCTI, BKIIo4Yae aetainbHi cioBHuku (Words to
Remember) Ta pi3HOMaHITHI JICKCUYIHI BITPaBH.

TeMaTtnka ypoOKiB OXOIUTIOE MPAKTUYHO BCl HaWBaKJIMBIIII
aCIEeKTH JIUIOBOTO CIUIKYBaHHS CIEIIANICTIB y Tally3l 3al113HUYHOTO
TPAHCIOPTY: BiJA TMEPUIMX KPOKIB BUIMYCKHHKA, TIOB’S3aHUX 3
MOITYKOM pPOOOTH, 10 3alOBHEHHS CYMNPOBIJHOI TPaHCIOPTHOI
JOKYMEHTAIll Ta YKIJIJaHHS KOHTPAKTIB. 3pa3Ku TPAHCIOPTHHUX Ta
IJIATDKHUX — JOKYMEHTIB, TIpUKJIaAu pe3omMe Ta aBToOiorpadii,
Oe3rnepeyHo, MaroTh MpodeciiHuil iHTepec A MallOyTHIX (axiBIiB
3aJII3HUYHOTO TPAHCHOPTY, OCKUIBKA B3STI 3 MPAKTHKU MA1JIOBOTO
CHIJIKYBaHHS.

CdopmMoBaHi HaBUYKHU 3aKPIILIIOIOTHCS CEPIEI0 KOMYHIKATUBHO-
CIPSIMOBAHHMX BIPAB IiJICTAHOBYOTO, TMEPEKIATHOTO Ta TBOPUYOTO
xapakTepy. Cucrema IepeATEeKCTOBUX Ta IICISATEKCTOBUX BIpaB
crpsiMoBaHa Ha (POopMyBaHHS HABHYOK 1 BMiHb POOOTH 3 TEKCTOM,
BKJIIOUAIOYM TOIINYK, OCMHCJICHHS Ta y3arajbHeHHs iH(opmarrii, ii
Kiacudikaiio W MOPIBHSIBHUM aHaNi3, MPOBAKEHHS MNpodeciiiHoi
TUCKyCli 3 OOIpyHTYBaHHSM CBO€i TIO3WIli, AaHOTyYBaHHS Ta



pedepyBaHHs, MIATOTOBKY ¥ TMpEe3EHTAIil0 OCOOMCTOTO MPOCKTY
(Project) 3 BUKOpPHCTaHHSM JOAATKOBOI CIeliaJbHOI iH(MOpMAIIii.
BnopaBu audepeHiiiioBaHi 3a CTYNEHEM CKIAJHOCTI, YpPaxOBYIOUH
pi3H1 piBHI MIATOTOBKH CTYJEHTIB, T4 PO3paxOBaHI HAa MUCEMHY Ta
YCHY MPAKTUKY B PEKHUMAaX ayAUTOPHOI i CAMOCTIMHOT pOoOOTH.

PoGoTa 3 pO3BUTKY KOMYHIKATUBHMX 1 TBOpUMX 3/10HOCTEM
CTYJICHTIB TIOCWJIIOE iX MOTHBAII0O Ta MNpodeciiiHy opieHTali, a
TaKOXX TOTY€ JI0 CaMOCTIHHOI pOOOTH 3 ayTEHTUYHHUM TEKCTOM.
JonaTkoBi TEKCTH JIHTBOKPA€3HABUYOIO XapakTepy, K1
B1I0OpakaroTh OCOOJIMBOCTI JUIOBOT €THKH Ta BEJACHHS Oi3HECY B
pI3HUX KpaiHaX, MPU3HAYEHI [Js PO3BUTKY HAaBHUYOK «IIBHIKOTO
YUTAHHS» Ta BMIHb 3HAXOJUTH B TEKCTI MEBHY iH(opmaIlito, 1mo i €
METOI0 TTPOeCITHOOPIEHTOBAHOTO YNTAHHS.



Unit | APPLYING FOR A JOB

‘Choose a job you love and you will never
have to work a day in your life’

Confucius (551-479 BC), Chinese philosopher

Exercise 1. Discussion

a) Can you comment on the words of wisdom above?

b) Choose the top three reasons why people (your parents, you)
work/study.

Why work?
To earn a living Out of interest
For the fun of it To leave a fortune to your children
To support a family To gain power and authority
To become famous You are a workaholic
For self-development ... (give your reason)

¢) Which of the following are important to you in a job? Classify
them in order of importance. Describe your dream job.

Long holidays; friendly colleagues; a challenging, interesting and
creative job; competitive salary; pleasant working environment;
regular bonus; good pension; prestigious company; opportunity for
promotion; flexible hours; foreign travel; other perks (e.g. company
car, sick pay).

Words to Remember:

achievement — nocaraesus

advantage — nepeBara

advertise — pexitamyBaTH, OTOJIONTYyBaTH
advertisement (ad) — oromomenns

aim — meTa; Syn purpose

applicant — xkauauaar, mpeTeHACHT

apply for a job — BnamroByBatHcs Ha poOOTy, ITOIaBaTH 3asBY
appreciate — minyBaT, OyTH BASYHHM
available — noctymHuii, 1110 € y HaIBHOCTI
background — BuxigHi gaHi, miAroTOBKA
be good at — maTu CXUIBHICTE 0



be interested in — ikaBUTHUCH YUMOCH

be willing to do smth — 6yTu roroBUM 710, pOOUTH 13 3a0BOJICHHIM

bonus — npemis, HagOaBKa, miasra; Syn perks

career growth — xap’epuuii picT

challenging work — ckmmagna, mepcnexkTuBHa poooTa

community activities — cycmiiibHa TisIbHICTH

competitive salary — KOHKypeHTOCIIPOMOKHA 3apIiaTa

confidence — BieBHEeHICTh

consider — po3risgaTH, BBAXKATH

cover letter — cynpoBigHu# JHCT

CV (Curriculum Vitae) — aBroGiorpadis

employ — nagaBaTu poOOTy, MaTH B IIITATI

employee (office worker, clerk) — mparisauk (ciry>x00BeIb)

employer — poGoToaagerip

employment (recruitment) agency — Gropo 3 IpaleBIamTyBaHHS

employment history — mociyHu# CIUCOK

fellowship — ctunenmis

flexible hours — rayukwuii rpadik podotn

fill in an application form — 3anoBHUTH aHKETY, 3a9BKY

find (found, found) — 3naxoauTn

fringe benefits — nomaTkoBi minbkru (MEHCis, BiAMYCKHI, CTpaXxOBKa
TOIIO)

have experience in some field — maTu mocBin y skiiick chepi

hold a position — o6iiimaTu mocaxy

long-term goals — moBroctpokosi 11imi

look for a job — mykaru po6oty

look forward to (hearing from smb) — 3 HeTepIiHHSAM YeKaTH 3BICTKH

match (fit) the position — Bignosigaru (mocami)

negotiable — noroBipHuii, sIKUi MigIsrac 00rOBOPEHHIO

offer — nmpononyBaTH

part-time work — HenoBHa 3aHSATICTH

pay and benefits — omurara Ta mineru

prefer — nagaBatu repeBary

previous experience — normepeaHii J0CBiI

probation period — BunpoOHuii TepMiH

promotion — npocyBaHHs, Kap’€pHE 3pOCTaHHS

qualification — kBamidikartis, mpodecioHanizm

guality — sxicTb



recent position — ocranHs mocaja

recruit for a job — naiimatu Ha poOOTY

refer (relate to) — Topkatuce, BiTHOCUTHCH JI0

reference — pexomenaiis

remuneration — komneHcamiiuuii  maker (yci BHOW BHHAropoj
poOiTHHKA,  BKJIIOYAOUYM  3apoOITHY  IUIATY,
COIllaJIbHUH TTaKeT, CTPAXOBl BUILJIATH TOIIO)

require — BumaraTu; requirements — Bumoru

responsibilities — 000B’s13ku

short-list — BKIr0YMTH 10 KIHIIEBOI'O CIIMCKY, BiaiOpaTu

skilful, experienced — yminauii, 10CBiUCHHMI

skills — naBuuku, BMiHHS

strength — cuna, cuabHa CTOpOHA

submit (documents) — nmogaBatu, HagaBaTH JOKYMEHTH

suit smb — BramroByBaTH

supply — HagaBaTH, MoCcTayaTH

tip (advice) — pexomenaris, mopaaa

vacancy — BakaHCis

vocational training — mpodeciiine HaBYaHHS

volunteer work — BooHTepchka podoTa

weakness — ciabkicTh, ci1abka CTOpOHA

with reference to your advertisement in... — cTocOBHO BaIoro

OTOJIOIICHHS B
work overtime — npamroBaTi TOHATHOPMOBO
work under pressure — nparmroBaTH miJ HaTUCKOM

Job Hunting

Exercise 2

a) Time flies, and one day you will have to look for a job. Role
play the dialogue about job hunting.

Helen: I think it’s time we started thinking about our future and
making decisions about what we want to do when we finish this
course.

Ivan: Oh, Helen, you’re always so serious. We still have two months
before we take our final exams.

M.: I know, but you can’t just suddenly wake up the day you finish
college and find a job. You need to plan.



J.. You’re right, of course. But where do we start? The course we’re
taking is General Business and there are so many choices like Human
Resources, Sales, Marketing, Finance, and so on. And I’m not even
sure what I’m interested in.

M.: Yes, I know. There’s a lot to think about, but maybe we can start
by thinking about our specific interests in Business. For example, |
think that you should go into Marketing.

J.: I’ve thought about that too, but I’'m not sure. I suppose we should
think about our different strengths and weaknesses in each area. A job
in Human Resources or Management would probably suit you. You
are bossy — you just love telling people what to do.

M.: Hey, that’s not true. It’s just that I like organizing people and I
think I’m pretty good at it.

J.: Well, I think we should also have a look at some ads and find out
what kinds of jobs are out there in the real world.

M.: Okay. Let’s buy a newspaper every day this week and look at job
ads in Business. We could also go to some companies and find out
what skills and qualifications are needed for each department.

J.. Good plan. | think maybe we should go and see our college
counselor, too. She may have some useful advice for us.

M.: Let’s do that. I'll call her office tomorrow and see when we can
get an appointment. I’ll arrange for both of us to see her.

J.: Great. I’ve got to hurry. I have a class in ten minutes. Bye.

M.: Okay. See you later.

b) In pairs, practise making suggestions about how to start job
hunting. Use the phrases in the box and the ideas from the
dialogue to help you.

I think 1t’s time to start... We need to think about where...
Maybe we should begin by... I suppose we should think about...
Let’s go see... We could find out about available jobs
Why don’t we read... I suggest we start by....
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Exercise 3. Insert the following words in the gaps in the text
below.

applicant = application form = candidate = references = CV or resume
short-listed = job description = interview = employment agencies
job vacancies = apply

Many people looking for work read the ... advertised by companies
and .... in newspapers or on the Internet. To reply to an advertisement
is to .... for a job. (You become a .... or an .... .) You fill in the
company’s ..., and send it, along with your .... and a covering letter.
You often have to give the names of two people who are prepared to
write .... for you. If your qualifications and abilities match the ..., you
might be ..., 1.e. selected to attend an ... .

Job advertisement
Exercise 4
a) Look at these job advertisements. Make notes on each
advertisement specifying the title of the post, the type of the
company, the responsibilities described, the type of person
required, the business skKills required, the pay and benefits.

1. Sales Representative 2. Assistant to Finance Director
required for a small but dynamic Foxtree is an IT company
automobile  company. The| |supplying software to the
selected candidate must enjoy | |engineering sector. The ideal
all aspects of sales and be| |candidate will be both flexible
willing to research the latest car | | and ambitious with a proven track
models. Ability to work in a| |record in preparing budgets,
team and strong interest in a| |preferably in the IT industry.
client are essential. Knowledge | | Although you will report to the
of the car market is desirable,| | Finance Director, you will be also
but not essential. No experience | | responsible for assisting the Chief
necessary as on-the-job training| | Executive when she travels
Is provided. The person we| |abroad.

require is likely to be 25/30 An excellent remuneration
years of age, dynamic, hard-| |package is available including
working and motivated. profit-related bonus, company

car, and negotiable salary.
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This post is an opportunity to
move quickly into a senior
position. Basic salary and
commission on car sales. Fringe
benefits include subsidised staff
restaurant and medical
insurance. Apply with resume,
copy of diploma and three
references to ...

If you are looking for a
challenging career with excellent
prospects for rapid career
progress, send your full CV to:

3

‘Intrans’ freight forwarding company is seeking a qualified
traffic engineer to join the team of customs control
experts at its Kharkiv headquarters. The candidate selected
will supervise freight delivery, be in charge of customs
control procedures, provide transport services to national
and international rail customers.
The qualified candidate must possess a minimum of five
years’ experience in rail traffic operation with emphasis on
field experience. A Bachelor of science degree in railway
engineering is required, and a Master’s degree is preferred,
as is experience in freight forwarding. Other requirements
include:

- excellent English

- knowledge of the Ukrainian and Western transport
documents

- proper computer skills

- ability to work independently.
The company offers a competitive starting salary and a full-
fringe benefit package.
Please send resume in confidence to: F.Cook, Personnel
Department, “Intrans* freight forwarding company,
14 Petrovskogo st., Kharkiv.

b) Answer the questions concerning the advertised vacancies.

1. What qualifications are essential for the traffic engineer position?
2. What responsibilities are listed for the assistant to finance director?
3. From the new graduate’s point of view, what advantages are offered
by jobs 1 and 3? 4. Is it essential that the assistant to finance director
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have a university qualification? 5. What feature of the sales
representative job might be a motivating factor?

Exercise 5. Complete the following sentences with a suitable word
used in one of the three ads above.

essential = remuneration = require = training = competitive
advantage = negotiable = pressure

1. Though we have stated what we are willing to pay a suitable
candidate, the salary is in fact .... . 2. Experience and qualifications
are ... for this job and the candidate should have worked for at least
three years with a reputable company. 3. One great ... to this job is
that there is an opportunity for on-the-job ... . 4. We ... a dynamic,
hard-working and motivated person who can work under ... . 5. An
excellent ... package is available including profit-related bonus,
company car, and ... salary.

Exercise 6. Complete the job advertisement with:

recruitingfor = fluent = short-listed candidates = an interview =,
remuneration = successful applicant = applications = responsible to =,
well-qualified = resume

TransRail
Chief IT Officer (CITO)
TransRail, a major logistics forwarding company, is recruiting for an
exceptionally ... IT specialist to manage the development of software,
deployment of hardware, and support of various computing
technologies at its headquarters and in seven regional branches.
Duties and responsibilities:

The CITO is ... the General Manager for the satisfactory performance
of all technology functions performed within the country:

e management of TransRail IT staff

e software development activities

e software and hardware maintenance activities

¢ long-range technology planning.
The ... will be ... in English and German. We offer an attractive ...
package and long-term career prospects. Interested candidates should
send their letter of application and ... via e-mail to Olga Dyagileva at
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<hrmgtransrl.com>. Closing date for ... : Friday, 3 June. Only ... will
be contacted for ... .

Exercise 7
a) Replace the words in italics in the job advertisement with the
adjectives below. There are two extra adjectives.

ambitious = assertive = bossy = serious = organized = reliable =creative

Trainee Manager

We are currently interviewing for a Trainee Manager at a passenger
service office. The successful candidate will be someone who wants to
achieve and is able to make decisions confidently. You will
demonstrate that you are someone who can plan carefully and can
approach problems in a new and original way where necessary. Your
team of ten will need you to lead and inspire rather than simply be
someone who tells everyone what to do.

b) Complete the job advertisement with prepositions from the
box. There are two extra prepositions.
to = for = in = of = for = about = of

Freelance Journalist

A financial news website is looking ... a freelance journalist with
knowledge ... economics and the stock markets. You will be
responsible ... investigating the latest trends and investment

opportunities for a highly-specialised readership. You will report ...
an editor and there are long-term prospects ... a full-time permanent
position.

An application form
An application form usually contains: personal details, academic and
professional background, citizenship or permanent residence status,
etc. Application forms vary in details since they are developed for
specific reasons (e.g. to continue studies abroad, to get a grant, to
apply for a job).
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Exercise 8. Study the application form below and fill it in.

APPLICATION FOR EMPLOYMENT

Name (Last) (First) (Middle) | Social security No.
Present address City State Zip code Area code Telephone No.
Permanent address (different from above) Area code Telephone No.
Position applied for Date available
Salary or wage desired Will you relocate? Referred by
AreyouaU.S. 1 Yes [ No|lIfnotaU.S. citizen, list Visa
citizen? number and expiration date
Number Date
Withinthe last5years [ No  If yes, give Have you ever been
have you been [1Yes detailson employed by our
convicted of a felony? back page company? If yes, give

details on back page

Education | Institution name and | Did you | Major field | Class
address graduate? | of study standing

School

College or

University

Graduate

Employment record  Please list past three employers, starting with
most recent: include U.S. armed forces and
voluntary services

List your most recent | May we contact your present “'Yes [ No
position held employer?
Employer’s name  Dates Position title
and complete employed
address/phone From | To | Name and title of supervisor
Salary
Start [Final | Reason for leaving
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Exercise 9
a) Combine verbs from box A with phrases from box B to form
collocations.

A | make = proofread = short-list = submit = apphy-for—= fill in = follow =
leave = list = refer

a section blank = the same steps = your abilities and skills = your
B | application candidates

= aj6b = the application form = decisions = instructions = your
most recent jobs

b) Complete the text with the appropriate verbs from a).

When you apply for a job, you are usually asked to ... an application
form as well as your resume and a cover letter. Companies like to
have standardized forms containing information about candidates.
This makes comparison simpler and also makes it easier for a
company to ... candidates for interview. It is very important that you
... all your abilities and skills in the spaces provided.

Remember, this is an employer’s first impression of you so it is very
important that you ... the form accurately. Show employers that you
are able to ... instructions. Answer all questions as precisely and
concisely as you can. Do not ... any sections blank. If a question does
not ... to you, simply write ‘not applicable’. Proofread your
application before you turn it in.

Exercise 10. Read the text and be ready to discuss it.
Resume or Curriculum Vitae (CV)

A resume (US) or curriculum vitae (GB) is a summary of your
previous experience, education and qualifications. In Europe, when
people say ‘CV’, they are commonly referring to what is known in the
U.S. as a ‘resume.’ But is there any difference between a curriculum
vitae (CV) and a resume?

The primary differences are the length, the content and the purpose. A
resume is usually brief — no more than a page or two. A curriculum
vitae may be longer (at least two pages) and more detailed including
your academic background, research experience, publications, awards,
honors, and other details. That is why a CV is used mainly when
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applying for academic, education or research positions and
fellowships. However, very often, CV and resume are used
interchangeably.

When writing a resume, try to determine your main ‘selling points’
and include enough information for the employer to feel that you are
worth interviewing. Some important tips for your resume:

e Match your skills and experience to the needs of the
organization.

e Stress what sets you apart from the crowd.

e Remember that the primary aim is to rouse the employer’s
interest, not to provide a biography.

e Be brief and to the point. At best, the resume reader will spend a
minute or so reviewing your qualifications.

Here is a list of the most common kinds of resume information.
Personal data Name and address, e-mail, phone number, date of birth

Job objective State exactly what you want. It may be useful to give
not the position you would like (e.g. a sales manager), but the area and
the general level of responsibility (e.g. a management position in
marketing)

Summary of qualifications or Profile A personal profile at the
beginning of your CV is your chance to attract the reader’s attention
directly to your most important attributes for the job, for example, ‘an
energetic and skilled communicator with a record of leadership and
initiative’.

Work experience Give dates of your employment (in reverse
chronological order), name of the enterprise you worked for, position
title, description of the duties you performed, including all volunteer
and part-time jobs for students. Use action verbs in your job
description (e.g. organized employee training seminars, prepared
budgets, supervised, administrated, analyzed, coordinated, etc.). If you
are still employed in this position, write: ‘2005 to present’.

Education For students whose job experience is little or nonexistent,
this section usually comes first. Begin with your most recent or your
most advanced degree or diploma, give the date and the name of the
institution that granted it. It’s not necessary to include secondary
school, unless you have a particular reason. Make sure to list any
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additional courses, including specific company training programs or
language courses.

Special skills and interests Include such categories as language
fluency, specific computer skills, and hobbies if they demonstrate
qualities relevant to the job. Most personal information is
unnecessary. However, being single might be an advantage for a job
requiring a lot of travelling.

References The names and addresses of two referees are often
required. You don’t need to include references until the employer is
really interested. So just write: ‘Supplied upon request’.

Types of resume

There are two basic types of resumes used to apply for job openings: a
chronological resume and a functional resume.

The chronological resume works well for job seekers with a strong,
solid work history which shows career growth from one position to
the next. It is the most traditional type of resume with the focus on
time, job continuity, growth and advancement. Your work experience
Is given the priority, and jobs are listed in reverse chronological order
with your current, or most recent job, first, along with a brief
description of duties. Employers like this type of resume because it’s
easy to see what jobs you have held and how they qualify you for the
advertised position.

A functional resume focuses on your skills and experience. The focus
on what you did, not when and where you did it. It is used most often
by people who are changing careers, have gaps in their employment
history or very little work experience. This type of resume describes
the achievements and abilities gained through work experience,
vocational training, hobbies, volunteer work, community activities or
just life experience. The employer can see immediately how you fit
the job without having to read through the job descriptions to find out.

There are also variations of these two types. A combination resume
combines the traditional chronological listings and job descriptions
with a quick synopsis of your market value (your skills, qualifications,
accomplishments). It has become the accepted standard nowadays,
and is perhaps most effective for today’s professionals.

18



A targeted resume may be any of the three types above, but it is
written for a specific company or a specific position. Hence, the focus
IS on your experience and skills relevant to the job you are applying
for.

Exercise 11. Answer the questions to the text.

1. What are the main differences between a resume and a CV?
2. What would you write when applying for a grant at Berlin
University/ a managing position in McDonalds? 3. Does your CV
have to be as full as your biography? 4. What information is essential
in any resume? What can be omitted? 5. Why is it good to include a
profile section at the beginning of your resume? 6. What kinds of
resumes are used by job seekers? 7. What is the difference between a
chronological and functional resume? 8. Who prefers a
functional/chronological resume? 9. Is the form of resume writing
flexible?

Sample: Chronological resume

Vladimir M. Kudrevich
Kozlova Str., 8-34
Minsk 200034
Belarus

office:+375-17-262-4526

home: +375-17-236-4786
Profile:
Possess high energy level and excellent communication skills, ability
to analyze needs and implement solutions. Fluent in English and
German.
Work history:
1997- present Manager, Foreign Transactions, ‘Belpromstroibank’,
managed all foreign transactions of the bank
1996-1997 Assistant manager, Foreign Transactions,
‘Belpromstroibank’, assisted managing foreign transactions, wrote and
edited reports.
Sept. 1995-1996 Trainee, Foreign Transactions, ‘Belpromstroibank’,
got training in the main activities of the Foreign Transitions Dept.
Education:
1991-1995Department of Foreign Economic Relations, honors.
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Bachelor of Sciences Degree from Belarus State Economic University
(26 Partizanski Prosp., Minsk, 220070, Belarus)

1993-1994 Exchange program international student of business, the
University of South Carolina at Columbia (USA)

Computer skills: Working knowledge of Microsoft Office, Word,
Excel, Powerpoint, and Internet software

References: Furnished upon request

Sample: Functional resume

Jeremy R. Watkins

910 Oak Street, Verona, CA 12111

555-550-1111 or 555-111-1111 abcd@yahoo.com
Employment Objective A marketing position that offers an
opportunity to use my writing and communication skills.
Writing Skills Wrote creative copy for catalogs and other direct mail
projects; produced variety of business materials, including letters,
reports, proposals; formulated employee policy manuals and job
descriptions; composed essays using APA or MLA format; proofread
and edited all referenced written materials.
Marketing Skills Developed and implemented marketing and sales
campaigns, fundraisers, employee incentive programs and contests;
evaluated target markets and proposed marketing strategies; managed
all phases of direct mail projects; monitored production teams;
recruited and guided vendors; oversaw print operations and
coordinated mailing process.
Communication Skills Promoted products and services; generated
leads and initiated sales; established and improved client
communications; addressed customer inquiries; negotiated conflicts;
coordinated at trade shows and special events.
Business, Administrative and Management Skills Hired, trained,
supervised and evaluated staff members; led teams; chaired
committees; initiated volunteer events and activities.
Education and Training
Ellis College of New York Institute of Technology-online
B.A.* in English-Professional Writing; graduated May 2008; GPA:
4.0
American InterContinental University-online
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M.A.** in Business Administration; graduated April 2006, with
honors; GPA*** 3.75 (on scale of 4.0)

Continuing Education: Customer Service; Conflict Management;
Microsoft

Employment

5/2005 - present (part-time, as needed), Support Substitute

Verona Area School District, Verona, CA

01/2003 - present (part-time, when available), Freelance
Writer/Administrative

Prior Experience: Temporary employment was held while seeking
professional work promoting skills in retail sales and management,
food service, administrative and customer service.

Additional Information: offered time and services to community and
charitable organizations, employer sponsored committees and
children’s school events and activities.

References Will be provided upon request

* BA (bachelor of arts) — 6akanaBp rymMaHiTapHUX HayK
** MA (master of arts) — maricTp rymaHiTapHUX HayK
*** GPA (grade point average) — cepeniii 6ai

Sample: Targeted Resume

Maria Solovyeva

42, Artyoma St., apt. 6

Kharkiv, 61077, Ukraine

Tel.: + (057) 7120645
Job Objective A position as a Chief Accountant
Profile Experienced accounting professional who works well under
pressure, has good oral and written communication skills, knowledge
of computers and administrative abilities.10 years varied experience in
public and private finance; strong managerial experience and
substantial knowledge in local and western accounting.
Qualifications
Kept all books of account, general ledgers, and balance sheets at the
end of fiscal year, prepared financial statements and production
planning forecasts.
Experience
Credit Bank, Kharkov. Senior financial manager. Responsible for
choosing long- and short-term financing techniques, in charge of
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account books, statements, new ideas in planning. (1999-present)
Social Insurance Fund, Kharkov. Accountant. Prepared accounts
payable, accounts receivable and financial statements, handled cash
and kept all books of account, general ledgers and balance sheets.
(1995-1999)

Universal Business Systems, Kharkov. Controller. Responsible for
financial accounting — preparation of the firm’s financial statements,
operating budgets and reports to various local and state agencies.
(1993-1995)

Privat Bank, Kharkov. Bank teller, assistant book-keeper. Handled
cash, prepared accounts payable and accounts receivable (1992-1993)
Education

Kharkov State Academy of Railway Transport (1987-1992)

Master’s degree in Economics and Entrepreneurship

Personal information married, one child

References available upon request

Cover Letter

Exercise 12. Read the dialogue. Summarize the structure of a
cover letter.

Student: | know you usually send a covering letter with a CV. But,
what is it exactly?

Careers counsellor: Well, really it’s a letter telling an employer why
you’re interested in their company or organisation. You can tell them
about your special skills and qualities and why you want to work with
them. It gives you an opportunity to sell yourself to the employer.

S.: I'see. Erm...how long should it be?

C.: It depends. But generally rather short, perhaps one side of an A4
sheet of paper. And the tone should be enthusiastic and professional.
S.: Right. Could you give me a little more detail about what to put in
each paragraph?

C.. OK, TI'll suggest a structure. The first paragraph is your
introduction. You say who you are, why you’re writing and where you
saw the position advertised.

S.: OK, I’ve got that.

C.: In paragraph two, tell the employer why you want the job — in
other words, say what attracted you to the organisation. Show that
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you’re enthusiastic and motivated. Flattery is important, so explain
why it’s the only firm you want to work for.

S.: Right.

C.: The third paragraph is really important. This is where you sell
yourself. Here you mention your qualities, erm... skills and
experience that match what they are looking for. You tell them what
you can contribute to their organisation. Describe yourself like a
product on sale: list your skills and personal qualities like high
motivation, enthusiasm and adaptability. OK? Now we come to the
final paragraph. Say when you’re available for interview. And end on
a positive note. For example, say you are looking forward to hearing
from them soon, or something like that.

S.: Thanks, that’s really helpful.

Exercise 13. Pierre Mayer is applying for the post described in
Exercise 7. Put the sentences in his e-mail in the correct order.

To: hrm@transrl.com
From: Denis Ovcharenko@pt.lu

a) Dear Mr Ishchenko,

b) The aim of the project is to equip the Chief Railway Administration
with up-to-date computer systems, develop adequate software and
support the local IT staff responsible for technology planning.

c) Finally, please do not hesitate to contact me if you need any further
details.

d) With the benefit of all the experience | have gained there, I now
look forward to a challenge and a steady career in my home country.
If 1 am shortlisted, could you please let me know whether you would
be willing to consider a telephone interview.

e) | look forward to hearing from you.

f) 1 am enjoying all the responsibilities tremendously. However, the
project will be completed in three month’s time and I will therefore
leave Bulgaria.

g) Since September 2008, | have been working as IT consultant on a
UN-sponsored project in Bulgaria.

h) With reference to your advertisement in the Kyiv Daily News of 10
May, | would like to apply for the post of Chief It officer. As you can
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see from the attached CV, | obtained my Msci* in mathematics and
computer science from Imperial College London in July 2003.
Yours sincerely,
Denis Ovcharenko

* MsCi — mazicmp mounux Hayk

Exercise 14
a) Study and translate the Useful Language Box.
A Personal | B Skills/ activities C Useful phrases

gualities

creative communication skills | I can work well under pressure.

dynamic organisational ability | I am willing to take the

efficient | was responsible for | initiative.

energetic ...co-ordinating | have a proven track record

cooperative ...developing in...

perceptive ...implementing | have extensive knowledge

responsible ...Initiating of...

well-organised | ...monitoring I have wide experience in/of...

adaptable My work involves I am able to delegate. ..

ambitious ...negotiating | can work effectively in a team.

consistent ...organising I am fluent in...

dependable ...setting up I have a good knowledge of...

loyal ...devising

resourceful ...managing

b) Complete the letter using words and phrases from the Useful
Language box. The letter in brackets indicates which column you
should check to find the correct word or phrase.

Dear Ms Walker,

| am writing to apply for the position of Managing Director which you
advertised in the International Herald Tribune, dated 22April.

| am currently employed as Marketing Director in a medium-sized
railway engineering company. However, | am seeking a position
which will offer a greater challenge and more responsibility.

In my last job, | was responsible for developing a sales strategy for the
firm and for __ (B) the work of the advertising, sales and marketing
personnel. | was also involved in __ (B) contracts with overseas
agents and distributors, setting their sales targets and __ (B) their

24




performance. In the last six months, | have been engaged in __ (B)
franchising networks in Eastern Europe.
| have __ (C) in the railway production industry, having worked for
three companies dealing with train washing units. | think that | work
well _ (C) as | have organised several product launches when | had
to meet tight deadlines. Although | never avoid responsibility, | am
ableto __ (C) authority when necessary.
As for my personal qualities, | ama ___ (A) person, with many ideas
for exiting new products which would interest your company. Most
people say that | am very __ (A), with the ability to motivate staff and
get results. | consider myself to be extremely _ (C) in English and
Spanish, and I have a working knowledge of Portuguese.
| would welcome the opportunity to meet you to discuss my
application at greater length.
Yours sincerely,
Gabrielle Gerard

Exercise 15. Select a job in business you would enjoy and make a
list of the qualifications, skills, and personality traits that you
think are important for that job. Give your reasons.

Example: In my opinion, a person who works in finance must be
precise because making mistakes could cost a company a lot of
money. One of the perks of the job is ... (any extra benefit in addition
to your pay, e.g. company car, laptop computer, language lessons).
(Writing weekly reports, attending unnecessary meetings, having to
work long hours) is a bit of a drag, though.

giving an opinion | | think, in my view, in my opinion, | believe

giving a reason because, as, consequently, therefore, as a result

Exercise 16. Find the job ad and complete the first paragraph of
an application letter. Then write two more paragraphs, explaining
your reasons for applying and describing your skills and qualities.
I am writing to apply for the position of ..., which you advertised in
today’s Daily Informer. | am very excited by the opportunity you offer
and believe that | have the personality and qualifications you are
looking for.
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Interview

Exercise 16. You have just received the following e-mail. Write
your reply to Roger Davis.

To

From Roger Davis@pt.lu

Message Interview

Dear

| am pleased to inform you that you have been short-listed for an
interview for the position of Financial Adviser at Morgan Finance.
Your interview has been scheduled for Friday, April 13 at 1 p.m.
Please confirm that this date and time are convenient for you. An
e-mail reply will suffice.

Regards

Roger Davis

Exercise 18. Discussion
a) Have you ever had an interview? What was it for? How did you
feel? What was the result?
b) Rank the following questions in order of difficulty (1=most
difficult).

a) What are your strengths and weaknesses?

b) How would your colleagues/friends describe you?

c) What can you offer our organisation?

d) Why do you want the job?

e) Would you ever lie to get what you want?

Exercise 19. Read the dialogue. Then make a list of dos and don’ts
for interviewees.

Some tips for those who are going to the job interview

Peter: Before going to the interview try to find out information about
the company you would like to get into. This will help you to make a
better impression. There are also some basic rules common to most
interviews.

Jack: Could you give me some examples?

P.: When greeting the representative of the company, wait until he
moves to shake hands. You should also wait until he offers you a seat.
J.: But what about usual questions people are asked in an interview?
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P.: The most common questions are, for instance: Why do you feel

qualified for the job? Do you enjoy working with others? Are you

willing to work overtime? Tell me about your experience. What are

your long-term career goals?

J.: Are there any surprise questions?

P.: Employers often use ‘killer questions’ or ‘shock tactics’, such as

these: ‘We have employed people from your university, and they

haven't been good. Can you tell us why you think you’'d do better?’

You may anticipate such questions: Why should | hire you? What are

your three greatest strengths for this job?

J.: And how can you act in a situation like this?

B.:. Stay calm, take a few deep breaths and buy some time, e.g.

‘Actually, that’s interesting. I haven’t thought about it, but maybe I’d
" By surprising you with an original or difficult question,

interviewers want an honest reaction and an unplanned response. They

also want to see candidates think through their responses calmly.

J.: | see. Are there any topics that should be avoided?

P.: Yes, certainly. Avoid criticizing your former employers or fellow

workers. Don’t discuss your personal, domestic or financial problems

unless you are asked about them.

J.: Can | ask about the salary?

P.: Absolutely. You can state the salary you want, but not until the

employer has introduced the subject.

J.: Thank you very much for all this valuable information.

P.: One more thing. It would be polite to send a thank-you letter after

the interview. It will remind of you and may help to get a job, finally.

And remember, you never get a second chance. Interviewers only give

you a short time to show who you are. Good luck.

Exercise 20. Match each question about jobs with an appropriate
answer.

1. What’s your current| a) I’ve worked here for about four years
job? Nnow.

2. What does it involve? | b) I'm a supervisor in a logistics company
3. How long have you | called Express Move.

been in your present| c) | enjoy team sports like rugby, but I don’t
job? play as regularly as I’d like.
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4. Do you enjoy your | d) Well, the role involves bureaucracy —
work? and I’m not very keen on that.

5. Is there anything you | €) Very much. My job entails a lot of
don’t like about your | different tasks — from co-ordinating drivers
job? to liaising with suppliers — so I don’t get
6. How do you spend | bored.

your time when you are | f) I’'m responsible for 13 warchouse staff
not working? and report to the site manager.

Exercise 21. Translate the extract from the interview. Suggest the
beginning and the ending of the interview.

I.: So tell me, Ms Pavlova, why should I hire you? Why would you be
suited to this job?

P.. Well, I've worked in international trade before, so I have all the
technical knowledge. | have all the necessary computer skills, too. |
have had plenty of experience doing this kind of work.

I.: OK. But what about personal qualities? | would see those as being
just as important, if not more important, than technical skills.

P.: That’s always a difficult question. I suppose I could say I'm
reliable. I’'m not the kind of person who needs someone looking over
her shoulder all the time. Once I know what I’ve got to do, I just get
on and do it. I'm a hard worker. And I’m flexible. I’'m prepared to
adapt.

I.: Are you used to working without supervision?

P.: Well, in my present job I don’t have constant supervision, but I’'m
always given specific jobs to do. Mostly administration. That’s the
main reason why I’m looking for something new. I’d like to have a bit
more freedom. Well, freedom is maybe the wrong word. More
responsibility is what | mean.

|.: That'’s certainly what this job would involve. But would you be able
to learn the ropes quickly enough? We need someone who can be self-
sufficient almost right away. Are you experienced enough for that?

P.: Of course. It isn’t as if I’'m inexperienced. It’s just that ’'m a little
limited in my current job. I'm a good time manager and a good
organizer. In previous jobs | was used to having more responsibility.
And I’m certainly capable of adapting quickly. Generally speaking,
I’m a fast learner.
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Exercise 22. During interviews framing expressions can be very
helpful. Framing expressions for questions help to show another
guestion is coming. Framing expressions before answers help to
avoid silence and give candidates time to think.

a) Complete the extracts from the interviewer’s remarks at a job
interview with the words from the box.

final = candidates = would = in = follow = was = could = question

1. Now, looking at your CV. I ... like to know what you learned in
your last job. 2. I’'m also interested ... knowing your reasons for
leaving the job. 3. Now, a question we like to ask all our ... . What are
your strong points? 4. I ... wondering what you feel you can bring to
this job? 5. OK. Thank you. A ... now about your computer skills.
What software are you familiar with? 6. Let me ... that up with
another question. How do you feel about working abroad? 7. Right,
thank you. Moving on, ... you tell me what you think the growth areas
in the leisure industry are? 8. OK. Just one ... question. Where do you
think you’ll be in five years’ time?

b) Complete the extracts from the candidate’s answers at the
interview with the words from the box.

expert ® glad = thought = afraid = good * ask = think =detail

1. That’s a very ... question. Basically it was no longer challenging
enough. 2. I’'m ... you asked me that because I developed some
important skills while I was there. 3. I thought you might ... me
something about that. Well, what | can say is, | have a good
knowledge of Excell and Word, and can prepare excellent Powerpoint
presentations. 4. I haven’t really ... about that, to be honest, but I
think it’d be really interesting. 5. Well, without going into too much
..., I have very good people skills. 6. Let me just ... about that for a
moment. Well, my sales and marketing experience should be very
useful to you. 7. I’'m ... I don’t know the answer to that, but | hope to
be working for your company in a senior position. 8. Well, I’'m not an
..., but I think the boom in fitness centres will continue in the next
few years.

¢) Match questions and answers and practise them in pairs.
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Exercise 23. What would you say if you took part in this
interview? Dramatize it.

| Well, Mr Veresov, I see you’ve already had quite a lot of experience
in rail transport industry. Could you dwell on your regular duties at
your recent job?

V Yes, I can tell you that ....

I You mentioned earlier that you liked the people you had worked
with. What features do you appreciate in your colleagues?

V I think that ...

| It seems to me you had a pleasant place of work. I’'m surprised you
are going to leave.

V You are quite right, but ...

I You mentioned that you had attended special language courses. How
do you think it will help you in the future work?

V 1 suppose that....

Exercise 24. Complete the following interview with appropriate
guestions. Then practise the interview in pairs.

A

B | graduated from the University in 2008.

A

B Yes, I’ve had some work experience. I worked for four months
with Brown and Co in their finance department.

A

B | have heard a lot about your company and feel that I could learn a
lot if | worked here.

A

B | enjoy working with people. In my last position, | worked on a
project with four other young people and we shared the
responsibilities well.

A

B | would like to gain some experience and then go on to do an
MBA.

A

B | speak Spanish and a little French. | am also quite competent with
Microsoft Office and | plan to take some special computer courses for
finance.

A
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B Well, | have been told that | am quite fussy about details, but I
think it is very important to be accurate, especially in matters of
accounting and finance.

Exercise 25. Study the following application package and role play
the interview between the management of a British company and
the applicant for the position of a book-keeper/secretary. The job
will be challenging and rewarding. You may invent any
information you wish. You could ask about foreign languages,
education, good/bad qualities, skills, opinion about working
overtime, or any ‘killer questions’.

Book-keeper
A well-established British company requires a book-keeper/secretary,
preferably with previous experience, for their new office in Kiev.
The book-keeper/secretary must be bilingual in Ukrainian and English
and experienced in computer science.
Competitive salary with a challenge to grow.
Enclose your CV and references and write to the Personnel Manager,
RBM company, 47 Pushkin Avenue, Kiev, Ukraine.

Olga Ignatenko
38, Petrovskogo st., Kharkiv
Ukraine
12" April 2009
Personnel Manager
RBM Company
47 Pushkin Avenue
Kyev, Ukraine

Dear Sir,

| would like to apply for the position of a book-keeper/secretary which
you advertised in yesterday’s ‘Kyev Post’.

| have recently graduated from the Ukrainian State Academy of
Railway Transport with MA degree in Economics. For the past two
years I have been bookkeeping at my father’s firm. I can offer a
variety of skills from practical to clerical, any position would suit me
at present.

| speak good English and feel that I am qualified to fill your position. |
am adaptable, reliable and willing to retrain.
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If there is a position available now, | can be contacted on (telephone
No) and would be more than willing to come for an interview.

Yours faithfully,
Ignatenko P.

CV (Resume)

Name/surname
Age

Marital status
Contact telephone
Languages

Education
2004 — 2005
1999 — 2005

Courses and
professional
training

Work experience

Salary
Computer skills
Previous
experience

Interpersonal
qualities

Olga Ignatenko

14 October, 1981

Single

(057) 3721159

English (fluent) — translating, interpreting and
negotiating skills, German (basic)

Master’s course in Economics

Ukrainian State Academy of Railway Transport,
Transport Economics faculty

2000 — Typing and computer courses

2001- 2002 Interpreting courses

2003 -2004 — ‘Garant’ insurance company
Office assistant, translator/interpreter

2004 — 2006 — ‘Karavan’ supermarket

Sales manager

2006-present — ‘Forum’ bank

Accountant

$400 per month including lunch

Word for Windows, Excel, Norton Commander
1. Oral and written translation

2. Meeting and negotiating arrangements

3. Business letters and contract making

4. Working with clients, marketing experience
Good communication skills, energetic, well-
organized, flexible, friendly, responsible
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Exercise 26. Translate the letter and write your own 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. | appreciated the opportunity to discuss my qualifications
and aspirations with you.

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

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

| am looking forward to hearing from you soon.

Sincerely yours,

Jeanne Nguyen

1730 Green Street

Austin, Wexas 78776

(512) 554-1730

Exercise 27. Translate the sentences.

1. dxmo TH mykaem poOOTy, TH MOXKem MiTH A0 Ompo 3
nmpaleBialiTyBaHHS 4Yd  MPOYUTATH  OTOJIOIIEHHS B  Ta3eTi.
2. [IpeTeHieHT MOBUHEH 3alIOBHUTU aHKETY Ta BIAMPABUTH ii pa3oM i3
pe3loMe Ta CYNpPOBITHUM JUCTOM. 3. MeHe IIIKaBIsATh BaKaHCIl
MEHE)Kepa B TypUCTUYHOMY Oi3Heci. 4. S BHeBHEHa, IO MOS
KBaJi(piKallis Ta HABUYKH BiAMOBIAAIOTh MOCAl, HA SKY 5 IPETEHAYIO.
5. PestoMe — 116 KOpOTKHM OMHUC BaIloro IMOMEpPeIHbBOr0 PoO0YO0ro
JOCBITy, OCBITH Ta BMIiHb. O. I1 cunbHi CTOPOHU — II€ KOMII IOTEPHI
HAaBUYKU Ta BUIbHE BOJIOJIHHS aHTJIIACHKOIO MOBOW. 7. I © XoTuia
NEPCHEKTUBHY pPOOOTY Ha 3ali3HMUII 3 KOHKYPEHTOCIPOMOKHOIO
3apIUIaToIO 1 MEPCIEKTUBOIO Kap epHOro pocty. 8. MeH1 moao0aeTbCs
mpaipoBatd 'y Komaumi. 9. S 3 HerepmiHHSAM uekaro Ha Bamry
BianoBias. 10. Mu Moxkemo 3ampomnoHyBaTd Bam  moroBipHY
3apo0iTHY 1aTy 3 mpemismu Ta niibramu. 11, Kanampatu, sxi
npolnu  BiAOip, 3ampolnyroThes Ha cmoiBOecimy. 12. A moxy
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IPAIFOBATH ITiJ] TACKOM Ta TOTOBHH MPAIIOBaTH TOHATHOPMOBO, SKIIO
noTpiOHO.

Supplementary text

Skim the text and explain how the key skills required by
employers have changed with the time. What skills are absolutely
necessary for modern graduates and which are advisable?

Gain a Wealth of Experience
Degrees are no longer enough — employers are looking for skills
in the workplace.
Today, one in three young people enters higher education, and a
degree is fast becoming the minimum qualification for any white-
collar job. This is not to suggest that the value of a degree has
diminished. We now live in a far more complex world and most jobs
today require a much higher level of intellectual skills than ever
before. Graduates enjoy higher pay and lower unemployment than
non-graduates, but most employers will tell you that there is still a
shortage of good graduates.
So what do employers look for in graduate recruits? Certainly, they
want intellectual skills acquired in taking a degree. These include the
ability to collect and analyze information, to acquire special
knowledge, to solve problems, and to communicate. In the past this
was enough. When graduates were a small elite, employers could
afford to invest in extended training programmes lasting between one
and two years.
Most graduate recruits today are expected to make an immediate
contribution to the organization. This means that they need more than
their academic qualifications. Employers look for a range of generic
vocational skills which are useful in almost all types of work; they are
usually known as ‘key skills’.
Six key skills are approved by the Qualifications and Curriculum
Authority (QCA) for incorporation into many vocational education
and training programmes. These key skills are communication, using
and presenting numerical data, information technology, team-working,
improving your own learning and performance, and problem solving.
Graduate employers certainly hope to find all of these, but they also
look for some additional qualities such as adaptability and commercial
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awareness. Above all, they want recruits to have already had some
practical experience of applying them.

Certainly, all students should have some ‘quality work experience’
before they complete their full-time education. However, not enough
employers offer suitable vacancies to provide this. Ideally, you would
get vacation or part-time work relevant to your area of study so that
you could start to apply theory to the world of work. But many
students end up serving in retail shops, bars and fast-food outlets, or
waiting in restaurants. The money is certainly useful, but does menial
work (uopna poGota) provide opportunities for useful learning and
help your career prospects? It does.

Even in the most menial jobs you can analyze everything you see and
do and what your colleagues at all levels are doing. You can try and
work out why things are organized in the way they are and why
people act in the way they do. What do you find motivates the
customers of your business — and annoys them? The job can be used
as a learning opportunity so you can tell future recruiters what skills
and understanding you have gained.

Few people will find a lifetime employer. They will move between
employers to gain greater expertise and experience. Many will be
offered short-term contracts, others will be offered work as
consultants on a self-employed basis. Graduates face more flexible
though less certain futures. In going to university it is important to
recognize that the future will be very different from the past, that you
must learn to adapt and that you can and should learn from every
experience of student life.
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Unit 11 THE STRUCTURE OF A COMPANY

‘Be not afraid of growing slowly,; be only afraid of standing still’
Chinese proverb
Exercise 1. Discussion
1) Are you ambitious? Do you have a career plan? Where do you want
to be in 10 years’ time?
2) Would you prefer to work for a big or a small company? Why?

Read the following statements, and decide whether they are about
the advantages of working in a big or a small company.

a) The atmosphere is friendlier and you know everyone.

b) You are often responsible for a variety of different tasks.

c) You can actually see the result of your contribution to the company.
d) You can be proud of working for a company with a national or
international reputation.

e) You have more independence, and you don’t always have to wait
for permission from a superior.

f) You may be able to go and work in a foreign subsidiary.

g) You’ll probably get a higher salary.

h) Your company will be in a better position in an economic
recession.

Exercise 2. In your opinion, which three qualities below are the
most important for a successful career in business?

Being on time, having ambition, working hard, getting on with people
(being friendly), being adaptable (open to new ideas), knowing about
computers, having a sense of humour, looking smart.

Exercise 3. Study these sentences.

I’m a financial controller. (a/an + job)
| work for ATT. (for + employer)
I’m in marketing (the chemical business). (in + type of work)

Complete this conversation. Use a, an, for, and in. Role play your
own dialogues using the information from the table below.

A: What do you do for a living?

B: I’'m ... computer programmer.
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A: Really? Who do you work ...?

B: Olivetti.

A: What’s your position in the company?

B: I’'m ... product manager. What about you?
A: I work ... Balfour Beatty.

B: So you’re ... the construction business?
A:Yes. I’m ... engineer.

Jobs Industries Divisions/Departments
I'm a/an | work in Finance
assistant manager | railway engineering Advertising
computer programmer| telecommunications Public Relations
Managing Director electronics Logistics
logistics agent construction R&D
train conductor advertising Production
station dispatcher | traffic management Human Resources

Exercise 4. The phrases below all include the word career. Match
them to their correct meanings. Use a dictionary to help you.

1 career ladder a) something you do in order to progress in
your job

2 career move b) period of time away from your job, e.g. look
after your children

3 career break c) series of levels that lead to better and better
jobs

4 career plan d) chances to start/improve your career

5 career opportunities| e) ideas you have for your future career

Exercise 5. Complete these sentences with the verbs from the box.

make = climb = take = have = decide = offer

1. Employees in large multinationals have excellent career
opportunities if they are willing to travel. 2. Some people ... a career
break to do something adventurous like sailing round the world or
going trekking in India. 3. One way to ... a career move is to join a
small but rapidly growing company. 4. In some countries it can take
years to ... the career ladder and reach senior management level.
5. Certain companies ....career opportunities to the long-term
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unemployed or to people with formal qualifications. 6. Ambitious
people often ... on a career plan while they are still at school or
university.

Words to Remember:
acquisition — npuaoaHHs
annual meeting — mopiuHxi 360pu
assets — akTuBH
be liable for — 6yTu BiamoBimaILHUM 32
branch — sigginenns, ¢iis
buy shares (stocks) — kymyBaTu akiii
charter — craryr
debt — 6opr
depend on — 3aiexaru Bin
dissolve a company — po3nyckatu KOMIaHi0
dotcom — inTepHeT-KOMIaHis
elect the Board of Directors — o6upartu paay TupeKTopiB
enterprise — mianmpueEMCTBO
entrepreneur — mianpueMenb
fail — ne Bnatucs; failure — veBgaua, mpopai
franchise — minen3is
in the event of — y Bumanky, 3a ymoBH
ISSUe — BUITyCKaTH, BUJaBaTH
joint stock company — akimionepHe TOBapHUCTBO
joint venture — criijibHE TATPUEMCTBO
legal person — ropuanyna ocoba
limited liability — oOmesxeHa BinImoBiaIbHICTh
lose — BTpauaTu
meet creditors’ demands — BUkoOHyBaTH BUMOTH KPEAUTOPIB
merger — 3auTTs
OWN — BOJIOITH
OWNEr — BIacHUK, Syn proprietor
ownership — BiacHicTh, BOJIOAIHHS
participate — 6paTu y4actb
partnership — cniBpoOITHHUIITBO, KOMIIAHIS
private limited company (Ltd) — npuBaTHa KOMITaHis 3 OOMEKCHOIO
BIAITOB1JAIBHICTIO
profit — Buroaa, mpuOyTok
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provide (supply) capital — nagaBaTu kamiran

public limited company (PIc) — nepxaBHa KoMIIaHisS 3 0OMEKEHOIO
BIIITOB1JAJIbHICTIO

raise money — 30uparu rpoiii

run a company — KepyBaTH KOMIIaHI€I0

sell (sold) — mpoxaBatu

set Up a company — cTBOpIOBaTH KOMITAHIIO

share — miauTUCs, PO3IOILIATH

shareholder — akuionep

sole trader — ogHOOCIOHA BiIacHIiCTh, Syn proprietorship

Stock Exchange — ¢onoBa Gipxa

subsidiary — nouipus xkommanis, dimis, syn affiliate company

take the risks — Opatu Ha cebe pu3uk

Exercise 6. Form all possible derivative words from the given
word: e.g. success — succeed — successful — succession — successor
Own, profit, liable, fail, elect, lose, sell, provide, invest, pay, manage,
develop, produce, employ, special.

Exercise 7. Match the definitions to these easily confused words:
subsidiary (affiliate) = branch = agency

e A company which is controlled by a parent company.

e A business or place of business providing a (usually specified)

service.

¢ A local office belonging to a national firm organization

Put the right word — subsidiary (affiliate), agency or branch — into
the blanks.

1. Coca-Cola has a(n) .... in more countries than there are in the
United States.

2. A travel ... can organize business trips as well as holidays.

3. A(n) ... is a company of which more than half the share capital is
owned by the holding company.

4. The major banks have at least one ... in all large cities.

Exercise 8. Fill in the blanks with the correct word.

raise = legal = assets = ownership = liability = debts
shares = enterprises = issue = charter = failures
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1. The partners in a business are the people who share the ... of it.
2. If you ... money that you need, you can get it, for example, by
selling your property or by borrowing. 3. Small ... have become more
numerous nowadays. 4. Jane ... a room with her sister. 5. Is it ... to
own a gun in this state? 6. For smaller businesses, partnerships allow
people to share the risk but also they must share any .... 7. A
corporation ... states the name of the corporation, the objectives for
which it was formed, its place of business, the number and kinds of
shares it is authorized to ..., the names of the original directors, etc. 8.
The shareholders’ ... for debts is limited to the value of their shares. 9.
If the company fails, all its ... must be sold and the money from the
sale will be used to pay the ... to its creditors.

Exercise 9. Replace the italicized words with the synonyms from
the active vocabulary.

To supply money for starting up the company, to work in a one-person
business, to be at the head of the company, to establish an enterprise,
to hold stocks, to be legally responsible for all debts, to gather capital
for a public limited company, to run an affiliate company, internet
business, in the event of bankruptcy.

Exercise 10. Here is a list of words and expressions connected with
work. Use your dictionary and divide them into the following
categories:

e departments in a company
hours of work
money
losing a job
applying for a job

e adjectives describing different jobs.
Sales, a 9 to 5 job, personnel, accounts, references, a salary, a wage,
advertising, out of work, rate of unemployment, to do overtime, to go
for an interview, to get a bonus, manual, to make someone redundant,
a 7 % pay rise, an hourly rate, mundane, to earn $10 p.a., skilled, to
sack an employee, to work in shifts, to work flexi time, challenging, to
get a commission, to fill in an application form, to get a promotion,
flexible.
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Exercise 11
a) Which of the following types of companies would you prefer to
work for? Why?
e A small or medium-sized family business
e A large multinational company (joint venture)
e Your own company (be self-employed)
e The state company
¢ A trendy new high-tech corporation
b) Read the three descriptions of business organisation.

Text A
Basic Forms of Business Organisation

There are three main types of business ownership in the private
sector of the economy: a joint stock company or limited company
(AmE corporation), partnership and sole trader. The choice depends on
what is to be produced, how capital is to be raised, and the size of the
enterprise.

Sole trader (proprietorship). One person owns and runs the
company. A single person provides the capital and takes all the risks.
Since the proprietor is solely responsible for the success or failure of
the business, he or she gets the profit and enjoys all the fruits of
success. Likewise, a sole trader has unlimited liability for business
debts, even if this means selling personal assets to meet creditors
demands in the event of bankruptcy. The one-person business is the
easiest to set up and to dissolve but it is usually good only for small
business, e.g. in farming, retailing, repair work, personal services such
as hairdressing.

Partnership. A group of people provide capital, set up the
company and manage it together. Partners usually share both the risks
and the profit of the enterprise. If the business fails, they are fully
liable for all debts, and may even have to sell personal assets. A
partner need not play an active role: there may also be sleeping
partners who supply capital and share in the profits, but do not
participate in the management of the company. They have limited
liability, and in the event of bankruptcy only lose their investment, not
their personal assets. Partnerships are a common form of business
organization in such professions as law, accountancy or medicine.
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Joint stock company or Limited company (Corporation Inc.).
Most people doing business form limited companies. Basically, the
joint stock company consists of an association of people who
contribute towards a joint stock of capital for the purpose of carrying
on business with a view to profit. A limited company is a legal person
separated from its owners, and is only liable for the amount of
invested capital. The capital is divided into shares, which are held by
shareholders or stockholders. The liability of shareholders for debts of
the firm is limited to the amount of money they had invested in the
company to buy shares. Shareholders can vote at the annual general
meeting to elect the Board of Directors.

There are two types of limited companies:

1) In a private limited company (Ltd), all shareholders must
agree before any shares can be bought or sold. Most companies begin
as private limited companies. They are often small firms consisting of
the members of one family.

2) Public limited company (Plc) or Corporation is the most
important form of business organization. Public companies are much
larger units and can raise tremendous sums of money. A corporation is
created by a legal document, called a charter, which is issued by the
state. The basic distinction between a private and a public company is
that a public company can offer its shares for sale to the general public
on the stock exchange.

Some corporations are multinationals with subsidiaries and
assets in different countries and they generally engage in mergers with
other companies and acquisitions in order to expand. However, the
large corporation is increasingly under threat from the growing
number of dotcoms set up by entrepreneurs.

Since no one form of business organisation is perfect, so-called
hybrids have been devised like: franchises, limited partnerships,
cooperatives, and joint ventures.

Exercise 12. Answer the questions to the text.

1. What forms of business organisation are widely practised in the
world/in this country? 2. Why do different types of business
organisation exist? 3. What is the simplest and the oldest form of
business enterprise? 4. What are the advantages and disadvantages of
the one-person business? 5. What does limited/unlimited liability
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mean? 6. What are the most important differences between sole
traders and corporations? 7. What are the alternative forms of business
organization? 8. What is necessary to start a corporation? 9. What is
the main difference between a Plc and a Ltd? 10. How can money be
raised a) to start a sole trader, b) to start a public limited company?
11. How do shareholders participate in the operation of a corporation?
12. Why is the one-person business less important compared with the
joint stock company?

Exercise 13
a) Put the types of business organisation into the correct box to
complete the table.

1 2 3 4
one person | owned by two|a registered |a registered
provides all | or more people | company with | company  whose
capital, sets up | who contribute | restricted shares can be
and runs the | capital share transfer | bought and sold on
company the Stock
Exchange
unlimited liability limited liability
the personal assets of the liability for business debts is
owner(s) can be taken to pay any | limited to the amount of the capital
business debts subscribed

b) Make a report on the forms of business organization. Compare
them in terms of their assets, forms of raising capital, liability,
strengths and weaknesses, their role and place in economies.
Support your story with your own examples.

Exercise 14. Make ten common business expressions with the
words below, e.g. sleeping partner, annual general meeting. Use
some words more than once. Make sentences with them.

annual * company * exchange * meeting * unlimited = general = debts
liability = partner = business = directors = limited = personal = private
sleeping = sole = stock = trader = board = assets = public = of
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Exercise 15. Passive Infinitives. Infinitives can be used to describe
things or people. Fill in infinitives in these sentences, using their
passive forms.

e.g. The letter to_be signed is on the table. — Jlucm, wo
nompiono nionucamu, 1e#cums Ha CMoJli.

Mr Smith is the owner of the company to_be formed in our
town. — Micmep Cmim — enachux xomnauii, axa 6yde cmeopena 8
HAULOMY MICHI.

1. The new business (to start) will be in the form of a limited
company. 2. The part of the goods’ price (to pay) to the government is
called taxes. 3. The board of directors (to elect) by our firm includes
experienced managers and a well-known market expert. 4. The
number of shares (to sell) to public was decided on at the General
Meeting of the stockholders. 5. The amount of capital (to raise) will
soon be estimated. 6. The manager studied a draft of the Contract (to
make) with the foreign company. 7. The corporation charter (to
discuss) states the objective of the future business. 8. Our company’s
representatives made a request about the goods (to produce) by the
Manufacturer. 9. The different types of business organization (to find)
in the UK may be classified under five headings.

Exercise 16. Write a short summary, explaining which company
you would prefer to work for in the future. Give several reasons
and counter-arguments. For example:

In a public limited company (corporation) you can .... Furthermore,
big companies allow you to ..., because of ... . Consequently, you can
... . On the other hand, it is true that if you work for a small company
(sole proprietorship), you can ... . Nevertheless, | prefer big
companies because ..., even though ... can be a disadvantage.

Words to Remember:

Advertising Department — Bimisn pexaamMu

be in charge of — BigmoBinaru 3a

be in overall control — moBHICTIO KOHTPOJTFOBATH

be responsible for — OyTu BigmoBigaIbHUM 3a

chain of command — Hm3ka iHCTaHIIIH; iepapXis PiBHIB yIpaBIiHH,
II0 YTBOPIOETHCS  IUIIXOM  JCJIeryBaHHS
IMOBHOBAYXEHDH Ta BIAMOBIIAJIILHOCTEN
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Chief Executive Officer (CIO) — romoBa ¢ipMu, BUKOHYIOYHI
JTHPEKTOP
Chairman of the Board — rosoBa npaBitiHHS pajy TUPEKTOPIB
Chief Accountant — rosioBHu# OyxTanTep
colleagues — xoneru
department (division) — Bigain
Executive — kepiBHUK, aIMiHICTPATOP
freelance — mo3amrarHmii criBpoOITHUK, MO MpaIfoe 0€3 KOHTPAKTY
(BUTbHUM XYJTOKHUK)
Legal Department — ropuanyaHuii Bigmin
Logistics Department — TpaHcOpTHHI BiiT
make decisions — mpuitMaTH pileHHs
Managing Director — kepyroumnii TUPEKTOP
Personnel (Human Resources) Department — Bigain kaapis
Production Department — BupoOHUYuii BiaIia
Public Relations Department — ynpasiiiHHSI rpOMajIChKUX 3B'S3KIB
report to — nomoBiatu, 3BITYyBaTU
Research and Development Department — Bigmin mporao3yBaHHS i
PO3BUTKY
Sales Department — Bigain Toprisii i pearizarii
sales representative — TopriBebHUI TIPEICTAaBHUK
staff (personnel) — nepconasn, mrar
stock-holding company — akmionepHe TOBapuCTBO
subordinate — mignernui
superior (SUPervisor) — kepiBHUK, HAYaTLHUK
SUpervise — kepyBartH, CIIOCTEpiraTu
workforce — po6oua cuiia, TpyI0Bi pecypcH

Exercise 17. Easily confused words: personal / personnel.

Which of these words means ‘belonging to a particular person’?
Which means ‘people employed in a company’? How are they
pronounced? Fill in the blanks with either personal or personnel.

1. Does your Managing Director have a ... assistant? 2. Does your
company have a ... Department or a Human Resources Division?
3. We weren’t able to offer the new service because we hadn’t got
enough trained .... 4. Do you agree that you shouldn’t mix your ...
and professional life?
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Text B
Business structure. Staff of the enterprise

What is the structure of a modern business? What positions are
necessary at a developing enterprise? Every successful businessman
knows it. But what do you know about it? Read the text.

Each company, firm, joint venture, stock-holding company, bank
has its own structure and the staff which is necessary for the work.
There are some general principles how to organize the work at the
enterprise. Most businesses are organized as hierarchies, with a clear
chain of command running down the pyramid. All the people in the
organization know what decisions they are able to make, who their
boss (or superior) is (to whom they report), and who their immediate
subordinates are (to whom they can give instructions). The hierarchy
might be internally divided into functional departments. A company
offering a large number of products or services might also be
subdivided into autonomous divisions, each with its own functional
sections.

The Managing Director or the Chief Executive or President (in
the US) is the head of the company who supervises and leads the
company’s employees. The company is usually run by a Board of
Directors — each Director is in charge of a department. The Chairman
of the Board is in overall control and may not be the head of any one
department.

Vice-President or Vice-Chairman is at the head of the company
if the President or the Chairman is absent or ill.

Most companies employing a large workforce have separate
specialist departments in charge of different functions. There are
Finance, Sales, Marketing, Production, Research and Development
(R&D), Personnel (Human Resources), Legal, Logistics Departments.
These are the most common departments, but some companies have
others as well.

Most departments have a Manager, who is in charge of its day-
to-day running, and who reports to the Director. The Director is
responsible for strategic planning and for making decisions.

Various personnel in each department report to the Manager.
One example, present in almost all countries, is the Sales
Representative, who reports to the Sales Manager.
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Board of Directors
with Chairman (GB)
or President (US)

Managing Director (GB)
Chief Executive Officer (US)
[

Human Financial Marketing Production | |[Research and De-
Resources Director Director Director velopment (R&D
Personnel Chief Ac-

Manaaer countant Works Purchasing
Manaager Manaager
Home Sales Overseas Sales Public Relations Advertising
Manager Manaaer Manaaoer Manaaer

Exercise 18. Now work in pairs. Ask each other:

1. how we usually call the head of the company; 2. what collective
body runs a company; 3. what departments there are in almost every
company; 4. who in charge of the department is; 5. who reports to the
director; 6. what managers deal with; 7. what directors deal with;
8. who reports to the manager.

Exercise 19. Complete the sentences.

1. The head of the company is .... 2. Our joint venture is run by ....
3. The Sales Representative ... to the Sales Manager. 4. ... is in
charge of the day-to-day running of the department and reports to ... .
5. The Chairman of the Board is ... 6. Most companies have ...
departments. 7. The Director is responsible ... .

Exercise 20. Match the verbs in box A to the prepositions in box
B. Use the verbs and prepositions to describe your own work
relationships.

A B
be headed = be responsible = be in charge = | by = after = to = for (2)
report take care = look = deal » work = consist with = of (3)
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Exercise 21. Match each function with the department responsible
for it. Make sentences using expressions from the exercise above.

1. Human Resources a) accounting reports

2. Production b) future products

3. Marketing c) delivery of goods to customers

4, IT (Information | d) creating a positive image of the
Technology) company

5. Finance e) factory, workshop

6. Research and Development | f) computers

7. Legal g) drawing up contracts

8. Logistics h) sales

9. Public Relations 1) hiring staff

Exercise 22. The job titles in italics don't match the
responsibilities! Correct them.

1. The Accountant deals with calls to the company. 2. The Managing
Director buys equipment the company will need. 3. The Brand
Manager is in charge of hiring new staff. 4. The Director of Human
Resources manages the whole company. 5. The Switchboard Operator
prepares financial reports. 6. The Purchasing Manager is responsible
for marketing one of the company's products.

Exercise 23. Read the first paragraph of the text about MTS
Systems Corporation and complete the following ‘fact file’.
MTS Systems Corporation
Headquarters in
Specialises in
Factories located in and
No. of employees

Now read the rest of the text, in which Igor Savchenko describes
the organization of MTS in Kharkiv, and complete the
organization chart below.

My name’s Igor Savchenko and I’'m the Technical and Quality
Manager at MTS in Kharkiv and work within the MTD - the
Materials Testing Division, which makes equipment used by industrial
firms to test the strength and durability of materials like plastics,
metals and so forth. We’re a foreign subsidiary of MTS Systems
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Corporation, an American firm based in Minneapolis. MTS employs
roughly 2,200 people worldwide and is a leading supplier of
mechanical testing and simulation equipment. Our major development
and manufacturing operations are located in the US, France and
Ukraine, and we have sales and service offices around the world.

Before I describe the organization of my department, I’ll outline
the structure from the top, starting with Werner Brown, our CEO, who
oversees all aspects of our activities here. Just below him is the
General Manager, Oleg Subotin, who is my immediate superior. Then
there’s Olga Vlasova, the Human Resources Director, and Irina
Mitsuk, the GM’s Secretary, who also report directly to him. We have
a management team that includes myself, Pavel Mikhaylov, the Sales
Manager, Olena Gritsenko, the Finance Manager, and of course,
Alexander Yarovoy, who is also the Marketing Manager. There are
also two new departments — Customer Service and NVD, the Noise
and Vibration Division — headed by Jane Thornby and Nikolay
Davidenko respectively.

Now, getting back to the way my department is organized, I’'m
responsible for operations, so I’'m in charge of Purchasing and
Planning, R&D and Quality. The Purchasing and Planning
Department schedules production based on orders provided by the
sales team and forecasts from the Marketing Department. In R&D,
there are three sub-departments — Mechanical Engineering,
Electronics, and Software Engineering — which are involved in
developing new products and modifying existing products to meet
customer demands. They receive technical specifications from the
Marketing Department and provide drawings, a parts list and assembly
instructions. Nathalie Launay works closely with me on Quality — an
area that takes up nearly a third of my time. And finally there’s the
head of Shipping, as well as the person in charge of Assembly, who
also report to me.
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Exercise 24. Morten Lauridsen from Copenhagen works for
Unilever, a multinational Transport Engineering company. Here
Is an article about his normal working day. But it’s mixed up! Put
the paragraphs in the correct order.

I can work till seven, or eight at the latest, then that’s it ... I get
in the car and drive home.

The first thing I do when | arrive is check my voice mails and
my emails. | report to the brand manager and work very closely with
him, so we usually have a word over a coffee first before the meetings
begin. There’s nearly always a meeting — the first is about ten.

I’m an assistant brand manager and my typical day is — well | am
hardly ever in the office before nine — but that’s OK because the
Personnel department have a system of flexi-time so we can arrive
between eight and nine thirty and leave between four and half five. In
fact most of us work later than that ... but we don’t get paid for it!

Then after lunch, usually in the canteen, there are more
meetings... in fact I think I do some of my best work later, after five,
when the meetings finish and the phone stops ringing.

This first meeting might be with Market Research to look at
some data, or a budget meeting to discuss the next quarter, or about
packaging, for example.
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Exercise 25. Act as an interpreter at a big enterprise. The
Managing Director (Mr Belov) will have a meeting with a new
partner (Mr Blake) and wants him to get acquainted with the structure
of the enterprise and staff responsibilities.

Mr Belov: JoOpwuii nenn! Paguii 3yctpiui 3 Bamu. MeHe 3ByTh
ITerpo IBanoBuY benoB. S nupexkTop 1p0ro mianpueMcTBa. Mu 0arato
yynu npo Bamry ¢ipmy gk Opo mocTadaibHMKA HaWCy4acHININX
KOMIT IOTepHUX TeXHoJjorii. CrmoaiBaeMocs, 10 Micis 3HAaHOMCTBA 3
HaIllUM MiJIPUEMCTBOM 1 Moro crmiBpoOiTHUKaMu y Bac ckiaaethcs
NpaBWIbHE YABJIEHHS NP0 CTWIb Haioi poOdoTu, 1 ue Oyue
MIITOTOBKOIO 70 MiAMMCAHHS MalOyTHIX KOHTPAKTIB Ta YCIIIIHOT
CITIBITpAIIl.

Mr Blake: Good morning. Nice to meet you, Mr Belov. My
name’s Alex Blake. I’m a Sales Manager at Apple Computers, Inc.
It’s a well-known English computer company with clients all over the
world and good reputation as a reliable partner. Thank you for warm
reception and the possibility to get general information about your
enterprise and the staff. It will be very useful for me.

Mr Belov: Ha wnamomy mianpuemctBi mpaioe 500
cniBpoOITHUKIB. Kepye MOro NisuibHICTIO MPABJIIHHS, K€ CKJIAIa€ThCs
3 11 4osoBIK, 1 040JI0€ HOoro rojosa. Ha HamomMy mianpueMCTBI iCHY€
JIeCsITh BIIJUIIB, Cepel HUX: BHUPOOHWYMM, BIIJAUI peami3arlli,
(dbiHAHCOBUM B, BIAJAUI KaapiB, TPAHCIOPTHUM BIAAIA, BIIILI
MapKETUHTY, IOPUIUYHUHN BIJIJILIT Ta 1H.

Mr Blake: | see that you have a sufficient staff to work
successfully at the computer market. As we are dealing with computer
technologies to achieve best results it’s necessary to organize the work
of Finance, Sales, Research and Development Departments at the
highest level. Could you dwell on some details of the work of these
Departments at your enterprise?

Mr Belov: Ham ¢inancoBmii Bimmin 3alMaeTbcs BCiMa
NMUTaHHSAMHM (IHAHCOBOTO 3a0e3nedeHHss poOoTu miampuemctna. o
HbOT'O BXOJSTh: TOJOBHUM OyxranTep, Kacup, paxiBers 3 (iHAHCOBOTO
MPOTHO3YBAHHS 1 PO3BUTKY POOOTH MiIMPUEMCTBA.

Mr Blake: As | know you have excellent specialists in this
sphere. They are experienced and skillful persons in the questions of
finance and tax legislation.
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Exercise 26. Read the text below, then use the words given to
make questions about Pierre.

My name’s Pierre Meyer. I’'m from Luxembourg, and I’'m an IT
specialist. I have a passion for anything that’s related to computers. |
graduated in maths and computer science from Imperial College
London. Since then, I’ve been working on a very exciting project in
Bulgaria, developing new software for a government ministry. In
addition, | also train the ministry IT staff in the use of new
technologies. I'm going back home in three months’ time, when the
project finishes. I’ve just read about an interesting vacancy for an IT
job with a famous bank, so I’'m going to apply.

I love what I do because it’s not only about machines. I work in a
team most of the time. On top of that, I’m responsible for training a lot
of people.

1. Pierre / do / for a living? What does Pierre do for a living?
He’s an IT consultant.

2. Where / from? From Imperial College London.

3. think / project in Bulgaria? | He says it’s very exciting.

4. project / finish? In three months’s time.

5. job / only about computers? | No, it isn’t. He often works with
people.

6. have / any other Yes. He also has to train a lot of

responsibilities? people.

Exercise 27. Read the text above again, then write questions for
Pierre’s answers .

1. What’s your name? — Pierre. 2. ... - From Luxembourg. 3. ... In
maths and computer science. 4. ... — Since I graduated. 5. ... — For a
government ministry. 6. ... - The ministry IT staff. 7. ... — When the
project finishes. 8. ... — An IT job with a bank. 9. ... — Because | work
with people, not only computers. 10. ... — Yes, most of the time.

Exercise 28. You and your former school-mate meet after a long
period of time. One of you runs his/her own business, another
works at a joint venture. Ask each other questions concerning
your work. Be as curious as you only can. For ideas:
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1. Where do you work? What are you? 2. What is the name of your
company? 3. What is your position in the company? 4. Have you got
much work to do every day? 5. What do you deal with? 6. How large
Is the staff of your company? 7. What are you in charge of? 8. Who do
you report to? 9. Are there possibilities for promotion?

Presentation of the company

Introducing yourself
On behalf of myself and Logo Company, I’d like to welcome you.
My name’s ... I’'m a specialist in...

Introducing the topic
I’like to outline ( highlight)...
I’m going to tell you about ...
I’ve divided my presentation into 4 parts.
First, I’ll give you some background information.
Secondly, I’ll talk about ...
After that, I’ll dwell on ...
Finally, I want to look at our future plans.

Introducing new information
Here’s some basic information concerning...
Let me add a few figures.
Let’s have a look at some statistics.
Ending the presentation

To conclude, I want to tell you about our future plans.
Finally, a few words about our new projects.
Thanks very much for coming to my presentation.
If you have any questions, I’ll be happy to answer them.

Exercise 29. What makes a good presentation? There are some
rules and language to be learnt. This is the beginning of any
presentation.

a) Greet your audience.

b) Introduce yourself.

c) Give the title of your talk.

d) Describe the structure of your talk.

e) Explain that the audience can interrupt if they want.

f) Say something about the length of your talk.
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Now read the beginning of a model introduction based on phrases
for a-f.

a Good afternoon everyone, b My name’s Arnold Layton. I'm a
geophysicist for EIf Aquitaine, with special responsibility for
analysing new fields in the North Sea, ¢ I’'m going to talk about some
recent research into new methods of detecting oil in shallow waters,
d I’ve divided my talk into three parts. First, research that we have
done. Then I'll report on some published research from other
companies, and finally(I’ll talk about what this may mean for our
exploration activities. e Please interrupt if at any time you have any
questions or something is not clear. f My talk will last about half an
hour.

Exercise 30. Project

a) As a member of the human resources department of a large
multinational, you visit universities/colleges making presentations
to students on your company and the job opportunities it offers
graduates. Choose or invent a company to represent. You may
report any information you wish about the company’s structure,
main areas of business, financial performance, product range,
future prospects.

b) You are a Public Relations Specialist at a big (multinational)
firm. Today you have a conference with journalists of the most
important newspapers in the country. Your task is to make a good
presentation of your firm, its goals, its structure, its activities and
the staff.

Supplementary Text

Corporate Culture
Every business — in fact every organization — has a culture or,
simply speaking, ‘the way we do things round here’. Sometimes it is
difficult to read from the outside — some people are loyal to their
bosses, others are loyal to the union, still others care only about their
colleagues. If you ask employees why they work, they will answer
‘because we need the money’. On the other hand, sometimes the
culture of an organization is very strong; everyone knows the goals of
the corporation, and they are working for them. At the heart of
corporate culture — and critical to a company’s success — are the
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‘shared values’ which provide a sense of common direction for all
employees and guidelines for their day-to-day behaviour. A company
like Caterpillar, for example, declares ‘an extraordinary commitment
to meeting customer needs’ — symbolised in their slogan ‘24-hour
service anywhere in the world’.

People at all stages of their careers need to understand culture
and how it works because it will likely have a powerful effect on their
lives. People just starting their careers may think a job is just a job.
But when they choose a company, they often choose a way of life.
Culture can make them fast or slow workers, tough or friendly
managers, team players or individuals.

Take, for example, an executive at General Electric who is being
wooed by Xerox — more money, a bigger office, greater responsibility.
If his first reaction is to grab it, he’s probably going to be
disappointed. Xerox has a totally different culture than GE. Success
(even survival) at Xerox is closely tied with the ability to work and
play hard, Xerox-style. By contrast, GE has a more thoughtful and
slow-moving culture. Success at GE is ability to take work seriously
and considerable respect for authority. But these same values may not
be held in high esteem elsewhere. A person of proven success at GE
will bring these values to Xerox because past experience of GE’s
culture has reinforced them — and quickly fizzle out at Xerox, not even
understanding why. Culture shock may be one of the main reasons
why people ‘fail” when they leave one organization for another. But
they fail in not necessarily doing the job, but in not reading the culture
correctly.

Whether weak or strong, culture has a powerful influence
throughout an organization. It affects practically everything — from
who gets promoted and what decisions are made, to how employees
dress and what sports they play. Because of this impact, culture also
has a major effect on the success of a business.

Exercise 31. Discuss the questions to the text.

1. What is corporate culture? 2. What is meant by ‘strong’ corporate
culture? 3. How are corporate culture and success interrelated?
4. What is the cornerstone of corporate culture? 5. Why is it important
to understand the culture of your organization? 6. How do the Xerox
culture and the General Electric culture differ? 7. Why do people
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sometimes seem to fail in new work? 8. Which aspects of organization
does culture affect?

Exercise 32

a) What, in your opinion, are the shared values behind the
following businesses?

McDonalds, Sony, Rolls-Royce, The Walt Disney Company,
Christian Dior, IBM, Roshen, Microsoft, Bombardier.

b) Have you ever been in a situation where your personal culture
didn’t match the culture of an organisation/group you belonged
to? Describe your experience.
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Unit 111 BASICS OF MARKETING AND ADVERTISING

Words to remember:
appeal (to) — npuBabIIOBaTH, IO00ATUCH
believe — BipuTu
brand awareness — BiioMicTh TOProBeIbHOI MApKH
brand loyalty — BigmanicTh crioxxuBadiB OpeH Iy
brand mark — toprosensna mapka
communications mix — KOMIIJICKC MapKETUHIOBUX KOMYHIKaIlif
compare — ropiBHIOBaTH
competitor — koHKypeHT; COMpete — KOHKYpyBaTH
COMPrise — BKIIIOYaTH B ceoe
CONSUMEr — croskuBay;, CONSUMer goods — CrioXXUBYi TOBapH
copyright (property rights) — aBropcbke mpaBo, KOMIpaWT, MpaBoO
BJIACHOCTI
counterfeiting — migpo6ka; counterfeit — mapooOka
create — ctBoproBaTu
distinguish (from) — Bigpi3usaTucs (Bin)
distribute — posmoginsru, distribution — po3nomin, pearnizaiis
direct mail — pexnama momroro
essential — ronoBHUH, TICHTPATBHUIA
evaluate — ominroBatn
event — 3axix (puiiom)
execute — BUKOHYBAaTH, 3/111ICHIOBATH
exhibition — BucraBka, mokas
fake — miapoOka; dampmmBka; miapoodaaTy; GanbcudikyBaTn
Implementation — 3xilicCHEeHHsI, BAKOHAHHS, peaji3aiis
key activity — ocHOBHaA HisUIbHICTD
launch — mounHaTu, 3armo4aTKOBYBAaTH, ITYCKATH B Xi]T
marketing mix — KoMIIIeKC MapKETHHTY
market research — BUBuYEeHHS MOXKJIIMBOCTEH PUHKY
meet (the needs) — BigmoBigaTu (moTpedam)
merchandise trade — Toprisist ToBapamu
product development — po3po06iieHHS TPOIYKTY
profit — Buroma, KOpucThb
public relations (PR) — 38’30k (oprasxi3ariii) 3 rpoMaCcbKIiCTIO
reach the customer — gocsiratv MOKymMIIst
retail — posnpi6ua Topriemns; ant wholesale — onrosa Toprisis
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sales promotion — ctuMyroBaHHS 30yTy; POCYBaHHS TOBApy

satisfy wants and needs — 3a10BOIbHATH Oa)kKaHHS Ta MOTPEOU

sign — mianucyBaTu

signage — imeHTUIKAMIHHUA KOMIDICKT QipMu (HaOip TOProBEIbHHUX
3HaKiB, BUBICOK Ta IHIIHUX €JIEMEHTIB, K1 (OPMYIOTh 00pa3
KOMIIaH1i, MEpEXXi PECTOPaHIB 1 T. JI.)

store — mara3uH, CKJasj

Exercise 1. Read and translate the text.

What is marketing?
Marketing is the process of studying wants and needs and satisfying
them by exchanging goods and services; this results in satisfied buyers
and creates profits for sellers.

Nowadays, general marketing strategy includes such essential
elements as planning, market research, new product development, sale
and the so-called communications mix which comprises advertising,
public relations, direct mail and special events such as product shows,
conferences and exhibitions.

An essential part of marketing is marketing research. The object of it
Is to find out what consumers want and advise producers the standard
of quality, style of packaging, choice of brand name and general
design of the products. Many businesses have created a position called
marketing manager who plans and executes the conception, pricing,
promotion, and distribution of ideas, goods and services that satisfy
individual and organizational goals. Implementation of marketing
concept begins and ends with marketing information about customers
— first to determine what customers need, and later to evaluate how
well the firm is meeting those needs.

When developing programs to satisfy markets wants and needs
marketing managers work with several variables known as the
marketing mix. A marketing mix is the strategic combination of
product decisions on packaging, pricing, distribution, credit, branding,
service, and other marketing activities.

Traditionally the important elements of the marketing mix are defined
as the four P’s:

Product (quality, product range, and packaging);
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Place (where product is available and how it is distributed)
Promotion (how the potential consumers should be reached and how
the company should push its products);

Price (the cost to the buyer of goods and services; credit, retail
margins).

Product development is a key activity in any modern business. From
a marketing viewpoint a product is not just the physical good or
service, e.g. a washing machine, car, or bottle of beer. The product
consists of: price, package, store surroundings, image created by
advertising, guarantee, reputation of the producer, brand name,
service, buyers’ past experience. \When people buy a product, they
evaluate all these things and compare products in all these
dimensions.

Exercise 2. Answer the following questions.

1. What is marketing? 2. What does marketing strategy involve?
3. What are the functions of a marketing manager? 4. What is a
marketing mix? 5. How are the important elements of the marketing
mix defined? 6. Tell about the four Ps. 7. What does product mean for
marketing? 8. What activity is essential in any modern business?
9. What does a product include?

Exercise 3
a) Read a part of Professor Rasby’s lecture at London University
about successful marketing.

Well, the key to successful marketing involves many different things.
Most people would say successful marketing is just a good creative
campaign. Some people would go further than that and say it involves
many good marketing communications: reaching the right people,
clear marketing messages and working well with sales teams to get the
right sales channels.

But the most common definition of marketing is just two words:
customer orientation. What does that actually mean though? It really
means four things: producing what customers want, when they want it,
at the right price and in a way that’s profitable for the company, and |
believe in that definition very strongly.
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b) Complete the following sentences using the information
obtained:

1. Successful marketing includes good creative ..., good marketing
communications and customer ... 2. Good marketing communications

include reaching the right ..., clear marketing ... and working well
with ... to get the right sales channels. 3. Customer orientation really
means four things: producing what customers ..., ... they want it, at

the right ... and in a way that’s ....

Exercise 4. Martin is the marketing manager of a
telecommunications company. He is telling his colleagues about
the marketing mix for a new product. Read and take notes on the
four Ps.

The key factors of our cable package are that you get everything you
need to connect to the Internet, and that your connection is faster than
anything you can get anywhere else. You can email videos in just
seconds, instead of minutes or hours. Customers also get free
webspace and can use our webpage design program. And finally, our
software automatically scans all incoming emails for viruses.

We will be reaching customers through ads on websites and in
magazines starting in September. Our product will then be
immediately available to customers in major metropolitan areas across
Europe. We will guarantee that customers will have all hardware and
be able to use our modems within 48 hours of placing an order.

We haven’t fixed a price yet, but this will be decided in the next week
or two. Because our product is in the introduction phase, our pricing
model should win us as many customers as possible, as quickly as
possible.

Product have everything you need to connect to the Internet, ...

Price

Placement

Promotion

Exercise 5

a) Read the interviews of four consumers talking about different
products. Decide which of the four Ps each speaker is discussing:
product, price, promotion or place.

60



A | really wanted it. But when | tried to buy it, | just couldn’t get it
anywhere. My friend heard that it was in one shop and he queued
up for ages, but they’d run out by lunch time.

B The company held a party on a river boat to launch their new
campaign. It was absolutely fantastic. We also got a free gift at the
end.

C The shoes were really expensive but definitely worth it. I think the
fact that they are so expensive really distinguishes them from the
competition.

D I’ve had this briefcase for 20 years and it still looks good. The
material is high quality and long-lasting.

b) Think of some products you have bought recently. Why did you
buy them? Which of the four Ps influenced your decision to buy?

Exercise 6. Read and translate the text about branding. Before
reading discuss the following questions:

1. Who in your group is wearing clothes of well-known brands?

2. Why are these brands so popular?

Branding
Branding, like marketing, is as old as the concepts of ownership and
selling. In former times, people branded an item simply to show who
the owner was. Nowadays brands are powerful instruments of
strategic marketing and long-term profitability.

Brand is defined as ‘a name, sign, symbol or design intended to
identify the goods or services of one seller or group of sellers, and to
differentiate them from those of a competitor’. A brand name is that
part of a brand that can be spoken, including letters, words and
numbers, like BMW, Danone or Citibank. A brand mark is the
element of a brand that cannot be spoken, often a symbol, design or
specific packaging, like the Mercedes logo or the Absolut Vodka
bottle. A trademark is the legal designation indicating that the owner
has exclusive use of the brand.

Brand names, as well as other brand elements such as logos, symbols,
characters, spokespeople, packages should be memorable,
meaningful, likable and protectable. A good brand name is easy for
customers to say, spell and recall. Excellent examples are Dell, Nokia
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and Ford. Besides being memorable, it is an advantage that brand
elements are meaningful: for example, Mr Clean (cleaning product),
Vanish (stain remover), Head & Shoulders (shampoo) and Newsweek
(magazine).

To build a successful global brand, the brand name should be easy to
pronounce in different languages. Global brand names also have to be
culture- or language-neutral in the sense that they do not evoke
strange or undesirable connotations in foreign languages. Kodak, Mars
and IBM are good examples of this linguistic neutrality.

Three categories of brands can be distinguished:

Manufacturer brands are developed by producers, e.g. Levi’s,
Danone and BMW. Own-label brands (also called private labels,
store brands) are developed and owned by wholesalers or retailers.
There is no link between the manufacturer and the brand. St Michael
(Marks & Spencer) and Derby (Delhaize, Belgium) are examples of
store brands. Generic brands (sumoa mapka ToBapy) indicate the
product category. Generics are in fact brandless products. They are
usually sold at the lowest prices. Did you know that aspirin and
linoleum were once brand names? So were nylon, escalator, kerosene
and zipper. All of those names became so popular, so identified with
the product, that they lost their brand status and became generic (the
name of the product class). The producers then had to come up with
new names. The original Aspirin, for example, became Bayer aspirin.
Some companies are working hard to protect their brand names today,
e.g. Xerox (don’t say ‘Xerox it’, say ‘Copy it’).

Exercise 7. Answer the following questions:

1. Why did people brand an item in former times? 2. What do brands
signal in the 21% century? 3. How is brand defined? 4. Give the
definitions of a brand name, a brand mark and a trademark. 5. What
brand elements do you know? 6. What is the difference between a
logo, a brand, and a trademark? Think of examples of each. 7. What
are the main characteristics of successful brand names? 8. Name and
characterize brand categories.

Exercise 8. How many expressions with brand do you know?
Match the terms in the box with their definitions.
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|

brand awareness * brand extension * off-brand * brand identity ° J
brand name derived brand * brand image * brand loyalty

1. What a brand is called. 2. How much people are aware of a brand.

3. What a company wants people to think about a brand. 4. What

people actually think about a brand. 5. When a product doesn’t fit the

company’s brand. 6. When people like a brand and buy it again and

again. 7. When an existing brand is used to support a new range of

products. 8. When a component of a product becomes a brand in its

own right (e.g. Intel in PCs).

Exercise 9

a) Read the text about counterfeiting and fake goods. Discuss
these questions before reading.

1. How often do you see pirated imitations of well-known brands for
sale in your country? 2. Have you ever bought something that you
knew was an illegal copy?

If you can make it, they can fake it

The violation of intellectual property rights and the illegal copying of
all kinds of goods from cigarettes to medicines really took off in the
1990s and has become an issue of major concern to companies and
governments around the world.

Counterfeiting is worrying multinationals as it now makes up between
5 and 7% of all global merchandise trade. The World Health
Organization says that about 10% of the world’s medicines are
counterfeit. Here are some examples of the kinds of fake goods that
have been found in the marketplace. A woman in New York recently
phoned her local drugstore to complain about the bitter taste from the
cholesterol-lowering Lipitor pills that she was taking. On examination
in a lab, the pills turned out to be counterfeits. Over the next two
months, 16.5 million pills were withdrawn from warehouse and
pharmacy shelves.

In a Chinese warehouse, authorities came across a store of counterfeit
Buick windshields ready for the export market. China also sells Honda
fake parts for half the price of the original. China is by far the greatest
violator of property rights and two-thirds of the world’s fake goods
are turned out there.
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Secret service agents in Guam discovered bogus North Korean-made
pharmaceuticals, cigarettes, and counterfeit $100 bills.

French Customs recently picked up more than 11,000 fake parts for
Nokia cell phones, batteries, and phone covers.

And the list goes on and on. Multinational companies are putting
pressure on the governments of violating countries to make them
control the counterfeiters. Goods are being electronically tagged and
companies are sending detectives around the world to track down
companies and countries involved in the production of fake goods.

b) Match the countries with the pirated goods

1. USA _____a)carwindshields

2. Brazil b) pharmaceuticals, cigarettes, $100 bills
3. China c) parts for cell phones

4. Guam d) pills for controlling cholesterol

5. France e) printer cartridges

c) Answer these questions

1. Which country represents the biggest problem in terms of violations
of property rights? 2. What are multinational companies doing to cope
with the problem of illegal counterfeiting? 3. How would you describe
the situation with counterfeiting in your country? What can be done
about it?

Words to remember:

be concerned with — matu BigHOWIEHHS 10

commercial — pexnama Ha TenebaueHHI a00 pajio

convince smb of — mepekoHyBaTH, 3aNICBHATH

convincing — mepeKoHINBUH

determine — Bu3Havatu

display — mokas, neMoHcTpariis

draw attention to — npuBepTaTH yBary Jo

emerge — BUHUKATH, 3’ IBIATUCS

encourage — 3aoxouyyBaTru

endorse a product — pekoMeHAyBaTH TOBAp, BUCTYIIATH B MiATPUMKY
TOBapy

endorsement — miaTpUMKa, CXBaJICHHS TOBAPY BiJIOMOIO JIFOAHUHOIO
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eye-catching — mpuBaOIMBHii, TOH, 1110 IIPUBEPTAE yBAry

exist — icHyBaTu, existence — HasBHICTb, ICHYBaHHS

expensive — 1oporuii

feature — puca, xapakTepucTuka

free samples — 6e3ko1TOBHI 3pa3Ku

generate sales — mopoiKyBaTH 30yT

harm reputation — mkoauTu peryTariii

IMprove — nokparniyBatu

influence — BuuB; BruBaTH; Syn impact

influential — BrIMBOBMIA, BaXKTMBHIA

Income — goxiza, mpuOyTOK

institutional (prestige) ad — kopmopatuBHa (iMiIKeBa) pekjIama,

pexiiama ipmu (a He 11 ToBapiB)

leaflet — pexiamua mucTiBka

mass media — 3acobu MacoBoi iHdopmarrii

medium — 3aci6

misleading — sikuii BBOAWTH B OMaHy, OOMaHHUI

outdoor advertising — BynmuHa pekiama, pekiaMa Ha BIIKPHTOMY
MOBITP1

persuade — nmepekoHyBaTH, CXHJISATH

persuasive — nmepeKOHINBHIA

point-of-purchase — miciie mpoaaxy, mMicrie TOKYTKH

price reduction — 3MeHIIIEHHS IIHU

private label — mapka ToprosenpHOTO TiAIPHEMCTBA

product placement — po3mimeHHs TPUXOBAHOT PEKIAMH

prohibit — 3aboponstu

publicity — myGmiuHicTh; MOy IAPHICTH, Cl1aBa

purchase — kymyBaru; syn buy

recognizable logo — moroTum dipmu, sikuii Jierko po3mizHaTH

slogan — no3yHnr, neBi3

stimulate sales — crumyaroBaTi pogax

street furniture — Byauune o0nagHaAHHS

target customer — miabOBUM CIIOKHUBAY

trade fair — spmapok

unique selling point (USP) — yHikalbHa BJIaCTHBICTH MPOAYKIIII,

yHIKaJIbHA TOPrOBEIbHA ITPOITO3HIIIS
use promotional tools — BukopHcTOBYBaTH 3aCO0M CTUMYJTFOBAHHS
30yTy
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via — gepes, 3a JOIIOMOI'OIO
word-of-mouth — ycHwuii

Exercise 10. Replace the italicized words with the synonyms from
the active vocabulary.

Stimulate sales of a new product, to convince customers to buy, to
define the marketing strategy, to attract attention to the unique selling
points of the goods, to ban using children in advertisements on TV,
attention-grabbing commercial, oral communication, to employ
different promotional tools, to use important mass media for
promotion, to deal with the public relations, to generate business profit
for the company, new forms of advertising which appeared recently.

Exercise 11
a) What kind of sales promotions are you receptive to?
e coupons giving a price reduction?
o free samples?
e discounts for buying a large quantity?
e price reductions in shops?
e packets offering *20 % Extra’?

b) What makes a good advertisement? Use some of the words
below.

clever interesting funny persuasive  leye-catching
powerful humorous shocking informative [sexy

¢) Do you think that the advertising practices described below are
acceptable?

a) Using children in advertisements

b) Using nudity in advertisements

¢) Promoting alcohol on TV

d) Comparing your products to your competitors’ products

e) An image flashed onto a screen very quickly so that people are
affected without noticing it (subliminal advertising)

Exercise 12
a) Read three opinions about advertising.
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(1) First of all, an advert has to be attention-grabbing and powerful.
You need a strong image that is eye-catching, a catchy slogan, a joke
or something shocking. In advertising we talk about the AIDA
formula. A is for attention. I is for interest. D is for desire. A is for
action. An ad needs to do more than get our attention. It also has to be
effective and persuasive. It must get us interested, make us want the
product and motivate us to go out and buy it.
Michael Hamilton, advertising executive
(2) Advertising has changed over the years. Adverts are no longer
purely informative and focused on the product. Many of the adverts
that we see today are short stories telling inspirational tales that are
often witty, humorous and sophisticated. People do not want to
remember that life can be dull. They want to see something original
and creative. The adverts take away the ordinariness of everyday life
and take us to somewhere exotic or romantic.
Miranda Hoyles, head of US advertising agency
(3) Many people talk about advertisements that are exciting and
intriguing. But for me, an instantly recognizable logo is really
important. Good logos have been built up so they are recognizable.
Part of what makes a good advert is a clear symbol that people
immediately identify with the company. A good slogan also helps you
make a connection. ‘The real thing’ makes you think of Coca-Cola
immediately. It’s also important that your slogan does not become
irritating.
Christie Peterson, illustrator
b) Are these statements true or false?
1. Michael Hamilton says that adverts must attract attention and be
persuasive. 2. He also states that an advert should encourage us to buy
the product it is advertising. 3. Miranda Hoyles states that adverts
nowadays are different from years ago. 4. Hoyles also says people like
adverts that reflect everyday life. 5. Christie Peterson focuses on
slogans and logos. 6. She says that excitement is more important than
the image of the company.

¢) Find adjectives in the first two texts which mean the following.

1. attracting your attention because it is easily remembered; 2. very
noticeable; 3. amusing and enjoyable, easy to remember; 4. very bad,
upsetting; 5. works well and produces the results you want; 6. able to
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make people do or believe something; 7. funny and clever; 8. not
interesting or exciting; 9. imaginative, using completely new and
different ideas; 10. unusual and exciting because it comes from a
distant country.

Exercise 13. Read and translate the text.

Advertising and Promotion

Companies have to develop good products or services, price them
attractively, and make them accessible to their target customers. But
this is not enough: they also have to use various promotional tools to
generate sales. Even a good, attractively priced product that clearly
satisfies a need has to be made known to its target customers. The
producer has to develop product or brand awareness i.e. inform
potential customers (distributors, retailers) about the product’s
existence, its features, its advantages, and so on. According to the
well-known ‘Four Ps’ of the marketing mix (product, place,
promotion and price), this is clearly a matter of promotion. There are
four major promotional tools: sales promotions, public relations,
personal selling and advertising.

Public relations (PR) is concerned with maintaining, improving or
protecting the image of a company or product. The most important
element of PR is publicity which (as opposed to advertising) is any
mention of a company’s products that is not paid for, in any medium
read, viewed or heard by a company’s potential customers. A lot of
research has shown that people are more likely to believe publicity
than advertising.

Sales promotions such as free samples, coupons, price reductions are
designed to stimulate sales of a product, to strengthen brand loyalty
among retailers or to gain entry to new markets.

Personal selling is the most expensive promotional tool, and is used
sparingly. The majority of new product ideas come from customers
via sales representatives.

Advertising is considered a synonym of marketing communications
because it is the most important promotional tool using mass media.
Advertising informs consumers about the existence and benefits of
products and services, draws attention to the ‘unique selling
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points’(USPs) of products (these are the qualities that make a product
different from competitors’ products), and persuades them to buy.

There exist many different forms of advertising, such as direct mail,
billboards, newspapers and magazines, radio, television, and the
Internet. The best form of advertising is the kind that generates the
most business income proportional to the amount of money that can
be spent. In this respect, word-of-mouth advertising costs the least:
people just tell their friends about the benefits of products or services
that they have purchased. Yet no providers of goods or services rely
on this alone, but use paid advertising instead. Indeed, many
organizations also use institutional or prestige advertising, which is
designed to build up their reputation rather than to sell particular
products.

The world of outdoor advertising involves billboards, transport and
‘street furniture’ (e.g. bus shelters and public toilets). It is one of the
fastest-growing segments, having doubled its market share in recent
years.

New forms of advertising are emerging and they are overtaking
traditional media because of a shift towards internet advertising.
Companies are experimenting in new ways to reach customers via the
World Wide Web, e.g. social network advertising on sites like
Facebook.

A popular type of creative communication on television is the
infomercial (information + commercial) or programme-length
advertising. During an ‘informative programme’ a product is
presented and demonstrated to the consumer, who is urged to order it
by telephone.

These days, advertisers have come up with new ways of promoting
their products. For example, product placement is now common. This
Is advertising in books, TV programmes or films where a character,
preferably played by a famous actor, uses a particular product. For
example, Tom Cruise’s character in the movie “Minority Report” had
a computer with the Nokia logo on it, and his watch was clearly made
by Bulgari. James Bond movies are, in some respect, one long advert
for vodka, watches and cars. Twenty companies will see their products
in the new Bond film, having paid $70ml (£44ml) for the privilege.
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TV commercials are a very effective medium for advertisers, though
these are very expensive. If an organization wants to have a 30-second
TV advert during the annual Super-bowl game in the United States,
they have to pay about 2.5 $ million.

Perhaps the most interesting development is the use of famous
personalities to endorse a product. The basketball player, Michael
Jordan, endorsed Nike products and wore them while playing. David
Beckham, the footballer, endorsed Police sunglasses. Endorsements,
even though very expensive, certainly increase a product’s sales.

But, of couse, a large variety of other communications instruments
exist, for example, sponsorship, point-of-purchase communications
(such as displays within the shop), exhibitions and trade fairs, direct
marketing (direct mailings, telemarketing), e-communications (the
internet, e-commerce, mobile marketing, interactive digital television).

Exercise 14. Answer the following questions:

1. What is promotion? Why is it an integral part of ‘four Ps’ marketing
formula? 2. Explain the concept of USPs. 3. What are the main
promotional tools? 4. How is personal selling used? 5. Why do
companies have PR managers? 6. What are the main goals of
advertising? 7. What is the best form of advertising? 8. What
innovations have appeared recently in the world of advertising? 9. Is
product placement popular in our books and films? Can you give any
examples? 10. Do you like social network advertising? Why? 11. How
can product placement or endorsement influence your decision to
buy? 12. Explain the AIDA formula.

Exercise 15. Read the text again and find definitions to the
following notions.

1. Promotion. 2. Public relations. 3. Publicity. 4. Sales promotions.
5. Personal selling. 6. Advertising. 7. Endorsement. 8. Product
placement.9. Commercial. 10. USP. 11. Institutional advertising.
12. Brand awareness.

Exercise 16. There exist different types of discounts which are an

effective mechanism of promotion. Match the discounts below to
their definitions.
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1. trade discount a. a discount to buyers purchasing a large
2. bulk discount amount
3. promotional b. a discount for payment in cash
discount c. a discount offered on goods sold at the
4. cash discount ‘wrong’ time of the year, such as ski equipment
5. professional in summer
discount d. a discount to people in a particular field, e.qg.
6. employee when doctors pay a reduced price for medicine
discount e. a discount for staff
7. seasonal discount | f. a fixed percentage offered to a distributor
g. a lower retail price for a special sale

Are all of these discounts offered in your country? What discounts
have you ever used? How do they help companies reach their goals?

Exercise 17. Match the words dealing with advertising with their
meanings.

sponsorship = commercial » promote » misleading = slogan = endorse =
logo

1. an advert on TV or radio; 2. financial support a company gives in
order to get publicity for themselves; 3. a short phrase that is easy to
remember; 4. to say publicly that you support or approve of
something; 5. giving the wrong idea or impression; 6. special design /
symbol that a company puts on all its products or adverts; 7. to try to
sell a product, e.g. by special advertising.

Exercise 18. Read the dialogue and choose the correct answer.

A: OK, let’s brainstorm how we’re going to promote / endorse this
product.

B: Well, we could get a famous celebrity like David Beckham to
endorse it.

A: | think that would be much too expensive. Commercial /
Sponsorship of a TV programme would also cost a lot. And a TV logo
/ commercial is out for the same reason. I’ve seen some great TV
shots which are visually beautiful and really eye-catching / shocking,
often set in romantic or dull / exotic locations. But I don’t think
they’ve been very effective / witty as people can’t remember the
product they’re advertising.
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B: I agree, but we don’t want something catchy / dull and boring.
How about advertising on the radio — would the budget run to that?

A: Yes, we could stretch to that.

B: And would you like something witty and eye-catching / catchy?

A: Maybe. | want something new and dull / original. But most
importantly, it must be persuasive / misleading. It must get people to
buy the product.

Exercise 19. Project: Promotional strategies.
a) Divide into two groups. Each team is responsible for promoting
one of the following:

Virtual Passenger DESEC Tracklayer
Special features: Special features:
e Chats, tells jokes, plays music, | e Fastest and most economical way
asks questions to replace turnouts and track panels
o Keeps you awake e Removes old turnouts and
e Stops boredom replaces new ones under catenary
e 20,000 word memory — knows | ® Flexible to safely work within
your interests short traffic windows at stations

e Automatically opens windows | and line
e Alarm function if driver falls | ® Self loading/unloading onto a flat

asleep wagon for unrestricted rail transport
o Ideal for sales reps e Guarantees unchanged geometry
e Price: 500 of turnouts in transport and laying
e Tailor made to client’s
applications

Decide exactly what your product is, what is special about it, and
which tools you would use to promote it. Imagine that you have a
generous budget, and are thus able to employ several different tactics.

b) You are in charge of starting ad campaign to promote a new
product. Write an advert for the product, based on the
information above. Decide on your target market and how to
make your product sound attractive. Try using the approach
suggested underneath.

1. Target market Who do you want to sell this product to? Think of at
least five things about the kind of person who will buy them. (e.g.
Age? Sex? Income? Social class? Interests?)
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2. Image Decide what kind of image you want to give to the product.
Choose two adjectives to describe it and then think of a picture and a
headline which will communicate this image immediately.
3. Create a need Think of the needs that this product will meet. Begin
the advert with questions like: Have you ever wanted ...? Are you
looking for ...? Have you ever tried ...?
4. Features and benefits Give at least five benefits of the product.
5. The call to action End your advert by asking the reader to take
some action. Here are a few ideas:

For more information, write to this address...

Visit ExpoRail, Hall 9 — Booth Nr.A128, 16-18 October 2015.

Buy it now, before it’s too late.
Presentation as a promotional tool

Exercise 20. The text below contains several recommendations for
giving effective presentations. Match the seven points below to the
right paragraph.

1. Choose visuals to support the presentation.

2. Have a simple, clear structure.

3. Show enthusiasm.

4. Use Power Point.

5. Making informal presentations.

6. Dealing with nerves.

7. Considering the purpose and the audience.

a The key to a successful oral presentation is to keep things simple. |
try to stick to three points. | give an overview of the points, present
them to the audience, and summarize them at the end.

b My purpose or desired outcome, the type of audience, and the
message dictate the formality of the presentation, the kind of visuals,
the number of anecdotes, and the jokes or examples that | use. Most of
my presentations are designed to sell, to explain, or to motivate. When
| plan the presentation, | think about the audience. Are they
professionals or nonprofessionals? Purchasers or sellers? Providers or
users? Internal or external? My purpose and the audience mix
determine the tone and focus of the presentation.
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¢ When | make a presentation, | use the visuals as the outline. | will
not use notes. | like to select the kind of visual that not only best
supports the message but also best fits the audience and the physical
location. PowerPoint, slides, overhead transparencies, and flip charts
are the four main kinds of visuals I use.

d PowerPoint and slide presentations work well when | am selling a
product or an idea to large groups (15 people or more). In this format,
| like to use examples and graphs and tables to support my message in
a general way.

e In small presentations, including one-on-ones and presentations
where the audience is part of the actual process, | like transparencies
or flip charts. They allow me to be more informal.

f | get very, very nervous when | speak in public. | handle my
nervousness by just trying to look as if, instead of talking to so many
people, I’'m walking in and talking to a single person. I don’t like to
speak behind lecterns. Instead, I like to get out and just be open and
portray that openness: “I’m here to tell you a story.”

g | try very hard for people to enjoy my presentations by showing
enthusiasm on the subject and by being sincere. | try not to use a hard
sell — 1 just try to report or to explain. In addition, it helps that | am
speaking about something that | very strongly believe in and
something that I really, really enjoy doing.

Luis E. Lamela, February 11,1997 From Business and
Administrative Communication by Kitty Locker, Irwin
McGraw-H
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( Presentation

@ IntroductionT \
2. Main body
3. Summary

4. Questions
and discussion

and conclusion

Introduction

Good morning / afternoon ladies and gentlemen.
| plan to say a few words about ... I'm going to talk about ...
The subject of my talk is ... The theme of my presentation is ...
1'd like to give you an overview of ...
I'’ve divided my talk into (three) parts. First ... Second ... Third ...
In the first part ... Then in the second part ... Finally ...
The presentation will take about twenty minutes.
After my talk there’ll be time for discussion and questions.

Exercise 21. Presenters use different techniques to get their
audience’s attention at the start of a presentation. Match the
techniques below to the examples.

a) tell a personal story c) ask a question

b) offer an amazing fact d) state a problem

1. 1 wonder if any of you here know the answer to the question:
What’s the most popular holiday destination in Europe for people
under the age of 25? 2. When | was on holiday a few years ago in
Greece, the owner of a taverna told me that in 20 years’ time, the little
village where he lived would be popular tourist resort. 3. Let me give
you a statistic: 92% of Americans do not own a passport. Consider the
opportunity this presents to the travel industry. 4. We’re facing a crisis
with our market share. What are we going to do about it?

Exercise 22. Read the introduction to a presentation about plans
to develop a new production plant in Taiwan. Which technique
from ex. would you use to add a personal touch?

Okay, thanks. I’'m here to talk about the design proposals for the
production plant at Taipei. My talk will be in three parts followed by a
30-minute discussion. I’'m going to start with the background to each
proposal — something about our negotiations with the Taiwanese
government — then in the second part I’ll go over the main
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characteristics of each proposal, Proposal One and Proposal Two.
Then in the third part I’ll highlight some key considerations we have
to bear in mind. Finally, I’ll end with an invitation to ask questions or
make any comments you like. We’ll discuss matters arising from the
talk ... Okay? So to begin with, a few words on the history.

Exercise 23. Choose one of the presentation situations below.
Prepare four different openings using the techniques described
above. Practice the openings with a partner.

1. Your company is developing a small car aimed at women.
Audience: a group of car dealers.

2. 'Your bank wishes to encourage young people to save money.
Audience: a group of students.

3. Your firm has produced a new wagon lamp which has unique
features.

Audience: a group of rail customers at a trade fair.

Main Body

First the background, then the present situation, and finally the
prospects for the future.

Now let’s move to the first part of my talk, which is about ...

So, to begin with ...

There are three things to consider. First ...Second ... Third ...

We can see four advantages and two disadvantages. First,
advantages. One is ... Another is ... Finally ...

On the other hand, there are two disadvantages. First ...

Let’s move on to (the next part which is) ... SO now we come to ...
If you take a look at this next slide, you will see that...

So, to come back to my main point...

That completes / concludes ... That’s all (I want to say for now) ...

Exercise 24. Read a part of the main body of a presentation on
Energy Resources in South America. Underline linking elements.
The first one has been done for you.

Different countries’ energy production is primarily based on their
natural resources and their progress in exploiting them.

Now I'd like to talk briefly about Latin America, and three countries
in particular, beginning with Venezuela, which for many years has had

76




a strong oil industry. For years the economy has been dependent on
oil, and although there are other significant resources in Venezuela,
especially water, the emphasis has always been on fossil fuels.

Let’s look now at Argentina, which is quite a lot different to
Venezuela in that it hasn’t enjoyed such a long history of success with
oil for the simple reason that they have a great deal less of it. On the
other hand, they have developed better use of hydro-electric power, so
the use of energy in Argentina has been spread around among many
sources - but fossil fuels are once again the most important.

That’s all I want to say about Argentina. Now let’s talk about Peru.

For many reasons, principally economic, Peru is typical of the Andean
countries in that there is far less development of actual resources than
such a rich geographical land mass - and a long coast - might lead us
to suppose. The Amazon basin is a rich source of very many types of
possible energy source. The most important one here is oil, but the
problem is, that exploitation of the oil resources conflicts with
conservation and ecological responsibilities. And this is a political and
economic problem. Now, so much for Peru. | now want to say
something about the other opportunities in Latin America ...

Summarizing and Concluding

Summaries restate what has Conclusion is different: it often
already been said. Remember | contains a message which grows out
the maxim: ‘In a presentation, | of the information described in the
say what you are going to say, | main body of the talk. It may contain
say it, then tell them you’ve lessons learnt, recommendations and
said it.’ next steps.

1'd like to end by emphasizing the main point(s).

I'd like to end with ... (a summary of the main points; some
observations based on what I've said; some recommendations, a
brief conclusion).

That concludes (the formal part of) my talk. Now 1'd like to invite
your comments (questions).

Alright. Now, any questions or comments?

So, now 1'd be very interested to hear your comments.
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Exercise 25. Read the end of a presentation by Ben Seznec,
Marketing Director of Foss, an agricultural machinery
manufacturer. His talk is about company valuation. What is his
key message?

So, that brings me to almost the end of my talk. I’d like to end with a
short restatement of the main point. The key issue, the key
understanding is that it is in valuing a company’s assets, perhaps the
key thing these days is the value of brand names. Most acquisitions
are in effect attempts to take over brand names. Traditional valuation,
based on tangible assets, is no longer sufficient.

So, what are the lessons that we can learn from this? | think most
importantly, we have to build up the power of our brand names. We
have to establish greater brand identity. This requires a radical
approach to marketing, making our brand name the focus of all our
efforts. This policy will best boost the company’s assets. Thank you
everyone for listening.

Read again. Is this a summary or a conclusion or is it both?
Explain it.
Questions and Discussion

That’s a difficult question to answer in a few words.
I don’t have much experience in that field ...
I'm afraid that’s outside the scope of my talk / this session.
Sorry, I'm not sure I've understood. Could you repeat?
Do you mean ... ? I didn’t catch (the last part of) your question.
If 1 have understood you correctly, you mean ... ? Is that right?
Does that answer your question? Is that okay?

Exercise 26. Read two different ways of ending the same sales
presentation by Maria Repps about an automatic warehouse
system, the Storo. Decide if they:
invite the audience to ask questions
- are a lead-in to a discussion
invite the audience to ask questions and have a discussion
+ request comments.

Example 1
So, I’ve described how the system works. Now, any questions?

Example 2
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| think that covers the main points | wanted to tell you about ... thank
you for letting me talk about the Storo System. So ... now ... I’d like
to invite you to tell me about the needs that you have ... to suggest
any specific qualities you need in a warehousing system ... and at the
same time, if there is anything you are not clear about, please ask ... if
anything needs clarification.

Exercise 27. Divide into groups of four. Each person should
prepare part of a short presentation of the product or service. Use
the following tips to make notes on the four Ps of one of your
company’s products or services. Then use your notes to give a
short presentation to the class.

Product: What are the important aspects of your product? Why do
people want to buy your product?

Price: What factors affect your price?

Placement: When and where is your product available to customers?
Promotion: List the ways in which you reach customers. What are
your contact points?

End your presentation with a brief summary and/or conclusion.
Finally, move to questions/comments or discussion.

Your colleagues should:

e ask questions

e ask for more details

e ask for clarification / repetition

e paraphrase part(s) of what you said

e offer more information based on their knowledge and / or
experience.

Types of visual support: visual, film/video, picture/diagram, pie
chart, segment chart/table, row/column, graph/bar graph/line graph, x
axis or horizontal axis, y axis or vertical axis, left-hand/right-hand axis
lines (in a line graph), solid line, dotted line, broken line.

Equipment: (slide) projector, diapositives (AmE), slides (BrE),
computer tools, laptop, data projector, monitor, PowerPoint, modem,
Internet download, overhead projector (OHP), slide (AmE),
transparency (BrE), flip chart/whiteboard.
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Study some rules of using visual supports
« Combination of OHP and flip chart with markers is often good.
« First visual should give the title of talk.
« Second should show structure of talk - main headings.
« Keep text to minimum - never just read text from visuals.
« Do not use too many visuals - guide is one visual per two minutes.
« Use pauses - give audience time to comprehend picture.
« Never show a visual until you want to talk about it.
« Remove visual once finished talking about it.
« Use of PowerPoint or similar software is a great presentations tool.

Exercise 28. Read the three advertisements from “International
Railway Journal”. Choose one of the products and prepare a
presentation of it. You are free to decide on the environment
(meeting with your colleagues, scientific conference, presentation
at the transport exhibition, etc.). Browse the web to find more
information about the advertised product.

Continental
The Future in Motion

Sustainably on track
Greener, safer, and more economical — thanks to air spring systems
and rubber-metal components from ContiTech Railway Engineering.
Our products make rail vehicles quieter, ensure safe mobility on trams
and underground railways as well as local and express trains, and
withstand extreme climatic conditions from +50 to -50 C. And since
we operate as both system and development partners, we value
sutainability not only in our products but also in our relationships with
customers.
ContiTech Luftfedersysteme GmbH
Tel. +49(0)51193850042
railway suspension_parts@as.contitech.de

Now arriving: the train you’ve been waiting for
MITRAC TCMS - intelligence on-line
The world’s most exiting live sportcasts are just a touch away on
Bombardier’s new trains. Our new powerful MITRAC train control
and management system takes trains on-line.
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Passengers will enjoy constantly updated traffic information,
individualized entertainment and internet access. Service personnel
will receive full train diagnostics quickly and accurately. Security
personnel will have access to real-time camera images and event
alerts. And traffic operators will enjoy entirely new possibilities for
cost-effective fleet management.

Our communication network is based on open-standard, scalable and
secure IP-technology that offers higher bandwidth data transfer and
has the capacity to integrate all on-board equipment. MITRAC TCMS
also handles all communication between train and ground. Naturally,
the system is rugged and railway proven in every detail.

This new way of travelling will give you a real kick.
info@mitrac.bombardier.com

TieTek, LLC Composite Sleepers

TieTek has developed an innovative solution for the traditional wood
railroad sleeper. Applying a patented manufacturing process, TieTek
has produced an alternative railroad sleeper that is superior in
performance, environmentally correct, and able to provide significant
value to its railroad customers.
The Proven Alternative:

e Over 100,000 in use
Installs and handles like wood
Longer life cycle than wood
100% recyclable and made primarily of recycled materials
Impervious to insect damage and hostile environments
Uses standard track fastening systems — cut and screw spikes

e [SO 9000 certified
Ideally formulated and manufactured for the toughest railroad
environments.
TieTek, LLC
14315 W.Hardy Road, Houston, TX 77060, USA
Tel: +1 281 847 0029
Fax: +1 281 847 1791
Email: dbrink@tietek.com
Web: www.tietek.com
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Exercise 29. Role-play: Presentations

Choose one of the following situations and prepare a presentation
of a new product as part of marketing campaign to give to the rest
of the group.

1. As sales director of a logistics company, you must make a
presentation to launch your new range of containers to the forwarders.
Your presentation should cover the main features of each product and
emphasize their selling points. You may invent any information you
wish about the company and its products.

2. Choose or invent a company in one of the following product
categories: passenger services, freight services, rolling stock and its
maintenance, track and track facilities, electrical products and
telecommunication devices, road machines. As sales manager of that
company make a presentation to your sales force on the latest
additions to your product range. Your presentation should cover the
main features of each new product and emphasize their selling points.
You may invent any information you wish.
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Unit IV MONEY

Words to remember:

revenue — npubyTok, moxin (money that a business or organization
receives over a period of time especially from selling goods and
services)

iIncome — npudyTok, goxia (money that you earn from your job or that
you receive from investments)

earnings — 3apo0irok, npubyTtok (the money that a person receives
for the work they do in a particular period of time)

advance payment — aBaHCOBHIA IJIATIXK
accept cheques — npuiimaTtn yeku
at (on) short notice — y KOpOTKHH CTpOK, 3 KOPOTKOYACHHUM
IMOB1JOMJIEHHAM
be subject to — migsratu
by return (of) mail — 3BopoTHOO TIOIITOO
bill of exchange — Bekcenb
borrow — moswuatu, 6patu B 60pr
cash — rorieka, pay in cash — miatutu rotiBkoro, cash — mIaTuTu
cashier — xacup
charge a commission — HapaxoByBaTH KOMICiO
clear the account — crutatuts (ITOTaCUTH) PaXyHOK
collect interest — craryBatu BiicOTKH
CONCESSIoN — MocTyIKa, KOHIECIs
currency — Bamora
current account — HOTOYHUN PaxyHOK
deduct from — BimpaxoByBatu 3
deposit account — gemo3uTHUI paxyHOK
draft — rurati>kHe TOpyYeHHS, TpaTTa, MIEPEKa3HUI BEKCEITb
drawee — Tpacar (JirogMHA, Ha SIKYy BHUCTaBJICHA TpaTTa), IUIATHUK (TI0
BEKCEJII0 ), BeKCeleepKaTelh
drawer — BekcesneoiepKyBad, TpacaHT (JIFOJMHA, SKa BUCTABJISIE
TPaTTy), YKJIaaad JOKyMEHTa
earn (income, money, an interest) — 3apo0usaTi (mpuOYTOK, PO,
B1JICOTOK)
expiry — 3akiH4eHHsI CTPOKY JIii
fee (royalties) — ronopap, BuHaropoja
foreign exchange rate — xypc oOMiHy BarOTH
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in advance — 3aBuacHO, 3a31aJIeTiAb

in due course — y BiAMOBITHUH Yac, Yy BCTAHOBJIICHOMY MOPSIKY

invoice — paxyHok-(akTypa

issuing authority — opranm Bimagu, 1m0 JalOTh HaKas3H, I03BOJIH,

OpIepH TOIIO

issuing bank — 6ank-emiTeHT

letter of credit (L/C) — akpenuTus

lend — mo3unuaTu, naBatu B Oopr

monthly statement — momicsyHa BioMicTh, OagaHC

outstanding (overdue) account — mpPOCTpOUCHUN pPaxyHOK,

HECIUIAYEHUHN PAXyHOK

overdraft — nepeBuieHHs (KpeauTy, paxXyHKa)

OWe — OyTH 3000B’sI3aHUM, MaTH OOpT

pass book — GaHkiBChKa oIagHa KHIKKA

paying-in slip — 6;1aHk BHECEHHS I'POIICH Ha paXyHOK

payee — ojepKyBad Ipoliiei, Ipe/’ IBHUK YeKa/BEKCes

receive payment — ojaepKyBaTH IjiaTy

reimbursement — xommencarnis, reimburse — moBepratu (cymy),
KOMIICHCYBATH

remainder — 3aJMIIOK, YacTKa, 1110 3aJUIIMIACh

salary — 3apo0iTHa 11aTa ciyk00BIIs, OKJIa

settle an account — crmauyBaTu paxyHOK

signh a cheque — mianucyBatu 4ek

supervise — kepyBaTH, KOHTpPOJIOBaTH;, account supervisor -

MEHEKEP 10 POOOTI 3 KIIIEHTAMHU

transfer money — nepeka3yBaTu KOIITH

traveller’s cheque — mopoxHiii uek

value — BapTicTh, IIIHHICTH

wage(s) — 3apo0biTHa 11aTta poOiTHHKA

withdraw money — 3nimaru rporri

Exercise 1

a) Complete the sentences using the appropriate word from the
box. Consult the active vocabulary for the unit if needed.

salary, revenue, wages, earnings, income, fringe benefits (perks), fee

1. How much ... did you earn on your shares last year? 2. Our
company offers very good ...: a company car, expense account and so
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on. 3. The best lawyers often ask for the highest ... . 4. The machine
operators have asked for another rise in their weekly ... . 5. Total
company ... for 1996 was the best yet. 6. My total ... this year,
including salary, royalties, fees, dividends and perks, should exceed
£300,000. 7. His annual ... is just under $48,000.

b) How are these people usually paid: factory worker, sales
representative, senior manager, executive secretary, writer, lawyer,
train dispatcher?

Exercise 2

a) It is important to get paid for supplying goods or services but it
Is also important to get paid at the moment you want to. Late
payments are not for cash flow! For this reason, it is essential to
master prepositions of time. Match the prepositional phrase in
box A with ‘meaning’ in box B.

A B
in a week a particular moment
on Friday 21 May after a specific period of time
by the end of the month | before or on a specific day, date or time
at 6 o’clock before the end of a stated period of time
within two weeks a specific day or date

b) Some prepositions are used with certain fixed expressions.
Which preposition from the list is used in these expressions?

at= by =in = on

... due course ... advance

.. this time next week/month/year ... arrival

.. the latest ... return of mail
... short notice ... schedule

.. the earliest ... delivery

c) Complete these sentences using in, on, by, at, within.

1. Could you let me have the documents ... Friday ... the latest?
2. The sales contract is due to be concluded ... ten days’ time.
3. Payment will be made ... arrival of the goods. 4. You should
receive payment ... the next two weeks. 5. It will be difficult to
arrange payment ... such short notice. 6. We would be grateful if you
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would forward your cheque ... return of mail. 7. Payment is 10% ...
advance, the remainder ... delivery.

Exercise 3

a) Read the text and complete the gaps using one of the words
from the box.

shares = shareholders = worth = invested = stake = spend
earn = owe = borrowed = save = dividend = lent = tax = pay

Me and my money

When I was eighteen I inherited £ 1000 from my grandmother. |
... half of the money on the Stock Market and the rest I put in the
bank. I bought ... in three different companies and each one pays me a
... every year. | also have a 20 % ... in a small company started by a
friend of mine. There are four other ... in the company. I have a small
house in London. It is probably ... £ 250,000 now. I ... £100,000 from
the bank when | bought it. I work as an accountant and ... a
reasonable salary, but | have to pay a lot of ... . My father ... me quite
a lot of money for my studies and I still ... him about £ 5,000. I ...
him back about £ 100 a month. I ... a lot of money on my favourite
sport, skiing, but I also like to try and ... for my old age.

b) According to the text, are these statements true or false?

1. He owes his grandmother £1,000. 2. He sold his house in London.
3. He has shares in four companies. 4. He lent the bank money to buy
the house. 5. He is a lawyer. 6. He pays a lot of tax. 7. His father gives
him £100 a month. 8. He spends a lot of money on his hobby.

Exercise 4. Read the text about foreign exchange and decide if the
following statements are true or false.

1. The value of every currency changes daily.

2. Each bank tells its head office the current exchange rate.

3. Each country has Exchange Regulations.

4. Most countries have strict import regulations.

In most countries it is possible to buy and sell currencies through
a bank. Each day the head offices of banks announce the latest
exchange rates. These rates are usually displayed on a board in each
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branch. The banks ‘buy high and sell low.” The banks also charge a
commission.

However, foreign exchange is not an open market. You cannot
go into a bank and buy as much as you want of any currency. The
amount of currency that can be imported or exported is subject to each
country’s Exchange Regulations. Many countries want to import as
much foreign currency as possible but strictly limit the export of their
own currency.

Exercise 5

a) Read and role play the dialogues.

Man: | want to open a joint current account for myself and my wife,
please.

Clerk: Ah, I see, sir. Well, first you have to see the manager.
M: Very well.

C: Have you got your passport?

M: Yes, of course.

C: A letter of introduction?

M: Oh, no, I’m afraid, not.

C: Never mind ... excuse me a moment.

b) Translate the answers of the bank clerk.

Lady: Excuse me, what is the exchange rate for French francs?

Clerk: TTepemnporyto, Mmagam?

L: What is the exchange rate for French francs?

C: Haxanp, s He 3Ha10. Bam Tpeba 3BepHYTHCS Yy BIIIIT 1HO3EMHOI
BaJIFOTHU.

L: Where’s that?

C: Och Tam.

¢) Complete the dialogue with your answers.

Man: I"d like to transfer some money from my deposit to my current
account.

Clerk: ... [sanumatime, uu 3anoenue 6in 6ionosiony gopmy|

M: Yes, here it is.

C: ... [noosikyiime ma 3anumatime, 4u € 8 Hb020 ODAHKIBCOKA KHUNCKA]
M: Yes ... there you are.

C: ... [noosxyime]
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Exercise 6. Study the meaning of suffixes —er(-or) and —ee.
Translate the words.

—er(-0r) — nozuauac n00UHy, IKA BUKOHYE Oil0
—ee — no3Hauae TOOUHY, Ha SIKY CIPIMOBAHA Oisl

Trainer — trainee, employer — employee, interviewer — interviewee,
payer — payee, addresser — addressee, presenter — presentee, referrer —
referee, consignor — consignee, examiner — examinee, drawer —
drawee.

Exercise 7

a) Read the text about bank accounts and decide if the following
statements are true or false.

1. You can only withdraw money 5 times a week from a current
account.

2. You cannot collect interest from a current account.

3. The manager interviews the applicant because he wants to know
how much money he earns.

4. The applicant receives a cheque book immediately after the
interview.

5. A deposit is more popular than a current account.

6. The bank keeps the pass book.

7. The bank pays customers whose money is in a deposit account.

8. It is possible to withdraw more than €20 from a deposit account.

There are different kinds of bank accounts. The most popular are
the current and deposit accounts. A current account pays no interest
but it has other advantages. Firstly, it enables people to keep their
money in a safe place. Secondly, it allows them to withdraw it at any
time. Thirdly, it provides them with a cheque book so that they do not
have to carry a lot of cash.

To open a current account it is necessary to see the branch
manager. He has to decide whether the applicant is likely to keep the
account in credit. A current account holder can only overdraw with the
manager’s permission. The manager will therefore want to meet the
applicant to get the necessary background information. For example,
he will want to know the applicant’s occupation and his place of work.
He will also probably want a reference from his/her employer. If, after
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the interview the manager is satisfied with the applicant he will
approve the application, arrange for the applicant to be given a cheque
book and arrange for a monthly statement to be sent to him/her.

A deposit account is another popular kind of account. It has
advantages over a current account. First of all it is easier to open than
a current account. There is no need to see the manager. A customer
only has to fill in a form and then deposit the minimum amount of
money required by the bank. A deposit account earns interest for the
customer. The bank invests the money that the customer pays in and,
in return, the bank pays the customer interest.

b) List the advantages and disadvantages of a deposit and a
current account.

Advantages Disadvantages

Current Account

Deposit Account

Exercise 8

a) Read and role play the dialogue.

Lady: | want to cash these cheques please.

Clerk: Certainly, madam ... Could I have your passport, please?
L: Yes, here you are.

C: Thank you ... would you sign each of them, please?

L: Could I have new notes?

C: Yes, madam.

b) Put the lines of the dialogue in order.

M: Yes, of course.

C: Thank you ... would you wait just a moment sir? There you are.
Clerk: Certainly, sir ... May I have your cheque book, please?

Man: I’d like to know the balance of my account, please.
M: Thank you.

¢) Translate the word and word combinations in brackets.

Lady: I'd like (noxracmu) some money in my (denozumnuti paxynox).
Clerk: Could you (3anosnumu) a paying-in slip, please, madam?

L: Oh yes ... (ocb sin).

C: Could I have your (bauxiscoka kuuscka) t00?
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L: Yes, of course. Here you are.

d) Compose the dialogue for the following situation: the woman
wants to close her account, and the clerk explains that she has to
check the account, write out a cheque to herself for that amount, and
return the cheque book to the cashier.

Exercise 9

a) Read and translate the dialogue. Learn the expressions typical
for telephone conversation.

Walker: Good morning. This is Elaine Walker from Coopers. I'm
calling to Stylehouse and I'd like to speak to someone in your
accounts department.

Austin: Hello, Ed Austin here. How can | help?

W: I’m calling from Coopers about an overdue account. Shall I give
you the details?

A: Yes, go ahead!

W: Our invoice number is 11299 and your purchase order number is
XZ632.

A: I’1l just get the details up on my screen, wait a bit, please. Ah yes,
Coopers. Can you confirm the amount outstanding?

W: It’s now £22,306. This includes interest we’ve added since last
month.

A: That’s not the figure I have. This invoice is for £21,761.

W: You’ll notice that our terms are thirty days net. After that we add
interest daily to all overdue accounts. £22,306 reflects that addition.
We advised you of this in our last letter.

A: I’m not sure about this. I need to speak to my manager. Hold on.

W: That’s okay, I’ll wait.

A few moments later ...

Barton: Sarah Barton, Accounts Supervisor, | hear you have a
problem with your account.

W: The problem we have with our account is that Stylehouse has not
paid it! Can you tell me what the problem is and when we can expect
payment?

B: I can’t see why you haven’t received payment yet. I’ll need to look
into this and get back to you. Can | take your number?
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W: My number is 02086759463. | need your answer today, though.
We’ve sent you three reminder letters so far and we will be taking
further action if the account is not settled promptly.

B: | promise '/l call you back before five p.m.

b) Find in the text English equivalents for the following
combinations.

Bbyxrantepcbkuil BiJAL1, TPOCTPOUYCHUN PaxyHOK, HOMEp paxyHKa-
dbaKkTypH, 3aMOBJICHHS Ha IMOKYIKY, SKIIO BU IOYEKAETE XBIIIMHKY,
MIITBEPAUTH CyMy 3a00proBaHOCTI, Ile BKIrO4ae BigcoTkw, 30 mHIB
0e3 BIJACOTKA, IMIOJACHHO J0JaBaTH BIACOTKM, NOYEKATH Ha JIIHII,
NEePEA3BOHUTH BaM, JIMCT-HaraayBaHHS, OpaTHCs 3a MOJAJIbII i,
paxyHOK, HE CTUTAaY€HUN CBOEYACHO.

c) Complete the sentences below using the following words:

overdraft = overdue = outstanding = purchase * size
addition = account * supervisor

1. The ... of Coopers’ ... has become rather large. 2. The Accounts
Manager, Elaine Walker, 1s chasing up* an overdue ... . 3. She
telephones Stylehouse and gives a member of their accounts
department, Ed Austin, the invoice and ... order numbers. 4. Ed and
Elaine do not agree on the amount ... . 5. Elaine informs Ed of the
daily ... of interest to all ... accounts. 6. He puts Elaine through to his
.., who 1is surprised that Coopers haven’t received payment and
promises to get back to Elaine.

* chase up — nepesipumu, enesnumucsi
(1 size/overdraft; 2. account; 3 purchase;
4 outstanding; 5 addition/overdue; 6 supervisor)

91




Exercise 10
a) Complete the gaps in the table. Translate the words.

Noun Verb Person
share share shareholder
savings

lend
invest
loss
borrowings

b) Complete the sentences using words from the table.

1. We spent more than we earned so we made a ... . 2. At the Annual
General Meeting the year’s results are presented to the ... . 3. The
bank gave us a ... of £ 25,000. 4. Every month I ... 5 % of my salary
in a fund. 5. Can you ... me some money? The bank is closed.

Exercise 11. Read the text about credit cards and decide if the
following statements are true or false.

1. Any customer can have a credit card.

2. The user can spend only a certain amount.

3. The user must spend €250 per month.

4. The bank pays the bills then the user pays the bank.

5. A credit card has advantages and disadvantages.

6. You always pay interest if you use a credit card.

Many banks now offer their customers credit cards. Any
customer can apply for a credit card. If the bank thinks the customer is
a good risk, it will issue him with a card and inform him of his
personal credit limit.

For example, the bank might allow a customer a limit of €250
per month. This means that every month the customer can use his card
to pay for €250 worth of goods and services or to borrow €250 in
cash, travellers’ cheques or foreign currency. It does not matter if the
customer’s bank account is empty, when he spends or borrows the
€250.

At the end of the month the bank will send the customer a
statement. Provided the customer clears his account every month the
facility will cost him nothing. He will have a month’s credit free.
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However, if the customer fails to clear his account every month
he will be charged some interest per month on the outstanding
balance. This alternative form of money can become very expensive,
therefore.

Exercise 12. Read the text about travellers’ cheques and decide if
the following statements are true or false.

1. Travellers’ cheques cannot be lost or stolen.

2. They are easy to cash.

3. You must always order travellers’ cheques.

4. You pay twice for travellers’ cheques.

5. You must sign each cheque twice.

6. You must keep a record of your cheques.

When travelling abroad it is always wise to carry your money in
travellers’ cheques because cheques are protected against loss or theft.
If your cheques are lost or stolen the issuing authority will refund your
money.

Not only are they safe, they are also convenient. They are
available in different denominations and different currencies and they
can be cashed at most banks throughout the world. Most shops, hotels
and restaurants also accept them.

To obtain travellers’ cheques you usually go to your bank. They
can be paid for in cash or debited to your account. Large amounts,
however, must be ordered in advance.

For the safety and convenience of travellers’ cheques you are
charged two commissions. An insurance commission when you buy
them and an encashment commission when you cash them.

They are very easy to use. When you collect them you sign each
cheque once. The cashier may enter the amount in your passport.
When you cash them you sign each cheque again. The casher will
usually ask to see your passport again too.

It is advisable to make a note of the serial numbers and
denominations of your cheques in case they are lost or stolen. Keep
this separate from the cheques.

Exercise 13. Choose the correct words to complete these dialogues.
1. A: That’s a beautiful car. Where did you sell/buy it?
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B: At a garage in Rome. It’s worth/worse £ 15,000 but |
paid/bought £ 12,000.
2. C: Hi! How’s the new job?

D: It’s OK but I don’t win/earn enough.

C: Where are you living?

D: In a new flat. | lent/borrowed some money from the bank, but |
think | will have to sale/sell my car.
3. E: How are you?

F: Fine. I’'m going to the Bahamas next week.

E: Really? That’s expensive. How can you offer/afford it?

F: | bought some parts/shares in a high tech company and I sold
them last week at a big benefit/profit.

Exercise 14
a) Study forms and methods of payment.

Payment in foreign trade may be made in cash and on credit.
There are different methods of cash payment: by cheque, by transfer,
by a letter of credit, and payment for collection.

Methods of payment on a credit basis include: by drafts, in
advance, on an open account.

b) Study the cheque and the information it provides. Consult the
active vocabulary for the unit.

(i) —cheque stub (vii) —account number
(i) —issuing bank (viii) — bank number
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(ili) —date (ix) — name of payee
(iv) —bank code (x) - cheque number
(v) —amount in numbers (xi) —amount in words
(vi) —name of drawer

c) Look at the cheque and answer the questions below.

— va's B2 ch
Bva\'\
03‘3 6- ,q33 \ Ba"ﬁtg dS\ree‘

Bans\ead

L
1. How much is the cheque for? 2. What is the address of the issuing
bank? 3. What is the account number? 4. What is the date? 5. What is
the name of payer? 6. Who signed the cheque? 7. Who is the cheque
made out to? 8. What is the bank number? 9. What is the bank code?
10. What is the cheque number?

Exercise 15. Look at the letter of credit and answer the questions.

Letter of credit (an official letter from a bank allowing a person to
take money from another bank) — akpeautus

advising bank — 6ank, o cruTavye 1Mo aKpeIUTHBY

beneficiary — onepxyBau, 6enediriap

bill of lading — nakmanna

1. Who is the buyer? 2. Who is the seller? 3. Which is the opening
bank? 4. Which is the advising bank? 5. What kind of letter of credit is
it? 6. What kind of draft will be attached to the transport documents?
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ROYAL BANK Letter of Credit
London, England
Applicant Beneficiary Advising bank
Shah Import Co. Rajah Tea Company | Anglo-Indian Bank
176 Stepney Road | 65 Gandhi Road Governor’s Bldgs.

London SE23 7HL
U.K.

Bombay 297645, India

Bombay 273645, India

Reference no.
HFDS9876

Date and place of issue
20 June 1999, London

Date and place of

expiry
27 July 1999, Bombay

Transhipment
[ ]Allowed
[X] Not allowed
Partial shipment
[ ]Allowed
[X] Not allowed

Amount

Rs. 75,000 (seventy-five thousand rupees)

Credit available with

Anglo-Indian Bank, Bombay by negotiation
against the documents named herein and
beneficiary’s draft at 60 days sight drawn on
Royal Bank, London, UK

Shipment/dispatch
from Bombay

For transportation to
London

Not later than
6 July 1999

Documents to be presented
Commercial invoice in 6 copies indicating L/C number
Full set of clean bills of lading made out to order of issuing bank of
L/C marked prepaid and notifying applicant also indicating this L/C

number
Certificate of origin
Packing list

These documents to be presented within ... days of the issue of the
transport documents but within the validity of the credit.

Instructions for advising bank
Please advise beneficiaries of the opening of this credit, adding

your confirmation.

Method of reimbursement
At maturity we will reimburse you according to your instructions
Documents should be forwarded to us by air mail.

lme.s‘ Fnderson
for ROYAL BANK

96




Here are some abbreviations you can meet
in business documents:
Dt. deb. ( = Debit)
a/c ( = account)
b/t ( = brought forward) nepereceHo Ha OinbII Mi3HINA TEPMIH
c.w.0. ( = cash with order) roriBkoBuii po3paxyHOK Hpy OTPUMAaHHI
3AMOBJICHHA
Cr. ( = Credit)
c/f ( = carried forward) nepeneceno
Bal. ( = Balance)
N/C ( = no charge) 6e3 HapaxyBaHb

Exercise 16
a) Read and translate the dialogue ‘Discussing the price problem’.

Brown: Let’s discuss the commercial side of our transaction. We were
inclined to consider the prices today.

Green: You find them attractive, don’t you?

B: Unfortunately, no. Comparing them with your competitors’ they
are 5-10 % higher.

G: I’'m afraid, I can’t agree with you there. Don’t you know that we
have made some modifications and reduced the power consumption of
our equipment?

B: | know that. However our main requirements are reliability and
trouble-free performance of the equipment.

G: We can assure you that we won’t let you down.

B: It’s fine. But as we are in close touch with the market now we are
informed that other companies can quote lower prices.

G: Right, but business is business. What are your reasons for a
discount?

B: I’ve already mentioned your competitors’ prices. Besides, your
price must depend on the amount of the Contract.

G: Well, if you increase your order to ... dollars we will be able to
give you a 2 % discount.

B: It’s better, but we expected at least a 4 % discount.

G: Let us make some calculations. 3% and no more. Even this
concession leaves only a very small profit for us.

B: I'm afraid that at this time we can’t raise the sum of the Contract.
Would you take risks and sign our first contract at this price.
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G: Well, that’s reasonable. We always give our partners a square deal.
But this price is final. What currency can you pay: in sterling or
dollars?

B: We insist on dollars.

G: No objections. We could meet tomorrow after you look through all
papers closely. What time could you come here again?

B: | suppose | can make it only after two.

G: Than see you at 3. Goodbye.

b) Revise the following word combinations and translate them.
Terms of payment, commercial side, important transaction,
competitors, to make some modification, to reduce the power
consumption, our requirements, reliability, trouble-free performance,
we can assure you, we won’t let you down, quote lower prices,
circumstances, the amount of the contract, reasons for discount, to
increase your order, let us make some calculations, concession, profit,
to raise the sum of the Contract, to sign the Contract at this price, this
price is final, currency, unfortunately no.

c) Translate the following expressions.

[ligmucaT¥ KOHTPAKT Ha IO BapTICTh, I I[IHA — OCTATOYHA, HaIll
BUMOTH, BaXXJIUBa Yrojila, KOHKYPEHTH, MH Bac He MiJIBEIAEMO,
CKOPOTUTH €HEPrOCHOXKUBAaHHS, 3 Haloro OOKy, Oe3nepediiiHa
poboTa, 30UIBIIMTHA 3aMOBJICHHS, IIHW NPUBaOJWBI, JaBalTe
MPOBEAEMO JIesIKI PO3PaXyHKH, CyMa KOHTPaKTy, MaJlicHbKa 3HWIKKA,
30UIBIIIUTH CYMY KOHTPAKTY.

d) Translate the following sentences.

1. JlaBaiiTe OOTOBOPMMO KOMEpIIHHY CTOPOHY HAIIOr0 KOHTPAKTY.
2. Ha »xanp, Bamn iy BuIl, HDK IIHA 1HOIMX KoMmIaHid. 3. Bu
BBa)Xae€Te iX MNPUIYCTUMUMHU, 4YM He Tak? 4. 3 Hamoro OOKy MU
MO>KEMO 3alleBHUTH, 110 3a0e3reunMo Oe3nepediitHy poOOoTy HaIoro
oOnagHaHHA. 5. [[aBaiiTe nmpoBeneMo Jesaki po3paxyHku. 6. Bamii uinu
3QJIEKATUMYTh BIJI CYMHU KOHTPakTy. /. MU HE MOXEMO MiANUCaTU
KOHTPAKT Ha 170 IiHY. 8. SIkmo Bu 301mbmmTe Cymy KOHTPakKTy, TO
MU JaMO BaM 3HWKKY Ha miHM. 9. Ham motpiben wac, mo0
neperisiHyTd Bcl nanepu yBaxHo. 10. V skiit Bamotri Bu 3Moxere
CILJIATUTH?
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e) Translate the following dialogue.

Pomanoes: I1ane IBanos, 1 BuOayaroch, ajie MA HE 3MOKEMO ITIIMHUCATH
KOHTPAaKT 3 Baiior KoMIaHi€eo Ha 110 IiHy. MU mOpamoemMo y
TICHOMY CHIBPOOITHHUIITBI 31 CBITOBUM PHUHKOM 1 3TiJHO 3 HAIIOIO
iH(dopMaliero, Baiii KOHKYpeHTH BCTaHOBIIOIOTh HIKY1 LIHH.

léanos: Bu uvacTkoBO Maete paiiro. Ile Tak, miHa Bucoka, ane Bu
MOBMHHI B35ITH JI0 YBaru Tou (hakT, 110 11 MOJENIb — OCTAHHE CJIOBO B
eNeKTPOHHIM NPOMHUCIOBOCTI. Ii KOHCTPYKLis BpaxoBye CydacHi
TEHJICHIlli, Ta MM MOXEMO TapaHTyBaTU BHUCOKY HaJIMHICTD
KOMIT IOTEPIB.

P: Mu Bce 1e 3Haemo. Aje, HE3BaKaloud Ha II€, I[IHA HE JYXKe
npuBabiuBa. Yu Oyae ocTaroyHa IIiHA 3ajeXaTu BiJl KUIBKOCTI
KOMIT FOTEPIB, 5Kl MU Tipuagdaemo y Bac?

I: bescymniBHO. Skmo Bu 30impmure Bame 3amoBieHHS Ha 5
KOMIT FOTEPiB, MU 3MOKEMO HasiaTu 2 %-By 3HUKKY Ha IIHY.

P: 51 BBaxaro, 1110 1151 3HIKKA AyKe 3aMmaina. S crojiBarocs Ha 3HUKKY
y 4%.

I: JIo3BoaBTE TIpOoBecTH po3paxyHkH. Tak, 3 % Ta He Oubine, 00 1
3HIDKKA Ja€ HaM JY>Ke MaJICHbKUN MPUOYTOK.

P: YV TtakoMy pa3i s XOTiB OM OOroBOPUTH 1€ MHUTAHHA 3 MOIM
KEepIBHUIITBOM. TiMbKH TICIS MBOTO S 3MOXY INPUUHITH OCTATOYHE
PIILLICHHS.

Exercise 17
a) Read the article about on-line banking.

More and more people are choosing to do their personal banking
on-line. But what can on-line banking offer that other types of banking
can’t?

Firstly, by banking on-line you are not limited to a bank’s
opening hours. You can check your bank account 24 hours a day,
whenever it suits you. Transferring money from a savings account to a
current account, opening an account or seeing how much interest you
have earned, will take you just a few seconds. Compare that with the
time you need to come to your local bank, queue up and carry out
your transaction.

On-line banking offers you numerous other services, from
buying shares, to making deposits, to ordering cheque books, to
paying bills. For many people a particularly useful feature of this kind
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of banking is the fact that you have access to a large database, which
contains details of all your accounts and the business you have done
over the years.

All you need is an Internet connection to download the financial
data onto your computer. You may not be able to pay cash on-line. So,
on-line banking does offer many benefits.

At present banks especially those engaged in foreign trade and
foreign exchange transactions find it useful to become part of the
international electronic message switching network operated by
SWIFT*. The acronym stands for the Society for Worldwide
Interbank Financial Telecommunications which provides the network
that enables financial institutions to send and receive information
about financial transactions in a secure, standardized and reliable
environment

* MidCHapoOHa MidcOaHKiBCbKa cucmema nepeoaui iHgopmayii ma
30iticnenns niameoxcie (CBIDT)

b) Write out from the text a list of the services on-line banking can
provide for their clients and give your opinion about the
advantages of on-line banking for foreign transactions.

Exercise 18

a) What goods or services do you buy over the Internet? What do
you prefer not to buy? What problems have you had buying on
the Internet? What kinds of products or services are best sold on
the Net? What are the risks of e-commerce for the companies
involved and for their customers?

b) Read some tips on online shopping.

The internet has expanded our choices of where and when to
shop, but it also has its hazards. Here are some things that you should
think about before becoming an Internet shopper.

It is safer to buy from reputable companies, so do a little
research on the company before making your purchase. Check
carefully all the contact details of the company. Look for a street
address and a landline telephone number, not just an e-mail address.
Also, consider any extra costs — things like shipping costs and taxes —
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that you may have to pay and decide if it’s actually worthwhile buying
online.

Generally, people pay for online goods with credit cards. Make
sure that the site is secure. At the bottom of the page, you should see a
small ‘s’ — which stands for ‘secure’ — along with a picture of a
padlock. Make sure you keep copies of the order form and the
acknowledgment notice that you receive.

When you buy online, you have the same legal rights as when
you buy in a store. However, it’s very important to read all the terms
and conditions of the sale before you buy.

Always check your bank statement after making a purchase and
make sure that only the amount that you paid has been deducted from
your balance.

Each country has its own consumer affairs offices that should be
able to advise you if you find that you have been cheated while
shopping online. The most important thing to remember is ‘if in
doubt, don’t buy.’

c) Complete the notes.
Before you buy:
How to pay:
Precautions:
Where to go for help:

Exercise 19. Make a report on your recent online shopping. Don’t
forget to answers the following questions.

1. Which search engines do you use? 2. What makes a website easy or
difficult to use? Why? 3. What do you like about the sites you visit
regularly? 4. How much time do you spend browsing on the Net?
5. How can businesses make sure their websites receive more hits than
their competitors?
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TELEPHONING: Useful language

Introducing yourself
Hello, who is calling?
Good morning, my name’s (this is...)
I’d like to speak to ..., please.
Could I have the ... Department,
please?
Is Mr Smith available?
Could you put me through to the HR
department?

Could you tell me what time the
Managing Director will be available?
Transferring a call

I’1ll check if he’s in.

Hold on a minute, please.

Just a moment please, I’1l put you
through (I’ll transfer you) to Mr
Smith.

Just connecting you now.

Saying someone is not
available

Sorry, he’s away (not in, at the
meeting, out of town ).
I’m afraid Mr Smith is not available
right now.
I’m afraid we don’t have anybody
here by that name.
He’s not at this number any longer.
His new number is 122078.
Sorry, I think you’ve got the wrong
number.

Asking for repetition
Sorry, I didn’t catch (your
name, your number, your
company name).
Excuse me, could you
repeat... . Could you spell
(that, your name), please.

Setting up appointments
Could we meet some time next
month? When would be a good
time?

Would Thursday at 5 o’clock
be good for you? What about
July 21st?

Ending a call
Okay, I’ve got that now.
Thanks very much for your
help.
Please call if you need
anything else.
| look forward to ... seeing
you / your call / your letter /
our meeting.

Leaving and taking
messages

Could I leave him/her a
message?
Please ask him/her to call me
at ...
Would you like to leave a
message?
If you give me your number
I’1l ask him/her to call you
later.
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Exercise 20. Role play the three phone conversations. What are
they about? Learn the expressions used in telephoning. Make
similar dialogues.

Phone conversation 1
Reception: Good morning, ‘Riegling and Co’. Can I help you?
Chris Witt: Hello, I'm Chris Witt from ‘Sadler and Sons Ltd.’.
Please could | speak to Mr. Jeff Smith?
R.: I’m sorry, but Mr. Smith isn’t in at the moment.
Ch.W.: I see. When do you think I could contact him?
R.: Well, at the moment he’s away. He hasn’t left his schedule for
today. Would you like to leave him a message?
Ch.W.: Yes. Perhaps you would ask Mr. Smith to call me? My name
is Witt, W...I...double T, Chris Witt. And my phone number is
181-166-7851.
R.: | got it, Mr. Witt.
Ch. W.: Thank you. | look forward to hearing from Mr. Smith.
R.: It’s a pleasure. Thanks for calling. Bye for now.

Phone conversation 2
Mr. Jackson: Good morning, Sales Department of the L.L Bean
company.
Brenda Dyer: Good morning, my name is Brenda Dyer. I’'m calling
from GMC in Detroit, Michigan. Could | speak to Mr. Jackson,
please?
Mr.J.: Speaking. Good morning, Miss Dyer. What can | do for you?
B.D.: My colleague Joan Smith wrote to you recently and we received
your sales material. We’re interested in ordering some T-shirts to give
away as Christmas gifts to our customers. We understand we can
create our own design. Is that right?
Mr.J.: Yes, that’s right. You send us a deposit and we produce a
proof garment from your design.
B.D.: We are a little anxious about the delivery times. You see, we
need the goods by mid-November at the latest.
Mr.J.: Yes, | see. Well, if you send your order off now, you should
receive our proof garment in two weeks.
B.D.: Two weeks?
Mr.J.: Well, we could make it one week if you write a note saying
it’s urgent.
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B.D.: Good.

Mr.J.: Then if you send us the order, we can send you the invoice
immediately.

B.D.: If we fax you a copy of our banker’s order, would you accept
that or do you wait until the money is credited to your account?

Mr.J.: I’'m afraid we have to wait until we receive the money. But it
usually takes two or three days at the most.

B.D.: Thank you very much indeed, Mr. Jackson. You’ve been most
helpful.

Phone conversation 3
- Hello. Western Airlines. Can | help you?
- Yes. Can you check if there are any seats available for a flight to Los
Angeles please?
-Hold on a minute... Yes, sir. When are you thinking of flying?
- On the morning of the twelfth. The first available flight.
- Is six fifteen too early?
- No that’s fine. Well, maybe it’s a little early. Have you got
something a bit later? Around ten or eleven perhaps?
- There’s a flight at ten twenty that gets in at two thirty.
- That would be great. How much is it?
- Two hundred and ten dollars plus tax.
- Fine.
- What’s the name please, sir?
- Weyels. Jack Weyels - W...E...Y...E...L...S.
- How would you like to pay?
- I’ll pay on my VISA card.
- Could you give me the card number and expiry date, please, sir?
- Sure, it’s 2235-2500-97664, January 20™ 2003.
- Thank you for calling us. Please make sure you’re at the airport forty
minutes before the flight.
- Thank you. Bye.

Exercise 21. Complete the gaps with the words from the box.

leave = take = could = call » would = tell = call back = repeat

1. A.Canl... amessage?
B. Yes, please.
A. Please ... him I’ll arrive at about three in the afternoon.
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2.  A.He isn’t here at the moment. ... you like to leave a message?
B. Yes, ... you say Mr. Sorensen called?
A. I’m sorry, can you ... your name?
. Yes, it’s Sorensen. S...O...R...E...N...S...E...N.
A. Shall I ask him to ... you tomorrow?
. No, it’s OK. Please tell him I’ll ... later.
A. I’d like to ... a message for Mr. Casey, please.
. Yes, of course. Who’s calling?
A. Angelo Gherrini, from Milan.

WHrTww

Exercise 22
a) Read some samples of the recorded voice.

You have reached the Telecom office. We are not able to take your
call right now. Please leave your message after the tone, and we’ll get
back to you as soon as we can. Thank you for calling.

Hello, I'm Steve Banks, B...A...N...K...S from Cooper and Brothers.
Please give me a call regarding the delivery time of the stationery you

have ordered. I'm available every morning between 9 and 11 at
412-6528. Thanks, bye.

b) Leave messages on the answering machine of your business
partners in the following situations:

a Yyou are calling to confirm your arrival time;

b you are calling to invite them to a press conference;

c you are calling to let them know how many people will be present
at the reception;

d you are calling to remind them of their promise to bring samples of
product for tomorrow’s meeting.

Exercise 23. Fill in the blanks with equivalent expressions.

hang up = cut off = back = get through = hold on = collect = leave
put-you-through = up = afraid = busy = extension

1. ’m trying to connect you. — I’m trying to put you through.
2. We’ve been disconnected. — We’ve been

3. I can’t connect to the number. — I can’t .
4. I’1l put down the receiver now. — I'll now.
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5. Would you like to wait? — Would you like to ?
6. The number’s engaged. — The number’s

7. ’'m sorry, he’s on another line. —I’'m __ he’s on another line.
8. Can you speak more loudly? — Can you speak ?

9. Could you call again later? — Could you call later?
10. Can I give you a message? — Can | a message?

11. I’d like the person I'm calling to pay for this call. — I’d like to
make a call.
12. | need internal 291, please. — | need 291, please.

Exercise 24. Put the conversation into the correct order. Three
people are involved in this jumbled conversation: Michael
Sullivan of Global Engines, Bill Gould of Parsons Engineering and
a receptionist.

[1 Right. Well, thank you for your call.

L1 Parsons Engineering. Can | help you?

[1 Yes, they’ve just been dispatched by DCL Courier. They should
be with you by tomorrow morning. If there’s any problem, then
just get back to me.

[ I’m afraid he’s on another line at the moment. Would you like to
hold or can | take a message?

[1Hello. My name is Michael Sullivan of Global Engines. I’ve
been trying to get through to you. I'm calling to find out whether
the spare parts | ordered last week have been sent off.

[J Mr. Gould is free now. I’m putting you through.

[ No, it doesn’t matter. I’11 hold.

[1 Hello, this is Michael Sullivan of Global Engines. Could | speak
to Mr. Gould in Customer Services, please?

[ Thank you. Good bye.

[1 Oh, good. Yes. OK, but I hope it won’t be necessary.

[1 Hello. Bill Gould.

Exercise 25. Translate the following sentences into English.

1. Toopuii aenw. Ie bimn Cwmit 3 «Global Engines». S Tenedonyro 3
Hetpoiity. Un MOXYy s TOTOBOPHUTH 3 MicTepoM bpenmonom? 2. Uum
MOy moromortu? 3. Omepartope, MeHI MOTpiOeH goAaTkoBuil 367,
oynp nacka. 4. Ha xanb, mictepa JIxedda Baiita He mae 3apa3 Ha
Micii. BiH He 3ainuIyB CBOTO PO3KIaay Ha ChOTOHI. Un He OaxkaeTe
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BU 3QJIUIIUTA WOMY TOBIIOMIICHHSA? 5. MOXIJIMBO BU CKa)XxeTe HOMY
nepea3BoHUTH MeHi? Miit tenedonnuit Homep 126-485-3397. [lskyro,
Oyay 3 HETEpHIHHSAM YeKaTH Ha 3BICTKY BiJ HboOro. 6. Ilepea3BoHITH
MeH1, OyJb Jacka, 3 MPUBOJY Yacy JOCTAaBKM KaHIITOBAapiB, SIKI BU
3aMOBWJIM 70 Bamioro odicy. S y Bamomy po3nopsIPKeHHI KOXKHOTO
pasnky 3 9 o 11 no Tenedony 352-6481. 7. Bubaure, uu He Moriau 0
BU MOBTOpUTHU CcBOE iM’s? S He 3po3ymiB. 8. Jlyxe mskyro! Bu Oynu
nyxe nocayxiusi. 9. He knanite TpyOKy, Oyap jacka. S Hamararoch
Bac 3’e¢aHaru. 10. I{eit HoMmep 3aiiHATHI, aOOHEHT Ha 1HIIHN miHii.
Bimmaro TpyOky. 11. Po3momingiite ronocuime! 12. 3B’si30k myxke
NoraHui 1 s 00rocs, 10 HAc po3’eaHarTh. 13. S xoTiB OM 3poduTH
J3BIHOK 3a paxyHOK aOoHeHTa (S O XOTiB, m00 aOOHEHT, AKOMY S
J3BOHIO, CILUIATUB PaxyHOK 3a 1ed A3BIHOK). 14. Uu He morim O BH
MPUUHSATH TTOB1AOMJICHHS?

Exercise 26. Make up dialogues for the following situations.

1. Mike McDonald tries to call Harry Lee but, according to the
receptionist, Harry is out of the office. Mike is invited to leave a
message, but he decides not to.

2. Veronica Day calls Cynthia Smiley to organize a meeting. They
agree upon a date and time.

3. Victor Nesterenko calls railway station information service to know
how he can get to Izmail: the train schedule, departure time, tickets
available and the price.
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Unit V BUSINESS CORRESPONDENCE

Words to remember:

available — toi, o € y HassBHOCTI
be in charge of — BigmoBimaru 3a, Person in charge — BianoBigaabHa
oco0a
be subject to — 3anexxaru Bia, migIsraTH
body of the letter — rosoBHa yactuna nrcra
complimentary close — Bupa3 BBIWIMBOCTI HAIIPUKIHIII JIUCTA
dispatch of — BigmpaBka
distinguish — Biapi3usaTH
enclosure — nogarku (10 nucra); enclose — nogaBatu 10 aUCTa
enquiry — 3amut
effect — 3milicHroBaTH
execute an order — BUKOHYBaTH 3aMOBJICHHSI
forwarding agent — ekcrieuTop
grant — HagaBatu
inside address — BHyTpiIlIHS ajpeca, ajpeca oJepKyBada
Invoice — paxyHok-(akTypa
letter head — manka nucra
mailing indications — momToBi MO3HAYKH
offer — mpomo3wuiis; poOUTH MPOTIO3UITiTO
firm offer — rBepa mpomozwuiris
offer without engagement (non-binding offer) — npono3urtis
0e3 3000B’s13aHb
solicited offer — 3aTpeOyBaHa pOITO3HIIis
unsolicited offer — mpomno3uiiis 3a BIacHOIO iHII[IATUBOIO
OMit — mpormycKaTH, He BKJIFOYATH
order — 3aMoBJICHHS
trial order — mpoGHe 3aMOBIICHHS
firm order — TBepe 3aMOBIICHHS
standing order — mocriiiHe 3aMOBJICHHS
initial order — meprie 3aMoBJICHHS
follow-up order — HactymHe 3aMOBIICHHS
merchandise on call — roBap Ha BumMory
advance order — monepeaHe 3aMOBIICHHS
bulk order — onToBe 3aMOBJICHHS
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repeat order — moBTOpHE 3aMOBJICHHS
owing to — 3aBasiku
Per pro — miinuc 3a Koroch, BiJl IMEH1 Ta 3a JOPYYEHHSIM
place an order (with smb) — po3micTUTH 3aMOBJICHHS
pOSt SCript — MOCTCKPUIITYM, TPHUITHCKA
guote terms of payment — BcTaHOBIIIOBATH YMOBH ILIATEIKY
receiver — ogepxyBad
reference — nocunanus
salutation — npuBiTaHHs
sender — BiampaBHUK
settlement of an account — crutara paxyHka
signature — mignuc
turnover — o0ir

Structure of a Business Letter
A business letter may consist of: letter head, sender’s address,
reference, date, special mailing indication, ‘confidential’ line, inside
address, attention line, salutation, subject, body of the Iletter,
complimentary close, signature, initials of the person in charge,
enclosures, copies, post script.

Exercise 1. Read three letters paying attention at their sections.

Letter 1
Sender’s Arriva Trains Wales
address St. Mary’s House
47 Penarth Road
Cardiff
CF10 5DJ
Date 6" May 2013
Inside address SHC Heavy Industry Co., Ltd
(Receiver’s Warwick House
address) Warwick Street

Forest Hill
London SE23 1JF
Attention line  For the attention of the R&D Manager

Salutation Dear Sir or Madam,
Body of the Please would you send us details of your new
letter stainless steel profile sections for body structure of
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high speed trains which were advertised in the April
edition of IRJ.

Complimentary Yours faithfully,

close
Signature

Letterhead

References

Per pro
Company
position
Enclosure

B.Kaasen

Letter 2

SHC Heavy Industry Co., Ltd
Warwick House, Warwich Street, Forest Hill, London
SE23 1JF
Chairman John Franks O.B.E.
Directors S.B.Allen M.Sc., N.Ignot, R.Lichens
Telephone (081)5661861 Fax: (081)5661385
Your ref: 6 May 2013
Our ref: DS/IMR

11" May 2013
Ms B.Kaasen
Arriva Trains Wales
St. Mary’s House
47 Penarth Road
Cardiff
CF10 5DJ
Dear Ms Kaasen,
Thank you for your enquiry which we received today.
| am enclosing our catalogue with detailed description
of our new stainless steel profile sections for body
structure of trains. | would like to draw your attention
to pages 31-35 in the catalogue where you will find
information about tests conducted last month on our
testing facilities regarding the sections.
We would welcome any further enquiries you have,
and look forward to hearing from you.
Yours sincerely,
Mary Raynov (Ms)
p.p. D.Sampson
Senior manager of R&D Dept.

Enc.
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Private and
confidential
Subject title

Copies

Letter 3

SHC Heavy Industry Co., Ltd
Warwick House, Warwich Street, Forest Hill, London
SE23 1JF
Chairman John Franks O.B.E.
Directors S.B.Allen M.Sc., N.Ignot, R.Lichens B.A.
Telephone (081)5661861 Fax: (081)5661385
Your ref:
Our ref: DS/MR

Date: 21% July 2014
Ms B.Kaasen
Arriva Trains Wales
St. Mary’s House
47 Penarth Road
Cardiff
CF105DJ
Private and confidential

Non-payment of invoice 322/17

| am sorry to see that, despite several reminders, you
have not yet paid the above-mentioned invoice. Unless,
therefore, the account is cleared within 14 days of the
above date, | shall have no alternative but to place the
matter in the hands of our solicitors.

Yours sincerely,

Mary Raynov (Ms)

p.p. D.Sampson

Sales manager

c.c. Messrs. Poole & Jackson Ltd., Solicitors

IIpumitka 1. Jlata Mmoxe Oytu Bkazana tak: 13, 2010, a6o 13"
July 2010, a6o July 13" 2010. Micsup y mati He Tpeba mosHauyatn
uudporo, Hamp. 11.01.13 o3nauvae 11 ciuna 2013 poky y Benukiii
bpuranii, ane 1 nucromaga 2013 poky y CIIIA.

Ipumitka 2. Jlitepu y NOCWIaHHI BIANOBIIAIOTH 1HILIATIAM
aBTOpa Ta JIIOJAWHM, 1110 MiAroTyBasa eH JUCT.
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Ipumitka 3. Sxmo iM’a Ta mpi3BUILE agpecaTa BiJOMI, BOHHU
BKa3yIOThCS TIepe]l BHYTPIIIHBOIO anapecoro Tak: Mr. J.E.Smith a6o
Mr. John Smith, ane HE Mr. Smith.

IcnytoTe Taki gopmu 3BepHeHHs: Mr (mo domoika), Mrs (mo
3aMiDKHBOT KiHKH), MisS (pu 3BepTaHHi 10 HE3aMIKHBOI KIHKH), MS
(mpu 3BepTaHHI A0 3aMiXkHbOI a00 HE3aMDKHBOI KiHKHU), Messrs (1o
IBOX a0o0 Oinbllie YOJIOBIKIB). AJpecyBaTH JUCT MOXHa Ha 1M’s
ajpecara, oro nocanay abo Ha iM’ g GpipMHu.

IIpumitka 4. Skiio iM’s Ta Npi3BUILE afpecaTa HEBIJIOMI, MOKHA
3Bepratucs tak: Dear Sir (Sirs, Madam, Sir or Madam, Gentlemen).

IpumiTka 5. Complimentary close 3anexuTth Bij 3BepHEHHS:

Title Complimentary close
Mr/Mrs/Miss/Dr/Professor/Gerenal Smith Yours sincerely
Sir / Madam Yours faithfully

Exercise 2

a) Nowadays it is very popular to use e-mail letters in business
relations. This type of correspondence has its own rules, and every
businessman should be familiar with them. Read the tips for
writing effective emails:

1. Use a short and clear subject line.

2. Use short and simple sentences.

3. Include just one main subject per email — the other person can reply
and delete it.

4. Don’t use jokes, personal comments, etc, in business emails.

5. Consider using numbered points instead of continuous text.

6. End with an action point.

7. Don’t ignore capital letters, spelling and basic grammar — when
writing to people outside the company — a careless email creates a bad
impression.

8. Tailor your email to the reader: level of formality, buzzwords, etc.

b) Read an example of original letter and reformulated email.
Original Letter

Thank you for your letter dated 25 March enclosing a brochure
with details of your new multimedia products. | apologize for not
replying sooner, but | have been out of the country on business.
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We are particularly interested in your wide-screen displays offering
passengers a variety of information, not only train-related, but also
news, weather forecasts, and advertisements. | would be grateful if
you could give me details of prices and discounts you can offer as
well as information about installation, testing and maintenance.

Reformulated e-mail

Thanks for your e-mail with the attachment showing your new
multimedia products. Sorry | haven’t been in touch — I’ve been really
busy.

We’re very interested in the wide-screen displays.

Can you give info re prices/discounts and info re installation,
testing and maintenance?

Ipumitka. s  Toro, mo0 email Oyaum koporim, dacro
BUKOPUCTOBYIOTh CKOpOYEHHsI a00 alpeBialii JJIs 4acTO BXKHBAHUX
cJIOBOCIIONy4YeHb. BoHu HaszmBaroThess TLAS (three-letter acronyms),
X04a JIesIKl 3 HUX MArOTh OUIBII HIXK TPH JIITEPH.

pCs — pieces iow — in other words

asap — as soon as possible  nrn —no reply necessary

pls — please otoh — on the other hand

btw — by the way re — regarding

bw — best wishes rsvp — please reply (fr. répondez s’il
gty — quantity vous plait)

bfn — by for now imo — in my opinion

fyi — for your information  tbc - to be confirmed
nb — please note (lat.nota bene)

Letters of Enquiry

An enquiry (inquiry) is a request for information. Information you
may ask for in this type of letters includes: terms of delivery, delivery
times, terms of payment, discounts, types of packing, etc. A first
enquiry should include:

(@) A brief mention of how you obtained your potential supplier’s name.
(b) Some indication of the demand in your area for the goods which
the supplier deals with,

(c) Details of what you would like your prospective supplier to send
you.
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(d) A closing sentence to round off the enquiry.

Exercise 3

a) Read and translate the letter of enquiry paying attention to the
arranging of information into four paragraphs.

L.Franksen plc
Prince of Wales Road

Sheffield
s94ex
Telephone+44(0)74264795
Fax+44(0)84756209
Email franksenl@frank.co.uk
JAP/AG 12 October 2014
MAX BOGL
importers of quality components
P.O. Box 22 33

98588 Neumarkt, Germany

Dear Sirs
We have heard from your clients in Ukraine that you are producing for
export high-quality fire protection-tested products for the rail vehicle
industry. We are especially interested in hydraulic and pneumatic
hoses for a multitude of applications, polyamide tubes for pneumatic
use and tube clamps tested to the latest EN 45545 standard.

There is a steady demand in England for high-quality products of this
type.

Will you please send us results and details of the tests, your catalogue,
full details of your export prices and terms of payment.

We are looking forward to hearing from you.

Yours faithfully
L.Franksen plc

J. du Pont
Managing Director
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b) Answer the questions.

1. What is J. du Pont interested in? 2. How did he know about
MAX BOGL? 3. Is he interested about results of the test on the
products?

Exercise 4. Here are some suggestions for sentences which you
might include in a routine enquiry. Read and translate them.

Opening lines
1. Your name has been given us by the British Chamber of Commerce
in Hamburg ...
2. We saw your products demonstrated at InnoTrans in Berlin earlier
this year, and would like to know whether ...
3. Mr. Brown, who we understand has been doing business with you
for some years, informs us that you may be able to supply us with ...
4. We have seen your advertisement in last month’s International
Railway Journal, and would be grateful if you would let us have
details of ...

Indicating the state of the market
1. There is a brisk demand here for high-quality cable solutions for
rolling stock you manufacture.
2. Demand for this type of machine is not high, but sales this year will
probably exceed &50,000.
3. There is no market here for articles of this type in the higher price
range, but less expensive models sell very well throughout the year.
4. You can count on a brisk turnover if prices are competitive and
deliveries prompt.

Asking for information
1. Will you please send us your catalogue and price list for ...
2. We are also interested in your terms of payment and in discounts
offered for regular purchases and large orders.
3. We would appreciate a sample of each of the items listed above.
4. Will you please quote prices c.i.f. Amsterdam for the following
items in the quantities stated: ...

Closing sentences
1. We hope to hear from you shortly.
2. As our own customers are pressing us for a quotation, we hope you
will be able to make us an offer within a fortnight from today’s date.
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3. We would appreciate a prompt answer.
4. We are looking forward to hearing from you.

Exercise 5. Here are some phrases from enquiry letters. Translate
them.

1. We received your address from the Chamber of Commerce in
London. 2. We are looking for suppliers of high-quality tested
bearings in France. 3. We would like to request information about
quantity discounts. 4. We are satisfied with your execution of our first
order. Now we would like to know whether you could grant us 30
days’ credit. 5. We would like to know what kind of goods you can
offer. 6. From your catalogue we set that ... 7. The foreign trade
department of our bank told us that you ...

Exercise 6. Use the appropriate form of the words to fill in the
gaps.

hear from = would = give = supply = tell = Mr
place = maintain = do = price (2) = catalogue = in = by = for (2) = with

We have been ... your name ... our associates Howard & Co. ...
Carlisle, who ... us that you have been ... them with spare parts for
propulsion systems ... a number of years.

There is a steady demand here ... Edinburgh ... the qualities
you ..., and we believe we could ... large orders ... you if your ... are
competitive.

... you please send us your illustrated ..., together with your ...
list and details of your ... the business.

We look forward to ... ... you.

Exercise 7. Translate the following enquiries.

1. IlTanoBHi manoBe! Ilicas po3moBu 3 Bammm mnpeacTaBHUKOM B
JIOHJIOHCBKOMY BUCTaBKOBOMY 3ali, sl OyAy Ay’Ke BASYHHUM, KO Bu
Hajiniere MeHi Bam  HOBuM  kartajor  TypOOKOMITpECOpiB
(turbochargers). Sxmo Bu 3Moxkere rapaHTyBaTH MIBUAKY JOCTaBKY
Ta 3alpONOHYBaTH KOHKYPEHTOCIPOMOXHI I[iHM, MOXJHMBO, MU
3pO0OMMO 3aMOBJICHHS. 3 IMOBAroxo ...

2. lllanoBHi manoBe! Y HamioMmy perioHi 3pic MOMUT HA CUCTEMH
3aXMCTYy BIJI CHIry (snow protecting solutions) s CTpiIOYHHX
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MepeBO/IiB  0ajJaCTHUX MOJICPHI30BAHUX 3aNMI3HHUYHUX JIHINA, SKi
npononye Bamma kommanis. Bynp macka, HagimuIiTe HaM MPOIO3HITIO,
B K1 OyAyTh 3rajaHi Bam Haikpaiil TepMiHU OIUIATH Ta 3HMXKKU
IIPH TIJIaTeXK1 TOTIBKOO. byieMo Basi9H1 3a MIBUIKY BiAMIOBiAb.

Exercise 8. Use the following notes to compose a letter of enquiry
to ContiTech, Wellington, New Zealand. You saw their air spring
systems and rubber-metal components at InnoTrans exhibition in
Berlin. Request details about possibility of these products to make
rail vehicles quieter, ensure safe mobility on trams and
underground railway as well as local and express trains. Ask them
to inform you about all models, catalogue, price list, terms, and
delivery times. Ask about discounts.

Letters of Offer
An offer is a reply to an enquiry and is normally fairly brief. This
reply will generally:
(a) Thank the writer of the letter of enquiry for the letter in question.
(b) Supply all the information requested (type of goods, quantity of
goods, prices, discounts, delivery times, terms of delivery, terms of
payment, type of packing, etc.), and refer to enclosures, samples,
catalogues and other items, including those being sent by separate
post.
(c) Provide additional information, not specifically requested by the
customer, so long as it is relevant.
(d) Conclude with one or two lines encouraging the customer to place
orders and assuring him of good service.

Exercise 9

a) Read the letter of offer paying attention to the information
provided in each paragraph.
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Indra Company Ltd.
YEOVIL, SOMERSET S19 3AF
ENGLAND

SG/EO 15 October 2014

Fournier et Cie SA
Avenue Ravigny 14
Paris XV

France

Dear Sirs

We thank you for your enquiry of 12 October, and appreciate
your interest in our products.

Details of our export prices and terms of payment are enclosed,
and we have arranged for a copy of our catalogue to be sent to you
today.

Our representative for Europe, Mr J.Needham, will be in Paris
from the 24" to the 30™ of this month, and we have asked him to make
an appointment to visit you during this period. He will have with him
a full range of samples of carbon brushes and brush holders for rail
vehicles, and is authorized to discuss the terms of an order with you or
to negotiate a contract.

We think our articles will be just what you want for the successful
trade, and look forward to the opportunity of doing business with you.

Yours faithfully
Indra Company Ltd.

S. Granville
Export Sales manager

b) Answer the questions.

1. What is the subject of this letter? 2. How does Indra Company Ltd.
show that they are interested in attracting a potential customer? 3.
Which words in the letter have a similar meaning to the following:
choice of goods, be empowered, to discuss.
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Exercise 10. Here are some suggestions for sentences which you
might include in a routine enquiry. Read and translate them.

Opening lines
1. Many thanks for your enquiry of ...
2. We thank you for your letter of ... , in which you enquire about ...
3. In reply to your enquiry of ... we are enclosing ...
4. We thank you for your letter of ..., and have sent you today, by
separate post ...

Prices and terms
1. Our prices are quoted f.0.b. Liverpool.
2. Freight and packing cases are included in the price.
3. Prices are subject to variation without notice, in accordance with
market fluctuations.
4. Our terms are cash on delivery.
5. Our terms are 33% discount to approved accounts, with 3% for
settlement within 15 days of date of invoice.

Supply and demand
1. In view of the heavy demand for this line, we advise you to order at
once.
2. Owing to the increased demand for this type of car, our stocks have
run very low.
3. As we have a good supply of these machines we can effect
shipment within 5 days.
4. We can offer you a wide selection of sizes and types from stock.
5. We cannot promise delivery before ... unless your order reaches us
within 7 days.

Concluding sentences
1. We should appreciate the opportunity of showing you how
efficiently we can serve you.
2. We are sure that these goods will meet your requirements, and we
look forward to your first order.
3. We look forward to the pleasure of serving you.
4. If you think our offer meets your requirements, please let us have
your order at an early date, as supplies are limited.
5. As we execute all orders in strict rotation, we strongly advise you to
order early.
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Exercise 11. Are these offers solicited or unsolicited?

solicited offer — sampebysana nponosuuis (6i0nosiov na 3anum)
unsolicited offer — nponosuyis 3 enacnoi iniyiamueu

1. | thank you for your letter dated 10" April concerning ... 2. We
have been given your address by ... 3. As one of the leading
manufacturers of low voltage and high power switches in Spain we
would like to offer you ... 4. In your enquiry you stated that you are
looking for ... 5. We are glad to hear that our catalogue was of interest
to you. 6. The Chamber of Commerce informed us that you are an
importer of ...

Exercise 12. Can you match the two columns?

1. Type of goods A. Cash on delivery

2. Quantity B. CIF Dover

3. Prices C. 800 units

4. Discounts D. 2 weeks after receipt of order

5. Terms of delivery E. 5% off orders placed within the
next 7 days

6. Terms of payment F. seaworthy containers

7. Delivery time G. laminated bus bars

8. Packing H. $50 per unit

Exercise 13. These sellers had to make non-binding offers. Choose
the reason for each situation:

‘The offer is subject to availability.’

‘The prices are subject to change without notice.’

‘The offer is subject to final confirmation.’
1. Mr.Vinter produces a limited number of quality items. He does not
produce enough of these items to supply everybody who asks, and so
has to include an appropriate clause when making offers. 2. Mr.
Kitchener’s company exports fridges and freezers. At present he is
having problems with his supplier, and he can’t guarantee until the
very last minute that the goods will be dispatched on time. 3. The
Boston Engineering Company imports certain rubber strips from
Eastern Europe and sells it to American retailers. However, increasing
labour costs means that the price of the strips is rising rapidly.

120



Exercise 14. Here is a typical offer letter. Read it and answer the
guestions.

R/Hughes & Son Itd
27 Pitlochry Road
Edinburgh EH1 9FG
Scotland
21* January 2001

ThermOmegaTech
643 Caledonian Road
New York, NY 53275
USA

Dear Sirs,

The foreign trade department of our company informs us that you
are an importer of quality self-actuated, water-sensing freeze
protection valves for diesel electric locomotive. Our company is one
of the leading manufacturers of different equipment for diesel electric
rolling stock and we are sending you our catalogue in the hope of
doing business with you.

Should you be interested, we can offer you very favourable terms.

The prices stated in the catalogue are CIF Glasgow and include
seaworthy packing. We can grant you a quantity discount of 5% off
orders of 200 items or more. Delivery can be effected within 6 weeks
of receipt of order. Payment is to be effected by letter of credit.

This offer is subject to confirmation.

We hope to hear from you soon and assure you that your order
will be executed to your best satisfaction.

Yours faithfully,

McLeod Knetwear

1. Is this a solicited or an unsolicited offer? How do you know? 2. Is it
a firm offer or an offer without engagement? How do you know?
3. What kinds of goods are being offered? 4. What are the terms of
delivery? 5. What is the delivery time? 6. What are the terms of
payment? 7. What incentive does the seller offer in the hope of
convincing the buyer to place a large order?
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Exercise 15. Use the appropriate form of the words to fill in the
gaps.

market = low = range = enclose = look = enquiry = do = glad = delivery
hear = send = for (2) = with = in (3) = to (2) = about = of (2) = by = on

Thank you ... your ... of 16 November, ... which you enquire ...
Under Sleeper Pads (USP) imported ... Hong Kong. We are ... to hear
that there is a ... for goods ... this type ... Northern Ireland. We are
... our prices list and terms of ..., and our catalogue has already been
...... separate post. As you will notice, our prices are extremely ... ,
and since we hold large ... of all models ... all times, we can promise
delivery ... a week ... receipt ... orders. We hope to ... from you
soon, and ... forward ...... business ... you.

Exercise 16. Translate the following offers.

1. ITanoBH1 manoBe! YV BiamoBias Ha Bar nucr-3amuT nioq0 karajiora
No 54 Mu HaacuIaeEMO OJMH €K3EMIUISIP Ta CHOJIBAEMOCS, IO BiH
Oyne xopucHum s Bac. YV gomatky Bu 3Haiinere Qopmyiisip
3aMOBJICHHsI, KWW Aomomoke Bam mpu BuOOpi ToBapiB, 1o Bam
Cro100a1MCh. 3 MOBaroio ...

2. llanoBHi manoBe! J[sxyemo 3a Bamr 3amut Big 12 BepecHsa Ta 3a
iHTepec a0 Hamoi mnpoxaykuii. CeoromHi M HajainmemMo Bawm
€K3EeMIUISIP HAIIOTO MPOLTIOCTPOBAHOTO KaTajora pa3oM 3 JIEKUIbKOMa
3pa3KaMu CIUIABY, SIKUM BUKOPUCTOBYETHCS IS BUPOOHUIITBA HAIIUX
KJIanmaHiB. My BBakaemo, 110 XOPOIIUN AW3aiiH, Ta BIAIMIHHA SIKICTb
3aJI0BOJIBHATh HaWOLIbIn BuMoriuBoro mnokymmg (hard-to-please
customer). HactymHoro THXXHS HaIll MpEACTaBHUK Oyne y Bamomy
MicTti. Bin 3amioOku 3aiiie Ta po3MOBICTH Npo Hamy GipMy Ta
npoAykKiiro. BiH TakoX yHNOBHOBaXEHHUM OOTOBOPUTH YMOBHU
3aMOBJICHHSI Ta YKJIAaCTA KOHTpPAaKT. 3aBXAW paji 3poOUTH Bam
MOCHYTy. 3 OBaroio ...

Exercise 17

a) An enquiry has come to your company, an engineering firm
specializing in noise and vibration control equipment, from a
British retailer. Write a reply to send with your price-list. Quote
your terms, and add any information you consider might induce
your correspondent to place orders with you.
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b) Compose a letter for your firm, who are producers of up-to-
date track maintenance machines, to an importer overseas. Offer
your standard lines and one new product.

c) Your company is an importer of rubber-to-metal bonded
suspension elements for primary and secondary suspension
systems for rail vehicles. Write a letter offering your wholesale
customers your new engineering solutions intended to reduce
noise and vibration.

Letters of Order
An order is a business letter in which a customer requests for goods
and services. When ordering goods, a customer will generally include
the following in his letter:
(@) A reference to a visit by the supplier’s representative, or to an
advertisement, or catalogue, or to a sample, or to previous
correspondence. This applies particularly to a first order. In
subsequent orders the buyer may begin his letter with:
(b) Details of the goods required: quantity, quality, catalogue, number,
packing, etc.
(c) Conditions and qualifications.
(d) Alternatives which are acceptable if the goods ordered are not
available.
(e) A closing sentence, perhaps encouraging the supplier to execute
the order promptly and with care.

Exercise 18
a) Read and translate the order.

FOURNIER ET CIE
Importers of Valves for Passenger Cars
Avenue Ravigny 14
Paris XV

ThermOmegaTech,Inc 30 October
2010

353 lvyland Road

Warminster, PA 18765-8766 USA
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Dear Sirs

Thank you for your letter of 15 October. As you will already
know your Mr J.Needham called on us a few days ago and informed
us about your self-operating, thermostatic drain valves that protect
locomotives and passenger cars from freeze damage. We think
products of this quality will find a ready market here, and we are
prepared to order the following models as a trial order:

1" GURU PC catalogue no. 5
1" GURU PC with Heater assemby catalogue no. 17
Magnim GURU PC catalogue no. 27a
Compressor head cleaning tool catalogue no. 28

If nos. 27a and 28 are not available for immediate delivery, as
Mr Needham suggested might be the case, please send nos. 27 and 28a
instead.

As soon as we receive your confirmation and pro-forma invoice,
we will arrange for settlement by banker’s transfer.

We are looking forward to hearing from you shortly.
Yours faithfully
FOURNEIR ET CIE

b) Answer the questions.

1. What is the subject of the order ? 2. If any of the items they have
ordered are out of stock, whould they accept alternatives ? 3. When
will they pay for the order ? 4. What method of paiment is proposed ?

Exercise 19. Here are some suggestions for sentences which you
might include in a routine order. Read and translate them.

Opening phrases
1. Thank you for your offer of ..., which we accept on the terms

quoted.

2. Thank you for your catalogue and price list. Kindly send us as soon
as possible ...

3. Thank you for letting us have samples of ... . We would be glad if
you would supply us with ...

4. Please send through our forwarding agents, K.Jones and Co.Ltd.,
Sunderland Avenue, Southampton, the following goods: ...
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5. Will you please arrange immediate dispatch of ...

Referring to quality, etc.

1. We must point out that the machines must be guaranteed to be to
our own specification.

2. Please supply in assorted colours, preferably 6 dozen each of red,
yellow, green blue and brown.

3. There is no market here for the higher-priced models. Please send
only models in the medium price-range.

4. We enclose a trial order. If the quality is up to our expectations, we
shall send further orders in the near future.

5. We are arranging for the consignment to be inspected before
shipment and must ask you to send only goods in perfect conditions.

Exercise 20. Match the two columns.

1. Trial order

2. Firm order
3. Standing
order

4. Initial order

5. Follow-up
order

6. Merchandise
on call

7. Advance
order
8. Bulk order

9. Repeat order

(a) The customer places one order for a certain
quantity of goods to be delivered at regular
intervals, e.g. 500kg of coffee on the first day of
each month.

(b) The second order placed with a company.

(c) The customer orders a small quantity of goods
to test the quality.

(d) The customer commits himself to buying the
goods. This type of order may have a fixed delivery
date.

(e) The first order placed with a company.

(f) The customer orders the goods a long time
before he needs them or a long time before they are
available.

(g) The customer orders goods in large quantities.

(h) The customer orders exactly the same goods as
before.

(i) The customer places one order for a quantity of
goods which he has delivered in parts as and when
he needs them.
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Exercise 21. Here are some phrases from order letters. What kind
of orders have these customers placed?

1. Please send us the following items from your catalogue for test
purposes: 3 pieces of No0.1500, 3 pieces of No. 4538, 3 pieces of
N0.9876. 2. ... would be grateful if you could send us as before ...
3. ... if there is any possibility of your granting us a quantity discount
on this order? 4. If this order proves satisfactory we will place a
second order next month. 5. ... and so we will call you whenever we
require new stocks. 6. ... to be delivered by the end of the first week
of every month. 7. ... 20,000 optical connectors Q-ODC at the price
you offered us in your last letter ... 8. ... to reorder the goods, the
order of which was placed on 17" March. 9. ... 200 rail fastenings to
be delivered on the last working day of each month, Saturdays
excepted. 10. As our warehouse space is limited and customer demand
for the goods is high, we would like to place a ... 11. ...and as we
have heard that supply is becoming increasingly difficult, we would
like to place an order now for the goods to be delivered at the
beginning of next year. 12. ... quality and quantity as before.

Exercise 22

a) Read and translate the dialogue ‘Discussing the order’.
Brandon: Good afternoon, Mr. Salivan!

Salivan: Good afternoon, Mr. Brandon! How are you getting on?

B: Fine, thanks! And what about you?

S: Not so bad, thank you. Well, let’s speak to the point. As you know
we are extending our business and we want to buy your equipment for
producing gas analyzers for railway depots in Ukraine. To tell the
truth we are interested in the work with you company. We know that
your company produces the sort of equipment we need. It provides
advanced technology and efficient service.

B: Dear, Mr. Salivan! Our new equipment is the best choice for your
company! If you buy our equipment we’ll visit your factory and study
your requirements. We have worked hard and we have achieved some
success. Now our equipment corresponds to the highest technical level
and the highest standards existing in the world today.

S: How long is the guarantee period for your equipment?

B: It was about 12 month, but now the service life of our equipment
has been increased.
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S: Really? I’m very pleased to hear it. How long will it take you to
deliver two sets of this equipment to Kharkov?

B: I think about two weeks, not more.

S: And to put it into operation?

B: Two or three days depending on the model.

S: Is it possible to arrange training for our operators in your training
centers?

B: There is no need in training centers. Our equipment is fully
computerized. It’s easy for even inexperienced personnel to operate it.
And of course we provide technical support for all our equipment.
And don’t worry! It’s easy to adapt our equipment to your conditions.
S: Thank you for this information.

B: You are welcome. Goodbye.

S: Goodbye.

b) Translate into English using the above dialogue.

['oBopuTH 1O CyTi, pO3MMUPUTH OI3HEC, TEPEaAOBI TEXHOJIOTI],
3a0e3neuyBaTi, €(pEeKTHBHA CHCTEMa CEpBICy, 30UIbIIyBaTH, BHOIp,
BUMOTH, KOMIUIEKTH, BBECTU B €KCIUTyaTallll0, TEXHOJOTTYHUI PiBEHb,
OpraHi3yBaTM HaBYaHHSA, IYCK, HEMIATOTOBJICHUN  IEpPCOHAII,
MPUCTOCYBATH, 3 HAIIIMM O0JIaITHAHHSM JIETKO IPaIfOBaTH.

¢) Translate the following sentences.

1. Sxwmii rapanTiiiHuil TepMiH Ha Bame obnagnanns? 2. CKIIbKHY Yacy
Bam moTpibHO, 11006 BBECTH HOTO B eKciuryararito? 3. Un MOXKINBO
npuctocyBaTu Bamie oOnaaHanHs 10 Hammx ymoB? 4. Un MOXKIMBO
OpraHidyBaTH MiJAFOTOBKY HAIIUX CHIBpOOITHUKIB y  Bammx
HaBUaJbHUX IIeHTpax? 5. Ckuibku yacy Bam Oyne motpiOHO Ha
JOCTaBKY JIBOX KOMIUIEKTIB OOJIaiHaHHS Yy Hamry kpainy? 6. Ilan
®dposoB BiANMOBICTh HA Bcl Bamni 3anutanns. 7. [{aBaiite 06roBopumo
BCE 110 CYTI.

d) Translate the dialogue.

Iicexcon: Jlobporo panky, nane Boponin. Sk cripaBu?

Boponun: Jlobpe, ngKyto.

J[: Un uymtanu Bwu wHamn pexiamHai matepianu? Ywum 3arikaBmio Bac
Hallle TEXHOJIOT1YHE 00JIaIHAHHS?
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B: Tak, mu 6axxaemo npuadatu Baie obmagHanHs 111 BUPOOHUIITBA
razoaHajizaTopiB JJis 3aII3HUYHUX Jeno Yy XapkoBi. Mu 3Haemo, 110
Bama komnanusi BupoOJisie Toil Buj 0oOJiaIHAHHS, 1110 HaM MOTPIOEH.
Hawm Bigomo, o Bamia kommaHis 3a0e3mnedye mepeoBi TEXHOIOTI Ta
e(EeKTUBHY CUCTEMY CEpBICY.

J[: Tak, Hamie oOsiajHaHHSA — I1¢ HaWkpamui BuOip mnsa Bamoi
kommnaHii. BoHO BiamoBijgae HAWBHUIIOMY TEXHOJIOTIYHOMY PIBHIO Ta
3a/I0BOJIBHSIE HAMOUIBIIT CTPOT1 BHUMOTH MDKHAPOJHHX CTaHIAPTIB.
BoOHO TTOBHICTIO KOMIT IOTEPU30BaHO. 3 HUM JIETKO MPAIfOBATH HABITh
HEMIArOTOBJICHOMY IIEPCOHAITY.

B: JlaBaiite o00roBopuMo JAcsKi NHUTAaHHS Hamoi yroaw. Skwuit
rapaHTiiiHUM CTpOK Ha Bamre o0nanHanHs?

J[: 12 mics1iB 3 THS MyCKY OOJaHAHHS.

B: Skuii yac Bam mnoTtpibeH Ha JOCTaBKY JIBOX KOMILJIEKTIB
oOJrajHaHHSA 10 XapKoBa?

/[ IBa-Tpu THKHI 3 MOMEHTY CILIATH.

B: Ckinbku noTpiOHO Yacy, 100 BBECTH MOT0 B €KCIUTyaTallio?

/[: Bix 2 1o 5 qHIB y 3a7€KHOCTI BiJl MOJENI.

B: lle Hac BiamrToBye. Sl NMPONOHYIO YKJIACTU KOHTPakT 3 Bamoro
KOMITaHIEIO 10 KIHIIS IbOTO THIKHS.

/[: Uynoo. CnoaiBatock mobauutu Bac 3aBTpa.

B: Jlo mobGaueHHs.

/[ Jlo nobayeHHs.

Letters of Complaints

Complaints may arise from quality of the goods, terms of delivery,
packing, delivery of wrong goods, damaged goods, etc. If a customer
is dissatisfied with the execution of his order, he should refer clearly
to the articles in question, by referring to his own order number or to
that of his supplier’s invoice, or both. He should specify the nature of
his complaint, and finally state what action he wants his supplier to
take.

Exercise 23. Read and translate letters of claims. Identify the
reason for complaint is each case.
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Letter 1

Dear Mr Jackson,

When unpacking your cases with the equipment we experience
difficulties owing to the cases being too low. The space between the
top of the cases and the top of the equipment is too small and as a
result some pieces of equipment are getting damages on the top.

We suggest therefore that you should make the cases with one
board of about 20 cm higher, which would enable us to unpack the
cases without damaging the cars.

We are looking forward to your answer.

Yours sincerely,

Letter 2

Dear Mr.Paviov

Special Cluster Drilling Machine, Order No 19086

We regret to inform you that our Clients have experienced serious
trouble with the above machine.

After a short period of operation the teeth of two bevel gears and
one wheel were crushed and the second wheel was broken.

We enclose 4 photos illustrating these defects. As the machine
was brought to a standstill due to this damage, our Clients were
compelled to manufacture replacement parts in order to prevent delay
in production.

We enclose a statement showing the expenses incurred by our
Clients in manufacturing one bevel gear with shaft, another bevel gear
and two wheels as well as the cost of dismantling the machine,
assembling and fitting the new parts. The expenses of our Clients
amount to ... and we shall be glad to receive your remittance of this
amount in due course.

Yours sincerely 1.Denisov

Enclosures

Letter 3

Dear Mr.Paviov

Special Cluster Drilling Machine, Order No 19086

We regret to inform you that our Clients have experienced serious
trouble with the above machine.
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After a short period of operation the teeth of two bevel gears and
one wheel were crushed and the second wheel was broken.

We enclose 4 photos illustrating these defects. As the machine
was brought to a standstill due to this damage, our Clients were
compelled to manufacture replacement parts in order to prevent delay
in production.

We enclose a statement showing the expenses incurred by our
Clients in manufacturing one bevel gear with shaft, another bevel gear
and two wheels as well as the cost of dismantling the machine,
assembling and fitting the new parts. The expenses of our Clients
amount to ... and we shall be glad to receive your remittance of this
amount in due course.

Yours sincerely 1.Denisov

Enclosures

Letter 4

Dear Miss Smith

Special Cluster Drilling Machine to Order N0.19086

In reply to your letter of the ... we regret to see that there has
been some trouble with the gears mentioned.

We are glad your Clients have manufactured the replacement
parts and quite appreciate their having done this in order to prevent
production delays.

We are also quite agreeable to recompense you for the cost of this
work, but we must say that your figures appear to be high.

In the circumstances, would you be good enough to review your
costs again, and advise us what reduction you can make in the sum to
be credited to your account.

Yours sincerely F.J. Parson
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Unit VI BUSINESS CONTRACTS
Words to remember:

affect — pmBaTu

against the dates stipulated in the contract — srigHo 3 maramu,
3a3HAYEHUMHU Y KOHTPAKTI

amendments to the contract — monpaBku 10 KOHTPaKTy

assign the rights and obligations to smb — nepenaBatu mpaBa Ta

000B’sI3KU

at one’s own expense — 3a BJIaCHUM KOIIITOM

at the Buyer’s option — Ha BuOip moKymIs

authorize — natu no3Bia

be entitled to inspect — maTn MOBHOBa)KEHHSI HA MTEPEBIPKY

be in conformity with — 6ytu y BignoBigHoCTI 10

be released for shipment — OyTu roToBuM 10 BiJIIpaBKH

be subject to no alteration — ne nigsraTy 3MiHam

be submitted for settlement — nepenaBatu Ha yperyroBaHHS

beyond the Seller’s control — mo3a Mexamu KOHTPOITIO TTPOIABIIS

binding agreement — 060B’s13k0Ba yrojaa

breach of contract — nmopymieHHsI KOHTPaKTy

charge expenses to the seller’s account — BiTHOCHUTH BHUTpaTH Ha

paxyHOK ITPOJIaBIIs

clause (article) of the contract — crarts (vacTuHa) KOHTPaAKTy

come to an agreement — npuiTH 10 3rOAx

complaint — ckapra

conclude a contract (agreement) — ykiraatv KOHTPaKT

confirmed I/c — miaTBepKEHMI aKpeIUTHB

deduct from — BizpaxoByBatu 3

deliver in parts (partial delivery) — nmocrauaTu maprismu

delivery date is understood to be — naroro nocrauanns BBakaeThCs

denomination of goods — 1iHHiCTh, HAHMEHYBaHHS TOBAPY

documents for collection — toxkymeHTH Ha iHKacO

draft contract — mpoekt KOHTpaKTy

effect payments — 3xilicHIOBaTH ILIaTEXKi

employment contract — Tpynosa yroaa

enter into force — HaOyTH YMHHOCTI

exceed — nepeBuIIyBaTH

execution of the contract — BukoHaHHS KOHTPaKTy
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fail to fulfil — ne BukonyBaru
firm (fixed) price — dikcoBana 1iHa
force majeure circumstances — Henepen0adyBaHi 0OCTaBHHU
goods are to be regarded as delivered — ToBapu BBa)kKarOThCs
AO0CTAaBJICHUMHA
hereinafter referred to as — nani Ha3BaHMit sIK
hire purchase contract — yroma Ha Nokynky Ha BUIUIAT (B pO3CTPOUKY)
implied contract — kBa3i-KOHTPaKT
in accordance with the requirements — 3rigHo 3 BUMOTramMu
In respect of quality — y BigHOIIEHHI 10, BIAMOBIAHO 10
Insurance — crpaxyBaHHs
invoice — paxyHok-(hakTypa
Issue a document — BUIUCYBaTH TOKYMEHT
keep to the delivery schedule — notpumyBaTucs rpadika mocrayaHHs
letter of credit (I/c) — akpenutus, irrevocable l/c — neckacoBHmit
aKpEIUTUB
meet the specifications — Bixmosigaru crierudikarii
notify — mosimomisaTu
null and void — anynpoBaHuiA, 1110 HEMAE IOPUIUIHOT CHITH
obligations (liabilities) — 06oB’s13ku
obtain indemnity — oxep>kyBaTi KOMIICHCAIIIFO
on conditions FOB — na ymoBax ¢o6, FOB (free on board) —
(dpaHko-00pT cyaHA
otherwise — inaxie
partial or complete non-fulfilment — w4actkoBe abGo moBHE
HCBUKOHAHHIA
parties to a contract (contracting parties) — cTOpoHH KOHTPaKTy
pass the document of title — mepemaBatu TOBapOpPO3MOPSTUMIA
JTOKYMEHT
payments are to be affect — mnatexi noBuHHI OyTH 3/iHiCHEH]
pay penalty at the rate of — BurutauyBaTu mrpad y po3mipi
performance of the equipment — po6ota o01agHaHHS
prevent (from) — nepenikomkaTu
prolongation — momoBxeHHS
reclaim — BumaraTu moBepHeHHs
release from responsibility — 3BiibHATH Bif BiAIIOBIAaIbHOCTI
seaworthy packing — ymakoBka, 1o npujaaTHa Jjis TPaHCTIOPTYBaHHS
10 BOJI1
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secure safety — rapantyBaTu 0e3mneKy
seek damages in the court of law — Bumararm xommencamii y
CYyJI0BOMY MOPSIAKY

service contract — yroyia Ha 00CITyrOByBaHHS

set of ‘clean-on-board’ bills of lading — makeT «4ynCTUX)» HaKIATHUX

settle disputes — yperymoBaTu cynepeyku

sliding price — 3miHHa 11iHa

specific terms (provisions) — oco0KBI YMOBH

suffer losses through the delay — 3a3HaBaTu 30UTKIB Yepes3 3ami3HEHHS

supplement a contract — 10mOBHIOBATH KOHTPAKT

suspend the fulfilment — npunuHsaTH BUKOHAHHS

total value — 3arayiipHa BapTicTh

trouble-free operation — 6e3nepepsHa podoTa

turnkey contract — g0roBip «IiJ1 KIH09»

unit of measure — oguHMIS BUMIpY

unless otherwise agreed - skmo He Oyae OOCATHYTa iHIIA
JIOMOBJICHICTh

valid — nificauii

without written consent — 6e3 mucsMoOBOT 3roan

withstand transportation — BuTpumMaTé TpaHCIIOPTYBAHHS

wronged (injured) party — moctpaxjaiga CTOpOHa

Exercise 1
a) Read and translate the text about the contracts.

In the course of a year, hundreds of thousands of contracts are
concluded domestically and internationally. Contract is an agreement
with specific terms between two or more Parties stating what work to
be done, rates to be paid, goods to be sold or bought.

Contracts can be written, oral, or implied. According to the
purpose and contents, there exist several kinds of contracts. For
example, employment contracts, service contracts, turnkey contracts,
hire purchase contracts, etc.

Every international contract has several standard parts (clauses)
which are obligatory, though some of them may be changed and
supplemented. Most frequently necessary parts of the contract include
the following:

- Subject of the Contract; it names the product, gives its
description, may indicate the unit of measure, etc.
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- Price and Total Value; it includes the total amount of money
involved and the denomination of goods under the provision of the
contract; the price stated in a contract may be firm (fixed) or sliding;

- Terms of Payment; it indicates method of payment, form of
payment, bank details and period within which payment should be
made;

- Terms of Delivery; it indicates the mode of transportation,
period of delivery, sometimes it may also include start-up procedures,
inspection and test;

- Guarantee Terms; it says that the goods should be in conformity
with the technical documentation, specifications and conditions of the
Contract otherwise the Seller undertakes to correct defects or to
replace the defective elements at his own expense;

- Packing and Marking; it indicates which way the goods should
be packed and what should be written on each packing container
during transportation;

- Insurance; it is included in the contract in order to obtain
indemnity in case of damage or loss due to fire, burglary, pilferage,
damage by water, breakage or leakage, etc.

- Complaints and their Settlement; it covers a lot of cases arising
from delivery, quality and quantity of goods, terms of payment and
others; so it provides the settlement procedures for all possible
situations;

- Arbitration; it covers the breach of contract if one of the parties
fails to fulfil their obligations, and the wronged party may be able to
seek damages in a court of law;

- Force Majeure; it describes a force against which you cannot act
or fight; it usually includes natural disasters such as an earthquake,
flood, fire, etc., as well as war, embargo, and sanctions.

- duration of the contract; it describes over what period of time
the obligations arising out of it are valid;

- legal addresses of the contracting parties.

b) Answer the following questions.

1. What is a contract intended for? 2. In which form can contract
exist? 3. Is there a standard form for a contract? 4. What kinds of
contracts according to the purpose do you know? 5. What are the main
clauses of a contract? 6. Is it possible to change and supplement the
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clauses of the contract? 7. What does the subject clause of the contract
describe? 8. What kinds of prices may be stated in a contract? 9. What
does the Guarantee clause usually say? 10. Who is responsible for any
breakage or damage of goods caused by improper packing?
11. Against what risks do businessmen insure goods? 12. Why does
every contract contain a Force Majeure Clause? 13. When does a
breach of contract take place?

¢) Give equivalents for the following word combinations.

Oco011B1 YMOBH KOHTPAaKTy, BUT0Jla, KOMIIEHCAIlisl, KBAa31-KOHTPAKT,
TPYIOBUM JOTOBIp, JOTOBIp Ha OOCIYyroByBaHHS, JIOTOBIp Ha
BUKOHAHHS POOIT «IiJ KJIIOY», JOTOBIp Ha MOKYNKY Ha BHILIAT,
O00OB’A3KOB1 TYHKTH KOHTPAaKTy, OJWHHUIISI BUMIpY, TBepAa IliHa,
3MiHHA I[iHA, YMOBHM JIOCTaBKH, IyCKO-HAJaro/XyBajbHI poOOTH, Y
BIIMOBIJTHOCTI /10 JIOKYMEHTaIlll, 3a paXxyHOK MpOJaBIs, OAep>KaTh
KOMIICHCAI[I}0, ypPETyJIlOBaHHS KOH(IIKTIB, TOPYIIEHHS YIrOJH,
MOCTpaXkana CTOPOHA, BUMaraTd KOMIEHcaIlli 30UTKIB y CYJI0BOMY
NOpsIZIKY, HenependavyBaHa 0OCTaBUHA.

Exercise 2
a) Read and translate the contract.
CONTRACT Ne 123

Kharkiv, May 12, 2012 ABC RailTechnology hereinafter referred
to as the ‘Sellers’, on the one part, and OrionRail hereinafter referred
to as the ‘Buyers’ on the other part, have concluded the present
Contract for the following:

1. Subject of the Contract

The Sellers have sold and the Buyers have bought on conditions
f.0.b. the following equipment: 50 high and medium-speed 4-stroke
diesel engines.

2. Prices and Total Value

2.1. The total value of the equipment, spare parts, tools, technical
documentation and services under the present Contract amounts to €
193.7 million.

2.2. The prices are firm and subject to no alteration.

3. Terms of Payment
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Payments are to be effected within 30 days of the date of receipt
by the Buyers of the following documents for collection: Seller’s
invoice and complete set of ‘clean-on-board’ Bills of Lading.

4. Delivery Dates

4.1. The equipment specified in Clause 1 of the Contract is to be
delivered in parts with the consequent assembling on the
manufacturing works of the Buyer within the period of two years
beginning from the date of the Contract.

4.2. The delivery date is understood to be the date of the ‘clean-
on-board’ Bill of Lading issued in the name of the Buyers.

5. Packing and Marking

5.1. The equipment is to be shipped in export packing.

5.2. The packing is to secure the full safety of the goods from any
corrosion during its transportation.

5.3. The cases in which the equipment is packed are to be marked
on three sides — on two opposite sides and on the top of the case.

5.4. The marking shall be clearly made with indelible paint both
in English and in Ukrainian, stating as follows:

Contract No

Trans Ne

Case Neo

Net weight ... kg

Gross weight ... kg

Do not turn over!

Handle with care!

6. Guarantee
The Sellers guarantee:

6.1. That the equipment to be supplied has been manufactured in
full conformity with the description, technical specification and with
the conditions of the Contract.

6.2. That the completion of the equipment to be delivered and of
the technical documentation supplied is in accordance with the
requirements specified in the Contract.

6.3. The guarantee period of the normal and trouble-free operation
of the equipment is to be 36 months from the date of putting it into
operation.
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7. Force Majeure

The Parties are released from responsibility for partial or
complete non-fulfillment of their liabilities under the present Contract,
if this was caused by the circumstances of Force-Majeure, namely
fire, flood, earthquake, provided the circumstances have directly
affected the execution of the present Contract.

8. Sanctions

In the event of the Sellers’ delay in the supply against the dates
stipulated in the Contract the Sellers are to pay to the Buyers penalty
at the rate of 0.5% of the value of goods not delivered in due time for
every week of the delay within the first four weeks and 1% for every
subsequent week but not more than 10% of the value of the equipment
not delivered in due time.

9. Arbitration

All disputes and differences, which may arise out of or in
connection with the present Contract will be settled as far as possible
by means of negotiations between the Parties.

If the Parties do not come to an agreement, the matter is to be
submitted for settlement to Arbitration.

10. Insurance

The expenses for insurance are to be charged to the Sellers’
account and deducted from the Sellers’ invoices at the time payments
are effected.

11. Other Conditions

Neither Party has the right to assign its rights and obligations
under the present Contract to any third Party without written consent
of the other Party.

12. Legal Addresses of the Parties

Seller ..

Buyer.

The present Contract is drawn up in English and Ukrainian in 2
copies, one copy for each Party, both texts being equally valid.

The Contract enters into force on the date of its signing.

b) Find in the contract above the following English equivalents.

Jam Ha3BaHWU «IIpOJaBelb», 3 1HIIOTO OOKY, YKJIACTH YIroay IIpo
HUKYesragane, Ha ymoBax ®Ob, He migmsaratu 3MiHaM, TOBUHHO
Oytu 3aiiicHeHo npotsaroMm 30 IHIB, TOKYMEHTH Ha 1HKAco, paxyHOK-
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dakTypa TpoaaBllsd, HaAKJIaJHA, YUCTHW OOPTOBHM KOHOCAMEHT,
yKa3aHUW y TyHKTI |, BUMKMCAHMM HaA 1M’4 MOKYMIlS, TapaHTyBaTH
MIOBHY O€3MeKy, He IepeBepTaTH, 00EPEKHO, Y MOBHIM BIAMOBIIHOCTI
710 omucCy, O6e3mepediitna podoTa, MyCK B €KCILTYaTallito, 3BIILHATH BiJl
BI/IMOBIIaJIbHOCT1, HEBUKOHAHHS 00OB’S3KIB, HACIIJIKH HEmepeOOpHOi
CUJIM, 3aTPUMKH y TOCTauyaHHi, 0OTOBOPEHUN y KOHTPAKTi, Y pO3MIp1
0,5%, B CTpOK, BHUpINIyBaTH IUISIXOM TIE€PETOBOPIB, MiJIATaTH
nepefadi A0 apOITPaXHOTO CyIdy, BHUTpaTHU Ha CTpaxyBaHHS,
BIJIHOCUTH Ha PaxyHOK MPOJABIl, MepelaBaTu MpaBa Ta 0OOB’SI3KH,
MMCHMOBA 3r0/1a Ha 11€, HA0YTHU YMHHOCTI.

Exercise 3
a) Read and translate the text about liabilities of sellers and
buyers.

The sales contract is the legally binding agreement reached by the
seller and the buyer. It can be made orally or in writing. After a sales
contract has been concluded, the seller and buyer have to fulfil certain
liabilities (that means there are certain things they have to do).

The seller’s liabilities are:

- To deliver the goods on time and in perfect condition.

- To make sure that the buyer becomes the owner of the goods by
passing the document of title to the buyer.

The buyer’s liabilities are:

-To accept delivery of the goods (this prevents him from
changing his mind after the goods have been sent).

- To pay for the goods within the time agreed.

If one party doesn’t fulfil its liabilities, the contract is broken
(breach of contract). In this case the injured party can claim
compensation.

b) Did a breach of contract take place? Explain your choice.

1. A mail order company sent some goods to Mr. Williams. However,
he refused to accept delivery of them as they had not been ordered.
2. RTSA company ordered 20 compressors from a company selling
compressors for electric rolling stock. However, RTSA had to return
one of the compressors because it didn’t work. 3. Mr. Watson refused
to pay the full price for a customized machine he had ordered; because
it didn’t exactly meet the specifications he had given. 4. Mr. Wright
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sent some spare parts to a railway depot. However, a series of staff
strikes brought the depot into financial difficulties and his invoice was
only paid six months later.

Exercise 4. Fill in the gaps choosing the words from the words
below.

terms arbitration payment
reclaim freight/loading specification
charges penalty late
delivery substandard invoked
letter of credit parties

DRAFT CONTRACT between

WIDGETRY Ltd (hereafter known as ‘the seller’)
and MERCURY plc (hereafter known as ‘the buyer’)

The seller undertakes to supply the buyer with 120,000 super
widgets*, to BSI** ... 999 and to pay all ... and insurance ... .
The terms of ... and immediate payment of ... charges by confirmed
and irrevocable ... ... ... are to be standard.
A ... clause will be included in the contract. It will be ... against the
seller for late delivery or ... quality; against the buyer for ... payment.
In the event of non-payment, the seller shall be entitled to ... the
goods.
In case of a dispute between the ... to the contract, the matter will be
taken to independent ... . All the ... of the contract must be complied
with by both parties.

* widget is a slang term used for any type of imaginary item
which is assumed to be made, bought or sold

** BSI — British Standard Institution

Exercise 5
a) Study the usage of verbs do and make.
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DO
- for indefinite activity,
with words thing,
something, nothing,
anything etc
He did a very strange
thing.
Do something!
What shall we do?
- when talking about
work and jobs
I wouldn’t like to do your

MAKE
- for construction, creating etc
I've just made a cake.
Let’s make a plan.
- to force somebody to do something
He made me repeat the whole story.

COMMON FIXED EXPRESSIONS
DO: good, harm, business, one’s best, a
favour, sport, exercise, one’s hair, one’s
teeth, one’s duty, 50 mph

MAKE: a journey, an offer, arrangements,
a suggestion, a decision, an attempt, an

job. effort, an exception, a mistake, a noise, a
Has Ban done his|phone call, money, a profit, a fortune,
homework? love, peace, war, a bed, a fire, progress,
It’s time to do the|alterations

accounts.

b) Fill in the blanks with the verbs to make or to do.

1. The Sellers guarantee that the machines will be ... in full
conformity with the conditions of the order. 2. The Sellers wanted
their agents ... all the necessary arrangements for the transshipment of
the cargo. 3. The goods happened to have been delayed for a month,
something must be ... to improve the situation. 4. The Sellers wrote
that they ... alterations in the design as requested by the Buyers. 5. It
wouldn’t be fair to claim a penalty from the firm yet, they seem ...
their best to speed up manufacture. 6. If I were you I should ... her
realize that she bears full responsibility for the calculations to be
exact. 7. The quicker we ... the work the better, it has been suspended
far too long.

Exercise 6
a) Read and translate an extract from a contract.

Delivery. The date of the Bill of Lading shall be considered the date of
delivery. Prior delivery, partial shipment and transshipment shall be
allowed.

Quality. The quality of the goods supplied under this Contract shall
conform to the world-wide standards or to the technical conditions of
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the Manufacturing Works, and shall be confirmed by the Quality
Certificate, issued by the Manufacturing Works or by the Sellers.

Taking Delivery. The goods are to be regarded as delivered by the
Sellers and accepted by the Buyers: in respect of quality — in
accordance with the Quality Certificate, and in respect of quantity and
weight — in accordance with the Bill of Lading.

Inspection and Test. The buyers shall be entitled to inspect and check
the quality of the material used and the parts of the machinery both
during manufacture and when completed. Inspection tests will be
carried out, unless otherwise agreed, at the Sellers’” Works in the
presence of the Buyers’ inspector and during normal working hours.

The Sellers undertake to monthly notify the Buyers of the progress of
the order and at least 10 days beforehand of the readiness of the
manufactured goods for final inspection. If the Buyers’ inspector
waives the inspection of the goods at the Sellers” Works, he shall
supply the Sellers with the certificate stating that the goods are
released for shipment within inspection.

b) Answer the following questions.

1. What date is to be regarded as the date of delivery? 2. Are partial
shipments and transshipment allowed? 3. What document confirms
the quality of the weight of the goods? 4. What are the Buyers entitled
to do during the manufacture of the equipment they have ordered?
5. Where will acceptance tests be carried out? 6. Why do the Buyers
ask the Sellers to keep them informed of the progress of the order?
7. When are the Sellers to send the Buyers the notification of the
readiness of the goods for final inspection? 8. What happens if the
buyers’ inspector waives the inspection of the goods?

c¢) Find English equivalents for the following phrases.

BBaxkatucsi, JOCTpOKOBa JOCTaBKa, JO3BOJATHUCS, IO MOCTAYAETHCS
3T1JIHO 3 [IUM KOHTPAKTOM, BIAMOBIIaTH CTaHIAPTY, 3aBOJI-BUPOOHHUK,
OPUUHATUA TOKYIIIEM, CTOCOBHO SKOCTI, HaKJaJHa, MaTh MpPaBo
MEePEeBIPUTH, SKIO HE OyJe JOCATHYTO IHIIOI JOMOBJIEHOCTI,
iH(pOopMyBaTH KOXXHOTO MICAIIS, XiJ] BAKOHAHHS YTOJH, HE MEHII HIXK
3a 10 gHIB, BIIMOBUTHCS B1JI TIEPEBIPKH.
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Exercise 7

a) Read and translate the dialogue ‘Discussing the guarantee
period’.

Brown: Good morning, Mr. Pavlov. Very glad to see you again.
Pavlov: Good morning, Mr. Brown.

B: Mr. Pavlov, the matter I’d like to bring up today is the guarantee
period. | know it is 12 months from the date of putting the pumps into
operation, but not more than 18 months from the delivery date.

P: That’s right.

B: Well, | find it rather short. We’d like it to be extended by two and
three months respectively, as the usual guarantee period for this type
of equipment is longer.

P: Now, look. Model LS is of a new design and only a small number
of units have been manufactured so far. Although we have good
reports about their performance we can’t formally guarantee their
reliability for a longer period.

B: | see. But, Mr. Pavlov, | believe the contract will specify that if any
defects are found during the guarantee period you are to correct them
promptly and at your expense.

P: Yes this is our usual obligation, but of course we do that only if we
are responsible for the defects, if they appear through our fault.

B: This seems reasonable. Let’s consider one more possibility.
Suppose we would like some faulty parts to be replaced, on what
terms will you deliver the replacements?

P: We’ll try to supply them immediately and pay the cost of their
insurance and transport. Will that suit you?

B: Quite.

P: By the way, if you want special service visits of our engineer to be
arranged after the guarantee period, we can always do that.

B: Shall we have to pay for such visits?

P: Yes. You should authorize such visits and pay the engineer’s fare
to and in Ukraine, hotel expenses and the cost of each job he will do.
B: Thank you. I’ll have to look into the matter. Could we meet on
Thursday, say, at 12?

P: Let’s make it at 2 if you don’t mind. I have an appointment at 12
which I don’t want to break.

B: Very good.
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b) Answer the following questions.

1. Why did the Buyer want the guarantee period to be extended?
2. Why was the Seller to replace the faulty parts promptly during the
guarantee period? 3. Why does the company arrange service visits of
their engineers after the guarantee period?

Exercise 8
a) Read and translate an extract from a contract.

Guarantee. The Sellers guarantee that the delivered goods are in all
respects in accordance with the description, technical conditions and
specifications of the order, that they are free from defects in design,
material and workmanship.

If the goods within the period of guarantee, i.e. 12 months of the date
of putting them into operation and 18 months of the date of shipment
are found defective or fail to conform to the respective conditions of
the Contract, the Sellers for their own account undertake at the
Buyers’ option either to eliminate the defects or to replace the faulty
parts free of charge without delay. The elimination of the detected
defects shall not be regarded as a reason for any prolongation of the
delivery dates.

After the period of guarantee expires the defects shall be eliminated at
the Buyers’ expense. The Sellers’ liability does not cover defects
arising from the Buyers’ faulty maintenance or from storage and
repairs carried out improperly by the Buyers.

Payment. Should the Buyers fail to observe the terms of payment
stipulated in this Contract the Sellers have the right to suspend the
fulfillment of their obligation under this Contract.

If necessary the Buyers undertake in proper time to obtain an import
license and an exchange permit and the Sellers — an export license
from the appropriate authorities.

b) Answer the following questions.

1. What do the Sellers guarantee when they sign the Contract? 2. For
what period do the Sellers guarantee the normal operation of the
goods? 3. What do the Sellers undertake to do if the goods fail to
conform to the technical conditions of the Contract? 4. For whose
account do the Sellers undertake to eliminate the defects? 5. When do
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the Sellers consider the Buyers responsible for the damage to the
goods? 6. In what case do the Sellers have the right to suspend the
fulfillment of their obligations? 7. Where are the Buyers to obtain
import licences and exchange permits?

c¢) Find English equivalents for the following words and
expressions.

be3 nedekTiB, He BIAMOBIATH YMOBaM, 3a BIACHUHN paxXyHOK, Ha BUOIp
MOKYIIIIS,, 3aMIHUTH HECMpaBHI JeTali OE3KOIITOBHO, MOJOBKUTHU
CTPOKU JIOCTABKH, 3aKIHYEHHS TapaHTIMHOrO TEPMIHY, HEMpPaBHJIbHA
€KCIUTyaTalisd Ta YCTAaHOBJICHHS, HENPAaBUIbHO MPOBEICHUN PEMOHT,
NPU3YNIMHUTA BUKOHAHHSA OOOB’S3KIB, JIO3BUI Ha MPOBEACHHS
BAJIFOTHUX ONEpalliil, BIAMOBIAHI OPraHu BIIAJIH.

Exercise 9

a) Read and translate the dialogue ‘Complaints and claims’.

Kelly: Mr. Franklin? I"d like to tell you why we asked you to come to
us.

Franklin: Well, I'm fully at your disposal.

K: We asked for an appointment with you as we are dissatisfied with
the way your goods are sent. I’d like to know your reaction to it.

F: We’ve carefully studied your complaints. You’re perfectly correct
as to the short delivery. Two items lacked in the consignment of
equipment we sent you. It was overlooked by our controller. We
apologize for the oversight. It won’t happen again.

K: When will you send us these parts?

F: This week. By air.

K: Fine. But what about the packaging? The cover of one of the
containers was badly damaged. The equipment in this container was
damaged too.

F: It wasn’t our fault. You should take this up with the captain of the
ship. The equipment was packed in the required way.

K: We’ve already done it. He believes that your packing is to blame.
F: I must disagree totally with him. Let’s come back to this matter in a
couple of days. I’ll try to discuss it with the ship-owners.

K: Well, but there is one more problem: delay in delivery of
equipment. We suffered some losses through this delay. According to
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the sanctions clause of the contract we have the right to claim
compensation.

F: I’'m afraid you haven’t that right. This delay was caused by a strike
in the Glasgow port. And this is a force majeure circumstance.

K: But you were able to foresee this complication. Moreover, you
could have delivered the equipment to other port.

F: We couldn’t have done it owing to circumstances outside our
control.

K: Well, if we don’t reach mutual understanding, our company will
have to go through arbitration procedures.

F: There’s no need to get aggressive. There will be a meeting of our
top executives at 12 o’clock where your claim will be on the agenda.
I’1l try to settle it and ring you back after the meeting.

K: All right. I’'m waiting for your call.

F: Bye.

b) Answer the following question.

1. What questions did the Buyer and the Seller discuss? 2. How many
items were lacked in the consignment? 3. When will the Seller send
them these parts? 4. Were there any problems with packaging? What
were they? 5. Did they decide these problems at their meeting?
6. Why did the Buyer want to go through arbitration procedures?
7. Where will the Seller discuss all these claims?

c) Read the sentences and correct them if it is necessary.

1. The Seller and the Buyer discussed the price problems. 2. The firm
will send all parts of the equipment by train. 3. The cover of 5
containers was badly damaged. 4. The delay in delivery was caused by
bad weather in Brighton. 5. The Seller and the Buyer reached mutual
understanding.

Exercise 10

a) Read and translate an extract from a contract.

Packing. The goods shall be shipped in seaworthy packing used in the
Sellers’ country. The packing is to withstand, under normal transport
conditions, inland and sea transportation including transshipment, and
thus to avoid any damage to the goods in transit.
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Force Majeure. If delay in delivery occurs as a result of fire, floods,
war, embargo or any other cause beyond the Sellers’ and/or Buyers’
control, the Sellers shall be entitled to postpone the delivery of the
goods. Should such delays exceed 90 days the Sellers and the Buyers
shall immediately decide what steps and measures may be taken in
future.

Any alteration and amendments to this Contract shall be in force only
iIf made in writing and duly signed by authorized persons.

After singing this Contract, all previous negotiations and preceding
correspondence shall be considered null and void.

Neither party shall be entitled to transfer their rights and obligations
under this Contract to a third party, without the written consent
(thereto) of the third contracting party.

b) Answer the following questions.

1. What packing should be used for the transportation of the goods
and why? 2. In what cases are the Sellers and/or the Buyers entitled to
postpone the delivery of the goods? 3. When shall alterations and
amendments to the Contract be regarded as valid? 4. Do the Sellers
and the Buyers have the right to transfer their obligations under this
Contract to a third party? 5. When do the Sellers bear responsibility
for delay in delivery? 6. When do the Buyers have the right to reject
the delayed goods?

c¢) Give English equivalents to the following:

[TomkomkeHHs TOBapy y JOpO3l; IM03a KOMIETEHLIEI MpPOJaBII
Ta/ad0 TOKYIMIA;, 3MIHM Ta TOMNPABKH N0 KOHTPAKTy; MeperaBaTh
mpaBa TpeTiit cTopoHi; 1 6 XOTiB MOIIHYTH Ha Balin 3arajibH1 YMOBH.
Bouu npu Bac? byap nacka. 51 6 xoTiB 3’sicyBaTu MyHKT BiciM. S He
30BCIM PO3yMIIO I1€ pedeHHs. 3 Ti€i 4u 1HI01 npuunHU. CKUTBKH 11€
ckiaiae? Mu 0 XOTUIM CIOYATKY MOAYyMaTH Ipo IIE.

Exercise 11

a) Read and translate the dialogue about packing and marking.
White: There is another matter 1’d like to discuss. What kind of
packing do you use?
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Green: Oh, we pay special attention to this matter. Our goods need
sea-proof packing. So generally some parts are wrapped up in
polythene and the whole units are then put into wooden boxes or
crates. Our customers find it quite satisfactory.

W: | hope this ensures their safe delivery, doesn’t it?

G: Of course it does. We do our best to satisfy our customers and
make our product really competitive and attractive for overseas
markets. The goods will be packed in accordance with our standard
export packing methods.

W: Thank you. | think we’ve settled all the matters. Will it be possible
for us to meet tomorrow morning and sign the contract?

G: That will be fine.

b) Translate the following combinations.

BianoBigHO 70, MpUBa0IMBUII Ta KOHKYPEHTHUN TOBap, poOUTH BCe
MOXJIMBE, HaJlliHa JOCTaBKa, CIEllalbHl JEPEeB’sH1 MaKyBaJIbH1
AIIUKY, TapaHTyBaTH, OOrOPTaTH B, MPUAATHUHN JJIs TPAHCIIOPTYBaHHS
MOpEM.

Exercise 12

a) Read and translate the dialogue.

Black: Good afternoon, Mr. Salivan. | asked for an appointment with
you as we have some problems with the way your goods are sent.
We’ve written to you several times detailing our complaints. You
have expressed regret, but things haven’t improved.

Salivan: Sorry, I haven’t got your file here, so would you tell me now
what your complaint is of?

B: The main complaint is that we never get the goods on time. It’s
annoying to tell our customers that the supplier hasn’t affected
delivery. | should say the delays are very frequent.

S: We can assure you we are doing our best to keep to the delivery
schedule.

B: I see. But I have to remind you that we’ll charge a penalty if the
delays exceed a week.

S: We’ll do everything possible to avoid delays in future. I’'m sorry
you’ve had these problems.

B: Good. Thank you for your cooperation.
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b) Answer the following questions.

1. What was the complaint of the Buyer? 2. Why is it preferable to
settle claims in an amicable way? 3. What measures was the Seller
expected to take? 4. Why is it wrong policy to reject an unjustified
claim?

Exercise 13

a) Read and translate the dialogue.

Gordon: Mr. Simson, I’d like to tell you why we asked you to come to
us.

Simson: I’m fully at your disposal.

G: You know already that your producing equipment which was given
most careful tests after installation, didn’t reach the design capacity.
Moreover, the quality of the material produced doesn’t conform to the
requirements of the contract.

S: You must believe me when | say how sorry we are.

G: Have you taken any steps to improve the situation?

S: Oh yes, we are doing our best. Three units will be replaced.
Tomorrow a team of two experts is going to carry out the necessary
work. They will bring along their own devices and instruments. But to
speed things up we need your cooperation.

G: Well, we are prepared to provide you with the necessary materials,
lifting equipment and labour. However, all the expenses involved
would be charged to your account.

S: That goes without saying.

G: All right. Let’s leave it there for today, shall we?

S: See you tomorrow.

b) Answer the following questions.

1. Why didn’t the equipment reach the design capacity? 2. What
measures is the Seller going to undertake to solve the problem?
3. Who is going to provide materials, lifting equipment and labor for
the work?
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Unit VII TRANSPORT LOGISTICS

Words to remember:

advance payment — monepeaHii miaTix

bear risks — HecTH BiIOBIIATBHICTD 32 PU3HKHU

be liable to tax — mignsaraTu onoaaTKyBaHHIO

bilateral (multilateral) arrangement — gsocroponss

(baraTocTOpOHHS) yroja

block train — mapmpyTHuii moTsr

break bulk — po36uBaTy Benmky maprito Ha MaJeHbKi, po3(acoBka

bulk cargo — nacunHauii BaHTaxX

bulky cargo — BenukorabapuTHUI BaHTaxX

bypass — irHopyBaTH, 1iSTH B 00Xi]1

carrier — nmepeBi3HuK; Syn operator, forwarder

cash on delivery — nicasamnara

(the) Chamber of Commerce — ToprosenbHa majara

clear — crurauyBaTé MHTO

CoNsigN — BiAMpaBIsATH BaHTaX; CONSIJNEr — TOBapOBiANPaBHUK;

consignee — ToBapooiepKyBad; Consignment — maprist BaHTaxXy

cross-docking — Hackpi3Ha cucTeMa CKJIayBaHHsI, KPOC-TOKIHT

custody — BoJIOiHHS, KOHTPOJIb, 30CpiraHHs

damage — momkoKeHHsI, 30MTOK

detention at customs — 3arpumMaHHs Ha MATHUIT

documentary credit — qToKkyMeHTapHWI aKpEIUTHB

documents against payment (D/P) — mokymMeHTH 3a pO3paxyHOK
TOTIBKOIO

excise duty — akuu3He muTo, (the) EXCise — aknu3He ynpaBiHHS

flat-rack container — xonteitHep-maThopma

freight forwarder — nepeBi3HEK (eKCTIEIUTOP) TOBAPIB

general cargo — reHepaabHU (3MIIIaHNN) BaHTaX

hand over — nmepexaBaTu (BaHTaX, JOKYMECHTH)

haulage contractor (haulier) — aBTonepeBizHuk

heavy goods vehicle — aBToM001)1b [1J1s TepeBE3CHHS BaXKKHX

BAHTaXI1B
Impose a duty — ormogaTkoByBaTH
Insurance cover — o0csT cTpaxoBOi Bi/IMOBIIATLHOCTI
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intermodal transport — nepeBe3eHHs 3MillIaHUMU BHIAMH
TpaHCTopTy (OJUH MEPEBIZHUK)
legal entity — ropuanyana ocoba
manage the procurement — 3aiiicHIOBaTH 3aKyIIKH
manifest — gexapaliist BaHTaXKiB Ta MacakKUpiB
multimodal transport — nepeBe3eHHs 3MIlIAHUMU BHIaAMHU
TpaHCHOPTY (ACKUIbKA NEPEBI3HUKIB)
open account — BIIKpUTHIA paxyHOK
order picking — komIIeKTaIisl 3aMOBJICHHS
perishable goods — mBuIKOIICYBHHI BaHTaX
piggyback transport — nepeBe3eHHs aBTONPHYCITIB 3aJII3HUYHUM Y1
aBTOMOOUIbHUM TPAHCTIOPTOM
purchasing — 3axymiss
quote — BCTaHORBIIIOBATH IIiHY; quotation — BapTicTh, IiHa
raise money — 30upaTu rpoii
reverse logistics — 3BopoTHa jioricTuka (J0cTaBKa BiJl MOKYTIIIS
IIPOJIAaBITIO TOBAPIB, K1 MAIOTh OpaK 4u WAYTh Ha
nepepoOKy Ta yTUIII3AIII0)
seamless flow of traffic — nackpizne nepeBe3eHHs
sea train — 3ai3HUYHUN TAapOM
single-wagon — ouHUYHUI BaroH
ship — mepeBo3uTH (BaHTaX), BIAMPABIIATH (BaHTAX Pi3HUMHU BUIAMHU
TPAHCIIOPTY)
specify — BcTaHOBIIIOBaTH, JIeTaIi3yBaTh
storage of inventory — 306epiranHs 3amacy ToBapiB
take effect — nabyBaT YHHHOCTI, BIUTMBATH
tanktainer (tank container) — konTeliHep-UCcTEpHA
terminate — 3akinuyBaTHu(csl)
third-party logistics (3PL) — BukoHaHHS JIOTiICTHYHHUX OIepallii
TPETHOIO 0C00010, KOMIIJICKCHA CTOPOHHS JIOTICTHKA
tracking and tracing — BUsBIICHHS Ta BiJICTC)KCHHS
value-added service — nogatkoBi onepartii

Exercise 1

a) Read and translate five definitions of logistics.

1. Logistics means that you manage the procurement and movement
of goods and the storage of inventory. 2. It means the delivery of the
goods the customer needs at the right time, in the right place, and of
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the right quality. 3. Logistics is the activity of planning, organizing,
and managing operations that provide services and goods. 4. Logistics
Is the purchasing, maintenance, distribution, and replacement of
material and staff. 5. Logistics is the planning and support of
operations such as warehousing, inventory, transport, procurement,
supply, and maintenance.

b) Make a list of the different areas of logistics mentioned in a).

Exercise 2. Match the definitions with the words in the box.

carrier ® freight forwarder = supplier
haulage contractor/haulier = courier = consignee

1 company which carries goods by road; 2 person or firm named in a
freight contract to whom goods have been shipped or turned over for
care; 3 company that specializes in the speedy and secure delivery of
small goods and packages; 4 company that transports or conveys
goods; 5 company which supplies parts or services to another
company; also called vendor; 6 person or business that arranges
documentation and travel facilities for companies dispatching goods to
customers.

Exercise 3. Read about the services logistics firms may provide
with their short definitions.

Transsipment is loading goods from one means of carriage onto
another. Break-bulk is packing goods in small, separable units. Cross-
docking is direct flow of goods from receipt at warehouse to shipping,
bypassing storage. Order picking is selecting and assembling items
from stock for shipments. Reverse logistics is collecting and handling
of used or damaged goods or of reusable transit equipment. Tracking
and tracing is locating items in transit. Warehousing is receiving and
storing goods. Collection is picking up goods at a named place.

b) Describe your company’s logistics services to the customer
using the information from a) and the following expressions:
We can offer you a wide range of ...
We can provide you with tailor-made logistics solutions for ...
We specialize in ...
As a specialist for/in ... we can ...
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We have experience and expertise in providing ...
Our team will be happy to handle/assist you ...
With our dedicated team of logistics experts we can ...

Exercise 4. Logistics uses lots of acronyms. How many do you
know? Find the right variants.

FCL = 3PL = HGV = DC = LCL = EDI = RFID = ISO = GPS = VAS

a less than container load; b global positioning system; c full
container load; d radio frequency identification; e third-party logistics;
f international standard organization; g electronic data interchange; h
value-added service; i heavy goods vehicle; j distribution centre.

b) Translate the following sentences with some of the above-
mentioned acronyms.

1. We specialize in solution for FCL and LCL. 2. A single company
sometimes has several 3PL providers. 3. We provide VAS which
complement and enhance all kinds of logistics operations. 4. The GPS
device offers several programming options ranging from checking the
position of the cargo every few minutes to checking only when on the
move. 5. He also confirms that a HGV has just been loaded and is
about to leave for another customer in Glasgow.

Exercise 5
a) Read and translate the text about types of cargo and choice of a
mode of transportation.

A good transport system is needed if goods are to be traded
efficiently. A consigner can choose to send his consignment to the
consignee by water, land (road or rail), or air. However, consignment
can be transferred from one form of transport to another, especially
when containers are used (multimodal or intermodal transportation).
When choosing the most suitable form of transport, the consignor has
to consider: kind of goods, place of destination, cost, speed, and safety
of each form of transport.

There exist several types of cargo:

- general cargo — goods sent packed in boxes, cases, chests and
other containers;

- bulk cargo — large quantities of items such as sand, grain and
coal when sent unpacked,;
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- bulky cargo — large individual items such as cars which have to
be sent unpacked.

b) Which form or forms of transport would you choose for the
following consignments, and why? What kind of cargo is involved
in each case?

1. A large consignment of cars from Hamburg to Dresden. 2. A small
consignment of flour from Wales to London. 3. A small consignment
of china from London to Moscow. 4. An urgently needed consignment
of tea from Bombay to Boston. 5. A cargo of timber (wood) from
Germany to England via Rotterdam. 6. A consignment of diamonds
from Cape Town to Cairo. 7. A large consignment of coal from
Sheffield to Leeds. 8. A cargo of bananas from the Caribbean to
Dublin. 9. A large consignment of lorries from London to Warsaw.
10. A small consignment of cheese from Switzerland to the USA.

Exercise 6. Match the different types of freight traffic (1-6) with
the definitions (a-f).

1 multimodal = 2 piggyback = 3 intermodal » 4 unaccompanied
5 block train = 6 single-wagon

a The driver does not stay with his road vehicle during transport by
rail or ferry.

b Goods are transported in the same loading unit or vehicle using
different modes of transport.

¢ A single shipper uses a whole train which is run directly from the
loading point to the destination. No assembling and disassembling is
required.

d Carriage of goods by at least two different modes of transport, e.g.
shipping by motor lorry and aircraft.

e Train is formed out of individual wagons or sets of wagons which
have different origins and different destinations.

f Combines road and rail transport: whole motor lorries, trailers or
swap-bodies  are carried by rail.

*swap-body —  BHIMHUU KY308 Ol 3MIWAHUX ABMOMOOLILHO-
3ANIBHUYHUX nepeee3eHb

(a-4, b-3, c-5, d-1, e-6, f-2)
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Exercise 7. Read the presentation of an employee of a transport
company about some container option to a potential client.

First of all, we offer the general purpose container for any general dry
cargo. It comes with a timber floor and has various lashing devices® to
secure the load. These lashing points are located horizontally at floor
level and vertically next to the door corner posts.

Our refrigerated container, called ‘reefer’, can be used for delicate
cargo and perishables. It is temperature-controlled and is particularly
suitable for cargo that needs regulated or cool temperatures. With our
reefer your cargo reaches its destination in perfect condition. If you
want to ship liquids, for example, foodstuffs or chemicals, we can
provide you with our ‘tanktainer’. This is a standard container frame
with a tank fitted inside. As an extra, we also offer tank containers
with electric plugs in case the cargo needs cooling or heating during
transport.

For bulky cargo we recommend the open-top container. It comes with
a PVC tarpaulin? cover instead of a roof panel to allow loading from
the top. The doors can be removed to make loading easier.

Last but not least, there is our ‘flat-rack’ container which is especially
designed for heavy loads. We recommend this special type of
container for the transportation of heavy machinery and pipes.

'lashing device — npucmpiii dns kpinnenns eanmasicy
PVC tarpaulin — noaixaopsininosuii 6peszenm

b) Complete the table with the missing information.

type of container suitable for transport of

1

2

3 tanktainer

4

5 flat-rack

c) Complete the sentences with the words from the box.

level * tarpaulin = frame = machinery
lashing = removed = controlled = plugs
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1. It comes with a timber floor and has various ... devices to secure
the load. 2. These lashing points are located horizontally at floor ... .
3. It is temperature- ... and is particularly suitable for cargo that needs
regulated or cool temperatures. 4. This is a standard container ... with
a tank fitted inside. 5. As an extra, we also offer tank containers with
electric ... in case the cargo need cooling or heating during transport.
6. It comes with a PVC ... cover instead of a roof panel to allow
loading from the top. 7. The doors can be ... to make loading easier.
8. We recommend this special type of container for the transportation
of heavy ... and pipes.

Exercise 8
a) Sort the goods under the correct heading.

perishable cargo | non-perishable heavyweight and overwidth
cargo cargo

Meat, steel pipes, crude oil, fresh produce, industrial boilers, seafood,
alcohol, dairy products, tractors, chilled or frozen foodstuffs, harmful
chemicals

b) Say which of the following containers you would recommend
for the different types of cargo: reefer, flat-rack container, tank
container.

Exercise 9. The following word combinations describe the
advantages and disadvantages of transportation by road, rail, sea
and air. Discuss advantages and disadvantages and decide which
forms of transport the word combinations refer to.

Low capacity of load; high travelling speed; transhipment to other
forms of transport is essential; very high capacity of load; high speed
delivery; restrictions on weight and size; rarely affected by weather
conditions; inflexible timetabling; delays due to bad weather; world-
wide transport operation; quicker and cheaper for distances up to 200
km; operating and maintenance costs are high; heavier packaging;
slow speeds; quicker and cheaper for distances over 200 kilometers;
no transshipment — door-to-door delivery; low speed over long
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distances; flexibility in regular or special deliveries; less frequent
services.

Exercise 10
a) Read the text about multimodal transportation.

Rail transports over 100 million tonnes of goods worth around £30
billion every year, while demand is predicted to grow by 30 per cent
through to 2020. Rail can be cheaper than other forms of transport,
particularly over long distances, and can offer greater reliability and
time savings.

Multimodal transport is a transportation system usually operated by
one carrier with more than one mode of transport. It involves a
combination of truck, railcar, aeroplane or ship in succession to each
other. As to the advantages of multimodal transport one should
mention that it minimizes loss of time and the risk of loss, pilferage
and damage to cargo at trans-shipment points; provides faster transit
of goods; reduces burden of documentation and formalities; saves cost
due to through freight rates and a lower cost of cargo insurance;
establishes only one agency to deal with; reduces cost of exports and
Improve their competitive position in the international market.

Currently, different types of multimodal transport operations
involving rail transport in different combinations are taking place,
such as:

- Land-Sea-Land (an empty container is picked up from a container
yard in Singapore and trucked to a manufacturer in Malaysia for
stuffing, thereafter the FCL is trucked to Singapore and transported by
ocean vessel to New York, rail from New York to a consignee’s
warehouse in Chicago)

- Rail-Road-Inland Waterways-Sea (in common use when goods have
to be moved by sea from one country to another and one or more
inland modes of transport such as rail, road or inland waterways, have
to be used for moving the goods from an inland centre to the seaport
in the country of origin or from the seaport to an inland centre in the
country of destination);

- Mini-bridge (movement of containers from a port in one country to
a port in another country and then by rail to a second port city in the
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second country, terminating at the rail carrier’s terminal in the second
port city, in operation on certain routes in the United States, the Far
East, Europe, and Australia);

- Land bridge (shipment of containers overland as a part of a sea-land
or a sea-land-sea route, in operation on certain important international
routes such as between Europe or the Middle East and the Far East via
the Trans-Siberian land bridge; and between Europe and the Far East
via the Atlantic and Pacific coasts of the USA);

- Piggyback (a combination of road and rail, becoming more popular
due to combination of the speed and reliability of rail on long hauls
with the door-to-door flexibility of road transport);

- Sea train (use of rail and ocean transport in which rail cars are
shipped by sea and then simply driven off the vessel so that
geographically separated rail systems can be connected by the use of
an ocean carrier, these vessels are long and thin and consist of one
main deck running the length of the ship);

New infrastructural developments propose the world to create a
seamless flow of traffic e.g. the channel tunnel linking England and
France, the Oresund Bridge linking Sweden and Denmark. As these
projects have become reality so the flow of traffic changes. Other
changes such as global warming pose the potential for new routes to
open up via the northern sea between Russia’s northern border and the
North Pole.

b) Answer the following questions to the text.

1. What are the advantages of rail transportation? 2. What do these
figures stand for: 100 min tones, £30 billion, and 30%. 3. What modes
of transport can multimodal transport include? 4. Name some
advantages of multimodal transport regarding money saving. 5. What
types of multimodal transport involving rail transport are mentioned in
the text? 6. Choose the combination of modes of transportation for
delivering the consignment from Bombay to Kharkiv. Use the
schemes mentioned in the text.

Exercise 11
a) Here is an extract from a manual providing rail loading
instructions. Complete the sentences with words from the box.
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carefully = attention = overhanging = sure = place = examine = secure
Instructions = fit = distribute = exceeded = diagonally

1. ... vehicle carefully. 2. Do not place items ... across the wagon.
3. When loading is complete, ensure that it fully complies with the ...
given in our Rail Instruction Manual. 4. Examine load carefully and
make ... it is undamaged and suitable for loading. 5. ... longer,
heavier pieces on the bottom of the load. 6. Make sure that load is ... .
7. Ensure vehicle 1s ... to be loaded. 8. Strap ... loads. 9. When
checking the vehicle, give special ... to door securing mechanisms.
10. Examine vehicle and load ... after loading. 11. ... load as evenly
as possible and make sure wheels are evenly loaded. 12. Check
whether vehicle capacity has not been ... .

b) Now match the correct sentences with the Instructions below.
a before loading: 1, .....
b during loading: ....

c after loading: ...

¢) Compose a dialogue according to the instructions.

A: Tell B that you have just found out you have shipped the wrong
products to them.

B: Ask A what he/she wants to do about it.

A: Apologize for the mistake. Tell B what you have done so far.

B: Tell A that you need the items urgently. You expect to have them
within two days.

A: Tell B what exactly you want to do next. Ask B if he/she is happy
with that.

B: Thank A for help.

A: End with a friendly sentence.

Exercise 12. Match the payment methods (1-6) with the definitions
(a-f).

1 advance payment 2 cash on delivery 3 open account
4 documents against payment 5 documentary credit 6 bank guarantee
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a Customer pays immediately on receiving the goods. This service is
usually provided by the post office. b Used to cover financial risk in
international transaction e.g. if a buyer does not pay. ¢ The exporter
supplies the goods and the importer/customer pays for them at an
agreed date in the future. d Involves the buyer’s and the seller’s bank.
It is a promise made by the opening bank* that payment will be made
on receiving documents that comply with the terms agreed. e Also
called cash against documents (CAD). It means that the exporter has
full control over the document until payment has been made by the
importer. f Customer/importer has to pay for the goods before they are
shipped.

* opening bank — 6awuk, wo éudae akpeoumus
(1-f, 2-a, 3-c, 4-e, 5-d, 6-b)

Exercise 13

a) Read the text about insurance for international rail transport.
As with any commercial transaction, there are risks associated with
trading internationally. Three main risks arise in international trade.
These are loss, damage and delay, including detention at customs. The
contracts on transportation internationally should use Incoterms
(International Commercial Terms) to specify exactly how these risks
are shared between buyer and seller.

Incoterms are an internationally recognised set of trading terms that
spell out exactly when responsibility for the costs and risks of a
transaction shift from seller to buyer. This affects the insurance needs
because the greater the costs you’re responsible for, the greater the
insurance cover you’ll need to arrange.

A typical cargo insurance policy covers goods in transit via road, rail,
sea or air. In its simplest form it provides cover against accidental
damage and other risks. The other extreme is a comprehensive all-risk
policy, covering a range of specified accidents — including damage
during loading, theft and negligence.

The cost of your insurance and in which circumstances you’ll receive
compensation will depend on:

. the value of the goods in transit

. the expiry date of the insurance policy

. Whether the journey is domestic or international
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Without insurance you have only the minimum protection for your
goods because freight forwarders and carriers typically have limited
liability in the event of loss, or damage or delay. This comes from
internationally ratified conventions and the standard trading
conditions of transport associations.

b) Answer the following questions.

1. What are main risks in international trade? 2. Why are Incoterms
used? 3. How is cost of the cargo related to the insurance cover?
4. What cases does a comprehensive all-risk policy cover? 5. What
factors should be taken into account while receiving compensation?
6. Is it true that without insurance there is only minimum protection
for the goods? Why?

Exercise 14

a) Read the text about Incoterms.

Incoterms were created by the International Chamber of Commerce in
1936. They are used to create a bridge between different members of
the industry by acting as a uniform language. According to the
Incoterms 2010 taken effect on January 1% 2011, there are 11 different
terms, each of which helps users deal with different situations
involving the movement of goods. These Incoterms are:

Sea and Inland Waterway Transport only

1. CFR (Cost & Freight + named destination port) — BapTicTh Ta
dpaxt (the seller pays the costs and freight to bring the goods to the
port of destination, risk is transferred to the buyer once the goods have
crossed the ship’s rail, insurance for the goods is not included, it is at
the cost of the buyer)

2. CIF (Cost, Insurance and Freight + named destination port) —
BapTICTh, cTpaxyBaHHg Ta ¢paxt (exactly the same as CFR except that
the seller must in addition procure and pay for insurance for the buyer)

3. FAS (Free Alongside Ship + named loading port) — dpanko
B310Bk Ooprta cyana (the seller must place the goods alongside the
ship at the named port, clear the goods for export; it is NOT used for
multimodal sea transport in containers, typically used for heavy-lift or
bulk cargo)

4. FOB (Free on Board + named loading port) — dpanko Gopt
cynna (the seller must themselves load the goods on board the ship
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nominated by the buyer, cost and risk being divided at the ship’s rail,
the seller must clear the goods for export, the buyer must instruct the
seller the details of the vessel and port where the goods are the be
loaded, not for multimodal sea transport in containers)

Any Mode of Transport
5. CIP (Carriage and Insurance Paid to + named place of
destination) — mepeBe3eHHs Ta cTpaxoBka crutadeHi  jgo (the

containerised transport/multimodal equivalent to CIF, the seller pays
for carriage and insurance to the named destination point, but risk
passes when the goods are handed over to the first carrier)

6. CPT (Carriage Paid to + named place of destination) —
nepeBe3eHHs cmradyeno jgo (the general/containerised/multimodal
equivalent of CFR, the seller pays for carriage to the named point of
destination, but risk passes when the goods are handed over to the first
carrier)

7. DAP (Delivered at Place + named place) — mocraBka y wicri
npusHaueHHs (under it, delivery is when the seller puts the goods at
the disposal of the buyer at a named place, on a vehicle ready for
unloading, but not unloaded)

8. DAT (Delivered at Terminal + named place) — mocraBka Ha
tepminam (delivery under it takes place when the seller puts the goods
at the disposal of the buyer unloaded at the named terminal)

9. DDP (Delivered, Duty Paid + named destination place) —
cmiadena jgocraBka ta Muto (the seller pays for all transportation costs
and bears all risk until the goods have been delivered and pays the
duty)

10. EXW (ex works + named place) — ¢dpanxo 3aBox (the seller
makes the goods available at his premises, the buyer is responsible for
all charges, it places the greatest responsibility on the buyer and
minimum obligation on the seller)

11. FCA (Free Carrier + named place) — ¢panko nepesizuuk (the
seller hands over the goods, cleared for export, into the custody of the
first carrier, named by the buyer, at the name place, it is suitable for
all modes of transport, including carriage by air, rail, road, and
containerised/multimodal sea transport)
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b) You are a British exporter. What were the Incoterms here?

1. You paid for the goods to be transported to the docks at Harwich.
Afterwards they become the buyer’s responsibility. 2. You made the
goods ready for collection, but the buyer had to do everything else.
3. You paid all the costs involved in getting the goods to Spain, but
left the costs of unloading to the importer. 4. You paid all the costs
involved in getting the goods to Mexico, but the buyer took over the
risk from the time the goods were loaded onto the ship in London.
5. You paid for the goods to be transported to Dover and loaded onto
the ship, but that was all.

Exercise 15

a) Read the letters below and find the information to complete the
following chart. In what sequence were the letters sent?

Type of goods
Type of packing
Number of packages
Value of goods
Shipment from to
Type of insurance
Premium rate
Effective from
Insurance paid by Exporter [ ] Importer [ ] Other [ ]
Shipping company
Vessel

Letter 1

Dear Sirs

We thank you for your reply to our letter of ... and your
quotation. The premium you quote, namely at a rate of 90 % of the
declared value is satisfactory. Please note that the A\R policy is to
include cover against breakages and theft and is to be effective from
the moment the goods leave our warehouse. We would therefore like
you to prepare the policy, and in the meantime, to issue us with a
cover note. Please charge the costs to our account.

Your faithfully
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Letter 2

Dear Sirs

Thank you for your letter of ..... enquiring about all risks cover
for a consignment valued at £1500 c.i.f., to be shipped from your
warehouse to Alexandria. Unfortunately we are unable to quote you
our rates for this policy as we need to know the goods are to be
packed, when the shipment is to take place, and the name or the
shipping company and vessel. As soon as you send us this
information, we will be able to send you our quotation. Assuring you
of our best attention.

Yours faithfully

Letter 3

Dear Sirs

Thank you for your letter of ..... . We must apologise for omitting
to supply you with various essential details concerning this shipment.

The consignment will be packed in six stout wooden crates under
the careful supervision of our own warehouse stuff. The crates will be
marked EH in square, ALEXANDRIA, and will be numbered 1-6.
The goods will be taken from our warehouse on 22 June 2010 and
loaded onto MV Blue Rose of the Blue Ribbon Shipping Company,
Plc, which is to sail on 26 June. We hope you will now have all the
information you require to send us a quote by return of post.

Yours faithfully

Letter 4

Dear Sirs

Thank you for your instructions to arrange cover for the shipment
of food processors from Manchester to Alexandria. We confirm that
the policy is to cover all risks, including breakages and pilferage, and
Is to be effective from the moment the goods leave your warehouse.
As requested, please find enclosed our statement of charges and the
cover note. In accordance with your instructions, we will be charging
the premium to your account in due course.

Yours faithfully
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b) Complete the sentences with the words and expressions
from the above letters.
1. The ..... for this cover will be at the rate of 90 % of the ..... value of
£1500. 2. We would be grateful if you would quote us our rate for .....
against all ..... for this consignment. 3. Thank you for your letter of
10" December, 2010 asking us to ..... our ..... for cover of your
consignment of food processors to Alexandria. 4. The goods are .....
at £1500 ..... . 5. As soon as we receive your acceptance of your
quotation, we will ..... you with a ..... . 6. We are shortly to despatch a
..... of food processors from our ..... in Manchester to Alexandria.
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Unit VIII CUSTOMS PROCEDURES

Pre-reading activity:
Make a list of all the different areas of customs activity you can think
of by adding appropriate verbs from the box:

collect, enforce, regulate, protect, perform

economic activity
taxes and duties
economic interests
fiscal function
legislation

ok wNPEF-

Words to remember:

appropriate — BiAmoBiHUH

apprehend smb — 3arpumyBaTu, apemroByBaTH

arrest warrant — opaep Ha apeuur

ad valorem tariff — agBaneprne MuTo (po3paxoBYETHCS BiIIOBIIHO 0
BapTOCTI BAaHTaXY)

accord — BiAmoBigaTH, y3roKyBaTH

bar — nepemkomkaTH, 3aBaXKaTH

be liable to — mignaraTu

be impelled — 6ytu BuUMymenum

be deemed dangerous — BBaxkaTucst HeOC3MEIHUM

be entitled to — maTu npaBo

commodity code — xox (mudp) ToBapy

compliance with — BigmoBigHICTE 70

comparative advantage — mopiBHsUTbHA ITepeBara

enforcement of legislation — 3xilicHrOBaTH TIPABOMIOPSIIOK

exemption — BUKIIOYEHHS

endangered — Toii, 110 3HAXOIUTHCS ITiJT 3arPO30K0 3HUKHCHHS

fiscal - momaTkoBuii

hazardous — ne6e3neunwmii

Impede — mepenikomKaTu

Impose — oOknamar, Syn. levy

interference — BTpyyanus

illicit traffic — 3a6oponena Toprisis

negligible — 3amanmii
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personal effects — BiacHi peui

prosecution — nepeciiyBaHHs

preferential duty — npedepentiiine (miaprose) MUTO
prohibit — 3aboponsTH

procurement — npuadaHHs, 3aKy MBI

prior offence — paniire ckoeHuii 37109MH

protective duty — npoTekiiiiHe MHTO

predecessor - nmonepeaHuK

risk management technique — TexHika ynpaBJliHHS PU3HKaAMHU
restrict — oomMexxyBatu

restrain — ctpumyBaTH

simultaneously — ogunouacHo

set aside — BigKuaaTH, HE MPUILISATH YBaru

shield smth from — 3axumaru Big

smuggled items — konTpabanaHi pedi, Smuggler — konTpadanaKCT
special-interest pleading — 3axucT 0co0IMBUX IHTEPECIB
tend to smth — maTtu TeHaCHIIIFO 10

trace back — BiacTexxutn

value-added tax — mogaTok Ha JO0JaHY BapTiCTh

verify — mepeBipsTH, miaTBEPHKYBATH

windfall — neouikyBanuit mpuoyTOK

Exercise 1

a) Form the appropriate nouns for the following verbs. Make sure
that you know their translation.

Enforce, protect, comply, apply, minimize, verify, apprehend, impede,
tend, envisage.

b) Now complete the sentences with the words from a).

1. Justice in Rio is normally so slow that the effect on law ..... is
almost negligible. 2. Private companies should not rely on financial
..... from the government. 3. We are a small company, and we need to
..... if we want to compete in this market. 4. The possible ..... of this
invention are limitless. 5. Failure to ..... with the regulations will
result in prosecution. 6. The businessman should be better able to take
care of himself in the transaction, and therefore should require little
..... . 7. A spokesman for the airline said that much of the cost .....
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was caused by tightening of security. 8. The city is working on plans
to ..... traffic problems.

Exercise 2
a) Read and translate the text.

Customs is an authority or agency in a country responsible for
collecting tariffs and for controlling the flow of goods, including
animals, transports, personal effects, and hazardous items, into and out
of a country. The movement of people into and out of a country is
monitored by immigration authorities who check for appropriate
documentation, verify that a person is entitled to enter the country,
apprehend people wanted by domestic or international arrest warrants,
and impede the entry of people deemed dangerous to the country.

Each country has its own laws and regulations for the import and
export of goods. Customs are involved in the implementation and
enforcement of legislation relating to external trade, collection of
customs duties, implementation of commercial policy measures,
provision of security, environmental, anti-dumping, consumer
protection, cultural and agricultural controls.

The most important control areas in which customs authorities have a
control responsibility are:

- nature and the amounts of duties applicable according to commaodity
code, origin and customs value of goods;

- commercial policy measures and commercial traffic;

- security, safety and public health requirements;

- compliance with environmental legislation;

- compliance with Common Agriculture Policy (CAP) rules;

- compliance with veterinary, phyto-sanitary, health and quality
regulations.

Customs must apply a wide variety of controls in the fast moving
goods environment of today which means that customs controls must
be quick, effective and based on modern risk management techniques.

Previously, Customs controls tended to focus on the fiscal aspects of
customs work but in recent years there has been an increasing
emphasis on the importance of customs controls for purposes such as
security, safety, protection of the environment.
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Nowadays effective security control requires a different approach
which involves risk management system, full use of modern
technology, close co-operation with business, particularly when it
comes to exchange of information, avoiding unnecessary delays or
costs arising from the implementation of controls. Customs are also
involved, under their national responsibilities, with many activities
relating to the fight against illicit traffic in drugs, pornography and
organized crime as well as supporting the work of other services
(police, immigration etc.). Customs generally perform community or
national duties simultaneously.

b) Answer the questions on the text.

1. What body controls the flow of good into and out of the country?
2. What is the major responsibility of immigration authorities?
3. Which way the flow of goods is controlled? 4. Explain the
difference between ‘importation’ and ‘exportation’. 5. What functions
of Customs are of primarily importance nowadays (name some of
them)? 6. What is the role of IT technologies and why? 7. Do you
agree that the most important area of customs work nowadays is fiscal
activity? 8. Why do you think it is important for the customs to work
in collaboration with police and immigration authorities?

Exercise 3

a) Read a job description for the customs officer provided on the
website TARGETjobs and complete the sentences with the words
from the box. Translate it.

dealing, writing, making, collecting, checking, identifying,
undertaking, fighting

Customs officers are responsible for helping to prevent the
importation of illegal and/or dangerous goods including firearms,
drugs, alcohol, tobacco and endangered animals into the UK.

Customs officers are employed by HM* Revenue & Customs and
work in UK ports and airports. Typical responsibilities of the job
include:

- ... people to question on the basis of prior offences/likely risk etc

- searching baggage and individuals for smuggled items

- ..... arrests of people suspected of smuggling
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- seizing smuggled goods

- ..... documentation relating to imported goods

- ..... physical examinations of freight

- detecting and prosecuting drug smugglers

- ..... and supplying trade statistics

- ..... reports

- ..... the increasing problem of alcohol and tobacco smuggling

- helping to combat the worldwide illegal trade in endangered species
of animals and birds

- ..... with revenue due on imported goods

Customs officers can work in noisy, dirty or dangerous conditions,
and they enforce legislation.

Qualifications and training required: the minimum academic
requirement for entry into the profession is two GCSEs** or the
equivalent. Graduates with an honours degree in any subject (2.2 or
higher) can apply through the fast-track graduate scheme, details of
which are available from the HM Revenue & Customs website.

Experience of and/or a qualification in legal studies or European/non-
European languages may be Dbeneficial. A relevant postgraduate
qualification and/or work experience may be required for some
positions.

Key skills for customs officers: all candidates should be UK nationals
and free from certain criminal convictions. Customs officers need to
be calm, assertive and resilient, and must possess excellent
communication, teamworking and interpersonal skills.

*HM — Her Majesty
**GCSE — General Certificate of Secondary Education

b) Compose a cover letter which can be written by a potential
candidate.

Exercise 4
a) Read and translate the text.

Tariffs
International trade includes all economic transactions that are made
between countries. Accounts of barter of goods or of services among
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different people can be traced back almost as far as the record of
human history. International trade, however, is specifically an
exchange between members of different nations.

All nations are engaged in international transactions to at least some
degree. Tariffs may be imposed on imports — in some instances
making them so costly as to bar completely the entry of the goods
involved. Quotas may limit the permissible volume of imports. State
subsidies may be offered to encourage exports. Money-capital exports
may be restricted or prohibited. Investments by foreigners in domestic
plants and equipment may be similarly restrained. These interferences
may be simply the result of special-interest pleading, because
particular groups suffer as a consequence of import competition.
Sometimes a government may impose restrictions because it feels
impelled to take account of factors that comparative advantage sets
aside.

The general pattern of interference follows the old scheme of
discouraging imports and encouraging exports.

Such interference or trade barriers may include state trading
organizations and government procurement practice that may be used
preferentially. Customs classification and valuation procedures, health
regulations and marking requirements may also have a restrictive
effect on trade. Excise taxes may act as a barrier to trade if they are
levied at higher rates on imports than on domestic goods.

Different government regulations and practices also act as barriers to
trade. For example, a tariff, or duty, which is a tax levied on a
commodity when it crosses the boundary of the Customs area. The
boundary may be that of a nation or group of nations that have agreed
to impose a common tax on goods entering their territory. Protective
tariffs are designed to shield domestic production from foreign
competition by raising the price of the imported commodity. Revenue
tariffs are designed to obtain revenue rather than to restrict imports.
Still, protective tariffs, unless they are so high as to keep out imports,
yield revenue, and revenue tariffs give some protection to any
domestic producer of the duty-bearing goods. A transit duty, or transit
tax, is a tax levied on commodities passing through a Customs area en
route to another country. Similarly, an export duty, or export tax, is a
tax imposed on commodities leaving a Customs area.
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Other practices may also act as barriers to trade. Quotas of
quantitative restrictions may prohibit the importation of certain
commodities or limit the amounts imported. Such quotas are usually
administered by requiring importers to have licences to bring iIn
particular commodities. Quotas raise prices just as tariffs do, but,
being set in physical terms, their impact on imports is direct, with an
absolute ceiling set on supply. Increased prices will not bring more
goods in. There is also a difference between tariffs and quotas in their
effect on revenues. With tariffs, the government receives the revenue;
under quotas, the import licence holders obtain a windfall in the form
of the difference between the high domestic price and the low
international price of the import.

Tariffs on imports may be applied in several ways. If they are imposed
according to the physical quantity of an import, they are called
specific tariffs. If they are levied according to the value of the import,
they are known as ad valorem tariffs.

Tariffs may differentiate among the countries from which the imports
are obtained. They may, for instance, be lower between countries that
have previously entered into special arrangements, such as the trade
preferences accorded to each other.

b) Answer the following questions.

1. What is a tariff or duty? 2. What are protective tariffs designed to
do? 3. What are revenue tariffs aimed at? 4. On what is a transit tariff
or transit duty levied? 5. On what is an export duty or export tax
imposed? 6. What are quotas usually introduced for? 7. In what way
do quotas differ from tariffs? 8. What are the two ways in which
tariffs or imports may be applied? 9. What trade preferences do
members of the Commonwealth have? 10. How can tariffs encourage
domestic production? 11. Why are tariffs favoured by industries?
12. What tendencies may tariffs encourage as far as a market structure
Is concerned? 13. What can force the price of the import down?
14. What are the negative results of imposing higher duty rates?
15. Why is the amount of revenue obtainable through tariffs always
limited? 16. What is the difference between quotas and tariffs in terms
of revenues?
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Exercise 5
a) Read the dialogue.

Paying Customs Duties and Taxes

A: What kind of taxes must be paid before the goods are handed over
to legal entities and individuals?

B: They include customs duties, value-added tax and some special
Import taxes.

A: What is ad valorem duty and how is it calculated?

B: It is a tax charged as a percentage of the value of the goods, as
distinguished from a fixed duty or tax. Calculation is based on the CIF
value of goods that is on cost, insurance and freight charges. Note,
that freight charges should always be included in the customs value.
A: Are all imported goods liable to VAT?

B: Most of them, there is only a small number of exemptions. The tax
rate is a fixed percentage of the customs value plus any customs duties
and taxes collected by the Customs on importation.

A: What does a special tax mean?

B: This is a kind of tax to which only a certain types of goods are
subject.

b) Explain the meaning of the following terms used in the
dialogue.

Ad valorem duty; CIF; a tax rate; a cost; freight charge; to be liable; a
special tax; the Customs; a fixed duty.

Exercise 6. What kind of duty do you think was imposed in each
case?

1. An exporter in Switzerland sent a consignment of cheese to an
importer in Sweden. 2. An importer in Japan wanted to buy cheap
cameras from Taiwan. 3. A group of American tourists bought a
quantity of expensive perfume while on holiday in France. 4. A
German tobacco company imported cigars from Cuba. 5. An Indian
tea company sent a large quantity of tea to England.

Exercise 7
a) Read and translate the text.

172



World Customs Organization

The history of the World Customs Organization (WCO) began in 1947
when the thirteen European Governments represented in the
Committee for European Economic Co-operation agreed to set up a
Study Group*. This Group examined the possibility of establishing
one or more inter-European Customs Unions based on the principles
of the General Agreement on Tariffs and Trade (GATT)**.

In 1948, the Study Group set up two committees - an Economic
Committee and a Customs Committee. The Economic Committee was
the predecessor of the Organization for Economic Co-operation and
Development (OECD), the Customs Committee became the Customs
Co-operation Council (CCC).

In 1994 the Council adopted the working name World Customs
Organization, to more clearly reflect its transition to a truly global
intergovernmental institution. It is now the voice of 179 Customs
administrations which operate on all continents and represent all
stages of economic development. Today, WCO Members are
responsible for processing more than 98% of all international trade.

Among its strategic goals the following should be mentioned:

- promote the security and facilitation of international trade,
including simplification and harmonization of Customs procedures
(Economic Competitiveness Package)

- promote fair, efficient, and effective Revenue collection
(Revenue Package)

- Protect society, public health and safety (Compliance and
Enforcement Package)

- strengthen capacity building (Organizational Development
Package)

- promote information exchange between all stakeholders

- raise the performance and profile of Customs

- conduct research and analysis

* Study Group —oocrionuywvka epyna
** General Agreement on Tariffs and Trade (GATT) — cenepanvna
yeooa no mapugax ma mopeieni, ATT
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b) Answer the following questions:

1. When was the World Customs Organization founded? 2. What is it
based on? 3. How many customs administrations are included in
WCO? 4. What does the Economic Competitiveness Package
envisage? 5. What is the way of the WCO to revenue collection?

¢) Give English equivalents of the following collocations:
€Bporielicbke €KOHOMIYHE CHIBPOOITHUIITBO, yrojaa mo Tapudax Ta
TOPTiBJ1l, MONEPETHUK OpraHizaiii, MDKYPSIOBUN I1HCTUTYT, OOMIH
iHpopMalli€ro, TMOJINIIYBAaTH IMIJDK, MPOBOJAUTH  JOCHIKECHHS,
CTpaTerivHi 1.

Exercise 8. Match the words and their explanation:

tariff (n) a something that precedes something else
predecessor (n) b to further or encourage the progress or existence
of something

council (n) c the owner of one or more shares in a company
promote (V) d a view or representation of an organization or a
firm

stakeholder (n) e atax levied by a government on imports or
occasionally exports for purposes of protection,
support of the balance of payments, or the raising of
revenue

profile (n) f manner or quality of functioning

performance (n) g an assembly of people meeting for discussion,
consultation, etc

Exercise 9

a) Memorize some names of documents which should be presented
at the Customs or be enclosed with the accounts when goods are
declared.

air waybill — aBiaBanTa)xHa HakagHa (KOHOCAMEHT)
bill of lading — TpancnopTHa HakIagHA, KOHOCAMEHT
certificate of origin — ceprudikar moxoKeHHS
commercial invoice — Toproeuii paxyHok-(akTypa
customs invoice — MUTHHIA paXyHOK

customs declaration — MmuTHa aeknaparis

174



customs iNvoice — MUTHHIA paXyHOK

export licence — mineH3is Ha EKCIOPT

freight document — BanTa)xHUI (TPAHCIIOPTHHI ) JOKYMCHT

notice of arrival — moBimomiieHHS PO MPUOYTTS

packing list — maxyBanbpHMIA TUCT (PEeECTp)

permit — mo3Bia

pro forma invoice — paxyHok-mipodopma

dangerous goods declaration — neknaparrist mpo HeOE3MEYHI BAaHTAXK1

b) Complete the list of documents used in foreign trade and
transportation with words from the box.

approved = authority » required » commercial = indicating
draft = receipt = conditions * carriage * hazardous

1. Commercial invoice

A document that contains specific information regarding the goods
shipped and the ... agreed between buyer and seller.

2. Certificate of origin

Document used in foreign trade which states where the goods were
produced. It is often ... by customs authorities.

3. Packing list

A document which specified the contents of any form of packaging,
e.g. boxes, containers, cartons, without ... the value of the goods
shipped.

4. Air wayhbill

A contract between airline and shipper. It is a shipping document
which states the terms and conditions of ... and is also a receipt for the
consignment.

5. Consular invoice

A special kind of invoice sometimes required by the importing
country. It needs to be ... by an embassy.

6. Pro forma invoice

A ... invoice which the seller prepares before the actual shipment
takes place.

7. Export licence

A document which is granted by a government ... and states that
specified goods can be exported.

8. Customs invoice
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A specific document required by customs in some countries e.g. US
when importing goods. It includes more details than a ... invoice.

9. Dangerous goods declaration

Certificate prepared by the shipper/consignor which stated that ...
goods are handled according to international shipping regulations.

10. Bill of lading

A contract between carrier and shipper which specified the goods to
be shipped and the delivery terms. It is also a ... of shipment and
accompanies the goods until they reach their destination.

Exercise 10
a) Read the information about rail transport documents.

International carriage of freight by rail is governed by two main sets
of rules:

- the CIM Uniform Rules (in Western and Central Europe, Near
East and North Africa), and

- the SMGS (in Eastern Europe and Asia).

When transporting goods, operator should have the appropriate
document such as the consignment note which confirms that the rail
carrier has received the goods and that a contract of carriage exists
between trader and carrier. And it doesn’t give its holder rights of
ownership or possession of the goods. Key details to be provided in
the note include: description and nature of the goods, method of
packing, number of packages and their weight, special marks, the
agreed transit period, the agreed route, the names and addresses of the
consigner, carrier and consignee, etc. Consignment notes are made out
for each consignment,

Consignment notes may be of several types: CIM consignment note
(maxnagna LIUM)', SMGS consignment note (maxmagua CMI'C)?,
CIM/SMGS consignment note (eguna naknaguna [HMM/CMI'C) and
consignment notes established under bilateral or multilateral
arrangements.

Another document of importance in transportation is the certificate of
origin which is issued by the Chamber of Commerce as proof of
where the goods were produced. There are two reasons why a
certificate of origin might be necessary:
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- When there is a trade agreement between the exporting and
importing countries. In this case, if it can be proved that the goods
were made in the exporting country, duty is charged at a lower rate or
possibly not charged at all.

- For political reasons, to prove that importers aren’t importing goods
from countries with which trading relations are not desired.

In the case of multimodal transport such documents as Multimodal
Bill of Lading and Rail Wayhbill can be used.

ICIM — UM (€e0uHi npasosi HaKa3u 00 002080PY 8 MIHCHAPOOHOMY
3ANI3HUYHOMY NEePeBe3eHHI BAHMANCIB)

SMGS — LMI'C (y2o0a npo midxchapoOHe 3aNi3HUYHE BAHMANCHE
CNoJIy4enHs)

b) Answer the following questions.

1. What set of rules is used for transporting the goods on the territory
of Ukraine, Russia and Belorussia? 2. What information does the
consignment note provide? 3. Does the consignment note give its
holder rights of ownership of the goods? 4. What types of
consignment notes are mentioned? What does the choice of
consignment note depend on? 5. What document certifies the origin of
the goods and which body issues it? 6. In which cases can the
certificate of origin be of great importance?

Exercise 11. Read the instructions regarding customs clearance
and put the words in the correct order (the first words are in italics).
1. Provide / you / the goods / to ship / descriptions / clear and detailed
[ of [ with

2. Identify / to be / HTS or BTN numbers / by using / the goods /
shipped
3. Clearly / the items / the value / indicate / of

4. State / were / where / manufactured / the goods

5. Send / and packing list / six copies / the commercial invoice / of /
prior to arrival / four days
6. The documents / details / include / the following / must
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7. List / of / each / the quantity / item
8. Include / the documents / and signature / the person / the name /
preparing / of
9. Do not use / and lump sum* / on / general descriptions / values /
your invoices
10. Specify / each / weight / and dimensions / the contents / of / box

lump sum values — ogHOpa3oBa BapTiCTh Ha CTPOK MOTAMICHHS

Supplementary text A

Dual-channel system: red and green channels
In some countries customs procedures for arriving passengers at
many international airports and some road crossings are separated
into red and green channels. Passengers carrying goods above the
permitted customs limits and/or carrying prohibited items go through
the red channel. Passengers with nothing to declare go through the
green channel. However, if a passenger going through the green
channel is found to be carrying goods above the customs limits or
prohibited items, he or she may be prosecuted for making a false
declaration to customs, by virtue of having gone through the green
channel.

The system was introduced at international airports to simplify
Customs control and improve the flow of passenger traffic at
international airports and to deal efficiently with the increasing
number of passengers without reducing the effectiveness of the
control and without a corresponding increase in the number of Customs
staff. It is not necessarily incompatible with the application of other
controls, for example, exchange controls, unless the circumstances
require full control of all passengers and their baggage. The dual-
channel system shall allow the passengers to choose between two
types of channels:

- a green channel is for passengers having no goods or only goods
which can be admitted free of import duties and taxes and which are not
subject to import prohibitions or restrictions

- a red channel for other passengers.

Passengers must be sufficiently well informed to choose between the
channels. For this purpose it is important that passengers be informed
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about the functioning of the system and about the descriptions and
quantities of goods they may have with them when using the green
channel. This may be done by means of posters or panels at the airport
or by means of leaflets available to the public at the airport or
distributed through tourist agencies, airlines and other interested
bodies. The route to the channels shall be clearly sign-posted.
Passengers who have selected the green channel shall not be subject
to Customs formalities unless they are the subject of a spot check; in the
red channel passengers shall accomplish the formalities required by
Customs.

Airports in some EU countries such as Finland, Ireland or the United
Kingdom, also have a blue channel. As the EU is a customs union,
travellers between EU countries do not have to pay customs duties.
Value-added tax and excise duties may be applicable if the goods are
subsequently sold, but these are collected when the goods are sold,
not at the border. Passengers arriving from other EU countries go
through the blue channel, where they may still be subject to checks
for prohibited or restricted goods. In addition, limitations exist on
various tobacco and alcohol products being imported from other EU
member states, and if those limitations are being exceeded use of the
blue channel would be inappropriate. Luggage tickets for checked
luggage travelling within the EU are green-edged so they may be
identified.

Exercise 12

a) Answer the questions to the supplementary text A.

1. What three channels are described in the text? 2. In which
situations can passengers choose the green channel? 3. What is the
aim of introduction of two channels at airports? 4. How can
passengers get information about conditions and possibility to choose
any channel? 5. What is the blue channel and in which countries it is
used? 6. What do you think about possibilities a multi-channel system
for rail transportation?
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b) Find English equivalents of the following expressions in the
supplementary text A.

[lepeBunyBat AOMYCTUMUM MUTHUH JIMIT, 3a00pOHEHI1 TOBapH,
mepeciiyBaTd 3a I0Ch, HEMpPaBWJIbHE 3allOBHEHHS JeKiapartii,
3apai  4YOroch, MACaXUPOOOOPOT, OE3MUTHHH, MMIAMAAaTH IIiJ
oOMexXeHHsI, MUTHI (h)OPMaJIbHOCTI, BUOIpKOBA MEpEBipKa, MOJATOK Ha
J0JIaHy BapTICTh.

Supplementary text B

Free Economic Zones

Free economic zones are considered to be independent territory
economic structural formations with a special currency-financial,
legal, customs and organizational-social system. Their main objective
Is to provide more favourable conditions for the development of
foreign economic links. They are supposed to attract foreign
investments, technologies and products into an economy. These zones
should help in the development of domestic production on the basis of
modern achievements in science and technology.

They are divided into three groups. The first one includes customs
which are frontier zones. They are usually created at sea or river ports,
at large frontier railway junctions and at airports. The second group is
scientific engineering zones. Foreign potential is attracted here to
develop some of the directions in science and engineering, and to
achieve advanced gains in modern technology. The third group is the
largest and most important. They represent part or the whole of the
territory of the administrative region or area and also large port cities.

Being an integral part of the territory of the country, a free economic
zone enjoys the main right to define its social and economic policy
independently if this does not contradict the rules and laws of the
country. It means that authorities of the zone can regulate export-
Import transactions, set the order of entry, exit and stay for foreign
citizens on the territory, and establish direct foreign economic and
cultural links. Authorities of the zone have the right to carry out
budget and taxation politics of their own within its territory. They
independently develop the system of taxation, set financial and other
privileges starting with world tax rates and preferences.
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Exercise 13

a) Answer the questions to the supplementary text B.

1. What is regarded as a free economic zone? 2. What is the main
objective of a free economic zone? 3. What three groups of free
economic zones are mentioned in the text? Describe each of them.
4. What does social and economic independency mean for a free
economic zone?

b) Give English equivalents for the following word combinations.
He3anexxni  CTpyKTypHI  HAPO3AUIH,  3a0e3Me4uTH  HaWOIIbII
CHOPUATINBI YMOBH, 3aXUIIATA I1HTEPECH 1HO3EMHOIO KaliTanty,
3aJlydaTd  1HO3E€MHI1  1HBECTHIIlI,  BITYM3HSHE  BUPOOHUIITBO,
TEXHOJIOT1YHI PO3pOOKH, CydacH1 JOCSTHEHHS HAyKW Ta TEXHIKH,
MPUKOPJIOHHI 30HHU.
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