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BBEOEHUE

HacTtosiiee nocobue npeacrasnser coboii HOBbIH i OTeyecT-
BEHHbIX W3JAHWH TIOAXO0] Kk OU3HEC-KOMMYHUKALIMH KaK OTAENBHOMY
Kypcy B cucTeMme OusHec-oOpazosanus. FiMeHHo Tak TpakTyeTcs 3T0T
kypc B yHusepcutetax CILA, rae oH siensiercs o0s3aTelbHbIM Npea-
METOM AJis BCEX, KTO Creupanusnpyercs B o0nacT¥ MEHEHKMEHTA U
Ou3sHeca. 3HAHUA W OMBIT, MPHOOPETEHHbIE ABTOPOM BO BpeMs Hayu-
HOM CcTaxxuposku 1o nporpamme Dynbpaiita B MuunraHckom yHu-
Bepcutete (r. AHH Apbop) B CLLA, siBuAuCL OCHOBHBIM HCTOYHHKOM
npu paboTe Haj JaHHLIM KypPCOM.

ConepxaHuie nocoOus oxpBaTbiBaeT pa3nuyHble cepbl Aeito-
BOTO OOLIEHHS HA AHMJIMHCKOM S3bIKe: JENOBYIO TIEPENUCKY B MUCh-
max, (akcax W Mo 3NeKTPOHHOI NouTe, ycTpoiicTBo Ha paboty, npe-
3eHTaL1U U BBICTYIUICH!s Ha JEJIOBBIX BCTpEYax, Teie()OHHbIE pa3ro-
BOPbI W MEPeroBoOpbl, a TAKKE peajibHbie CUTyalWH, BOSHUKAIOLIHE B
nipoyecce OU3HEC-KOMMYHHUKALUH, C TIOMOLLBLIO KOTOPbIX (OpMHUpY-
FOTCS HaBbIKU, HeOOXOAUMBIE A5 AOCTWKEeHUs ycnexa B OusHece.

[lo cBoemy Ha3HaueHuto nocobue sBiseTcs yueGHO-Tpak-
TuueckuM. OHO apecoBaHO kak CTyACHTaM NMpU U3yY4EHUU Kypca je-
JIOBOrO AHrJIMHCKOrO, Tak U BCEM TEM, KTO 10 POAY CBOEH AesiTenbHO-
CTY MMEET JeJIOBblE KOHTAKTHI C 3apyO0eXKHBIMU MapTHepamu.

Hapsany ¢ yueOHbIMH TeKCTaMu, QUasoraMu U yrpaKHEHUsAMU
no (GoOpMUPOBAHUIO HABBIKOB HENOBOro OOWICHUS HA AHIJIMHCKOM
a3bIke MOcoOUe COACPIKUT WUPOKUIL AMANA30H MPAKTHUECKHUX U Crpa-
BOYHBIX MAaTEpHaiioOB B BUJE BbIPAKEHWH, CUTYaTUBHO 0OycHOBJEH-
HbIX ()pa3 ¥ pekoMeHAaLUil, KOTOpble HEoOXOAUMO UMETD MOA PYKO#
Npy COCTAaBAEHUH AEJIOBBIX MUCEM W COOOLIEHUI, MOArOTOBKE NOKY-
MEHTOB JUisi TPYAOYCTpoiicTBa B 3apyOexxHyt0 GpupMy Wi MexIyHa-
POAHY'O OpraHHM3aluio, BEAECHUN TeNe(OHHBIX Pa3roBOPOB v MEpero-
BOPOB, MOArOTOBKE K MPE3EHTALUMAM U UX 00CYKICHHIO, a TaloKe s
O3HAKOMJIEHUs. C pealwsMu W TNpaBWiaMH cOBpeMeHHo# OusHec-
KOMMYHHKaLUH.



OCHOBHBIM METOAUYECKHUM MOJAXOAOM B JaHHOM NocoOuu siBis-
eTcsi (JOPMHPOBAHUE MBICIUTEIIbLHOH [EATENBHOCTH Yepe3 Ty MM
MHYIO KOMMYHUKATHBHYIO npoOneMy, a He 3ayuuBaHue Qopmyn u
xnuute. KpoMe Toro, npu ycBoeHUH Kypca HeoOXOAMMO MOMHUTD, YTO
Ou3HeCc-KOMMYHUKALUsA, kak W jio0oi npyroi Bux oOmeHus, sABaseT-
C4 «ynMUEH ¢ ABYCTOPOHHUM JABH)KEHUEM», IQ3TOMY BaXKHO YUMThI-
BaTb KOHKPETHOrO aJipecarta U NPEeABUAETb €ro peakUuio Ha MUCbMEH-
HOE UK YCTHOE BbICKA3blBaHHe.

[TocTpoeHue mnocobus onpenensercs NOrukoil peueBoit nes-
TESIbHOCTH, Begylled U eIMHCTBEHHOH (PyHkLHelH KOToporo, Mo MHe-
HUIO BoiAatowterocs ncuxonora JI.C. PyOuHiuteiiHa, sBasercs kommy-
HUKAMUGHA.

IMucbMenHas OusHec-koMmyHukauus (vactd | u 1) npeacrae-
neHa B nocoOuW nepeoii B BUAE NENOBOI MEPENMUCKH U JOKYMEHTa-
LMH, HeoOXoauMol Asis ycTpoicTBa Ha paboty. C TOUKH 3peHus ncu-
xonoruu ofweHus, s3to Gostee mpocTas ¢popma komMmyHukaguu. Ona
He TpeOyeT OJHOBPEMEHHOIO y4YeTa FOBOPEHUs U CNYIIaHWs, a TaKxkKe
HpicTpoii nepectpoiiku B npouecce obweHus. Kpome Toro, cobntonas
NpUHUMII «OT Gontee mpocToro k Oojiee COXKHOMY», HA HAYANBHOM
3Talne UMEET MeCTO COMOCTABIEHUE aHIIUICKOrO TEKCTA C PYCCKUM.

VerHas 6usHec-kommyHukauus (vactd III, IV u V) npeacrtas-
neHa TeneOHHbIMU pa3roBopaMy W MEPEroroOpaMu, OCHOBAMU CO-
CTaBIeHUsi Mpe3eHTaUUi U BBICTYILICHHI, 2 TAK)KE MOAENAMH peYeBoO-
ro MOBEJEHUs B TEX WM MHBIX CUTYaLUsiX C MOMOIibio meToaa “Case
Study”, koTopslii 3akjloyaeTcs B aAEKBATHOW OLIEHKE CUTYALUH U
pearHpoBaHuM Ha Hee NMyTeM NpPUHATUA pelueHus. A30Oyka AesnoBoro
oflueHus npeyiaraeTcs is YCBOSHUs B BUAE JECATH LIAroB Ha MyTH
K ycriexy B OusHece, IaBHbIH U3 KOTOPBIX — MO3WTHBHOE OTHOLIEHHWE
k cobeceannky. OcoGeHHOCTH OU3HeC-KOMMYHUKALIMH, KOTOpbIE clie-
AYET YYMTBIBATh NMpPY MPUHATUM peluenuit B Ou3Hece, paccmaTpura-
IOTCA Ha NMPUMEpPE TaKuX W3BECTHbIX KOMMAHUH, kak «J[KOHCOH 3HA
Jhkoncon» (Johnson & Johnson Inc.), «JIuait Ctpoce» (Levi Strauss
& Co.), «9Opbyc Uupyctpu» (Airbus Industrie) u «bounr» (Boeing
Co.).



Letter Structure =

OENOBAS NEPEMWUCKA
Gacme | | (BUSINESS
- | CORRESPONDENCE)

Paspen 1. CTpyKkTypa nucbma

(Letter Structure)

Jle/loBoe MHCHMO MEXAYHAPOAHOTO 06pa3ua UMEET YETKYIO CTPYKTY-
py, onpeaelieHHslit HAG0P PEKBH3UTOB M CTaUAAPTHOE PACHONOKEHHE KaK-
noro u3 Hux. [Moaublit hopmynsp nuchbma MexayHapoaHoro obpasua HMeeT
ClIeyIOLLME COCTAB H PACTOI0KEHHE PEKBU3UTOB:

(1) 3aronoBok (agpec oTNpaBHTEs)

(2) Homep nokymenTa
(3) Hara

(4) CneuyansHnble NOYTOBLIE OT-
METKH

(5) Yeenomnenue o konduaeHuu-
ATLHOCTH

(6) Anpecar

(7) Yka3auue Ha KeNaTeJbHOCTb
03HAKOMJIEHUS

(8) Obpaunienue

(9) 3aroJIoBOK K TEKCTY

(10) OcHoBHoi TEKCT NiCbMa

(11) 3aBepinenue nucbma

(12) lMoanucsw

(13) MNomeTka 06 HCHONHHUTENAX

(14) Npuioxenue

(15) Konuu nucbma

(16) [TocrckpunTym

........................................




& Cmpyxkmypa rucbma

(1) Letter head (Sender’s address)

(2) Reference
3) Date
(4) Special mailing indication.
5) Confidential
6) Inside address
7) For the attention of
8) Salutation
9) Subject (Re.:)

(10) Body of the letter

(11) Close (ADClose .
12) Signature
(13) Initials of persons in charge
(14) Enclosures
15) Copies
(16) PostScript (P.S.)

TNoMermeHHoe HIKE NHCBMO OT YacTHOTo Juua u3 Jlauun 6puTaHckoit
dupMe COAEPKUT psil YKa3aHHBIX Bhllle PEKBU3HUTOB CTaHJApPTHOTO AENIOBO-
ro nuchma :

! Crpykrypa namHoro M pama Ipyrux nicem jgaercs no xmure: A. Ashley. 4
Handbook of Commercial Correspondence. Oxford University Press, 1992.
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Letter Structure ™=

(M

3)
(6)

M

®

(10)

)]

(12)

Bredgade 51, adpec omnpasumens
DK 1110
Copenhagen K
DENMARK
12 May 20__ oama
Ultrasonic Ltd., adpecam

Warwick House,
Warwick Street,
London SW23 1JF
United Kingdom
yKazanue Ha

For the attention of the Sales Manager JICeaANIENbHOCHIb
Brumanuio menedxcepa no npodaxcam O3HAKOMACHUA
Dear Sir or Madam, obpaiienue

Veasicaemuiii/asn 2-u/2-oica!
OCHOBHOI MeKcHm

Please would you send me details of your quadraphonic sound
systems which were advertised in the June edition of "Sound
Monthly".

1 am particularly interested in the Omega range of equipment that
you specialize in.

Hooicanyticma, ewiuiiime MHe Onucanue K8aOpag)oHHuiX 38yKo-
6bIX CucihieMm, Komapole PeKiamMupoganuce 8 UIOHbCKoM Homepe
"Caynd Mancnu". Mens 6 ocobennocmu unmepecyem obopydo-
eanue "Omeza", na komopom Bu cneyuanuzupyemece.

Yours faithfully, 3agepuienue
Hexpenne Bawa / C ysaxcenuem

(noonucv)
Brigitta Kaassen (bpururra Kaaccen)




&  Cmpyxmypa nucema

1.1. 3aronoBok, Unu agpec oTnpaBuTensa
(Letter Head / Sender's Address)

3aronoBoK NHCEMa MOMELIAETCs B BEpXHEH YacTH JucTa B
COOTBETCTBHH C Pa3paboTaHHBIM 3apaHee MAKETOM. DJIEMEHTAMU 3arojioBka
ABNIAIOTCSE:

- (hbMpMEHHBLIN 3HAK (NOFoTUN),
- HaumeHoBaHUe (PUPMbI NN OpraHn3aLny,
- NOYTOBbIM afpec,

- aboHeHTCKne HoMepa oflepaTUBHLIX CPeACTB CBA3MN
(renedoHa, Tenedakca, Tenekca, a Takke aapec
ANEKTPOHHOW NoYTLY).

Ecau dupmMa sBasercs punuanom, ykasblBaeTcst 0CHOBHas KOMNaHuUs-
yupeaurens. B wekoTophix ciayyasx B 3aronoBOK BKIIIOYAIOTCH CBEAEHMs 00
OCHOBHOM HaNpaBJIEHHU AEATEABHOCTH.

Bo usbexanune neperpyskH cnpaBounoii Mugopmarueil 4acTe cBese-
HHH, HanpuMep aOOHEHTCKHE HOMEpA, HHOTAA MEPEHOCHT B HIKHIOW 4acTh
Jucra.

[MpumepoM Takoro pacnojiokeHus CnpaBouyHoi MHGOPMALMKA MOXKET
CIY)uTh IIHCBMO BTOpPY AAHHOTO YYeOHOr0 MOCOOHA OT MCROJHUTEILHOTO
aupekropa Cosera 10 MEXAyHAPONHOMY 0OMEHY YUEHBIMHU C COOOIEHHEM O
HNPUCYXAEHHY CTUMEHAWM HUMeHy cenatopa Pynbpaiita Wis NpoXokKAEHHH
HayuHo-HccneoBaTtenbekoil crakupoBky B CLIA.



Letter Structure &=

CIIES

Council for International Exchange of Scholars
May 8, 1995

Dr. Viktor Slepovitch

¢/o Janet Demiray

Public Affairs Officer
American Embassy

Minsk

Department of State
Washington, DC 20521-7010

Dear Dr. Slepovitch:

On behalf of the Council for International Exchange of Scholars, I congratulate
you on your selection by the J. William Fulbright Foreign Scholarship Board for an
award under the Mutual Educational Exchange (Fulbright) Program. This Council
cooperates with the United States Information Agency and organizations abroad in
the administration of the Fulbright program for university lecturers and research
scholars.

Enclosed is a booklet with important information relating to your sponsorship un-
der the Fulbright program and several forms to be completed either upon your arri-
val in the United States or at the conclusion of your stay.

Please read carefully the enclosed materials, particularly the "Terms and Condi-

tions of Award," as listed on page 2 of the grant document. If you have any ques-
tions relating to your grant or program in the United States, Georgene B. Lovecky,
your CIES program officer [tel. (202) 686-6251], will be most happy to assist you.

You may wish to write to Dr. Swales to discuss in further detail your research in-
terest prior to your arrival in Ann Arbor. Please keep us informed of your travel
plans as soon as they are known so that we may arrange to issue your first grant
payment in time for your arrival.

We look forward to welc&ming you to the United States and hope you will have an
enjoyable and successful stay.

Sincerely,

Jody K. Olsen Executive Director
Enclosures

3007 Tilden Street, N.W., Suite 5M, Washington, D.C. 20008-3009
Tel. 202/686-4000 « Fax 202/362-3442 - internet: info@ciesnet.cies.org

Affiliated with the American Council of Learned Societies




& Cmpykmypa nucsma

®upMenHbli 61aHk NHCbMa ¢ 3aTr0JOBKOM JAaeT OoJbinyio MHpopMa-
umio o GupMe (opranuzauuu). B 3aronoBke ykashlBaeTcst THI KOMIAaHHH.
Hanpumep, cokpauenune Ltd. (or Limited liability) roBopur o Tom, uto 310
KomnaHust (o0iecTBO) C OTPaHHYEHHON OTBETCTBEHHOCTLIO, TO €CTh MPH
6aHkpoTcTBE BIafeNblbl KOMIAHHH WIM €€ YacTH HECYT OTBETCTBEHHOCTDH
JMIWb 33 TOT Kanuran, KoTopslif oHM BHEcTH npu oOpa3oBaHUM KOMNaHUH.
Jlna kpeautopoB 3T0 NpeaynpeXaeHue O TOM, YTO NpU OGaHKPOTCTBE OHU
CMOTYT NOJYYHTb OT KOMIAHUM JIULIb TO, YEM OHA BIAAEET, a HE JIMYHBIE
cpenctsa gepxareneit ee akuuid. B CLLIA B 3Tom cnyyae ucnoas3yercs ab-
6pesunatypa Inc. (ot Incorporated). Coxpawenne PLC (Public Limited Com-
pany) 3HaYMT, YTO AKIIMK KOMNAHKK MOXHO KYNIUTh B OTKPBITOI MpoAaxe.

[Mpumepel vazBauuit komnawuii: Johnson & Johnson Inc.; SP
Wholesalers PLC; Hartley-Mason Inc.; Levi Strauss & Co.; Ultrasonic Ltd.

Cokpaienne & Co. TOBOPUT O TOM, YTO KOMINAHMs sBiseTCa napt-
nepctBom (partnership) apoux miau Gonee nrogeit. Ecian 3to cemeinblit kou-
nepH, n00aBnsioT cloBo Son (cbiH), Sens (ChIHOBbLA), Bros (Brothers) (6pa-
Thst). Y mapTHepcTBa MoXKeT ObITh KaK OrpaHUYEHHas, TAK U HEOTpaHUYeHHas
orBetcrBenHocTs. Hanpumep, F. Lynch & Co. Ltd. wnu R. Hughes & Son
Lid.

B 3arofioBke nuceMa, Hapsly ¢ NOYTOBBIM afpecOM KOMIMAHHH, yKa-
3piBatoTca TenedoH, dakc v aapec snekrpoHHoit nouts! (E-mail). epen uu-
MH MOryT ykasbiBaThcs (aMuinu npejcenarens (npe3naeHTa) KOMNAHUH U
4JIEHOB COBETA JUPEKTOPOB.

Tpu oTcyTcTBUM 6naHKa MUCbMA ¢ HA3BaHUEM (PUPMBI MM OPTaHU3a-
LIMH aJipec oTNPaBUTENs MOMEILAETCSH B IPABOM BEPXHEM YTy CTPaHHILLI.

Ha puc.1 npuBoasrcs o6pasiipl 3arofoBkoB Ha 6JaHKax IJIs MUCEM H
(akcoBbIX cOOOHIEHHH MEXAYHAapOAHBIX (UHAHCOBBIX opraHusauuit (MBD
u Bcemupuoro banka):
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wnAry,,

- r
T T < INTERNATIONAL MONETARY FUND
% Py WASHINGION D € 20431
T ™
QF.i e
The World Bank Bespgesnc apsermren Wl e Vi
Beesmpriit Bank e Boxipr  Repeic o Deus
Mmm“h Baxw Tel: AN {1732206-Ui5H
Peoncrpywuins i PasewTie O 211’)5;&0&4:
TELEFAX TRANSMITTAL SHEET
DATE, 15 October, 1999
NO. OF PAGES: (incl. this page)
TO:
ORGANLIZATION:
STREET ADDRESS:
CITY & COUNTRY:
FAX NUMBER:
FROM,
TEL. NO: 375 (17) 226-06-44
FAXNUMBER: 375 (17) 226-06-48
SUBJECT:
MESSAGE

Puc.1. 3aronoeku nucem MB® u ¢dakcoBbix coobuennit BcemupHoro Ganka.

1.2. Homep pnokymenTa (Reference)

Homep nokymenTa ykasblBaeTcs s yno6cra paboThl ¢ Koppecnou-
Aenuueil. Hanpumep, npu nojxydenuu nucbMa (Your Ref) u npu orBere Ha
nucsMo (Our Ref). D10 COOTBETCTBYET PYCCKUM 0603HauYEHHAM BXOAAIIEN U

HCXOAAIEN KOPPECNOHACHIHH.

HoMep nokymenta Moxer Oblth uudpoBoit (Hanpumep, 661/17, rae
661 — nopsAKOBbIH HOMEP AOKYMEHTa, a 17 — HOMep OTAENa WM mojpa3je-
Neyus), 6ykBeHHsblit (Hanpumep, DS/MR, rae DS — 310 ununuans! aBropa, a
MR — ununMaisl cekperaps), wid cMellanHoi, GykBeHHo-uUdpoBoH (our

ref.; mb/AP/101).



& Cmpyxmypa nucsma

DONALD & SONS, INC.
XXXXXXXXXXXXXXXXXXX

Our Ref. 221/1

November 12, 2000

1.3. Bara (Date)

Jara ykasbiBaeTcs oA afpecoM OTNpaBUTENis B MpaBoil WIH JEBOH
yacTH ctpaHuupl. MHoraa mexay Aaroit u anpecoM OTNPaBUTENS NpOMycKa-
ercs cTpoka. Ecan uMeercs 6nank GupMel ¢ agpecoM, nara Takke oOnluyo
yKa3blBAeTCst B NPABOM YTy CTPaHHIbI.

Mecsy B nare He cllenyer nucats B Buje Yucha; vanpumep, 11.01.93
o3uayaer 11 suBaps 1993 r. B BenukoOputanuu u 1 Hosabps 1993 r. B CLLIA.
He cnepyer taxke cokpawmars Ha3BaHMe Mecsina, Hanpumep, Nov. BMecTo
November. 3o Bbirnsaut HebpexHo. He Tak clokHo HanucaTh MOJHOCTHIO
Aaty, ¥ TOTrAa Ballle MUCbMO HE 3aTepAeTcs U NONAAET B HYXKHYIO NManky.

Yacro B MOpSAKOBBIX YHCIMTENbHBIX OMyckaeTcs 'th' mocie ducha.
Hanpumep, 24 October BMecTo 24" October. Unoraa HasBanue Mecslja cra-
Burcs BHayane: October 24. 310 Aeno BeiGopa, HO HEOOXOAUMO NPHIEPKH-
BAaTbCA KAKON-TO 0JHOM PopMbl HANHCAHHS JAThL.

RIEGLING BROS. LTD.
XXXXXXXXXXXXXXXXXX

1 March 2001

1.4. CneuynanbHbie NOYTOBLIE OTMETKMU
(Special Mailing Indication)

Eciu nmuceMo n0ckliaeTcst He 00bIuHO# NOUTOH, 06 3TOM MOXKET OhiThb
CAENaHo cneyHanbHOE YKa3aHHe 04 CTPOKOI ¢ JaToi, HanpuMep:
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Letter Structure &2

January 10, 2001
EXPRESS MAIL

1.5. YBegomneHnue o koHduaeHuuansHocTu {Confidential)

I[aHHOC YBCAOMJCHHUE 03HAYACT, YTO NUCbMO MOXET ObITh BCKDbITO
TOJILKO aape€caroM HJIH JOBCPCHHBIM JIMLIOM. 3anuce JenaeTcs noja Aaroi
HJIH aApeCcoM, a TaKKE Ha KOHBépTC.

January 21, 2001
CONFIDENTIAL

1.6. Appecar (Inside Address)

Agpec nonyyatens yxaswlBaeTcs Noj aJpecoM OTApaBHTENd HA Npo-
THBOMOJIOKHO I CTOPOHE CTPAHHLIBL.

AfpecHble CBENEHHA YKa3bIBAIOTCA B TOH Ke MOCJIEAOBATENBHOCTH,
YTO U Ha KOHBEPTE, HAMpPUMED:

Prof. Priscilla S. Rogers,

School of Business Administration
University of Michigan

Ann Arbor, MI 48109-1234
U.S.A.

Ecau uma u pamunus adpecama uzgecniivl, oHd (BMECTE C BEKJIU-
Bo#l hopMoii 06paLIeHHs WK 3BAHHEM) YKa3bIBAIOTCA MEpe] afipecoM:

Mr. J.E. Smith unu Mr. John Smith, a ve npocro Mr. Smith
CyuiecTByIOT clleAyto1iue BeXITUBble (opPMBI 0OpalLe HHs:
Mr (c Touxoit M 6e3) kak coKkpaieHHe 0T mister NPH 0OPAMIEHHH K

MYX4YHHE;
Mrs. ipu o6paineHny K 3aMyXKHel KeHuuHe;
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& Cmpykmypa nucsma

Ms Moxer ynotpebnaTbes npu obpallleHHn Kak K 3aMyXHeEH, Tak H
HE3aMYXHEH JXKEHIUHE;

Messrs xak cokpainenue ot Pppanuysckoro Messieurs ynorpebiusercs
npu obpameHHH K ABoMM H Oonee MyxuuHam (Messrs P. Jones and B.
Parker) vin B HazBauun dpupmbl (Messrs Collier & Clerke & Co.).

CyuwectByer Lenmblit psn cnegqaibHblx dopm obpamienuii, koTopsle
BKJIIOYAIOTCA B ajipec, HaNpUMEp yueHble, MEJHUMHCKUE W BOEHHbIE 3BaHUs
(B 3TOM Ciiyvae oHH ynotpebnstorcs emecmo Mr, Mrs, Ms):

Dr. (Doctor); Prof. (Professor); Capt. (Captain); Maj. (Major); Col.
(Colonel); Gen. (General).

Ecau uma adpecama neusgecmiio, MOXHO UCIIONIB30BATD €TI0 AOJIK-
Hoctb B Gupme (The Finance Director, The Sales Manager). Ecin nzpectso
JMWb Ha3BaHue GuPpMbl, MOXKHO afpecoBaTh MUCbMO Ha ee UMs: Soundsonic
Ltd.

O6parure BHMMaHHe Ha peKOMEHAyeMblil NOPANOK HANUCaHUs aapeca
noJyyaTens:

Hassauue nomMa WIH 30aHHs

Homep noma M Ha3zBaHHe yNHIBE, MPOCMEKTA U T.I.
I"opon 1 ero nouToBbIH HHOEKC

Crpana

Industrial House
34-41 Craig Road
Bolton BL4 8TF
UNITED KINGDOM

B HekoTopsix eBponeiickux agpecax (B ToMm uucie, B crpadax CHI')
HOMEp J0Ma CTaBHTcA Nocje Ha3BaHUA yiHusl. He Hyx)HO IepecTaBlsTh ero
no o6pazuy CLIA u BenukoGpuranuu:

Agentura Carolina
Albertov 7

128 00 Prague 2
CZECH REPUBLIC
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Letter Structure &

1.7. Yka3aHue Ha XenaTeJibHOCTb O3HaKOMJIEHUS
(For the Attention of)

Vxa3auue For the attention of 03Ha4yaeT KeAaTeNbHOCTL O3HAKOMJIE-
HHUA ¢ cogepiKaHHeM MUCbMa, aipeCOBAHHOIO OpraHH3alH, KAKOro-To onpe-
AeneHdoro suua. OHo MoXeT OblTb HEOOXOAUMO B CIIyYasX, KOrJa 0TNpaBH-
Tens He obnanaer nonwoit uHPopmanueli 06 agpecare. O6bIYHO Takoe yka-
3aHHE NOMEUIAETCS NOA BHYTPEHHHM aJpECOM:

International Industries Ltd.
1-5 Greenfield Road
Liverpool L22 OPL
UNITED KINGDOM

For the attention of the Production Manager
[coxpaiennsiii BapHaHT: Attn.: Production Manager]

Dear Sir,

1.8. O6paweHue (Salutation)

O6pauwiesune, koTopoe ABMseTcs Takxke HOpMoit NPUBETCTBUA, MOMe-
HIAETCA MOJ BHYTPEHHHM ampecoM 0e3 OTCTyna OT J1eBOil rpaHUIB! TeKCTa.
KoHnkpernas dpopma oOpameHus 3aBUCUT OT ajpecara:

‘.

Dear Sir: (VBaxaemblit rocnofius!) — npu o0paieHund K MYXUHHE,
MMs KOTOPOTO BaM HEU3BECTHO.

Dear Sirs: (YBaxaemsle rocnoaa!) — npu odpameHuu B 0praHu3aimio
(pupmy).

Dear Madam: (Ysaxaemas rocnoxa!') — npu o6pameHun K XKeHimuHe
(3amysHeit Wi HezaMyKHel), UM KOTOPOil BaM HEH3BECTHO.

Dear Sir or Madam: (YBaxaeMmslii/as rocnoaun/rocnoxal) — npu o06-
paleHnu K YEN0BEKY, UM U NOJI KOTOPOT0 BaM HEM3BECTHbI.

Dear Mr. (unu Dr., Prof.) Smith: (6e3 HHHLMQJIOB WIH UMEHH) — NIPH
obpameHuH K YenoBexy, GaMuiins KOToporo BaM H3BecTHa.

Gentlemen: (Tocnofa!) — npu o6pauieHuu B opraHusauuio (Gpupmy) B
CHLIA.
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& Cmpykmypa nucema

1.9. 3aronoBok k TekcTy (Subject)

B 3aronoBke k TEKCTY mUcbMa Jaercsd €ro KPaTkoe M TOYHOE Ha3Ba-
nue. OH noMemaeTcst nocnie obpameHns K aipecaTy ¥ oTKPHIBAETCs CIOBOM
"Subject" unu coxpamenuem "Re." (or "regarding”, "oTHOCAWMIICS K"), Ha-
npuMep:

Dear Mr Thomson:

Subject (Re.); New Enrolliment Rules

1.10. TekcT nucbMma (Body of the Letter)

TekcT nuchMa pasbuBaercs na ab3allbl, OTAENSEMBIE OIHHM CTPOY-
HbIM 1ipobesiomM. B HauaibHOM ab3alle peKOMEHAYETCS M3JI0XKHTh CYLIHOCTb
npoblieMbl WK ONPEAERHTDL COCTOSHUE e, a B 3aKIIOYHTENbHOM — NI0BEC-
TH MTOr C Y4eTOM H3M0XKEHHOH Buillle uHpopmauuu. Ecnu cyTs AenoBoro
nucbpMa npocra, oHo odopmisercs B Buae oauoro abzaua. B Tex cmyuasx,
KOra OTMPaBHUTENb 3aMHTEPECOBAH B CKOpeilEM OTBETE, TEKCT 3aBeplliaeT-
cs cooTBeTcTBYIOmMER npockboit: ''I am looking forward to hearing from
you soon'',

1.11. 3aBepuweHue (Close)

Ecnu nucemo Haumnaercs ¢ Dear Sir, Dear Madam, Dear Sir or
Madam (to ects 6e3 ykazaHus UMEHU), OHO 3aKaHYUBAeTCs clloBamMu YOurs
faithfully, nocne koropbix HHXe ciefyer MOAMUCH OTNPABHTENS M eLue
CTPOYUKO# HHXKE — UM ¥ QaMmInsA OTNPaBUTENS.

Ecnu nucsMo HaunHaercs ¢ Dear Mrs. Robinson, Dear Prof. Swales —
OHO 3akaH4MBaercs ciioBamu Yours sincerely (Sincerely yours). B CHIA na-
ke oduumansHble MUchbMa HHOrAa 3aBepwialoT cioBamu Yours truly (Truly
yours). [IucbMo HenpuHYKAEHHOTO CTHIS MOXHO 3aBeplIMTh cloBaMu Best
wishes unu Best regards.
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Letter Structure

1.12. Noanucs (Signature)

Jlasg noanucy oOblMHO OcTaBIAIOT rpoben B 3-5 cTpoulbIX MHTEpBa-
noB. IloMumo co6cTBEHHO TMoANMUCH, B OJIOK BXOAMT yKa3anHe MMEHH U a-
MHIIHH aBTOpPa coOOLIEHHs, ero JOJKHOCTH UM 3BaHUs, HAPHMED:

Yours faithfully, WM Yours sincerely,
(nonnuce) . (rioanucs)

John Brown J. Howart, Ph.D.
Sales Manager Department Head

HHoraa B AeN0BO# nepenucke nepen noAnuchio crout adbbpesnatypa
p.p. (o1 "per pro" — "for and on behalf of"' — ot umenn, 3a). Cexperapu yacTo
CTaBAT ITOT TEPMUH, KOTJa MOAMMUCHIBAIOT IMHCLMA OT UMEHH CBOMX HaYallb-
HUKOB, HanpUmep:

Yours faithfully,
(nonnuck Mary Thomson)
p.p. J. Mill

Managing Director

1.13. lNomeTka 06 UcnonHUTensax
(Initials of Persons in Charge)

TMomerka 06 HcnoNHUTENsAX B BUAE MHHLMAIOB YacTO HCMONbL3YETCS B
KPYNHBIX KOMMAHMAX M OTAENaX A7 cOXpaHeHHst HHQOpMaLMH 0 TOM, KTO
KOHKPETHO M3 COTPYAHHMKOB COCTaBlsn U Habupan TekcT. Mnuiuans! cocTa-
BHUTE/IS MEYATAIOTCH NPONHCHBIMUA OYKBAMH, a MHHLMANB MAIIMHHCTKH WM
ornepaTopa — cTpoyHbIMH, Hanpumep: MM:pd; CJR/nr.

Ecnu nucbMo coCTaBiIsioCh H NEYATATOCh OJHUM JIHLIOM, 10CTATOYHO
yKasaTb TObKO MHUIMAIb! MALIHHUCTKY (onepaTopa).



&8 Cmpyxmypa nuctma

1.14. NpunoxeHnus (Enclosures)

Ecnu k nuchMy NpURaraiorTcs J0oNONHHUTENbHbBIE MaTepuaisl, Hanpu-
Mep, NPOCNEKTbl, MpeAcKypaHTs! H T.[1., B KOHLIE MHCbMA (B HHXKHEM JIEBOM
yrity) o6 atom penaercs nomerka: Enclosures (unu cokpapieHHas topma:
Enc., Encl) Ecnu 570 psl JOKYMEHTOB, OHH MOTYT OblTb MEpEUHCIIEHb:

Encl.: 2 U Enc.: Application forms (2 copies)

1.15. Konuu nucbma (Copies)

Konuu oaHoro nuceMa MoryT paccwllaTbest HECKOJIbKUM Niniiam. [lpu
3TOM AcJlaeTcs MOMETKA c.c. (carbon copy). Hanpumep,

c.c.: Prof. S. Johnson; Dr. Thomas Burke

B rex cnyuasx, xoraa undopMauus o pacchUIKE KOMUH, N0 MHEHUIO
OTIPABUTENS, HEXENare/ibHa, Ha BHEWHEH vcxomsmed KoppecnoHaeHLuH
OHa OIycKaeTcsi, a Ha BHyTpeHHed maercs ¢ nomerkoit b.c.c. (blind carbon
copies).

1.16. NocTckpuntym (PostScript = P.S.)

IMocrckpuntym — pononHurenbHas HHPOpPMANKMA B KOHLE NHCBMA, 110
KaKUM-160 NPUMMHAM HE BKIIIOYEHHAd B OCHOBHOI Tekct. OHA pa3Mmernaer-
C BCEraa Kak 3aKkjiouMHUTENbHbIH CTPYKTYPHBIH 3JIEMEHT MCbMA C OTCTYNOM
0T MpeAplAYIEro dJieMenTa B 2-4 cTpoyHbIX HHTepBana. Havano nocrckpun-
Tyma oTMevaercs ab6pesuatypoit "P.S." IIpy noAroToBKe TEKCTa Ha KOMMb-
I0TEPE MEPEeKOMIIOHOBKA TEKCTOBbIX OMOKOB HE MPEACTAaB/SET KaKUX-THOO
3aTpyAHEHUIL, 103TOMY MOCTCKPHUNTYM B JAE/IOBOH NEPENUCKE UCMONb3yercs
cKopee mIA Toro, YToObl JuiliHuMi pa3 NOAYEPKHYTh Hauboliee BaXHYIO Je-
Tanb cCoOOHmEHNS,

Huxe naetcs o6pasen AenoBoro NMcbkMa, B KOTOPOM COJEPKHUTCH OT-
BET Ha NPUBEJECHHOE B CaMOM Hayane nuceMo oT kineHra u3 Hanuu. O6pa-
THTE BHMMAHUE Ha CTPYKTYPHbIE 3EMEHTbI IIMCbMA M OTKPHITYIO MyHKTya-
LMIO, YTO CYMTAETCS HOPMOT.
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Letter Structure =

ULTRASONIC Ltd.
Warwick House, Warwick St., London SW2 |JF
Telephone (081) 566 1861 Fax (081) 566 1385

Your ref: 6 May 200-
Our ref: DS/MR

Date: 11 May 200_

Ms. B. Kaassen
Bredgade 51
DK 1110
Copenhagen K
DENMARK

Dear Ms Kaassen,

Thank you very much for your enquiry which we received today.
I am enclosing our catalogue and price-list for the equipment you said you werg
interested in. 1 would like to draw your attention to pages 31-35 in the catalogug

where you will find full details of the Omega range.

We would welcome any further enquiries you have and look forward to hearing
from you.

Yours sincerely,
Kay Reynolds (Ms)
p.p. D. Sampson

Sales Manager

Enc.

MepeBoa TekCTOBOW YacTu NMUCbLMaA:

Bnaromapum 3a 3aripoc, K0Tophiil MBI CErOAHS NOTYYHIIH,

TTocyunato Hamn xaranor ¥ npeHckypant ob6opynoBaHHs, koTopoe Bac uure-
pecyet. XoTen 6b 06paTuThs Bae sunManue Ha CTpanuipi 31-35 karanora,
rae B! Hafinere Bce noapo6HocTu 06opynosanus "Omera".

Bynem u B mansueimem paast n06sim Bawum 3anpocam. Tloxanyicra, 06-
paiiaiTech K HaM.
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CodepyaHue U Cmusib nucbMa

ey B nocnieliieM ofpa3iie NHcbMa AaHHOrO pasfieNia umeroTcs noba-
% BOUYHBIE JJIEMEHThl NeNloBOM nepenucku. HazoBure kaxnaplit u3
HHX.

ULTRASONIC Ltd.
Warwick House, Warwick St., London SW2 1JF
Telephone (081) 566 1861 Fax (081) 566 1385

Your ref: 6 May 200_
Our ref: DS/MR

Date: 11 May 200_

Ms. B. Kaassen
Bredgade 51

DK 1110 Copenhagen K
DENMARK

Private and confidential

Dear Ms Kaassen,
Re: Non-payment of invoice 322/17

I 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, I shall have no alternative but to place the matter in the hands of the
solicitors.

Yours sincerely,
Kay Reynolds (Ms)
p.p. D. Sampson
Sales manager

Pasnen 2. CoaepxaHuve 1 CTUb NUCbMa
(Letter’s Contents and Style)

2.1. Paamep nucbma (Letter Size)

Pa3smep nucbMa 3aBucur ot ero Temsl. [1paBmibHO BbIOpanHbli pa3-
Mep NUCbMa COAEepPKUT HYXKHbIH 00beM uHbopmauun. Hanpumep, npu orse-
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Letter's Contents and Style

Te Ha 3anpoc MOXHO BbiOparh ciienyomuil pasmep NuUcbMa (yKaszaHHbIE B
KBaApaTHbIX cKoOKax HoMmepa GJIOKOB NMCbMa KOMMEHTHPYIOTCS B Clleyo-
meM 3a aTuM nofpasnene 2.2 «Ilocrpoenue nuceMan):

Dear Mr Brown,
Yeancaemuiit 2-n Bpayn!

[1] Thank you for your enquiry of 5 November.
Baazooapum Bac 3a 3anpoc om 5 nosbps.

2] We have enclosed our winter catalogue and price-list giving details of
c.i.f. London prices, discounts and delivery dates.

Boicoiraem Bam naw susmnuii kamanoe u npeiickypanm, 20e Bol naitdoeme
noopobiylo ungopmayuio o rondolickux yenax C.Lf. [cost, insurance and
freight — yena, exnouarowan cmoumocms, pacxodsl RO CMPAXOEAHUIO U
@paxm], ckuokax u damax docmasku.

[3] Though you will see we offer a wide selection of watches, may we draw
your attention to pp. 23-28, and pp. 31-36 in our catalogue which we
think might suit the market you are dealing with? And on page 25 you
will notice out latest designs in pendant watches which are becoming
fashionable for both men and women.

Xoms 6ot camu yeuoume, wmo mol npeonazaem WUPOKUE accopmumennt
uacoe, xomenoce 6br obpamumes Bawe ¢tiumanue na cmp. 23-28 u 31-36
Hauie2o kamanoza, 20e, Ha HauiL 632NA0, HAXOO0umca mo, ymo nauboree
coomeemcmeyem unmepecyiouemy Bac peinky. A na cmpanuye 25 Bo
Yyeuoume Hauiu hocieoHue Mooeau Yacoé Ha Yenouke, KOmopbie ceitNac
6X00AM 8 MOOY KAK Y MYICUUH, MAK U HCEHUYUM.

[4] As you are probably aware, all our products are fully guaranteed and
backed by our world-wide reputation.
Bam, ouesuono, usgecmno, umo 6ca Hawa npoOoykyusi umeem nOJIHyIO ea-
PAHMUIO U hORL3YemCa penymayuei 6O 6cem mupe.

[5] If there is any further information you require, please contact us. Mean-
while, we look forward to hearing from you soon.

Ecau Bam neobxoouma xaxas-nubyde Oonoanumensudsi ungopmayus,
noxcanyiicma, oopawaiimecs k nam. C nemepnenuem jxcoem Bawezo cko-
pozo omeema.

Yours sincerely,
Hcxkpenne Bau,
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CodepixaHue u Crmulb NUCbMa

2.2. NoctpoeHue nucbma (Letter Composition)

INpuBeneHHOE Bbillle MUCEMO COCTABIIEHO MO CNIEAYIOWEMY MUIaHy:

{ — MOATBEPXK IeHKe MOJIy4eHHOro 3anpoca;,

ne#d — cooO1eHne 0 BbiChlJIaeMbIX BMECTe ¢ MMCbMOM Karajore u
npei CKypaHre;

;] — obpaineHre BHUMaHuA r-Ha JppaHaa Ha 4achi, KOTOpPbie €ro HHre-
pecyioT, a TaKXKe Ha NocieaH1e MOEIH;

\{'} — YIOMMHAHHE O rapaHTHH U PENyTalluH;

w — MPUINIALIEHUE K JNaNbHEHIMM KOHTaKTaM.

Ilepeoiii 60k (ab3aw) ABNAETCA BaXHbIM, NOCKOJIbKY OH 3alaeT TOH
NUCbMa U JaeT BO3MOJKHOCTb YUTATE/HO COCTaBUTb NPEACTaBlIeHHe 0 Bac U 0
BailieH KOMIMaHHH.

O6514H0 B nepBoM ab3aile GnaronapAT anpecara 3a ero NUCbMo (eciu
3TO OTBET Ha 3anpoc), NPEACTaBIAIOT CBOIO (pUPMY NP HEOOXOAUMOCTH, CO-
001atorT 0 e NMchbMa:

Thank you for your enquiry dated 8 Brazooapum Bac 3a nucemo om 8 woas,
July, in which you asked us about our 6 xomopom Ber unmepecosaruce na-
range of cosmetics. As you have  wum accopmumenmom kocmemuxu.
probably seen in our advertisements Kax Bam, eepoamno, useecmno u3 na-
in fashion magazines, we appeal to a welt pexnamoel 6 JCYPHAIAX MO0, Mol
wide age group. obpaujaemca K WUpoKou 603pacmHot
2pynne.

Cpedunnsie 6a0ku npeacrapnfior coboit OCHOBHYIO YacTh nucskma. B
HHX H3JI0XKEHO TO, YTO HeoO6X0nuMo coobLMTL — OTBEThI Ha MOCTaBlIEHHbIE
BOMPOCHI, ONpeaeieHHylo HH(GOPMaLIMIO WX BONMPOCHI, KOTOpPbie HYXHO 3a-
JaTh KIMEHTY. 31ech BakKHO TATENbHO CIUIAHMPOBATh COAEPKAaHHE ITUX
6J10K0B, ACHO M YeTKO U3JIOXKHTD €r0 B JIOrH4eCKOH Noclie0BaTelIbHOCTH.

Jarstouumensnsiii 60k (ab3an) BKIIOYaeT clloBa GnaronapHOCTH 3a
nuceMo (ecnu 310 He ObUIO chenaHo B MepBoM ab3ale) u npurianieHne K
JalbHeilieMy coTpyaHnyectBy. MoXHO TakKe KpaTKO MOBTOPUTb OCHOB-
Hbi€ MOMEHTBI NHCbMA:
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Letter's Contents and Style

Once again, thank you for writing to
us, and please contact us if you
would like any further information.
To go briefly over the points I have
made — delivery would be six weeks
from receipt of order, and payment

Ewe paz cnacubo 3a mo, ymo Ber nam
nanucanu.  oxcanyiicma,  obpawaii-
mece, ecau Bac unmepecyem dononnu-
meabnan ungopmayua. Kpamixo nooer-
MONCUBAR OCHOBHbIE MOMEHMbI, XOHY
HANROMHUMb, YO 00CMABKA OCYUjeCcmE-

AAEMCA 6 meyeHue WeChiu nedets nocae
nonyuenus 3akaza, a onramy Heobxoou-
MO cOendame BAMKOBCKUM nepevucieHt-
em. C nemepnenuem ncoy Bawezo cko-
po2o omeema.

should be made by bank draft. I look
forward to hearing from you soon.

2.3. A3bik 1 cTunb (Language and Style)

Hpocmoma. [enosas nepenucka 4acTo CTPajaeT YCTapeBLUUM H
IPOMO3AKHM CTHJIEM H3JIOXKEHHA, YTO YCJIOXKHAET NOHHMaHue OCHOBHOM
melcau. Crapalitecs nmucars npocmo.

Huxe paercs obpasell HanMCaHHOro NPOCTbIM CTHJIeM NHCbMa-
M3BHHEHHS 32 HECBOEBPEMEHHYIO OIUIaTy BBICTABIIEHHOro CUeTa, Bbi3BaHHYIO
00beKTHBHOH NPHYHHOM, K KOTOPOMY NpHIAraerci Yex Ha HeoOXoquMyto

CYMMY:

Dear Mr Craig,

I am replying to your letter of 15 July
asking us to clear our June balance.

I apologize for not settling the account
sooner, but due to the unfortunate
death of Mr. Noel, our accountant, we
were not able to settle any of our out-
standing balances.

Please find enclosed our cheque for
$620, and accept our apologies for any
inconveniences.

Yours sincerely,

Yeancaemuiii 2-n Kpeiiz!

Omeeuaro na Bawe nucemo om' 15
wons ¢ npoceboll paccuumamecs 3a
UIOHb.

Ilpunowy useumenus 3a weceoespe-
MENNYIO ONAAMY, HO U3-3 KONYUHOL
nawezo byxeanmepa 2-na Hosas mul
He CMO21U 3anAamitiie HiL RO 0OHOMY
npedvaerentomy cuemy.

Hocetnaem Bam uex na cymmy $620 u
nPOCUM npUHAMb HAWLL USBUNENUS 3
npuyunennote Heyoobcmea.

Hckpenne Baw,
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CodepxaHue u cmunb NUCbMa

Besreaugocms. TIpocToTa u3NnoxkeHUs He 3HaYUT, OJHAKO, YTO MOXKHO
npeHe6perarb BeXnuBocThI0. CIHILKOM KpaTKOe W NPOCTOE MHCbMO MOXET

OKazaTbCs rpyObIM:

Dear Mr, Rohn,

I have already written to you concern-
ing your outstanding debt of $590. This
should have been cleared three months
ago. You don't seem to want to cooper-
ate in paying us, and therefore we will
sue you if the debt is not cleared within
the next ten days.

Yours, etc.

Yeaxcaemwtit 2-n Pon!

A yxwce nucan Bam wacwem Bawezo
doaza ¢ pasmepe §590. E20 nyxcho boi-
10 nozacume mpu mecaya nasao. Ka-
xcemcs, Bul me oicenaeme ¢ namu co-
mpyonuName 6 gulnaame 00a2a, G C6A3U
¢ yem mur Bac npuenevem k cyoy, ecau
donz me Oydem nozawen 8 meuenue
bauscatiucux oecsamu Oneil.

Bawi, u m.o.

To xe nucsMo Gnaronapsd CTWIMCTHUECKUM TpUEMaM BhIrIAIUT 6o-
Jiee BEXJIMBBIM (MCNOJIB30BAHHE CJIOXKHOMONYHHEHHbIX, Oonee JUIMHHBIX
NpesIokeHuid ¢ coro3amu; ynoTpeblienne KOHCTPYKUMHA NaccHBHOro 3alora
BMECTO aKTHBHOIO; HCTIOJIb30BaHKE MOJIHBIX MpaMMaTHiecKux GpopM BMECTO

COKpalleHHbIX):

Dear Mr. Rohn,

I refer to the previous letter sent on 10
October, in which you were asked to
clear the balance of $590 which has
been outstanding since July. As you
have not replied to the letter, you leave
little choice for me but to place the mat-
ter in the hands of solicitors. However,
I am reluctant to do this, and I am offer-
ing you a further ten days to settle the
account.

Yours sincerely,

Yeaxcaemutit -n Pon!

Obpawaro Bawe enumanue na nucomo
om 10 oxmsabps, e xomopom Bac npo-
cunu nozacume donz ¢ pasmepe $590,
yucasuyutica 3a Bamu ¢ wons. [lo-
cKkoAbky Bbt ne omeemunu na 3mo
nUCLMO, MHe HUYEZO0 He OCMmAem s, KaK
nepedams Oeno adgoxkamam. Mue, 00-
HAKO, BeCoMA He XOuemca Mo Oenamo,
u 1 npedocmaensio Bam donoanumens-
Holli  decamuouesnvlii  Cpox, wmobul
paccHumamsca no O0A2am.
Hcexkpenne Baw,

Acnocmes. Baml KoppecrnoHAEHT JOMKEH TOYHO NMOHUMAaTh HANMCAH-
noe Bamu. Vcnons3yiite Tonsko Te abGpeBHATYpPHI, KOTOpbie ABNAIOTCA 06-
WETNPHHATLIME H MOHATHBIMKM BO Beex ctpanax. Hanpumep, c.if. (cost, insur-
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Letter's Contents and Style

ance and freight) unu f.o.b. (free on board) u3BecTHsl BceM, KTO 3aHUMaeTCH
MEXIyHapOoIHOH TOPrOBIIEH, U OHU AaXKe NMPOU3HOCATCA OIHUM CIIOBOM, a He
no 6ykeam: cugh u gob.

Bbynbre BHuMaTenbHbi ¢ uncnamy. B CIIIA u Benuko6putannu Touka
oTmeNseT 1eNoe OT aecATHYHON npobu (Bo Ppavuun u Poccun, Hanpumep,
JULsl 3TOrO MCIONL3yeTcs 3amsaran). 2.345 — qBe UelbiX ¥ TPUCTA COPOK NAThH
ThicauHbiX (B CILIA 1 Bennkobpuranuu) v Be THICAYH TPHCTA COPOK NATH (B
Poccun u crpasax CHI'). Y Hao6opoT: 10,245 - fecAThb ThicAY ABECTH COPOK
nars (B8 CLUA u Benuxo6pHraHun) ¥ OECATh LENLIX W JBECTH COPOK NATH
ThicAYHbIX (B Poccun u ctpanax CHI).

Tounocm. bynbTe TOUHB! NPU HANHMCAHUM JOJHKHOCTH M 3BaHUA B
ajipece ¥ npuBeTcTBMH. Ecni BBl He yBepeHbl, Kakoro Mnojia Balll ajpecar,
ay4qine Hanucarb Dear Sir or Madam.

Ipu orBere Ha MucbMO 00A3aTENbHO JeNaiTe CCHIIKY Ha NONYYeH-
HYI0 KOPpPECHOHAeHUHIO.

He notyckaiite HeTOuHOCTE#H B yKa3aHuil eH, pasmepos, Beca U apy-
rux cneuuguKaui.

[Mposepbre Hanuuue BHOXKeHui (IpuioXkeHnit), eciv B KOHUE nHchMa
Bbl noctasuid "Encl.” (Enclosures).

KOIITpOJleble BOMNpocCkI il 3aJaHiiA

1. O3HakoMHMBIIHMCH CO CTPYKTYypOH nuchkMa U 06pasyamu nuceM Mex-
IDyHaponHoro obpasua, Habpocaiite Ha sucre Gymarn peKBM3UThI
nMceMa B NopsAake ux cienoBadus. Jaiite aHriuiickue 3KBUBaneH-
Thi Ha3BaHui pexBH3UTOB. [IpoBepbTe cebs no TekeTy pasgena 1.

2. Ha3soBure Gpuranckuii 1 amepHKaHCKUil SKBUBAICHTbI PyCccKoil ab-
6pesuarypbi OOO (06iecTBO ¢ OrpanHueHHONH OTBETCTBEHHOCTHIO).

3. Kak B Ha3BaHuM (MPMbI OTPAXKaeTCA TO, YTO OHA MpENCTABIAET CO-

6oit napTHepCTBO ABYX i GoJiee Joaeii?

Yro yka3niBaercs B 3aroJloBke nucbMa?

O ueM roBOpHT HOMep NOKyMeHTa?

['ne ¥ kaK yKa3siBaercs gara nicbMa?

Kak nuirercs BHyTpeHHuii anpec (anpec nonyuarena)? Kakue pex-

nusble Gopmbl o6paimeHns (M B KAKUX CITy4Yasx) YKa3biBalOTCs ie-

pen Gamunnit anpecara? Hanuiuure NpousBONIbHBIA BapHaHT agpe-
ca nosyyatens B CIIA, Benuko6puranun, Kanane, onuolt us crpan

Esponsl.

Noune
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8. Kak HauuHaeTcs W 3aKaHuMBaeTcs MUCbMO, €ciid GaMUWIUA U UMA
afipecara BaM HEM3BECTHbI?

9. C kaxoii uenbio Ha ciexytoweit cTpoke nocsie obpaieHHa cTaBHTCA
cokpaieHue Re: 1 4yro oHo 0bo3Havaer?

10. Yrto nuinercsa B HauaigbHOM ab3aue nucema? Jlalite cBOH BapuaHT
HayayjbHOro a63aua nMcbMma, KOTOpoe Bbl MHLIETE B OPraHH3aluio
no MekayHapongHoMy o6MeHy crymeHramu ¢ npockboii coobuurs
BaM yCJIOBHUA Y4acTHUst B MporpaMmme JieTHero obMeHa W BO3MOMKHO-

ctv nopaborars B nerdem narepe B CLLIA?

Pasznen 3. Buabsl nucem (Types of Letters)

3.1. 3anpocsl (Enquiries)

Himke nomeinesbi HECKOJILKO BHIOB NUCEM-3alpocoB.

Kpatkui 3anpoc:

Dear Sirs,

Please would you send me your Spring
catalogue and price-list quoting c.i.f.
prices, Le Havre. Thank you.

Yours faithfully,

Dear Sirs,

1 would like some information about
your Proficiency courses in English be-
ginning this July.

Please send me a prospectus, details of
your fees, and information about ac-
commodation in London for the period
July-December. If possible, I would
like to stay with an English family.

Thank you.
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Yeaxcaemuvie 2zocnooa!

[loxcanyiicma, evuunume mue Bawe ee-
CeHHUIL KAMAN02 U NPElCKYPasm ¢ yeua-
mu c.ugh. nopma 'aep. brazodapro Bac.

Hexpenne Baw,

Yeaxcaemuie 2ocnooa!

A 661 xomen noayyums unghopmayuio o
Bawux xypcax auenuiickozo A3bika,
KOMOpble HAYUHAIOMCSA 8 UioAe C.2.

oxcanyiicma, ewiunume mue npo-
Chekm, pacyenku u uHgopmaywo o
pasmeugenuu 6 Jlondone na nepuoo c
urone no dexabpo. Ecau amo eoimodnc-
HO, A bbl Xomen Jcumb 6 aHIAUNCKOI
cemoe,

baazooapro Bac.




Types of Letters @7

3anpoc npegcraBuTenst PO3HUYHOW TOPFOBIN
3apybexHOMy NpousBoanTenia;

B. Cottwold & Co. Ltd.

Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 236 8592 Telex: 341641

Satex S.p.A Your ref:

Via di Pietra Papa Our ref: C 351

00146 Roma

ITALY 6 February 200_
Dear Sirs,

We were impressed by the selection of sweaters that were displayed on
your stand at the "Menswear Exhibition" that was held in Hamburg last month.

We are a large chain of retailers and are looking for a manufacturer who
could supply us with a wide range of sweaters for the teenage market.

As we usually place very large orders, we would expect a quantity discount
in addition to a 20% trade discount off net list prices, and our terms of payment are
normally a 30-day bill of exchange, documents against acceptance.

If these conditions interest you and you can meet orders of over 500 gar-
ments at one time, please send us your current catalogue and price-list. We hope to
hear from you soon.

Yours faithfully,

L. Crane
Chief Buyer
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3.2. OrBerbl Ha 3anpocskl (Replies)

B orBere Ha 3anpoc NOChIIAIOT NMHCbMA, COCTaBJIEHHbIE MO CJEAYIO-
wemy niaHy:
Hauano. Obpatutech K KineHTY 110 uMeHHd. Eclin KIHeHT noanucacs
Mr B. Green, naunute nucbMo ¢ Dear Mr. Green, a He Dear Sir, uTo 03Ha-
4aito 6bl, 4TO BBl HEe IOMHHTE €T0 NMS.
[To6naronapute aBTOpa NHUCbMAa 3a caellaHHbIK 3anpoc. O6A3aTeNbHC
yNOMAHHTe JaTy NMUCbMa KJIIMEHTa U HOMEpP NOKYMEHTa:

... brazooapum Bac 3a Baw: 3anpoc om 6
uionn 1997 2., ¢ xomopom evt unmepe-
cyemeceo...

...Thank you for your enquiry of 6
June 1997 in which you asked about...

Thank you for your letter, NJ 1691,
which we received this morning...

barazooapum Bac za nucemo NJ 1691,
KOmopoe Mbl ROAYHULU CE200HA ym-
pom...

.5 xomen bvl nobnazooapums Bac za
s3anpoc om 10 mas. Mne npusmmo co-
obujume Bam, umo Mer cmoaau 6wl
nocmagums Bam. .

...1 would like to thank you for your
enquiry of May 10 and am pleased to
tell you that we would be able to sup-
ply you with the...

IToomeepicoenue 2omognocniu oKazanis nomoulb, Kak MoXxHo cxo-
pee naiiTe TOHATbH KJIMEHTY, YTO Bbl B COCTOSHHH MpejOCTaBHThL 3ampaiiu-

BaeMyIo YCIIyTy.

...We have a wide selection of sweat-
ers that will appeal to all ages, and in
particular, the teenage market which
you specified. ..

I am pleased to say that we will be
able to deliver the transport facilities
you require.
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YV nac umeemcs wupokuil ev160p ceu-
mepog OnA 6cex 803paAcmos, u 6 Hacn-
HOCMUL, pACCYUMAHHBIE HA NOOPOCMKO-
b1l polHOK, KOmopulil Bor ynomamnynu...

Mune npusmno coobwyums, umo mul
cmoncem obecneyums  neobxoOumsle
Bam mpancnopmnueie yeayau.
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Hpooguscenue saezo mogapa. Bei nonxkHb yoeaurb cBOEro KiMeHTa B
lepcrneKTHBHOCTH EJIOBBIX OTHOLIEHUH ¢ Bauiel komnanuei. Henocrarouno
JIMIIL COOBIIMTDL, YTO Yy BaC MMEETCA UCKOMBIH ToBap. BO3MOXKHO, KIHEHTY
NOHafoOUTCA cleNlaTh ¢ AeCATOK APYrHX 3anpocos. Hanuwuure 0 CBOMX npe-
MMYLLECTBAX U rapaHTHAX: S

...We think you have made an ex-
cellent choice in selecting this line,
and once you have seen the sam-
ples we are sure you will agree that
this is unique both in texture and
colour...

...We can assure you that Omega
2000 is one of the most outstanding
machines on the market today, and
our confidence in it is supported by
our five-year guarantee...

Mot cyuumaem, umo Bol coenany omauyneiil
6blBop, OCMAH0BUBULUCE HA DMOTE TUHU, U
Kkak monexo Bur ysuoume obpasyvi, Mo
yeepenvl, umo Boi coenacumeco ¢ ee ynu-
KQIbHOCMbIO KAK ho axmype, max u no
yeemy...

Moocem 3agepume Bac ¢ mom, umo Omeza
2000 6 nacmosujee epema seraemcs 0o-
HOU U3 CaMbIX AYHULUX MAULUN HA PoIHKE, UL
HAQWA  Y8ePeHHOCHIb  nOOmeEeplcoaemcs
npedocmaenfemoii Hamu 2apawmueil Ha
name aem...

IIpeonoacenue arpmepuanuensix sapuanmos. Ilpn orcyTcTBum 3a-
npaiMpaemMoro ToBapa (yclyru), ecjit y Bac ecTh albTepHaTHBHbIH BapHaHT,
Npe1okKuTe ero KIHeHTy. Ilpy 3ToM He HY)KHO KPUTHYECKH OT3bIBaThCA O
NepBOHAYANBHO 3aNPOIIEHHON KIIHEHTOM NMPORYKLHH:

...and while this engine has all the
qualities of the model you asked for,
the 'Powerdrive’ has the added ad-
vantage of having fewer moving
parts, so less can go wrong. It also
saves on oil as it...

...The model has now been im-
proved, its steel casing having been
replaced by plastic which is lighter,
more durable and stronger...

..U xoma 3Imom Oeuzamens obaadaem
6cemu kavecmeamu, o Komopeix Bet
cnpawueany, “Illayspopaiie” edobasox
UMeem Mo npeuMyujecmeo, wmo y ezo
Menslite OBUNCYIUXCA Yacmell, mo echi
Menblilee UX KOAUYECMBO MONCEN GbIILMU
uz cmpos. On makdice IKoHOMHEe 8 pac-
X00€ MACAA, NOCKOALKY...

Hannas modenw ceiivac ycoeeputencmeo-
6ana: ee CMANbHOLU KAPKAC 3aMeHeH HA
NRACMMACC 08Bl KOMOPbiil AGAAemca 60-
Jee Ne2KUM, np OYHBIM U HAOEHCHBIM,
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OmcoLIka kiuenma K Opyzomy ucmouynuky. ECNU Bbl HE MOXeTe
NpeIoKNUTh KIHEHTY 3arpalinBaeMblii TOBap WIH ero aibTepHAaTHBHBLIH Ba-
pHaHT, HANHILHTE eMY, [N€ OH MOXeT clieslaTh 3aKas:

The book you mention is not pub-
lished by us, but by Greenhill Educa-
tion Ltd. If you would care to write to
them, their address is...

Knuea, o komopoii Bet nuweme, usoana
He namu, a uzoaneibcmeom «I punxuin
Dowoxetiun JImo.». Ecnu Ber ocenaeme
uM Hanucams, coobujaem aopec...

Kamanozu, npeiickypanmesi, npocniexnivt, 06pazusi. Yoenurecb B
TOM, UTO YIOMAHYTble BaM{ B MMHCbME NPWJI0XKEHNA B BUIE KaTaloros, Npefi-
CKYPaHTOB H T.A. neHCTBUTEJIbHO BJIOKEHBI B KOHBepPT. EC/IM BbI MochilaeTe
o6pa3upi oTnenbHoii Mouto, coobinre 06 3ToM B muceme. 3anucH o Npu-
JIOXKEHUAX W oTAeJIbHO M Nepechiike NEal0TC CIEAYIOIIHM obpa3oMm:

Please find enclosed our current cata-
logue and price-list. The units you re-
ferred to in your letter are featured on
pp. 31-34 under catalogue numbers
Y32-Y37. When ordering could you
please quote these numbers? The sam-
ples you asked for will follow by sepa-
rate post.

Iocouiaem Bam naw mexywuii kama-
a02 u npetickypanm. Tosapel, 0 komo-
puix Bot cnpawueanu, ynomunaomes
na cmp. 31-34 noo xamanoXxcHeimu
nomepamu Y32-V37. Ilpu ogopmae-
HUU zakaza, noXcanylicma, coenaiime
CCHUIKY HA amu Homepa. 3anpauiu-
eaemvte Bamu obpaszyer . 6yoym om-
npaeienbl 0MoesbH otk NOYMO.

3aseepiuenue. B koHne muceMa ciienyeT nobiaronapuTh KJIHEHTa 3a
NpHCJIaHHEL 3aNpoc, a TakXkKe NPUTJIACHTb K falbHelleMy CoTpyqHHYeCTBY:

Once again we would like to thank you
for writing to us and would welcome any
further points you would like us to an-

Swer.

Please write to us again if you have any
questions, or call us at the above tele-

phone number.
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Ewe paz érazodapum Bac 3a nucemo
u b6yoem pader omeemume Ha MODHOI
eonpoc.

[Hoxcanyticma, nuwume nam no no-
bvim sonpocam unu obparyaiimeco no
YKA3aHHOMY GbluLe HOMEPY menedony.
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Obpaseu NMUCbMa, B KOTOPOM COOEPXMTCA OTBET Ha 3anpoc:

Satex S.p.A.
Via di Pietra Papa, 00146 Rome, Italy
Phone: 769910 Fax: (06)681 5473 Telex 285136

Mr. L. Crane, Chief Buyer Your ref.: C361
B. Cottwold & Co. Ltd. Our ref.: D/1439
Nesson House

Newell Street 21 February 200_
Birmingham B3 3EL

UNITED KINGDOM

Dear Mr. Crane,

We are pleased to receive your enguiry, and to hear that you liked our range of
sweaters.

There would certainly be no trouble in supplying you from our wide selection of
garments which we make for all age groups. We can offer the quantity discount
you asked for which would be 5% off net prices for orders over $2,000, but the
usual allowance for a trade discount in Italy is 15%.

Enclosed you will find our summer catalogue and price-list quoting prices c.i.f.
London.

We are sure you will find a ready sale for our products in England as have other
retailers throughout Europe and America, and we do hope we can reach an agree-
ment on the terms quoted.

Thank you for your interest. We look forward to hearing from you soon.

Yours sincerely,
(signature)

D. Causio
Encl.

MepeBop TeKCTOBOW YACTU NUCbMA!
VaxaeMslii -8 Kpeiin!

M1 6b11 pansl nonyuuTh Bal 3aka3, a Takxke y3HaTh 0 TOM, 4To BaM no-
HPaBHJICA HALl ACCOPTUMEHT CBUTEPOB.

Ham He cocraBHT TpyAa ocylleCTBUTH NOCTaBKYU 1A Bac u3 umetomerocs
y Hac UIMPOKOTO aCCOPTHMEHTA 00pa3lioB OfEKbl, KOTOPbIA Mbl COCTABNAEM A
BCEX BO3PACTHBIX IPyIIL.

31



Budbi nucem

Mbr MOXeM npenioXuTh BaM CKHAKY HCXOnS U3 KOJIMUECTBA TOKYyHaeMoH
ApoayKuuH, 0 koTopoit Bet cripaimnsanu, B pazmepe 5% OT nepBoHaYaNbHOM LIEHb
Npy 3aka3e npoaykuuu Ha cymmy cabiiie 2000 nonnapos, Ho oOblyHAs BENHYHHA
Toprosoi ckuaky B Mranuu cocraenser 15%.

C 3TMM NMCBMOM BbIChUIaeM BaM Hall feTHMIA KaTaNor M TNpeRCKypaHT
ueH B JIoHn0He ¢ yueToM c.i.f.

Me1 yBepensnl, yTo Bl nalizere nokynareneit Hauleit roroBoit npoayKuMu
B AHIIMM, KaK 3TO ynaeTcs HalIMM MPEACTABUTENAM PO3WWYHOW TOProBau IO
Bceit Espone u B AMepuxe. Mbl BblpaxkaeM Hanexiy, 4TO CMOXeEM JOCTHYb CO-
rjlalieHus OTHOCUTEJIBHO LICHBIL.

Cnacubo 3a npossiiennblii uurepec. C HeTeprnenueM XaeM ot Bac orsera.
Hckpenne Ban,

(noanucs)
J. Kaysuo

Ipunoxenue.

3.3. 3akassbl (Orders)

OO6b1un0 3aKa3bl pa3MellaloT Ha CllelalbHbIX Ollankax (pUpMBI, Ko-
TOpPble NPHJIAralOTCa K CONPOBOANTENILHOMY NUCHMY. B nrcbMe ykasbiBaeTcs
Ha NpHJIaraeMslif 3akas:

Please find enclosed our Order No.
B4521 for 25 'Clearsound' transistor re-
ceivers.

The enclosed order (No. R154) is for 50
reams of A4 bank paper.

C Hacmosawum nucbMom @oicoliaem
naw 3axaz Ne B4521 na 25 mpansu-
cmopuerx npuemnuxog “Clearsound”.

lpunazaemuiii 3axaz Ne R154 exiio-
yaem 50 cmon [480 aucmoe bymazu
Kaxcowviit] Gymazu opmama A4.

B nucbme neobxonumo NoaTBepAHTh YCJIOBHS IUIaTeXKa:

We would like to confirm that payment
is to be made by irrevocable letter of
credit which we have already applied to
the bank for.
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Mo 661 xomenu noomeepoume, umo
onnamy Heobxooumo npouzeechmu ¢
nomMower0 6e36036PAMHO20 AKKPeOU-
muea, o vidaye KOMOpozo Mul yoice
obpamunucey ¢ 3a26Kou 6 bank.
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OroBopeHable CKHAKY TakXke NOJDKHBI ObITh NOATBEPKAEHDI:

...and we will certainly take advantage
of the cash discounts you offered for

prompt settlement.

..U Mbl, 0e3yCN08HO, BOCROMLIYEMCA
npeonodcennoit Bamu cxudxou onna-
met npu Obicmpo  npousgedeHHvx
pacuemax.

B CONpOBONUTENIBHOM IHUCbME OroBapHBalOTCA NaTa H cnocob soc-

TaBKH:

It is essential that the goods are deliv-
ered before the beginning of Novem-
ber in time for the Christmas rush.

...and please remember that only air
freight will ensure prompt delivery.

OO0parire BHHMaHKe NOCTaBIIMKA HAa CNOcO0 yNakoBKH:

Badcno, umober docmaexka mosapoe
bvuna ocyujecmenena 00 Havana Hosbps,
Ymobet ycneme 00 PONCOECTBEHCKOI
cyemul.

... W, nooicanyiicma, ne 3abyoome, umo
Auws docmaexa epyza camonemom @y-
dem zapanmueti bolcmpoti 00CmagKu.

The machines must be well greased
with all movable parts secured before
being loaded into crates, which must
be marked.

Cmanku neobxooumo kak caedyem noo-
eepaHymo cmaske, umobol ce OBUNCY- .
wuecs Yacmu beliu npedoxpaneHsl ne-
peo  nozpyskoil 8 AUURU, KOMOpbie -
O00NHCHBL BbLMb NPOMAPKUPOBAHYL.

3aBepl.UeHHC CONMPOBOANTECIBHOIO ITHCbMA MOXKET OBITH TaKHUM:

We will submit further orders, if this
omne is completed to our satisfaction.

If the goods sell as well as we hope,
we shall send further orders in the near
future.

I look forward to receiving your con-
firmation.

Mot 6ydem Oenamv 3axasvl u 6 Oanb-
HeljuieM npu YCAOBUU, 4mo OaHHbLi 3a-
Kaz Gyoem 8bINOMHEH 8 COOMBEMCMBUU
¢ HawuMu mpebosanusmu.

Ecnru moeapwr 6y0ym peanusosanst 6 -
coomeemcmeuu ¢ HAWLUMU NRAHAMU, MbL -
oghopmum u Opyeue 3axazvt 6 bauxcas- .
utem byoyuyem. :

C nemepnenuem ¥cdy noxyuenus Bawe-
20 nHOOMEepHCOeHUSA. :

33



Budbi nucem

06paaeu conpoBOAUTENBHOIO NUCbMa U 3aKa3la:

B. Cottwold & Co. Ltd
Nesson House, Newell Street, Birmingham B3 3 EL
Phone: 021 236 6571 Fax: 021 236 8592 Telex: 341641

Satex S.p.A. Your ref: D/1439

Via di Pietra Papa Our ref: Order DR 4316
00146 Rome

ITALY 9 March 20--

Attn. Mr. D. Causio
Dear Mr. Causio,

Please find enclosed our order No. DR 4316 for men's and boys' sweaters in as-
sorted sizes, colours and designs.

We have decided to accept the 15% trade discount you offered and terms of payment
viz. documents against payment, but would like these terms reviewed in the near future.

Would you please send the shipping documents and your sight draft to Northmin-
ster Bank (City Branch), Deal Street, Birmingham B3 1SQ.

If you do not have any of the listed items in stock, please do not send substitutes in
their place.

We would appreciate delivery within the next six weeks, and look forward to your
acknowledgment.

Yours sincerely,

(signature)
Lionel Crane
Chief Buyer

Enc.: order form No. DR 4316

ORDER No. DR 4316

B. Cottwold & Co. Ltd.
Nesson House, Newell Street, Birmingham B3 3EL
Phone: 021 236 6571 Fax: 021 236 8592 Telex: 34641

Satex S.p.A

Via di Pietra Papa

00146 Roma

ITALY Authorized...................

(signature)
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Quantity Item description Cat. Price
No. c.i.f. London
50 V Neck 30 Red/20 Blue R 432 £ 13.80 each
30 Roll Neck: 15 Black/15 Blue N154£940"
30 Crew Neck: 15 Green/15 Beige N 154 £16.00"
40 Crew Neck: pattern R541£1260"

Note: Subject to 5% quantity discount

Comments: 15% Trade Disc. Pymt. D/P Date: 9 March 20__
Del. 6 weeks

NepeBoA TEKCTOBOM YACTU NUCbLMA:

BricbinaeM Hat 3aka3 Ne DR 4316 Ha cBuTepa uis MyXYHH U MaJlbuMKOB yKa-
3aHHBIX Pa3MepoB, UBETOB U MoJAeNei. Mbl peliunn NPUHATH NMpeloxkeHHble Bamu
15 % ckuuxu M ycnoBus IJaTeXa 10 BbICTABJIEHHbIM INATEXHBIM JOKyMeHTaM. Op-
Hako, B OnmxaliuieM OynylueM HaM XOTenoch Obl MepecMOTPETh 3TH YC/IOBUA. Brl-
LLUTMTe, NokanyifcTa, CONPOBOAUTENbHbIC TOKYMEHTH! H Balll BekCentb Ha NpexbABHU-
Tens B ropoAckoe oTaeteHHe Northminster Bank no anpecy: r. Bupmunrem, un
Crpur. Ecnu y Bac Her yka3aHHBIX B CIIMCKe TOBApOB, NIPOCHM He NIPUCHUIATH BMECTO

" HMX 3aMeHbl. BylieM TIpU3HATENbHBI 33 HOCTABKY B TedEHHE 6 HEneNb U C HeTeplcHH-
eM KzieM Balllero noareepxuenus.

3.4. Pexnamauuum (Complaints)

Ecnmu Bam npuxoaurcs nucath MUCLMO-peKiiamanuio, neNiaire 3T0
cpasy nociie obHapyxenus ownbky, 6paka u T.n. Her neobxoaumoctu na-
YyHATh NUCbMO ¢ W3BHHenul (We regret to inform you..nnn I am sorry to
have to write to you about...). 1o nuib ocnabut Ballly NO3UUHIO.

Hauano nucpma MOXeT ObITh TakuM:

We would like to inform you... Xomum Bam coobugums...
I am writing to complain about... [Ty Bam 0ns evicmaenenus pexaa-
mayuu...

| am writing with reference to Order No.  [Tuwuy Bam no nosody noayuennozo
P32 which we received yesterday... guepa 3axaza Ne P32 ..
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Cmuns nucbMa-pekiaMauni nomkeH ObTh HelitpaibubiM. He no-
nyckaitre rpyObix BbipaxeHuit u ciioB (“infuriated”, "enraged"). Moo BbI-
Pa3nTh CBOE HEyOBJIETBOPEHHE TakuM 00pa3oM:

This is the third time this mistake has
occurred, and we are far from satisfied
with the service you offer.

Unless you fulfill our orders efficiently
in the future, we will have to consider
other sources of supply.

Please ensure that this sort of problem
does not arise again. '

Hannas owubra npousowna yxce 6
mpemuil pas, u HAc COBEPULEHNO He
yooeremgopaom npedrazaemoie Ba-
ML YCRy2u.

Echu Bei ne byoeme agpghexmueno
BLINOAHANTG HAWU 3aKA3bL 6 Oydy-
uyemM, nam npudemcs obpamumoeca K
Opy2um nOCMABI| UKAM.

[Toxcanyiicma, 6opowe ne Oonyc-
Kaiime BO3NUKHOBEHUS MAKUX ApoO-
onem.

Eciin Bam H3BECTHO, 110 Kako# NMpUYMHE Npou30LIa oluHbka, BEXIH-

BO YKaXXHTE Ha HEC NOCTABIIHKY:

Could you ask your accounts depart-
ment to check my code carefully in fu-
ture? My account number is 246-642,
and they have been sending me state-
ments coded 642-246.

Byobme 00bpei, nonpocume Baw om-
Oell Ccuemoe GHUMAMENLHO YMOUNUME
Mol ko0 ¢ banxe, Homep moezo cuema
246-642, a onu noceuraiom mue om-
uemmuble OOKyMenmol ¢ HOMepom 042-

246.

Ecnn Bbl 3HaeTe, Kak MOXKHO UCIIpaBHTL OMHOKY, coobuiure 06 3TOM

-NOCTABIIHKY:

The best solution would be for me to
return the wrong articles to you, post-
age and packing forward.

Jns mens naunyuuwum peutenuem 8onpo-
com buino 6ul sepuyms Bam ouubouno
BLICNIAHNHBIE MOBAPHI C  GO3MEU{EHUEM
Pacxo008 Ha Ynaxkoexy i nepecolixy.
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IIpu omeeme na pexnamayuio coodnTe KIHEHTY 0 NONYyUEHHH Ka-
J10651 u nobnaronapure ero 3a uagopMalUnIO:

Thank you for your letter of 6 August
informing us that...

We would like to thank you for in-
forming us of our accounting error in
your letter of 7 June.

Brazodapum Bac 3a nucomo om 6 aezy-
cma, 8 komopom Bet coobiyaeme o ...

Mot xomenu 61 nobnazooapume Bac 3a
coobujenue ob ouwubke 6 Hawel om-
uemnocmiu 6 Bauem nucome om 7 wons,

Ecnu pexaamarus saensemca o6ocnoeannoii, 00bICHHITE NPOHCXOK-
ZeHue ownbxy, pn 3ToM He OOBHHSAA CBOHX COTPYAHHKOB (pa3 Bbl UX B3ANU
Ha paboTy, BbI OTBEYaeTe 3a HX AeCTBHUA):

The mistake was due to a fault in one
of our machines, which has now been
corrected.

It is unusual for this type of error to
arise, but the problem has now been
dealt with.

Owubka npouzoutna no euxe c6os 6
HAWUX MAUWUNHAX, KOMOpbLL yixce uc-
npasnex 8 nacmosuee épema.

Takas owubka sersnemca 0N HAC Hemu-
RUYHOU, HO 3MA npobrema yice ycmpa-
Hena.

[Ipu3HaB CBOKO OTBETCTBEHHOCTh H OOBLSCHMB, YTO NPOH3OLLIO, Te-
NMepb Kak MOXKHO CKOpee vclipaBbTe OWHOKY H coobuiuTe 06 3TOM KIHEHTY:

The material you complained about
has been withdrawn. Its fault was in
the weave of the cloth, and this was
due to a programming error in the
weaving machines themselves. This
has been corrected, and replacement
materials are now being sent on to
you.

IIpeovssnennviti Bamu na pexramayuro
MAMEPUAN YHCE CHAM C peanuzayui.
Tpuuuna 3aknovanace 6 nepenremenuy
Humeil 6 MKAMY, BbI36AHHLIM OWUOKOT 8
HDOZDAMMUPOBAHUN MKAYKUX CMAHKOB.
Oma owubka ycmpanena, u Mol GolCol-
aaem Bam ezamen noewuiti mamepuan.
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Budbi nucem

Ecnu ev1 ne coznacnvi ¢ pexnamauueil, 6ynsre TBepabl, HO BEKIIMBEL.
Ho paxe npu oTpynaHHn cBOell OTBETCTBEHHOCTH MONbITaliTeCh AaTh 00BAC-

HEHHE M0 CYIEecTBY NpodieMsl:

Our factory has now inspected the
stereo unit you returned last week,
and they informed us that it has been
used with the wrong speakers and this
had overloaded the circuits. We can
repair the machine, but you will have
to pay for the repairs as misuse of the
unit is not included under our guaran-
tee.

Hawe npeonpusmue npouseeno npoeep-
Ky MY3bIKATEHO20 Yenmpa, Komopolii Bet
Ham GepHynu Ha npouinou Hedene. Hac
npoundhopmuposan 0 mom, wmo annd-
panmypa 6bl1a UcnonL306aHa ¢ NOOKAI)-
uenuem He Mex 2pomKozoeopumenet,
YmMo NPUBERO K nepeHanpANceHul 6 ce-
mu. Mol modcem ompemonmuposanme
amy annapamypy, Ho Bam npudemcs
sanpamumos 3a peMOHM, NOCKOAbKY He-
npaswibhoe obpauienue ¢ MexHuKou He
8xo0um 6 yca06us naweti 2apannuis.

B 3aknouumensnoii uacmu nucbma cienyer Hanucarb, YTo NMpon3o-
wenuas owndka gBugeTcs A0canHbIM HCKIHOUYEHHEM, U H3BHHHTBLCA 3a NpU-

YHHEeHHbIe HeyHoOcTBa:

In closing we would like to apologize
for the inconvenience, and also point
out that this type of fault rarely occurs
in the Omega 2000.

Finally, may we say that this was an
exceptional mistake and is unlikely to
occur again. Please accept our apolo-
gies for the inconvenience.
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B zaxmouenue mot xomenu Ovl useu-
numbca 3a oocmaenennste Bam neyoob-
cmea u ommemums, Ymo maxkozo poda
owubxu 6cmpenaromces Kpaiine peoko 8
cayuae ¢ annapamypoii “Omeza 2000”.

Haxoney, noszsoneme 3aeepums Bac 6
MOM, MO MO UCKNIOHUMENLHO PeOKAR
owubka, u ee noeémMopenue Maioeepo-
amwo. [Ipocum npunsame Hauw usgume-
HuA 3a docmasaennbie Heyoobcmea.
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Ob6pasel rucbMa-peknamauui nNo nNoBogy NoNy4YeHus NoBpexAeHHOo-
ro roeapa:

B. Cottwold & Co. Ltd.
Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 236 8592

Satex S.p.A. Your Ref:

Via di Pietra Papa Our Ref:

00146 Roma

ITALY Date: 15 August 200_

Dear Mr. Causio,
Our order No. 14478

I am writing to you to complain about the shipment of sweaters we received yes-
terday against the above order. The boxes in which the sweaters were packed were
damaged, and looked as if they had been broken open in transit. From you invoice
No. 18871 we estimate that thirty garments have been stolen to the value of £150.
And because of the rummaging in the boxes, quite a few other garments were
crushed or stained and cannot be sold as new articles in our shops.

As the sale was on a c.i.f. basis and the forwarding company your agents, we sug-
gest you contact them with regard to compensation. You will find a list of the dam-
aged and missing articles attached, and the cons1gnment will be put to one side un-
til we receive your instructions.

Yours sincerely,

(signature)

L. Crane,
Chief Buyer

NepeBoA TEKCTOBON YacTu NUCbMa-peKnamayum:

VeaxaeMsi#t rocnoaun Kaysuo!

O6pamaiocy k Bam ¢ pexnamanueif 10 MoBoAy NapTHH CBHUTEPOB, KOTOPYIO
Mb1 TIONYYHMJIM BYepa HAa OCHOBAHMM yKa3aHHOTO Bbillle 3aka3a. KopoOxu, B koTopbie
ObL1M yNaKoBaHEI CBUTEPA, OKA3aNUCh NOBPEXAEHHBIMH, H BBITIAAEHH, Kak OyATO MX
BCKPBIBAJIM NIPH TEPECBUIKE. .
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. Budbi nucem

Wcxons w3 nasHbix Bawero cuera-axrypbl MOXKHO CHENATh BLIBOX, YTO Obl-
70 yKpaleHo TPHALATE NIPeAMETOB OfeXkAbl HA cyMMy 150 ¢ynToB-cTepnuHros.

KpoMe Toro, B pesyJibTare NPOBEACHHOTO TAMOXKEHHOT'0 JOCMOTpPa Kopobok
3HAYUTENbHAS HaCTh APyroi oxexabt Obina MoBpesIeHa U 3amavykaHa u B TakOM BHJe
He MOXKET NPOAaBaThCA KaK HOBBIH TOBap B HAlIMX Mara3vHax.

IMockonbicy peanu3aitds TOBApa MPOBOAMIACE HA OCHOBe C.i.f. U B KauecTBe
JKCIIEXUTOPOB BLICTYNan! Bamuy areHTHl, npeanaraeM Bam cBaA3aTbCcs ¢ HUMH 1O BO-

TIPOCY BBIMLIATH! KOMITEHCALIH,

Ipunaraem cnucox moBpexAEHHBIX U HeXOCTAIOIMX TOBAapaB M coobiuaeM,
4TO JJaHHad MapTus TopapoB GyAeT OTNOXKeHa 10 ToJyderus ot Bac nHCTpykumid.

Hckpenne Bam,
(nmoxnuce)
JL. Kpeiin,

I'naeHeli cienaInct no cHabXkeHuIo.

Ob6pa3sel oTBETa HA peKknamauymio:

Dear Mr. Crane,

Thank you forinforming us about the damage to our consignment (Inv. No.
 I887Y). From our-previous transactions you will realize that this sort of problem is
- quite-unusual. Nevertheless, we are sorry about the inconvenience it has caused
“you.

, Please would you return the whole consignment to us, postage and package
" forward, and we-will ask the shipping company to come and inspect the damage so
‘that they can arrange compensation. It is unlikely that our insurance company
“needs to be troubled with this case.

: If you want us to send you another shipment as per your order No. 14478,
‘ please:let us know. We have the garments in stock, and it would be no trouble to
] scmithem within- the next fortnight.

Y ours.sincerely,

D; Causio:
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HEPEBOA TEeKCTOBOMW 4acCcTu NMCbMA-oTBETa Ha peKnamauuio:;

Bnaronapio Bac 3a coofuienne 0 noBpexaeHuy Bauei napruu ToBapos (MHB.
Ne 18871). B HameM onbiTe TOprosuix onepauuit 310 BecbMa penkuit cnyyait. Tem He
MeHee, BhIpaxkaeM CoXalleHHe 110 NI0BOy NIPUUUHEHHBIX HeynoOCTB.

Mosxanyiicta, BepHNUTe HaM BCIO TNApPTHIO TOBapa C OMAATOH 3a YNMAKOBKY H
NepechbliKy 3a HAIl CUET, X Mbl 00PaTUMCA K 3KCTIERUTOPCKOR (upMe npoussecTy oc-
MOTp TOBPEXASHHUI JUIA NOCHenylOlleH BbIMIATEl MMH KOMINeHCaumu. Bpan s mo
3TOMy NOBOLY CTOMT 06pamatses K Hautelf CTpaxoBoif KOMNaHUH.

Ecnu Bsl xorute, 4ro6sl Mul Bbicnanu Bam npyryio napruio ToBapa Bo uc-
nonHenne 3akasa Ne 14478, noxanyiicra, coobumte nam o6 3Tom. ¥V Hac Ha ckinane
€CTE 3Ta ONeXAa, U HAM He COCTABHUT TPYXa BBICAATE ee TeueHHe 1B\ 1iCHesb.

3.5. KpenuT (Credit)

B nepeom ad3aye nucwpMa, collepxallero npock0y o nocraske ToBapa
B KPEIHUT, HeoOXOMMMO Cpa3sy JKe YTOUHHTh, kakad GopMa Kpelura Bac HHTeE-
pecyer:

I am writing to ask if it would be possi-  Ob6pawaioce x Bam no eonpocy o
ble for us to have credit facilities in the  goamoscnocmu npedocmaenenusn nam
form of payment by 60-day bill of ex- «peduma e eude sexcensn ¢ ycrosuem
change. nozawenusn 8 mevenue 60 oueil.

Thank you for your catalogue and letter.  brazodapiwo 3a Baw xamanoz u

As there was no indication of your credit  nucemo. Iockonvky 6 nuceme ye Goi-

terms, could you let me know if you  1no ykazanus Ha ycioeus npedocmas-

would allow us to settle on monthly iewus xpeduma, ne mozau 6vt Bu

statements? coobuyums mue, MOXCHO u HaM pac-
CUUMbIBAMbCA PA3 8 MeCiy Ha OCHO-
e 8bICMABNeHHBIX CYemos?

Bawia 3a0a4a nipn 3akase TOBapos B KPEOUT COCTOMT B TOM, YTOOLI
ybeoums nocTasIMKa B Balled Halle)XHOCTH Kak NaprtHepa. B nuceMe Heob-
XOAUMO YIIOMAHYThH NPEXKHNHA OMNBIT CACNOK C NOCTaBIIUKOM:
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Budbr nucem

As ‘we have been dealing with you for  IHockonwky mur eedem ¢ Bamu dena

more than a year, we feel that you know  yace 6Gonee 200a, nam npedcmaeéisn-

us well enough to grant our request. emcA, umo Bui swaeme nac docma-
MOYHO XOPOWLO U MOXceme yOoene-
meopunmy Hauty nPocvby.

During the past few months of our B mevenue nocnednux mecxonvxux
transactions we have always settled  mecayee mopzosvix coerok mei éce-
promptly, and therefore we feel we can  20a wemednenno npoussodunu pac-
ask for better credit facilities from you. uembl, NO3MOMY Mbl CHUMAEM, YMO
Moxcem obpamumecs k Bam ¢
npocvboti 0 npedocmaénenuu bonee
6razonpuamuelx yenosuti kpeduma.

CTOHT HanucaTh O CBOEH peNyTaUlH H HMEIOIIUXCA PEKOMEHIALHAX:

We are a well established firm and can ~ Mw npedcmasnsem gupmy ¢ ycmoii-

offer references if necessary. yugoii penymayuei u npu Heobxoou-
MOCTU MOXCEM NPedOoCmAasump peKko-
MeHOoamenbHble RUCLMA.

We can certainly pay on the due dates, Mui, 6e3ycrosno, modxicem npou3séo-

but if you would like confirmation con-  Jums onnamy é nonodxcennviil cpok,

cerning our credit-worthiness, then #o eciu Bam neobxooumo nodmeep-

please contact any of the following per-  xcdewue wnawen kpedumocnocobho-

sons who will act as our referees: ... cmu, Bui moxceme obpamumbca Kk
M0BOMY U3 Credyiouux Iuy, 20Moesix
oamv HAM PEKOMEHOAYUIO.

3aruouumensnas yacms nacbMa ¢ Npock00il 0 BbIIENIEHAHN KpeauTa
MOXeET OBITH TaKoil:

We hope you will consider our request Hadeemca na noroxcumenvhoe pac-
favourably and look forward to your re- cmompenue Haweli npocvbbt u ¢ He-
ply. mepnenuem xcoem Bawezo omsema.

Please follow up the references we have O6pawaem Bawe enumanue na npe-

submitted. We look forward to your con- docmaenenHvie Hamu pekomenoa-

firmation that payment by 30-day bill of mensubie nucema. C nemepnenuenm.

exchange is acceptable. Hc0eM noOmeepix’COeHuss mozo, 4mo
Bot coznacust na onnamy eexcenamu
co cpoxom nozawenus 30 onell.
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Ecnu x sam obpawyaiomes ¢ npoceboil 0 nocmaeke mosapog 8 Kpe-
Ount, Balll OTBET MOXeT ObITh NOJIOKHUTEJIBHBIM HIIM OTPHLIATEJILHBIM.

B Clydde noaoIcunmenbHozo omeema, €CJIA Bbl HE CURTACTE HE00x0-
AHMBIM MPOBEPATH PEKOMEHIALIMNH, OTBET O HE3AMEUINTEC/IBHOM BLIACICHHN
KpCIHTAa MOXET BbIIJIAAECTD TaK:

As we have been trading for over a year  [Tockonvky mur ocywecmensem mop-
references will not be necessary, and  zo6vie onepayuu yxce 6onee 200aq,
you may clear your accounts by 30-day  weobxodumocmu @ pexomendanei-
bill of exchange which will be sent to  wetx nucemax nem, u Boi moxceme
Burnley's Bank (Queens Building, Ca-  paccuumameca eexcenem ¢ 30-
thays Park, Cardiff CF1 9UJ) with ship-  Owegnbim cpoxom nozawenus, komo-
ping documents for your acceptance. polti 6ydem omocian 8 omoenenue
6anka Burnley's Bank no aodpecy:
Queens Building, Cathays Park,
Cardiff CF1-9UJ emecme ¢ conpogo-
oumenoHbiMi OOKYMEHMAaMit 0 NO-.
cmaexe moeapa na Bawe umsa.

Ecnu BB cuHTaeTe HEOOXOMMbIM HATHuYME peKOMEHIanui, To B ka-
4ecTBe MOCTaBLIMKa Bbl MOATBEPXKIAETE MOMyueHHe NpockObl U 3aTeM OaeTe
HONHBIA OTBET NOCIIE NOJIyYeHH PEKOMEHIALNIA:

We have now received the necessary ref- Mu yxce nonyuunu neobxodumvie

erences and are pleased to say that from pexomendayuu u padet coobyum,

your next order payment can be made on  umo navunas co credywouezo 3axkasa

a quarterly basis against statements, Bui mosiceme ocywecmensme pacue-
mbl pa3 6 Keapman nocie noiyueHusn
cyenos Ha oniamy.

IIpu omxase é Kpedumogeanuu NOCTABKH TOBApPOB NOCTABILMK MOJI-
XEH apryMeHTHpOBaTh CBOe pemleHue. [IpHulHbl MOTYT OBITH pPa3HLIE, HO B
mo60M cTydae OTBET HOJKEH OBITh TILATENBLHO NMpPOINYMaH, YToOBl HE OOH-
JETh KIHEHTA:
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Budbi nucem

Thank you for your letter of 9 Novem-  Sracodapum 3a nucesto om 9 Hoabps,
ber in which you asked to be put on 6 xomopom Bel obpamuauce ‘¢
open account terms. Unfortunately, we  npocebou o npedocmagrenuu Bam
never allow credit facilities to customers  osmoxcHocmu onnanibl OMKPLIMbLM
until they have traded with us forovera  cuemom. K coxcanenuio, mor ne npe-
year. We really are sorry that we cannot  docmagnsiem Kpeduma KAuEHMAM,
be helpful in this case. Komopble He UMelom C HaMi Mop2o-
6bix omuowenuti 6 meuenue 6Gonee
oodnoeo coda. Coocaneem, umo He
MOJICeEM 6bln1b Bam nonesHvl 8 oau-
HOM Ccayuae,

We are sorry that we cannot offer credit  Coxwcaneem, ymo 6 nacmoswee 6pe-
facilities of any kind at present owing to Mz we moxcem npedocmaeums Bam
rising inflation. However, perhaps if  kpeduma na nwob6oix ycioeusx é céssu
things settle in future, we may be able to ¢ pocmom ungpasyuu. QOdnaxo, ne
reconsider your request. UCKMIOUenO, 4mo ecau & 6yOyujem
cumyayua cmabuauzupyemcs, Mol
couneM GOIMONCHBIM GePHYMbCA K
paccmompenuio Baweti npocvbb,

Hnorza moctasiudK MOXeT NpPeUIOKHTb KIHEHTY KOMAPOMICCHbLE
suplanm Kpeoumosanus:

I regret that we cannot offer you credit Coxcanero, umo y nac nem oimoxc-

for as long as three months, since this wocmu ewiderumv Bam kpeoum na

would be uneconomical for us. CPOK mpu MecAYya, NOCKONbKY Onsfl
HAC 2mMO Gyoem 3KOHOMUYECKU HeGbl-
200H0.

However, | am prepared to offer you set- Udrako, 5 zomoe npednosxcums Bam
tlement against monthly statements. Per- 603M0JCHOCHIL npOUIEOOUMD pacie-
haps you will let me know if this would bl exceMecauHO Ha OCHOBe 8bICMAB-
be acceptable. afemorx cyemos. Coobuume, noxca-

ayucma, npuemaemo au 3mo ors Bac.
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O6pasey nucbma ¢ Npocb60M 0 BO3MOXKHOCTM OnNnarhbl
OTKPbITLIM CHETOM:

R. NASH & SON LTD.
11 Mead Road, Swansea, Glamorgan 3ST 1DR
Telephone: Swansea 58441 VAT No. 215 2261 30

Mr. R. Cliff 18 July 200_
Homemakers Ltd.,

54-59 Riverside

Cardiff CF1 1JW

Dear Mr. Cliff,

I have enclosed an order, No. B1662, for seven more "Sleepcomfy"” beds
which have proved to be a popular line here, and will pay for them as usual on in-
voice. However, I wondered if in future you would allow me to settle my accounts
by monthly statement, which would be a more convenient method of payment for
me.

As we have been dealing with one another for some time, 1 think you have
enough confidence in my firm to allow open account facilities, but of course I can
supply the necessary references.

Yours sincerely,

(signature)
R. Nash

Encl. Order No. B1662

MNepeBog TeKCTOBOW YacTW NUCbMA:

IMoceinaio 3aka3z Ne... eme Ha 7 xposaredl “Cnunkomdu”, nonpsyomuecs
3QeckL CIPOCOM, M OINATy 3a KOTOpble 4, Kak 00bIYHO, MPOU3BeNnY HO cHeTy-daKType.
MHe 6bl XOTENOCH Y3HATh, ONHAKO, CMOTY NM A B 6ymyuieM pacCUHTBIBATLCA ExXeMe-
cAYHO, uto 6bUt0 Ob1 ynoOHee nis MeHA. [TockonbKy MbI yKe COTPYNHHYAEM KaKOe-TO
BpeM4, mojlaraio, y Bac ecth nosepHe k MoeH Gupme, u Bl paspelnnte Ham paccun-
TBIBATbCS C HOMOUIBIO OTKPLITOro cuera. be3ycnoBHoO, 1 MOry mpeENOCTAaBUTE HeobXo-
QMMBie PEKOMeHNALIMH.
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Budbi nucem

O6pasey nonoXxurensLHOro oTeeTa ¢ paspelieHMem nonbL3oBartk-
CA Kpe4MTOM MNpuM onnarte 3a TOBapbl OTKPbITLIM CHETOM:

HOMEMAKERS Ltd.
54-59 Riverside, Cardiff CF1 1 JW

Telephone: (0222) 49721 Registered No. C135162
Telex: 38217

Mr. R. Nash 24 July 200_
R. Nash & Son Ltd.

11 Mead Road

Swansea

Glamorgan 3ST 1DR

Dear Mr. Nash,

Thank you for your order, No. B1662, which will be sent to you tomorrow. 1 have
the opportunity to enclose the invoice, DM 1113, with this letter.

With regard to your request for open account facilities, settlement against monthly,
I feel there would be more advantage for you in claiming the 3% cash discounts
offered for payment within seven days of receipt of invoice. Nevertheless, 1 am
quite prepared to allow monthly settlements, and there will be no need to supply
references as you are a long-standing customer.

The enclosed invoice will be included in your next statement.

Yours sincerely,

(signature)
R. Cliff

Encl. Invoice DM1113
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HEPEBOA TEeKCTOBOMW 4aCTH NOMeLWEeHHOro Bbillle NMCbMa
C NONOXUtTenbHbIM OTBETOM!

VaxaeMmslii r-a Ham!

Bnaronapio Bac 3a 3aka3 Ne B1662, kotopblit 6yner BbICHaH 3aBTpa.
IMonp3yack cityuaeM, ¢ 3TUM MUCbMOM BBICHLTAIO cueT-(aKTypy.

Yro kacaercs Bameii nmpock6b 0 HpenoCTaB/IeHHH BO3MOXHOCTH eXeMeCA4HOH orl-
naThl C MOMOWIBIO OTKPBITOrO CUETa, MHe mpencrasisercd, yro Bam Oyner ynobxee
AONb30BaThCA 3% CKUNKOM NPH OnnaTe HANHYHBIMM B TeYeHHe CeMM NHelH 1moche no-
nydenus cuera-Gaktypol. TeM He MeHee, 1 rOTOB IIPENOCTABUTE BOIMOXKHOCTD €xXe-
MeCAYHOM OMIaThl, NpUYeM UIA TOro Her HeoOXONHMOCTH B pekOMeHAAlUAX, O~
CKOJIbKY BBl ABNIsI€TECH TOCTOAHHBIM KIHEHTOM.

Bricbinaemslit cuer-gakrypa 6yner BiiiodeH B Bal cienyiouuii cuer Ha onnary.

MNepeBoA TEeKCTOBON YaCTU NOMEWEHHOTO HUXe NMMCbMa C OTKa3oM B
npock6e 0 NpegocTaBNeHMM TOBapa B KpegUT:

YBaxaeMblii r-H Xepap!

Bnaromapio Bac 3a muceMo or 3 mekabps, B koTopoM Bbl nHTepecoBanuch mpenoc-
TaB/leHUEM KPenuTa.

Msl npu3HarenbHbl Bam 3a To, uto Bbl B mponutom aenand y Hac 3akasbl, H He Co-
MHeBaeMcs, YTO s nondepxku Bauleil npockObul Bbl MoXKere NpencTaBHTL peko-
mernauud. TeM He MeHee, Bbl, OYeBMIHO, NOHUMAETE, YTO HALUM KACCETHl M KOM-
MAKT-QUCKA MPONAIOTC MO O4YeHh HU3KUM LIeHaM, KOTOPblE MO3BOJIAIOT HAM HMMETh
nuib HebonbLIyIo HpuObIb, M 3TO He NaeT HaM BO3MOXKHOCTL HPENOCTAaBNATh HAIMM
3aKa3unkaM TOBAp B KpexnuT.

OueHE coxalleeM, YTO He MMeeM BO3MOXXHOCTH noMoub Bam B naHHOM citydae, Ho
Bam, Ge3ycitoBHO, HOHATHBI IPUIHUHBI 3TOTO.

Ewe pa3 6naronapum Bac 3a nucsMo # xzeM oT Bac cooOmerns.
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Budbi nucem

O6pasel NMCLMA € OTKa3oOM B NpockBe 0 NnpefocTaBneHUKU

TOBapa B KpeguT:

Havmarkt 601
D-5000 Bonn 1
GERMANY

Tel.: (221) 32 4928
Fax: (221) 836125

P. Gerard
Disc S.A.
251 rue des Raimoniere
F-86000 Poitiers Cedex
FRANCE

Dear Mr. Gerard,

ties.

from you soon
Yours sincerely,
(signature)

R. Gerdt
Sales Director

R.G. ELECTRONICS AG

Your ref:

8 December 200_

Thank you for your letter of December 3 in which you enquired about credit facili-

We appreciate that you have placed a number of orders with us in the past, and are
sure that you can supply the necessary references to support your request. How-
ever, as you probably realize, our tapes and CDs are sold at extremely competitive
prices which allow us only small profit margins, and this prevents us offering any
of our customers credit facilities.

We are very sorry that we cannot help you in this case, but are sure you undersEa%)d
our reasons. Once again, thank you for writing, and we look forward to hearinlg

\
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3.6. Mepenuncka ¢ 6aHkoM (Banking Correspondence)

B HmxecnenylomeM obpasile nHuchbMa H3jloxkeHa npocsba 3KkcnopTepa
13 AHMIMKM cBoeMy 6aHKy B JloHmoHe nepecnaTk Bekcellb 6aHKy UMIOpTepa
B ABCTpaJIUH C NOPYUYEHHEM BbIIATh HOKYMEHTHI N0 NMOJy4eHHH:

Crichton Manufacturing Ltd.
Panton Works, Hounslow, Middlesex, TW6 2BQ

Tel.: 081 353 0125 Registered No. England 266135
Fax: 081 353 6783

The Manager 4 July 200_
Midland Bank Ltd.,

Portman House,

Great Portland Street,

London WIN 6LL

Dear Sir,

Please would you send the enclosed draft on J.K.B. Products Pty. and documents to
the National Australian Bank, 632 George Street, Sydney, Australia, and tell them
to release the documents on acceptance.

Yours faithfully,

(signature)

D. Panton

Managing Director

Encl.
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ABcTpanuiickuit ©IMNopTep, 0 KOTOPOM UIjia pedb B BBILICYKA3aHHOM
NIHCBME, JaeT NOpYueHHe CBoeMy OaHKy NPHHATH BEKCelb:

J.K.B. PRODUCTS Pty.

President: D. Broad
Managing Director: L. Thomson
Directors: 1.R. McGee, T.L. Tredman
Bridge House, 183-9 Kent Street, Sydney NSW 2000
AUSTRALIA

Telephone: 02279611
Telex: 21260

Date: 18 July 200_

The Manager

National Australian Bank
632 George Street
Sydney NSE 2000

Dear Sir,

You will shortly be receiving a bill of exchange for £ 2,163 and relevant docu-
ments from Panton Manufacturing Ltd., England. Would you please accept the
draft on our behalf, send us the documents, and debit our account.

Yours faithfully,

(signature)

L. Corn
J.K.B. Products Pty.
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IBa HiKecneoyloWuX NMUCbMa NpeacTapisoT coboii (1) obpawenue
uMmnoprupyomeit ¢upmel 13 Hosoit 3enanmnn "N.Z. Business Machines
Pty." B cBoit GaHK C MOpPYYECHHEM OTKpBLITH OT €€ MUMEHH KpeauT ¢upme-
naptHepy "Delta Computers Ltd." B Anrnun 1 npocs6oif npouxgpopmupo-
BaTh MO 3aBEpPUICHHMHM OMNepalluyi, a Takxke (2) oTBeTHoe coobiueHHe Banka
Hogoii 3enananu o momydeHnH BeKcess W Npou3BedeHHOH AeGUTHOM onepa-
IIMH CO CUETOM KIMEHTa ¢ HauucieHueM 280 HOBO3eNaHICKHX AOUIApOB 3a

YCIyTH.
(1)

N.Z. Business Machines Pty.

127, High Street, Wellington
Directors: C.M. Perimann, L.F. Drozin

Telephone: 444 8617
Telex: 60184 BUSMAC
Fax: 444 3186

The Manager Date: 3 May 20__
New Zealand Bank

Takapuna House

Takapuna Avenue

Wellington 8

Dear Sir,

Please open an irrevocable documentary credit for £22,000 in favour of Delta
Computers Ltd., England. I have enclosed your application form with all the rele-
vant details completed.

Please inform me when you have made arrangements with your agents in London.
Y ours faithfully,

(signature)

M. Tanner
N.Z. Business Machines Pty.

Encl. Application for documentary credit
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(2 )

New Zealand Bank
Takapuna House, Takapuna Avenue, Wellington 8

Telephone: 448 135/6/7/8
Telex: Newban NZ 28131
Fax: 807358

29 May 20__
Mr. M. Tanner
N.Z. Business Machines Pty.
127 High Street
Wellington

Dear Mr. Tanner,
In accordance with your instructions of 3rd May our agents, Eastland Bank, Lon-
don, accepted a draft for £22,000 drawn by Delta Computers Ltd. on presentation

of shipping documents for a consignment sent to you on 24th May.

We have debited your account with the amount plus our charges of $280 NZ. The
documents are now with us and will be handed to you when you call.

Yours sincerely,
(signature)

J. Close
Manager
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3.7. TpaHcnoptupoBKa rpy3a (Transportation / Shipping)

Hayuute 06pasupl NHCEM, B KOTOPHIX 3aNpaLIMBAETC MM coo0maeT-
cs1 uHGOpMaLA O TPAaHCHOPTHPOBKE Ipy3a.

Mpocbba coobuUTL CTOMMOCTL AOCTAaBKM [py3a No BO3AYXY.

BRITISH CRYSTAL Ltd.
Glazier House, Green Lane, Derby DE1 IRT
Telephone: 0332 45790 Telex: 901614 Fax: 0332 51977

Cargo Manager 15 June 200_
Universal Airways Ltd.

Palace Road

London SW1

Dear Sir,

We would like to send from Heathrow to Riyadh, Saudi Arabia, twelve boxes of
assorted glass wear, to be delivered within the next fortnight. Each box weighs 40
kilos, and measures 0.51 cubic metres. Could you please quote charges for ship-
ment and insurance?

Yours faithfully,
(signature)

N. Jay
Director

MNepeBoAa TEKCTOBOM 4aCTU NUCLMA;

Msi Ob1 xoTenu oTrpaBuTh 12 AUIMKOB CTEKIONPOAYKLHM B ACCOPTUMERTE U3 adpo-
nopra Xurpoy B Puan (Caynosckas ApaBus) ¢ jocraskod B TeyeHme Onvokaiimmx
JBYX Henens. Bec kaxnoro suuka — 40 kr; o6sem — 0,51 ky6.m. TIpocum coobuiuts
CTOMMOCTH JIOCTaBKM U CTPAXOBKH.
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(2)

OrBeT aBUaKOMNaHUU O AOCTaBKe rpy3a no BO3Ayxy:

Universal Airways Ltd,
Airline House, Palace Road, London SW1

Telephone: 071 638 4129 Registered No.: L 281395
Telex: 381215 VAT No.: 116259 15
Fax: 071 638 5551

Mr. N. Jay 18 June 200_
British Crystal Ltd.

Glazier House

Green Lane

Derby DE1 IRT

Dear Mr. Jay,

Thank you for your enquiry of 15 June.

We will be able to send your consignment to Riyadh within two days of your de-
livering it to Heathrow. The cost of freight Heathrow/Riyadh is £ 3.60 per kilo,
plus £1.50 air waybill, and £ 14.00 customs clearance and handling charges. But’

you will have to arrange your own insurance.

There are three flights a week from London to Saudi Arabia, Monday, Wednesday,
and Saturday.

Please fill in the enclosed Dispatch Form and return it to us with the consignment
and commercial invoices, one of which should be included in the parcel for cus-
toms inspection.

Y ours sincerely,

(signature)
R. Laden
Cargo Manager

Enc.
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MepeBoa nucbma:

18 urona 200 _r.
VBaxkaemulit rocnoaus H. JIxeii!
Bnaropapio Bac 3a 3anpoc ot 15 uioHs.

Mel cmoxem ornpaBuTh Baily maptuio ToBapa B Puajg B TeueHue ABYX.
JHeii nocrne Toro, kak Bl 0cTaBuTe ee B a3ponopT XurTpoy.

CroumocTs nepenpasku rpy3a u3 Xurpoy B Puap cocrasnser 3.60 ¢pynra-
crepaunra 3a 1 kunorpamm mmoc 1.50 gynra-crepnunra 3a HaknagHyio u 14 ¢ys-
TOB-CTEPIMHIOB 3a TaMoXeHHoe odopmneHne u obpaborky. O crpaxoBke Bam
npuiaercs no3aboTHTECA CAMUM.

W3 Jlonnona B Caynosckyio ApaBuio crenyer Tpu peiica B Hejemo: B fno-
HeJIeNBHUK, cpeny U cy6bory.

INoxany¥cra, 3anonHuTe NpUAaraeMblii qUCHETYEpCKUi 6MaHK U BLIILMTE
ero HaM C HakKmanHo#t ¥ cueTaMu-QakTypamu, OfMH M3 KOTOPBIX HEOOGXOAMMO
BJIOKHUTH B NaKeT j/14 TaMOXXeHHOH NpoBepKH.

HUckpenne Baiy,

(moxnuce)

P Jleiinen

MeHemxep no nepeBo3zkam

[punoxenue,

B HuxecnemyiomeM NHChMe aMepukaHckas Komnaxnus «bentnn-
Meiicon Hsrkopnopeiiten» (Bentley-Mason Inc.) cooBmaer GpuranckoMy
MMNOpTepy 00 OTNpaBKE BOAHLIM TPAaHCHOPTOM NApTHH MOTONMKIIOB A
nociefyomell nocraskyu coeMy KIHeHTY — upme «I'noy 3xn byk JInmu-
tem» (Glough & Book Ltd.).
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Benttley-Mason Inc.

President: J.R. Mason Directors: P. Bentley, A. Bentley Jr.
618 W. Vine Street, Detroit, Michigan
Telephone: (216) 813 8532 Fax: (216) 349 0578

Mr. E. jones 22 April 200_
Eddis Jones Forwarding Agents

12 Dockside Street

Liverpool L2 1PP

UNITED KINGDOM

Dear Mr. Jjones,

The following consignment will arrive on the SS America_which is due in Liver-
pool on 27 April.

20 'Lightning’ 1000 cc motorcycles

Packed 1 machine per wooden crate

Weight 1.25 tons gross

Size 6'x3'x 2'

Markings Cases numbered 1-20 HM

Value £4,800 each

Insurance Chicago-Nottingham England (A.R.)

Invoice value £96,000

Could you please arrange for the consignment to be delivered to your clients,
Glough & Book Ltd., Nottingham? If there are any problems, please contact us

immediately.

Yours truly,
(signature)

T.N. Hackenbush

MNepeBon TEKCTOBOM H4aCTU NUCLMA:

Crenyromuit rpy3 npubyzer Ha rpy30BoM CyjHe “AMepuKa”’, KOTOPOE 0K~
HO OTINEITHL U3 nopra Jlusepyns 27 anpens:

20 motouuknos “Jairaunr” (Lightning) 1000 ky6. cm.
B kax/plit AepeBsaHHbIi AWKK ynakoBaHa 1 MamuHa
Bec: 1,25 ToHRHI OpyTTO

Pasmep: 6' x 3' x 2' (B npoiimax)
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Mapkuposka: Ha suukax npocrasnessl Homepa ¢ 1 mo 20 HM
Croumocts: 4800 GyHTOB-CTEPIHHIOB KX /bl MOTOLIUKIT
Crpaxoeka: Chicago-Nottingham England (A.R.)
Cuer-¢akrypa Ha cymmy 96000 yHTOB-CTEpIHHIOB

IMoxany#cra, obecnieysTe pocTaBKy rpysa Bamemy kmuenry — ¢upme “I'noy
3H7 Byk JItn.” w3 Hortunrema. Ilpu BosHukHoBeHuu npobneM npocuM o6pararscs k
HaM HeMejjieHHO.,

3.8. Mpouue Bugbl nucem (Miscellaneous Correspondence)

3.8.1. YcnoBusa pacueroB / nnarexa
(Terms of Settlement / Payment)

Dear Sirs:

Much to our regret, we have to inform you that so far we have not received a bank
guarantee from you.

In view of the above, we would like to remind you of your letter of 20 May, this
year, in which you asked us to change the method of payment by L/C as inconven-
ient owing to the difficulties and extra expenses connected with its opening.

Understanding your difficulties, our company made a concession for you and of-
fered payment on collection terms. You accepted the proposed method of payment
and undertook to submit within three weeks a first-class bank guarantee for 80% of
the contract value.

However, as we are still without your bank guarantee, we have had to suspend the
shipment of the above spare parts.

We urge you to inform us immediately when the bank guarantee will be submitted
and ask you to confirm your consent to cover the expenses on the storage of the
spare parts kept at our port .

Yours faithfully,

MepeBon:
VBaxaeMsie rocrosal

C coxanenuem coobiuaeM BaM, 4To 10 MBI 10 CHX HOp He noay4yuau oT Bac
6aHKOBCKYIO rapaHTHIO.

B c¢BA3u ¢ 9TUM MBI XoTenH 051 Hanomuuts Bam o Baiuem nuceme ot 20 Mas
C.T., B KOTOpOM BEI MpOCH/M Hac U3MEHUTh AKKPeAUTHBHYIO GOpMY PacueToB, B CBa-
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34 C TPYAHOCTAMU U JNOMOJHHUTEABHBIMU PacxofaMH, CBA3AHHBIMHU C OTKPBITHEM ak-
KpEMTHBA.

Tonumas Bamu TpyaHocty, ¢upMa fnomna Bam HascTpewy W jana coria-
cHe Ha uHKaccoBylo ¢opMy pacueroB. Bbl npuHaAnu npeiioxerHyio dopMy pacueros
1 00s3an1ch NPeNCcTaBUTh B TPEXAHEBHBII CPOK rapaHTHIo HepBoKIaccHoro 6aHka Ha
80% cTouMocCTH KOHTpAKTa.

B cBa3u ¢ 3anepxkoil B npexcrabieHuu BaMu 6aHkoBCKOW rapaHTHu Msl
ObITM BEIHYXKAEHBI TPUOCTAHOBHTh MOCTABKY BBILUEYKA3aHHLIX 3amyacreii.

Ms1 npocum Bac HesamennurensHo cooGumTs Ham, korha Gyaer npenoc-
TaBeHa OaHKOBcKas rapaHTHs, U HOATBEPAUTH COTacHe OIUIaTHTh Pacxojsl Mo Xpa-
HEHHIO 3aMn4acreii B opTy.

C ypaxeHueM,

3.8.2. CrpaxoBaHue {Insurance)

Dear Sirs:

We have received your letter of March 3, in which you ask us to change the terms
of insurance of equipment, suggested by us in the draft contract for the delivery of
the equipment for the machine building plant. You suggest that the contract should
provide insurance of the equipment against ... risks.

.We draw your attention to the fact that Ingosstrakh does not insure equipment de-
livered to ... ports against ... risks. We know that insurance against ... risks can be
done with the London Insurance Company.

As to insurance against other risks, the losses are reindemnified depending on the
terms of an insurance contract. We are ready to negotiate once again the terms of
insurance.

Yours faithfully,

MepeBoA:

VY BaxkaeMble rocropal

M1 nosnyuunu Baie nucsMo ot 3 Mapra, B KOTOpoM Bl TpocuTe H3MEHUTH
YCII0BUs cTpaxoBaHus 060pynoBanus, NPefiokKeHHble HaMU B IIPOEKTe KOHTPaKTa Ha
nocrapky oGopynoBaHus JUIS MAIIMHOCTPOHTENLHOTO 3aBoja. Bel xoruTe, YTOGH!
KOHTPAKT OpedyCMATPUBAJ CTPAaXOBaHKE NOCTABAAEMOro 000py10BaHUA OT PHCKOB.
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Mze1 o6pamaem Bawe BHumManue Ha toT dakt, yTo HHroccrpax He npousBo-
JIUT cTpaxoBaHMe OT ... pUCKOB TOBapa, MocrasjseMoro B ... noptel. Ham u3sectHo,
4TO CTPaxoBaHHE OT PUCKOB MOXHO ocymecTBuTh B JIonnonckom Crpaxosom OOute-
CTBe.

Yro kacaercs crpaxosaHus o6opynoBaHus OT NPYTHX PHUCKOB, TO YOLITKH
BO3MENIAIOTCA B 3aBUCHMOCTH OT YCJIOBHiA, Ha OCHOBAHMU KOTOPBIX 3aKIIOYEH CTpa-
XOBO# JI0TOBOP.

MBI roToBs! elie pa3 o6Cy AT YCIOBHA CTPaxoBaHUA.

C yBaxeHueMm,

3.8.3. ®opc-MaxKopHble 00cTOATENbLCTBA
{Force-Majeur Circumstances)

Dear Sirs:
This is to advise you that due to force-majeur circumstances (because of a heavy

storm) port Klaipeda is temporarily closed and we shall not be able to place our
vessel for unloading.

We would appreciate if you would suspend shipment of the equipment until we
notify you about the end of force-majeur circumstances.

We hope this short delay will not affect the schedule of deliveries.

Yours faithfully,

MepeBoA:
VpaxaeMsle rocroaal
HacrosmuM coofuiaeM, 4To BBHAY HenpejBHaeHHLIX oOCTOATENsCTB (M3-32

cuisHOro mropma) nopt Knalinena BpeMeHHO 3aKphbiT, U MBI HE CMOXEM MOCTaBUTh
Bame cynHo noa pasrpysky.

M&1 Gynem BaM oyeHs npusHarensHsl, ecnd Bel 3anepxute oTrpysky obopy-
JIOBAHMSA 10 HAILIETO YBENOMJIEHUS O NpekpatieHus Gopc-MaKOPHLIX 06CTOATENLCTB.

Haneemcs, 4To 3Ta KparkoBpeMEHHas 3a1epKa He CKOKETCS OTPULIATeAbHO
Ha rpad)uke noCTaBoK.

C yBaxeHueM,
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3.8.4. Peknama (Advertising)

Dear Sirs:

Thank you for your letter of 23 January, in which you offered us your services in
placing our clients’ advertisements in magazines published in France.

Our clients welcome the opportunity and should be glad to have full information
about the magazines in which you intend to place their advertisements. In particu-
lar, they want to know the readership, circulation, and one-time advertising rates. ‘-

A prompt reply would be appreciated.

Y our faithfully,

Meperoa:

VBaxaeMsle rocnopal

Bnaronapum Bac 3a nucemo ot 23 suBaps, B koropoM Bel npepnoxunu Ham
YCIYTH npH pa3MelleHUH 3aKa30B Ha MyONMKAUMIO peknaMHbIX 00bABNEHHH Halmx
KJIMEHTOB B XXypHajax, u3jatouuxcs Bo Opanuuu.

Hain knveHTH 3auHTEpecoBaHsl B BameM npenoxenud u xorenu 661 nony-
4UTh NONHYIO UH(OPMALIMIO B OTHOLUIEHHH XYPHANOB, B KOTOpBIX BBl HamepeHs! no-
Mew@arb MX pekiaaMmHele ofbaBnenus. B dactHocTH, oHM XoTenm Obl 3HaTh KpYyr WX
qyrarenel, THpaX W pacleHKH 3a ny0IMKALMIO ONHOPA30BHIX PEeKIaMHEIX o0bsiBie-
HHIA.

C nerepnennem xaem Bawero ckopeiimero oteera.

C yBaxkeHueM,
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3.8.5. Pexomenpauumsi (A Letter of Recommendation)

To whom it may concern.

‘ Dear Sirs:

I am writing to introduce Nikolai Nadezhdin, our post-graduate student, in
the hope that you may be able to offer him some assistance.

Nikolai is doing research of education system of Great Britain, and I
would appreciate if you would provide him with any information which
will help him carry out his research work.

Should you have any questions, please feel free to contact me.

Yours faithfully,

MepeBoa:

o mecmy mpeboganus.

YBaxaemsle rocrojal

A nuiy Bam, 406 npeactauts Hukonas Hanexauna, Hawero ac-
NIMpaHTa, B HaJIexJie, 4T0 Bbl cMOXere 0Ka3aTh €My HEKOTOPYIO TIOMOILb.

Hukonait 3aHuMaeTcs uccneJoBaHusMu B obnacru cucreMsl obpa3o-
BaHHA B BenuxoOputanuu, n 1 Oyqy BaM npusHareneH, ecnu Bl nipefocra-
BUTE €My TI0Je3HyI0 MHDOPMAIIMIO [T NPOBeieHus ero HaydHok paboTh!.

Ecnn y Bac BO3HMKHYT Kakue-1M00 BONpOCHI, TOXaTyHCTa, CBAXM-
TECh CO MHOM.

C ysaxeHuem,
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O3HakOMbTECh C NIOMHBIM TEKCTOM THCbMa npe3uieHTy PoTapu KiyGa
B MUHCKe C pexoMeHJaluei 0 MPUHATUH B YIEeHB! KTy6a HOBOTO KaHauaaTa
ot koineru no Porapu kny6y u3 ropona-nobparuma B KanugopHun.

From the desk of George A. Ogden
825 E. Taft Ave.
Bakersfield, California, USA 92305

e-mail: gogden@frii.com
President
Rotary Club of Minsk, Belarus
September 3, 1999
Dear Sir,
Re: Recommendation for membership to Dr. Vitali Skuratovich

I would like to recommend Dr. Vitali Skuratovich for membership in your
Rotary Club.

Dr. Skuratovich has participated as a voluntary visiting lecturer in the Sis-
ter City project here in the USA. He has unselfishly given much of his time
in support of this project which benefits many people from our sister cities,
We have been fortunate to host him in our Rotary Club on several occa-
sions, and he was always eager to share with us the issues of people-to-
people contacts of our cities.

Such generosity is consistent with the ideals of the Rotary. Because of this,
I feel Dr. Skaratovich would make an excellent Rotarian, and I would hope

you would give serious consideration to admitting him as a member.

If you have any questions, please e-mail or write. [ am currently a member
and Past President of the Rotary Club in Bakersfield, California, USA.

Thank you for the opportunity to provide this recommendation.
Sincerely,

(signature)
George A. Ogden
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3.8.6. Nozgpasnenue (Congratulation)

Gentlemen:

We have learned from the press that you have opened a new branch office
in Rochester, NY. We wish you success and good uck. We also want to express
the hope that our business relationships will continue to develop in the same pleas-

ant and trusting manner,

Sincerely yours,

MepeBona:

Iocnopa!

ME! y3Hanu M3 npeccel, YTo Bbl OTKpHIIM HOBOE OT/ENeHHe KOMIOaHUK B Po-
yecrepe, wrar Heto-Hopk. Xenaem Bam ycnexa u ynaun. Mbl Takxke BbipakaeM Ha-
Jiexay, YTO HalllM JeNoBble OTHoleHud GyayT MpoJo/KaTh pa3sBUBAaThCA B Toil xe
npHATHOH arMocdepe B3aUMHOTO J0BEpHUS.

Hckpenne Bain,

Dear Mr. Johnson:

I am delighted to hear of your new appointment to the Board. The years
you have worked for the company have been rewarded, and 1 am sending you my

very best wishes for the future.

Yours sincerely,

MepeBoa:
YeaxaeMstif r-H J[xxoHcou!
MHe o4eHs NpUATHO y3Hars o Bamem HoBoM Ha3HadeHuu B IlpaBnenue au-
pextopoB. Bam MHoroseTHui TpyA B KOMNaHMM JOCTOMHO BO3HAarpaxeH, U g IO
Bam noxenaxue ycnexos B nansHedeit pabore.

Hckpenne Bau,
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3.8.7. Cobone3sHoBaHue (Condolence)

Dear Colleagues:

I was grieved to hear of the death of NN, and wish to express my heartfelt
sympathy to you and to the members of your firm.

My colleagues join with me in expressing deep regret at his/her passing
away.

MepeBoga:

Hoporue konnern!

S 6bin ry6oko onedaneH ussectueM o cMepTH NN 1 xo4y BbIpa3uts Moe uc-
KpeHHHe codyBcrBue Bam u corpynHukam Bamse#t gupMe.

Mowu konneru paiaensior Moe riy6okoe coxaleHue no MOBOAY ero/ee KOH-
YHHEL.

Dear Sirs,

I have just heard with profound regret of NN’s death after a long illness. As
you know, we enjoyed NN’s friendship and hospitality on so many occa-
sions that we feel his passing in a very personal sense and well understand
how greatly you will miss him. You have our deepest sympathy.

Yours very truly,

MepeBoa:

TFocnoxa!

S Tonpko 4To ¢ ray6okuMm coxkaneHueM y3Han o koHduHe NN nocne ero
npojomkutensHoi Gonesnn. Kak Bel 3HaeTe, Mel GbLIM B ipykKeCKMX OTHOIIEHMAX U
noNb30BANKCE roctenpuuMcTBoM NN BO MHOrMX CHy4asx, MO3TOMY €ro yxol Mbl
OLIYLIAeM KaK MOTEPIO, M MBI XOpOIIO OCo3HaeM, kak Bam Gyner ero He xBaTaTs.
Ipumure Haule ry6okoe CovyBCTBUE.

Hckpenne Bau,
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3.8.8. bnarogapHocTb 3a rocTenpUUMCTBO
(Letter of Thanks for Hospitality)

Dear Prof. N:

On behalf of myself and my colleagues I would like to extend my thanks to
you and your staff for your hospitality during our recent visit to your de-
partment. We were greatly impressed by all that we saw and enjoyed our
discussions with you during our too brief stay,

It would be a great pleasure to show you our facilities here in Minsk.

Should you or any of your colleagues visit Belarus, we would be delighted
to show you our new unit.

Once again, thank you for your gracious hospitality.

Yours sincerely,

Mepesoa:

VpaxkaeMsiit npodeccop N!

Ot uMmeHH MouXx Kojjer M oT cefs nudHO g Obl XoTen BbIpasuTh Onaronap-
HocTs Bam u BauiuM CoTpynHMKaM 3a TOCTENPUMMCTBO BO BPeMsl HALIErO HEIaBHEro
Bu3uTa HA Baw daxynsrer. Ha Hac npousseno Gonbiloe BreyaricHue BCe, YTO MBb
yBHIenu, U Haiitu Gecelib! BO BpeMs kparkoro npebsisanus y Bac Obiin ovens unTe-
PECHBIMMU.

Hawm 6gi1o 68l o4eHs npHATHO NokasaTk BaMm Haite 06opy/oBaHMe Ha MeCTe,
B Muncke. Eciu y Bac unm y Bamux konner 6yner BosmoxHocth no6eisars B Bena-
pycu, Met 6yem pans! noka3ats BaM Hau HoBEIH KoMIIeKc.

Ewe pa3 6naronapum Bac 3a MCKTIOYMTENEHO TEIIBIA NpPUEM.

Hckpenne Baiw,
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Dear Mr. N:

Now that my colleague and I have returned to Minsk, we would once again
like to thank you for the arrangements which you so kindly made on our
behalf in fixing appointments for us.

We hope on our next visit to London to have the pleasure of seeing you
once more.

Yours sincerely,

MepeBoa:
VYsaxaemeiii r-n N!

Mocne Bo3spameHns B MuHCK 1 1 Moii konera xotenu 65l BHOBL noGnaro-
Jaaputh Bac 3a yctpoennsle BCTpedn, KoTopsle Bel opranu3osanu oT Haliero UMeHH.

Haneemcs, 4To Bo Bpems cieayomweii noes3niku B JIoHnoH Mbl Gynem UMeTs
YAOBONECTBUE ellie pa3 ¢ Bamu BeTpeTuThes.

Hcekpenne Bam,

3.8.9. BponnpoBaHue roctuhuubl (Hote/ Reservation)

Dear Sirs:

We would like to make reservation at the “Holiday Inn” for our five em-
ployees who will take part in the annual trade exhibition in Helsinki to be
held on November 11" to 15",

Since our delegation is composed of one lady and four gentlemen, please
make reservations for one single and two double rooms for the period of 4
days (see the dates above).

Please find enclosed a banker’s draft for $ 350 as a deposit. Could you
please acknowledge a receipt.

Yours sincerely,

Encl.: banker’s draft
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Meperon:

YeaxaeMele rocroja!

Met xoTenn 65t 3a6poHuposats MecTa B roctTutuue «Xonuaed Uan» ang na-
TH HAIMX COTPYIHHKOB, KOTOpble 6yAyT RPHHMMATL Y4acTHE B eXKeroJHo#H ToproBoi
BoicTaBke B XenscHHKH € 11 10 15 Hoa6ps.

[TockonbKy Hallla JieJerauus COCTOMT U3 ORHOM XEHIMHBL M IATH MYXYUH,
npocum 3a6poOHMpPOBATE AN HUX OMUH OXHOMECTHBIH M JBA JBYXMECTHBIX HOMEPA Ha
4 ang (cM. JaTel BeliLe).

[punaraem GaHkobckuii yek Ha 350 nonnapos B kadecTse jgeno3ura. [loxa-
ny#CTa, noATBepauTe ero nonyyeHue.

HUckpenne Bau,

[Tpunoxenue: 6aHKOBCKMH ek

brd KOHTPOMbHbIE 3ANAHUA

1. CocTaBbTe NMUCbMO-3AMPOC OT CBOEH OpraHU3alKK O BO3MOXHOCTH M0-
CTaBKM CMOPTUBHOW O0YBU ANIA IOHOLIEH 1 JEBYLIEK.

2. Hanuwute oTBET Ha 3amMpoc O IMOCTaBKE CNIOPTUBHOH 00yBu c mnon-
TBEPKICHXWEM I'OTOBHOCTH OKAa3aTb MOMOLLb U NOMbITKOH y6eanTh HO-
BOTO KJMEHTA B NEPCMEKTUBHOCTH OTHOWEH K C Balllel kOMMaHUEH.

3. Cpenaiite 3aka3 Ha NapTuiO TOBapa ¢ MOATBEPXACHHEM YCNOBMii IlIa-
TeXa, 00paTHB BHUMAHUE MOCTABIIKKA Ha cNOCO0 YNAKOBKU. )

4. Hanuwurte nucbMo-pexiamMauuio Mo NoBoJy MoyYeHus NoBpekaeHHO-
o ToBapa.

5. OreetbTe MapTHEpy NO Ou3HeCy Ha ero 0GOCHOBAHHYIO pEKIAMALIHIO 10
MoBOJY HECBOEBPEMEHHON! MOCTABKH NMapTHH TOBAPOB.

6. O6parutech B Gupmy, NocTasnsolLyw 000pyJoBaHue s NPOU3BOJ-
ctBa Mebenu, ¢ Mpocb0oii 0 NMpelocTaBIeHMH BO3MOXHOCTH MONY4UTh
UX MPOAYKLMIO B kpeiur. YOeqHuTe nocTaBUiMKa B Balielt HanexKHOCTH
Kak napTHepa. K

7. CocraBbTe NMUCbMO-3aIIPOC O BO3MOXKHOCTH M YCIOBMAX TPAHCIIOPTH-
POBKHM rpy3a no xene3Hoit nopore.

8. Coobuure cBOEMY KIMEHTY-uMNOpTEPY OO OTMpaBke rpy3a aBTOMO-
OHIbHBIM TPAHCMOPTOM, yKa3aB AeTallu YNAaKOBKW, BeC, CTOMMOCTb M
npouue aeranu CONPOBOAUTENIbHOM JOKYMEHTauuu.
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9. Hopyunte cBoeMy GaHKY CAENATh lEPEUNCIICHHE 3a NapTHIO TOBapa.
10. Hanumure ceoum napTHepam 110 Gu3HECy kpaTkHe ImHchbMa:
- C Mo3[paBlieHueM 110 NOBOAY YCTIELIHOr0 y4acTus B BLICTAaBKE;
- ¢ BblpaXXeHHeM Co0O0NIe3HOBAHUA 10 TIOBOJly KOHUMHBI F€HEPAILHOTO
JIMpeKTOpa;
- ¢ OGnaroJapHOCTbIO 3a {IpHeM BalllMX COTPYAHHKOB BO BPEMs UX Ko-
MaHIUPOBKH,;
- C M3BMHEHHEM 3a 3aJlep>KKy IIOCTABKM IIPOAYKLMH, BBI3BAHHYIO
¢dopc-MaKOpHEIMU 00CTOATENBCTBAMH;
- ¢ {IpuriamieHHeM MpHUHATL Y4aCcTue B TOpXKeCTBaX Mo mosody 20-
nerus Baweil Gupmbr; '
- C pexoMeHjanued Balllero xOJUIerd ANS YYacTus B IeperoBopax o
nHTepecylolielf obe Balin pupMbI TEMaTHKE.

(Ins BLIMONHEHUs 3allaHUN BOCIIONBL3YHTECH TIONE3HBIMU BHIPAXKEHHIMU
B JIENIOBO} MEeperHcke, OMELEHHBIMU B pas3aene 5 naHHol sacTu yueb-
HOro 1nocobus.)

Pazpgen 4. ®akc v anekTpoHHaa no4ra
(Fax and E-mail)

OneKTpOHHbIE BUABI JENOBOH TMepenucky (TelerpamMmma, Tenekc, gakc,
3NEKTPOHHAsA M0YTa) JABHO CTAJIM HEOTHEMIIEMOH YaCTblO ITOBCEJHEBHOM
KOMMYHHKaMn B cdepe OusHeca. B naHHOM paspgene paccMaTpuBarOTCs
Haunbonee ynoTpeOrMble U3 HAX B Hactosmiee BpeMs — $akc ¥ 3MEeKTPOHHAA
nouTa.

4.1. Pakce (Fax)

®akc (hakcuMUIbHAS CBA3b) Kak BHI TENEKOMMYHMKaiMu MO3BONseT
B TeneOHHOM peXuMe TiepellaTh HAIMMCAHHOE CooOlleHne W NOMyuuTh 1oa-
TBEpAJeHUE ero nmpuema. B 3aBUCHMOCTH OT OTHOMICHHH MeEX Ty y4acTHu-
KaMM TpoLecca KOMMYHuKAUMu CTWIb (akCoBbIX Co0OIIEHuit MOXeT ObiTh
o¢uuuansHo-nenoBeM (formal) unu HenpuHyxkneHHbiM (informal). OueBun-
HO, B cdepe OuzHeca NPENNIOYTHUTEABHO uCHOAB30BAHWE O(GHUMANLHO-
JenoBoro crums. daxc, Kak H fucbMo, OOBIMHO OTHPaBIAOT Ha GnaHke
ApeANpHATHS.
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Heo6xonumsiMu  JonomuuTenbHbIMU (0 CpaBHEHHIO € TIUCHMOM)
3NeMeHTaMu (HakcoBOro coodmeHus SBgOTCS:

1) nomerka Ha 6naHke “Fax transmission” o axpecom oTrpaBuTe-
ns; :

2) yka3aHue UMEHM H JOJDKHOCTHM TOTyyaTeNs W OTHpPaBHTENs 10 06-
pasuy:
To: Mr. John Smith, Sales Manager, Cooper & Co. Inc.

HIIN:

Message for:  Mr. J. Smith, Sales Manager, Cooper & Co., Inc.
From: D. Boomer

3) ykazaHue Homepa dakca mnomyuatens u ortnpasutens (ecnu dakc
OTIpPaBNgeTCs He Ha ¢upMeHHOM OnaHke OTIpaBuTenNs, rae OH
00513aH OBITh):

Fax number: 8-10-101-567-2245

4) nata oTnpaBieHuns 1o obpasiuy:
Date: January 12, 2001

5) yka3aHue KOIMYEeCTBa CTpaHull BKAOYas 3ariaBHylo (Cover sheet):
Number of pages: 5 including this one.

Ecnu B ornpaBnseMom akce HeCKONbKO CTPaHULL, B TIPABOM BepXHeM
YOIy KaXJO¥# CTPAHHIbI CTOMT MTIOMETHUTH €€ MOopsAkoBblit HoMep. Hanpumep,
B COOOLIEHUH U3 MATH CTpaHuIL 3Tu MOMETKH ByayT BRIMIAAeTh Kak 1/5, 2/5,
3/5, 4/5, 5/5, 1o ecTb CTpaHuna 1-as u3 5, 2-ad u3 5 w0
6) Ecnu dakcoBoe cooblleHue BKIOUaeT B cebs Kakoil-To oTueT, Tab-
JMNBI WA ApYTYIO cnyXeGHyl0 MHpOopMauuio, Cexperapb Ha 3a-
TITaBHOM CTpPaHHULE NOCIE NPUBETCTBUS MOMKET OrPaHHYuTbCS (pa-
30ii:
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Please find enclosed our annual report.
(Hlocvinaio Bam Haw edxcezo0nbiii omyuem.)

WJIR:

Please find attached the updated tables from section 2.
({locvinaro Bam ymoytennvie mabnuybl uz pazoena 2.)

O6pa3zel hakcoBoro coobuieHmns:

BELARUS ACADEMY OF COMMERCE AND TRADE
16 Zaslavskaya Str.
Minsk 220043
Republic of Belarus
Phone (Fax): +375-17-227-6589

FAX TRANSMISSION

Message for: Ms, Julia Collard, secretary, Main Office, School of Business,
Essex University, England.

Fax number: 8-10-44-181-893-5516

From: Nikolai Kapustin, Head, International Division.

Date: May 11, 2000

Number of pages: 2 including this one

Dear Ms. Julia Collard:
In accordance with our previous agreement, I am sending you a list of 13 persons
(12 students and one professor) who will lL)anicipate in your school’s summer in-

ternship programme in the period of July 5" - 21*,

For us to apply for the UK visas, we need an official letter of invitation (a hard
copy) and a letter of support (by fax) to the UK Embassy in Minsk.

Please find attached the above list with the participants’ surnames, first names and
dates of birth on page 2 of this fax.

I look forward to receiving your reply at your earliest convenience.
Yours sincerely,
(signature)

N. Kapustin
Head, International Division.
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MepeBon TeKCTOBOK yacTu hakca:

Veaxaeman r-xa Jxyms Konnapa!

B coorBercTBMM ¢ Haiueif NpeABapUTENBHON JOTOBOPEHHOCTBHIO MOCHUIAIO
Bam cnucok u3 13 uenoek (12 cryaenroB u 1 npenonasarens), koropbie OyayT yya-
CTBOBaTh B MpOrpaMMe ieTHel npakTuku Baiuel mrkonet B nepuos ¢ 5 no 21 uions.

Jns obpamienus 3a BU3amMu B NoconbeTBO BennkoGpHTanun HaM noHano6uT-
ca odunManbHOe NpUriaiieHue (OpUIMHaN) U NUCLMO B MOCOABCTBO O BM30BOH noa-
aepxke (Qakc). .

[punaraio yka3aHHbIH BbIlI€ CMHUCOK C ykazanueM Qamunuii, UMEH M JaTh
pOXIeHUst Y4aCTHUKOB NPOrpaMMBI HA CTPaHuue 2 AaHHOro (hakca.

C HeTeprieHHEM XKLy CKOpEHILero oTBeTa.

Hckpenne Bain

(noanuce)

H. Kanyctun,
HavalbHUK MEXIYHapOAHOro oTaeNa.

4.2. OneKkTpoHHaA novrta (E-mail)

JneKTpoHHas MOYTa, KOTOPAs H MO-PYCCKH CTaNa ¢ MOMOIILI0 MeToja
TpaHckpuOupoBaHusf HaspiBaThcA «H-Maiiny, 3a mocnefHHe HeCKoNbKO JieT
OyKBaJIbHO 3aBOEBaJIa PhiHOK NONIE30BATENEH KOMIBIOTEPOB.

IMone3oBarensiM 3NEKTPOHHOH MOYTON HAa AHTIHACKOM S3BIKE CIEIYyeT
3HATb, YTO B 3JIEKTPOHHBIX COOBILEHUAX uCNONb3yeTcs BONbIIOE KONIUYECTBO
COKpallleHU i, HatpuMep: '

ASAP as soon as possible KaK MOJ}CHO CKopee

BTW by the way Medcoy npoyum

FYI for your information ons eautezo céedeHus

RSVYP respondez s’il vous plait noocanyiicma, omeemvme
($ppann.)

-2) smile ynoibka

-3( frown cosunymoie bpoeu

8bipaxceHue Hedo8oiIbCmea
Mon Monday nonedenbHuK

B maHHOoM pa3siene u3NaraloTci ocHoBlible MPaBHJIA MoJb30BaHUsA
3JIeKTPOHHOI M0YToH Kak cpeicTBOM KOMMYHHKAaIl B 6113Hece uiy, 00
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@axc u 3reKmpoHHan foyma

KpaiiHeit Mepe, MeXIy JIOJbMH C pasHEIM COLHANbHBIM CTATYCOM, KOTOPBIE B
CHITy 3TOr0 HaXofATCH B o@uyuanvHo-0enoebix omuouteHuax. Yro kacaercs
obweHust no «M-madiny» apysei, To ecFh mMOJEH, HAXONAWMXCH B HEnpuiy-
HCOEHHBEX OMHOUWEHUAX, 3TO HX NNYHOE NeI0, H BOMPOC O KaKHX-TO MpaBH-
Jax B-3TOM clIy4ae He CTaBHTCH.

Wrak, JaHHBI pa3len MOCBAUIEH STIKeTY 0Jb30BAHHS 3NEKTPOH~
HOH NOHYTOMH, 2 He TeXHUYECKOH CTOpOHe (HampHMep, Kak CBA3bIBATLCS C
npoBaiiiepoM, yaajaaTh HeHYXHbie cOOOLeHUus, OTKphBaTh agpec B HH-
TepHETE M T.1.).

1. CeoegpemeHHO omeeyaiime Ha 6ce NofyYeHHbIe coobuleHus
(Respond to all personal messages promptly)

Jaxe ecnu BaM Heyero OTBETuTh MO CYMIECTBY, NPOCTO HAMMILUTE,
410 BBI MOJyY#iin oTNpaBiesHoe coobluene (message), HarpuMep:

Thank you for your message. I will get to you ASAP.
Cracubo 3a Bawe coobuyenue. A cesxcycy ¢ Bamu 6 bnuxcaiimee epems.

Thank you for your suggestion. I am thinking about it.
Cnacubo 3a Bawe npeonoxcenue. 51 0b60ymvigaro ezo.

2. Bydnme OCMOPOXHLI Hac4Yem f1epecbifIKU IUYHLIX
coobueHul
(Be careful about forwarding personal messages)

ITomHBuTE 0 TOM, 9TO moONMyueHHoe Bamu coobuieHue ObUIo anpecosa-
Ho Bam ymuHo. [Ipeskze yeM nepecnarb ero KoMy-nubo, nogymaire, 0Jo6-
punt Obl 3T0 OTNpaBuTEID JAHHOTO COOOUWEHUS.

3. Mpoeepwme HanucaHuHble COO6WeHUs!, npexde YeM
omnpasensims ux
(Check outgoing messages before posting them)

OcoBEHHOCTH 3JEKTPOHHON MOYTHI COCTOST B TOM, YTO HaXaB Ha
MKOHKY “send” (oTmnpaButh), BaM yxke Henmb3s OTMEHuTb 3Ty KOMAaHAy, 4YTO-
@bl yTO~Iu60 ucnpasurb. [103TOMY HYKHO BHMMATEIbHO BBIYHTATh TEKCT
co00EHUs, IPEK e YEM ero OTMPABUTD.
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4. Ucnonb3ylime cmpoky «memMa COO6WEHUS»
(Use the subject line to indicate the topic)

VkazaHue TeMbl COOOLEHNA 0COOEHHO BaXKHO, Korja Bei oOMeHuBae-
TeCh C mapTHEpOM Mo GU3Hecy LENbIM pAnoM coobuieHuit. B 3ToM ciydae Hu
Bawm, Hu Ballemy NapTHepy He npufiercs uckath HyXHoe cooblieHue cpenu
MHOrMX IpyrHX. DTO TaKXe MOMOraeT BhIIepPKHBATh KPaTkoCTh H CXKATOCTDb
fpH HanucasBuu COODIIEeHUs, HApUMED:

Subject: Board meeting Tema: 3acedanue Cosema

The next board meeting will be held on Cneoyroujee 3acedanue cogema cocmo-

Thursday at 10:30 am. umes 8 yemgepe 6 10 vac. 30 mun. Ilo-

Please confirm your participation. acanyiicma, noomeepoume cgoe yua-
cmue.

Thank you, brazooapro Bac.

J. Morgan, L. Mopzan,

secretary. cexpemapeo.

5. He anoynompebnsaiume pa32080pHbIMU (hpa3amMu e Havane u
KOHUe coobujeHul
(Do not overuse conversational openings and closings)

HecMmoTpst Ha TO, YTO A3bIK 3NEKTPOHHOH MOYTHI — 3TO rubpul dpa3
YCTHOH pedu u npemiokeHuil MuCbMEHHON pedu, HeoOXONUMO YYBCTBO Me-
pbl B YNoTpeONeHWu HenpuHYKAEHHBIX HPUBETCTBMH M 3aKIHOYMTENBHBIX
¢pas. B aMeKTpOHHHIX cOOOIICHUAX MOXHO Boobuie obokTuch 6e3 Hux (cM.
NpefbIOyuIHii puMep, Tle OTCYTCTBYIOT dopMynst ofpaieHus w npolua-
Hud).

6. Bydnme gexnuesl NPU 8bIpaXeHUU «3e108bIX» NPOCL6
(Express “business’” requests politely)

Hmeiite B BROY, YTO AaXKe B Ou3HEC-KOMMYHUKALAM CTHIIb NIEKTPOH-
HBIX cOOOLIEHHH — ckopee HeNnpuHYXNEHHbIA win HEATpANbHbIH, yeM obu-
gua.nbﬂo-genonoﬁ. 3T0 NO3BONACT yCTaHaBJIHBaTL H [IOII.I[Cp)KuBaTL npy)Ke-
CKHE OTHOIICHUSA NIOASM C pa3m>1M COLHAJIbHbIM CTATYCOM. O[[HaKO B CJIy-
Yae, €cli, HanpUMep, CTYACHT Wi NOAYMHEHHBIA HanpaBnder npocsdy

73



CJ
Qakc u 31exMpoHHas rnovyma

npodeccopy ulIM aJMUHUCTPATOPY, HETPHHYXACHHbIH CTUIIb HEYMECTEH.
3neck ckopee HeoOXoauM HeHTpaibHbiM MM oQULMANbHO-ACNOBOH CTUIID,

41o0BI

(1) uzbexarh HaBA3YMBOCTH,

(2) natb NOJy4aTeNo BO3MOXKHOCTH BBIOOpA,
(3) cosparb y Hero GMaronNpUATHOE BEYATIEHRE, HANPUMED:

@ (mJIoxoit BApHaHT)

Dear Prof. Nilsson,

Finally, I have prepared something for
you to read. I will leave my paper in
your- mailbox some time tomorrow.
Hope you’ll be able to give it back to
me with your comments by i'riday. P’ll
then work on it over the week-end (in-
stead of having a good time with my
room-mates -:).

Veaxcaemuiti npogh. Hunvecon!

Haxoney-mo 1 koe-umo ewioan(a),
umobul 861 Mozau nowumame. A ocmas-
MO cmamelo 8 6éauteM Aujuke 20e-
Hubyoe 3aempa. Haderoco, s cmozy no-
AyNUmMe €e Ha3ao ¢ BaAULUMU NOMemKa-
mu x namuuye. Tozoa s nopabomaio
HAao Hell 8 8bIXOOHbIE (Mecmo pasene-
YeHull C COceoaMU -)

Kak BUIHO W3 AaBHOro cooOlieHus, Bce yKa3aHHbIE Tpu MpaBWia
3Jech He cobnrojeHbl. [opa3no nyyile Takoil BapuaHT NpochObL:

@ (npremJsiemMbIil BapHAHT)

Dear Professor Nilsson,

As we have planned with you, I have
completed the work on my paper and
would like to leave it in your mailbox
tomorrow morning. I would be obliged
if you would find time to read it and
give your comments some time before
the week-end. This would enable me to
work on it before submitting the final
version. Please let me know when I
could pick it up.

Thari_k you.
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Yeancaemwiii npogheccop Hunvccon!

Kax mut u nnanuposaru ¢ Bamu, s 3a-
konuua(a) pabomy nao cmameeli u xo-
menfa) 6u1 ocmasume ee @ Bauwem
Awuxe 3aémpa ympom. Bvin(a) 661 Bam
obazan(a), ecru 6vl Bu Hauwu epema
npouecmo ee U 86ICKA3AMb CEOU 3aMe-
yaHus 6@ meveHue pabouell Hedeau.
3mo noszeonuno 6ol mHe nopabomamo
Hao cmameoeli, npexcoe uem s npeo-
cmaeno ee 8 OKOHYAMEAbHOM 6uode.
Hoxcanyiicma, coobuyume mHe, K020a 2
cmoz(na) bot ee 3abpame.

_brazooapio Bac.




Fax and E-mail

7. Ucnons3ylime obwieynompebumenbHbie COKpaweHus
(Learn common abbreviations)

MHorue TepMuHBI 1 BbipaXK€Hus COKpALLAIOTCA B AMEKTPOHHBIX CO-
obueHusx (cMm. Hayano 3roro pasjena). Cnucok COKpalleHUH NOCTATOYHO
Oonpwoii. [nasHoe, 4toObl anpecat nossn Bac. Jlomyckaercs Habupatb
TeKCT coobuieHus 6e3 3arnaBHbix OYKB, OMYCKATh apTuKIM M BCHOMOraTenb-
Hble rnaronsl. OnHako, ecnu Ball aBrnuiickuil (B Y4acTHOCTH, IpaMMaTuKa)
«xpomaem, Jyuule u3berarb 3TO ¥ MONB30BATHCHA CTAHOAPTHBIM, MOIHBIM
TekcToM. CpaBHHTE 1Ba BuIa ONHOTO M TOrO e COOOILECHuS:

Standard English: 1 have read your message regarding (about) John’s pres-
entation. I will try to read his paper.as soon as possible
and return it to your mailbox. Thank you again.

E-mail style: Read yr message re john’s pres. will try to read his pa-
per ASAP and return it to yr mailbox. Thanx again.

KOHTPOIbHbIE 3A0AHUA

1. CocraBbre dakc ¢ cooblieHueM 0 NepeYuciIeHun JENno3uTa 3a npo-
XKUBaHWE B TOCTUHHWIIE BAIIWX YYacTHUKOB KoHdepeHuun ¢rpM-
NapTHEPOB, a TaKXe O JaTe uX NpubbiTus Ha koHpepeHuuio B Ipa-
ry.

2. Hanumnre coolumieHne Mo 3NeKTpoHHoH noute ¢ mpocbOoit pac-
CMOTPETb BO3MOXKHOCTb O BbifeneHun BaM ¢duHaHCOBOH nomouin
IJIS y4acTusfi B CMMIO3UYMe, OprkoMuTeT Kotoporo orobpan Bamwm
NOKNAj )i BLICTYTUICHHS B OJHOH CeKLMA.

3. CocraBbTe ¢(akcoBoe CcOOOLIEHNE OpPraHU3AaLMOHHOMY KOMHTETY
TOProBO-NPOMBILIITEHHOH BBICTaBKK ¢ Mpocbkboii 3a6poHuposars 7
OJHOMECTHHX HOMEPOB B FOCTHHuIE AJIA YIEHOB Ballei rpynnsl u3
pacyera He 6onee 50 gjonnapor CLLUA B cyTku Ha YelOBEKa.

4. TloaTBepaMre No 3MeKTPOHHOH Nodte mojydeHue uHdopmaruu OT
napTHepoB 1o Gu3Heca 06 oTnpaBke NapTuu rpysa. He 3alyabre 3a-
MOJIHUTE CTPOKY «TeMa coobLueHusD,

5. Coobuute naprHepam no OH3Hecy o0 M3MEHEHUM Ballero 3Mek-
TPOHHOrO ajpeca ¢ 1-ro 4ucna cleAyouUero Mecana B CBf3u C pe-
OpraHu3alluedl YCNYr TeNeKOMMYHuKaluu B BalleM peruoHe.
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&= [lonesHsie ebipaXxeHun @ 0ernoeoii mepentcke

6. Tlo6GnarojapuTe B SNEKTPOHHOM COO0OUIEHHY MAPTHEPOB Mo OusHecy
33 CBOEBpEMEHHYI0 nHpopMaumio 00 n3MeHeHnH YCIIOBUH 3aKylKu
TOBAPOB [0 ONTOBBIM LIEHaM u BbIpa3uTe HalexJy Ha BO3MOXKHOCTb
NPEXOCTABNEHUS CKMAOK IOCTOSHHBIM KJIMEHTaM.

(/lns BBINONHEHUs 3amaHuil Bocnonb3ylTech MONE3HLIMU BB PAXKEHUAMH
B JENIOBOIi Mepenucke, MOMELEHHBMU B pasene 5 JaBHoH 4acTu yueb-

HOro nocobus.)

Pasgen 5. MonesHble BbipaxeHUs B 4eNOBOW

nepenucke

(Helpful Expressions in Business

Correspondence)

JIaHHBIA pa3fieN coJepxKHUT CIpaBOYHbIe MaTepualbl, KOTOPBIE MOTYT
OKa3aThCA MONE3HLIMH JJIS BLIMONHEHU KOHTPONBHBIX 3a0aHui npenbixy-
KX pa3AeNoB JAHHOH YacTu y4eGHOro nocobus.

5.1. MpockLOLI (Requests)

Could you please tell me
I would be glad to know

We would be obliged if you could in-
form us

Would you please let me know as
soon as possible whether you would
be willing

We would be pleased to hear from you
concerning :

I am writing to ask you whether you
might be interested in buying

Is there anything that could be done
about this?

I would appreciate if you would send
me your new catalogue
(samples)
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Byoome 006per, coobugume, nosxcanyiicma
A 6bin 661 pao ysname

Mot 6yoem ob6aszaner Bam, ecau Boi
cMOdCeme uzgecmumo HAac

Byoeme 006pe1, coobujume kak mMoHcHO
cxopee, scenaeme au Bol

Byoem paowi, ecau Bor nanuweme nam o

ITuwy ons mozo, umober cnpocumo,
moxcem au Bac saunmepecosamv no-
Kynka

Mooicno au npeonpuname wmo-1ubo no
amomy nogooy?

Boin 661 Bam npuznamenen, ecau ool Bot
npucianu mue Baw Hoswili kamanoz

(obpasyer)



Helpful Expressions in Business Correspondence é

Please send us an offer quoting your
best terms and discount for cash pay-
ment

With reference to your advertisement
in ... we would be glad to receive

We shall be grateful for any assistance
you can give us in this matter

" IIpocum evicname npeonodicenue

C Haubonee BbLIZOOHLIMU YCAOBUAMY 1
CKUOKOU 30 ONAamy HaTUYHLIMU

B cesasu ¢ Bawum obvagrenuem 6 ... Mol
bblaU Bbl padsl ROTYNUMB

Byoem barazooapuu 3a moéyio nomows,
xomopyio Ber mooceme oxazame 6 smom
Oene

5.2. BoipaxeHue coobuwenun (Expressing Information)

We hereby advise

Please be advised that

Let me inform you that
This is to certify that

Please take note that

I am writing to confirm that

As you know from previous correspon-
dence

We have carefully considered your pro-
posal

We agree to your proposal

We wish to draw your attention to the
fact that

There are no problems with regard to
We are of a different opinion

Please find enclosed

Hacmoswum coobuaem

IIpumume, noxcanyiicma, k cee0eHuo,
umo

ITozeonbme coobuume, ¥mo
Hacmoswum yoocmosepsemcs

Obpamume, noxcanyticma, 6Humanue,
umo

ITuwy, ¥mo6bor noomsepOumeo, umo

Kax Boi 3naeme u3 npeowioyyeti nepe-
nucxku :

Mer gnumamensno paccmompenu Bawe
npeonodceHue

Mui coanacner Ha Bawe npeonooicenue

Obpawaem Bawe enumanue Ha mo,
umo

Hem npobaem 6 omrowenuu
Met npudepoicusaemcs Opyeoz0 mnenus

K nucomy npunazaemcsa
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5.3. BolpaxeHue Hapexabl (Expressing Hope)

I hope you won’t mind if

We very much hope that you will come
to a positive decision on

We expect you to use every effort to
I hope to have further news for you be-

fore too long

I sincerely hope you will be able to help
me in this matter

We look forward to hearing your fur-
ther proposal soon

I look forward to cooperating with you
on this new venture

Haoeioco, Bol ne 6ydeme sospaxcame,
ecnu

QOuenob Hadeemcs, wmo But npudeme x
RORONCUMENLHOMY PEUleHUI0 OMHOCU-
meavHo

Mut nonazaem, wmo Bol npunosicume
6ce ycuaus ons

Haoerocs, wmo 6y0y umems ons Bac
HOBOCMU 00B0ALHO CKOPO

Hcxpenne naoeroce, umo Bet cmozceme
nOMOYb MHE 6 5MOoM OeJe

Mot paccuumoieaem nonyuume ecxope
Bawu oanvretiiue npeonoxcenus

Paccuumuisaio va compyonuuecmeo c
Bamu ¢ smom nogom npeonpusmuu

5.4. BnarogapHocTb (Gratitude)

I am writing to thank you very much
indeed for

It is very kind of you to

May I take this opportunity of thanking
you for

T wish to express my appreciation for
all your efforts

I am truly grateful to you for helping
me (your advice)

Thank you for letting me know that
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Twy, wmobut cepoeuro nobrazooa-
pums Bac 3a

Oueno niobesno ¢ Baweii cmopoHsl

Io3gorvme eocnonvzosamocs caynaenm,
ymobur nobrazodapume Bac 3a

Xouy gvipazume 6nazooapnocmes 3a éce
Bawu ycunus

A ouerb barazooapen Bam 3a nomowo
(Baw cosem)

FBrazooapio 3a coobuenue o mom, umo



Helpful Expressions in Business Correspondence @

Thank you for inviting me to your
company office

I am writing to thank you again for your
wonderful hospitality

Thank you for contributing so much to

5.5. N3BuneHun (Apologies)

My apologies for

Please accept our apologies for
1 wish to offer my sincere apologies for
... taking so long to answer your letter

... the delay in <...> which was entirely
outside our control

I sincerely regret that

I am sorry, but I cannot be of assistance
to you in this matter

Brazooapro 3a npuznauenue nocemumo
ochuc Baweii ghrupel

TMTuwy, ymobe: ewe pas nobrazooapumo
3a Bawe 3ameuamenvHoe 2ocmenpuum-
cmeo

FBrazooapum 3a cmonb bonvuiodi éria 6

Ipunowry ceou u3zguHeHus

Ipumume, noxcanyiicma, Hautu usgu-
HeHus 3a

Xowy npunecmu ceou camule uckpeHtue
u3guHeHUs 3a

.. mo, ¥mo 00120 He omeeyan Ha Bawe
nUCLMO

... 3A0epIACKY 8 <...>, KOmOopas npo-
usouLIa He RO Hauetl BuHe

A uckpenne coxcaneio, ¥no

Hzeunume, Ho 2 ne mozy nomouv Bam ¢
Imom Oene

5.6. BblpaxeHue HeyqoBneTBOpeHUs

(Expressing Dissatisfaction)

We are not happy about the terms you
suggested

I simply cannot understand why you
did not tell us

I am most disturbed that you will not
be able to

This sets up a chain involving several
complications

Mbo1 He yoosremeopenui npednoxcetbl-
MU YCROBUAMU

A npocmo ne mozy nousme, nouemy Bul
He hpedynpeounu Hac

Mens ouenw 6ecnoxoum mo, ¥mo Boi ne
cmoxceme

Imo ewi3vi6aem yens onpedenenHbix
3ampyoHeHui

79



& [Monesnbie ebipexeHus 8 denoeoll nepenucke

I am very disappointed about this fact

This, I am sure you will agree, is not a
good way to conduct business

I am afraid we’ll have to cancel the
agreement, as

Al ouenv 0zopuen OanHuM 0bcmoamens-
cmgom

Smo, ysepen, Bvt coznacumecs, ne ayu-
wui cnocob eecmu oena

KBoroco, nam npudemes pacmopzryme
002060p, Max Xax

5.7. OTBeTblI Ha BONPOCHLI U NpeanoXeHusa
(Responding Questions and Proposals)

In reply to request for our catalogue, we
enclose a copy herewith, and we hope
you will find it helpful

We were very pleased to receive your
letter in reply to our advertisement in
We much appreciate your proposal

May we use this opportunity to draw

your attention to

We can promise delivery within four
weeks if we receive your order immedi-
ately

We hope our offer will interest you

We are obliged for your letter of 12
May in which you enquire
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B omeem na Bawty npoce6y npucrame
Bam naw xamanoz svicoinaem ¢ amum
nUCLMOM IK3eMNAAP Kamanoza u Haoe-
emcs, 4mo ox 6yoem Bam nonezen

M. 6otnu onens pader nosyuume om
Bac nucoMo 8 oniéem Ha naule 00b6-
neHue g

Mot vicoko yenum Bawe npednoxcenne

Iosgoneme 80cnone306anteca IMoti
GD3MUNCHOCMbIO, 4MObb npuGLeys
Bawe enumanue x

Mpr mooicem obeugame nocmasxy € me-
YeHue yemeolpex Hedeib, eCU ROAYHIUM
Baw 3axaz HezamedsumenoHo

Haoeemcs, umo Hawe npeonoxcenue
saunmepecyem Bac

Mut npusnamenotot 3a Bawe nucemo
om 12 mas, 6 kxomopom Bel cnpawu-
eaeme



Resume =

OBPALLEHWUE HA PABOTY
(JOB APPLICATION)

Hacme .

Paspnen 1. KpaTtkas 6uorpadmsa (Résumeé)

Pesiome (B aHrauiickoM f3biKe coxpaHseTced (paHLly3cKoe HanucaHHe
M NPOHU3HOLIEHHE JTOTO COBA) ABNAETCA YACThIO Mpolecca YCTPoicTBa Ha
paboTy Bo BCEX AHFNIOA3BIYHBIX M APYTHX CTpaHaX.

be3 pesioMe M conpoBoaHTENbHOrO nHUCbMA (cover letter), KoTopoMy
NOCBAIEH CeqyIOWNA pasaen, Bac NpocTo HE MPUrNacaAT Ha cofeceaoBanme
(interview) ¢ paboTtopareneM (employer), a IMEHHO OHO M ABIAETCA nocnen-
HHM 3TanoM B npolecce GH3HEC-KOMMYHHKAUMH nepea noJyueHHeM xenae-
MOro MecTa paboTbl.

B 3ToM pasiene Bbl mo3HaKOMHTECH, Temepb Yke MO-aHrAHIACKH, C
OCHOBHBIMH TPEOOBAHHUAMH K COCTABNAEHMIO pe3iOMe, a TAaKXKe PaslHuHLIMH
BuaamMu (formats) pestomMe B 3aBHCHMOCTH OT Leneil 1 0coGeHHoCTel Tpyto-
YCTpOHCTBA.

Jng Hauana — decame nauboiiee MuNUYNLIX OMUHOK TIPH COCTABNeE-
HHH pe3loMe.

Yes, it’s worth while having a look at the ten most common résumé
writing mistakes:

1. Too long (preferred length is one page).
Cruwxom Onurroe (npednoumumensubiii 00vem pesiome — 00Ha cmpa-
Huya).

2. Disorganized — information is scattered around the page — hard to fol-
low.
Inoxo npodymaro (unopmayus pasbpocana no cmpanuye, umo 3a-
mpyOxsiem credums 3a ee UNONCeHUeM).

3. Poorly typed and printed - hard to read — looks unprofessional.
IInoxo nabparo u pacnevamaro. Takoe pesiome msxceno vumame, u
OHO gbI2NAOUM HenpogheccuoHanbHo.

4. Overwritten — long paragraphs and sentences — takes too long to say too
little.
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10.

Hepebop ¢ onunoii absayee u npednoogiceruti. CAUMKOM MHO20 6peMeHU
YX00um Ha mo, 4mobbl ckazame CRUUKOM MU0

Too sparse — gives only bare essentials of dates and job titles.
Cnuwkom Mano Hanucano, 0anel JUlb 0ambl U 3AHUMAEMbLE 0 ONJICHO-
cmu.

Not oriented for results — doesn’t show what the candidate has accom-
plished on the job.

He opuenmupoearno na docmudicenue peszyrbmamos. He eudno, umo
KOHKPEMHO 00CMUSHY MO NPemendennom Ha aHHoe MECMO.

Too many irrelevances — height, weight, sex, health, marital status are
not needed on today’s résumés.

Cruwkom mnozo wewysicnulx demaneti. Hem weobxodumocmu coob-
wame ce0i pocm, 6€c, noi, COCMOAHUE 300P0BbA U CeMEliH0e N 0dice-
Hue.

Misspellings, typos, and poor grammar —~ résumés should be carefully
proofread before they are printed and mailed.

Owubku 8 opghoepagpuu, onewamku, craboe 3nanue ecpammamuxy. Pe-
310Me Q0MAHCHO Bblmb KAk cledyem 6blYUMAano U NPOBEPEHO U AUULL NO-
che amoeo pacnevamano U omnpagiienio no nhoume.

Tries too hard — fancy typesetting and binders, photographs and exotic
paper stocks distract from the clarity of presentation.

Cruwkom mMHo20 ycepous. Boiuypuwetii wpugpm ¢ eunbemrxamu, ghomo-
epaghuu u IK30MUYECcKoe KAHYeNApcKoe o opmaeHle Ul OMenexaiom
OM ACHO20 U3NO0HCEHUA.

Misdirected — too many résumés arrive on employer’s desks unre-
quested, and with little or no apparent connections to the organization —
cover letters would help avoid this.

Hanpaeneno ne no adpecy. Muozue pesiome nocmynaiom pabomooame-
0 6e3 6caKoil 60cmpeboBANHOCMY C €20 CIMOPOHBL U HE UMEIOM NPAMO-
20 omHowenus K dannoll opeanusayuu. ConpogodumenbHble nucoma
nomozaiom usbexcanmb maKylo Cunyayuio.

' Nerounuk: Tom Jackson. The Perfect Résumé. An Anchor Press Book, 1981,

p. 14.
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Resume @

O6pazew pestoMe (6e3 ykasaHusi Ha KOHKPETHBIR BUA):

(Ms.) Julia Long
220 West Street
New Port, New York 11645
Phone (515) 227 8562

Job Target: Senior Assistant to Personnel Manager

Capabilities: Write and edit professional reports;

Provide consultation to employees on benefits;
Manage training courses.

Work history:

1997-present  junior assistant manager, James Associates, NYC.
- helped preparing staff meetings
- arranged files of the employees
- prepared materials for the training seminars

1996-1997 assistant-trainee, James Associates, NYC

Education:

1993-1997  Boston University, honors
B.Sc. (Business Administration)

NepeBog o6pasua pestome:

(Mucc) JIxynus Jlonr
220 Vacr Crpur
Hzio-Tloprt, wrar Hmo—ﬁopx 11645
Ten.: (515) 227-8562

Uckoman posmxHocTs: Craplunii MOMOIHAK MEHeIKepa O Kagpam

IMpodeccnoHanbLHBLIE HABBIKK:

COCTaB/NEHHE U PENaKTHPOBAHHE NPOM3BOACTBEHHDIX AOKIAI0B;
KOHCYTbTHPOBaHHE COTPYAHHUKOB IO BOIPOCaM NMOMTy4eHHs NOCOOuH;
PYKOBOACTBO KypcaMH HOATOTOBKH.
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Mocnyxuoii cnncok:

1997 - no HacTofwee Bpems MJ1. IOMOULHUK MEHEAKEPA GUPMBI
“James Associates” B Hbto-Hopxke

- roMorana roToBuTh Co6paHus nepcoHana

- coctaBnana Qakisl IMUHBIX A€l COTPYAHH-
KOB

- TroTOBMNAa MaTepuainbi Wi CEMHHAPOB mo
00yveHuIo COTPY AHUKOB

1996-1997 TToMowHNKk-IpakTHKAHT ~ HAa  ¢upme
“James Associates” B Hbto-Hopxke

OG6pa3soBanie:

1993-1997 BocToHC kUil YHUBEPCUTET, ¢ OTAHNUHEM
bakanaBp (ynpaBieHHe 6n3Hecom)

A job application is not so much an information sheet as a sales pitch,
in which the product being sold is the writer. Like all persuasive communica-
tion, it requires some creative thinking.

An application package consists of a résumé and a cover (covering)
letter.

Experts say that the most effective approach is to try to get a personal
introduction to someone in a specific company. Face-to-face is the best way
to sell yourself.

When contacts fail to get you in the door, however, a written applica-
tion may be the only resort. Target five companies, rather than send a “broad-
cast” letter to 150.

Through research, determine what kinds of skills and experience the
organization needs. Get a sense of the corporate culture and of the ways you
could contribute.

As was written above, résumé is a vital part of the employment proc-
ess. Although a résumé should give a lot of information about you, you need
to determine your main “selling points” and then to select and order facts in a
way that will impress your reader. Here are some guidelines:
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= Match your skills and experience to the needs of the organization.

= Stress what sets you apart from the crowd.

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

Your résumé should include enough information about you for the
employer to feel that you are worth interviewing. Here is a list of the most
common kinds of résumé information. Be prepared to omit, add, or alter ac-
cording to the job. '

Name and Address

Usually this information is placed at the top of the page. (Résumé,
unlike CV, Curriculum Vitae, is limited to one page only.) Be sure to in-
clude the full mailing address with a postal code. You may also add a tele-
phone number. If you are a student with a different mailing address for winter
and summer months, give your both addresses and the dates when you will be
at location.

Present Employment

This information helps the reader to grasp quickly the basis of your
experience and the level of your responsibility.

Job Objective

This category is useful if you are a student trying to suggest that you
have definite career goals. It may also be useful if you want a specific job in a
large organization with a number of vacancies. In any case, it’s better to give
not the position you would like (for example, a sales manager), but the area
and the general level of responsibility (for example, “a management position
in marketing» or «management trainee” ).

On the other hand, if you are willing to try a variety of jobs, it’s better
not to include this category.

Summary of Qualifications
Some consultants recommend to place a capsule “Profile” of one or

two sentences before the more detailed listing of your experience or qualifi-
cations. This summary is your chance to hit the reader directly with your
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most important attributes for the job, for example, “an energetic and skilled

communicator”, “a specialist with the ability to analyze needs and implement
solutions”, “full of entrepreneurial spirit”.

Education

For students whose job experience is scanty or nonexistent, this sec-
tion usually comes first. Educational qualifications are most often the primary
selling point. Begin with your most recent educational attainment or your
most advanced degree or diploma.

If you have a post-secondary education, it’s not necessary to include
your high (secondary) school, unless you have a particular reason for doing
so. Be sure to give the date you obtained any degree or diploma, along with
the name of the institution that granted it.

If courses you have taken are a selling point, list those relevant to the
job you are applying for. This is especially important for students seeking
their first permanent job.

Work Experience

In most résumés, this information is the major focus. In a standard
résumé, it is given in reverse chronological order. Students should include all
volunteer and part-time jobs.

However you arrange the section, follow this guide:
1. Make the information action-oriented. For example, write:

= reviewed customer service procedures;
= organized employee training seminars;
= prepared budgets for the promotion department.

2. Stress accomplishment. Instead of listing your duties for each job, tell
what you have achieved. Rather than say that your «duties were to super-
vise customer accounts and keep the books», say that you “supervised the
customer accounts and kept the books.”

3. Be honest. A small lie in your résumé is enough to wipe out the em-

ployer’s trust in you, even if it is discovered well after you have the job.
Integrity [nopstnouHocTs] is an attribute never worth sacrificing. This ad-
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vice does not mean that you should write about all your faults and draw
attention to errors. But you should not misinform the reader.

Personal Information

Most personal information, other than your address and phone num-
ber, is unnecessary and should be left out. However, if you think that listing
some personal details will give you an advantage, by all means do so. For ex-
ample, being single might be an advantage for a job requiring a lot of travel-
ling.

References

You don’t need to give the names of people who can supply refer-
ences. Some applicants prefer to wait until the employer is seriously inter-
ested, especially if they are currently employed and don’t want others to
know they are looking around. Omit this category altogether or write: “Ref-
erences will be supplied on request”. If you do include references, give a
full name, title, company, and address. Telephone numbers may also be help-
ful.

RESUME FORMATS

Chronological Format demonstrates continuous and upward career
growth. It does this by emphasizing employment history beginning with the
most recent and working back. The focus is on time, job continuity, growth
and advancement, and accomplishments.

Targeted Format is used when you are seeking a specific position.
The focus is on your skills, abilities, and qualifications that match the needs
of your target.

Functional Format also emphasizes your skills, but does not corre-
late these characteristics to any specific employer. The focus is on what you
did, not when and where you did it.

Combination Format offers a quick synopsis of your market value

(the functional style) followed by your employment chronology This format
is very well received by hiring authorities.

87



= Kpamkan 6uozpagpun

THE 5 P’s of RESUME WRITING

The 5 P’s of an excellent résumé are as follows:

Packaging

Positioning

Punch, or Power Information
Personality

Professionalism

Packaging is a vital component to sales success. Paper stocks, graphics,
desktop publishing and imaginative presentations are part of the packaging
process.

Positioning of information means organization. Organize the data on
your résumé so that it’s easily accessible to the reader and the reader is able
to quickly grasp significant information. The key information should be dis-
played in the Introduction section.

Punch or Power Info is by far the most important. Here you deliver the
information that the hiring manager wants to see. Power Info is the informa-
tion that matches your skills, abilities, and qualifications to a prospective
employee’s needs.

Personality means a lot for hiring managers. When writing your résumé,
remember that words are power. Change neutral and dull words to eye-
catching and bright ones. For example, instead of “being responsible for
something”, show that you were “a catalyst for major improvements in...” In
other words, lighten up your résumé and let it dance and sing a bit. By dis-
playing a personality, you display emotion. And more than any other element,
it sells! .

Professionalism in presenting your résumé is important because you
want to make a good, lasting, and professional first impression. Remember:
you are the product and you are the salesperson. Your résumé is your bro-
chure. Would you hire yourself based on the professionalism of your résumé?
Professionalism will lead you to more and more interviews. That means more
opportunities.
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SAMPLE RESUMES

1. Chronological résumeé.

Vladimir M. Kudrevich
Manager, Foreign Transactions Department, “Belpromstroibank”

Mailing address:
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 ana-
lyze 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, “Belpromstroi-
bank”
Assisted managing foreign transactions, wrote and edited
reports.

Sept. 1995-1996  Trainee, Foreign Transactions, “Belpromstroibank”
Got training in the main activities of the Foreign Transi-

tions Dept.
Education:
1991-1995 Department of Foreign Economic Relations, honors.
Bachelor of Sciences Degree from the Belarus State Eco-
nomic University (26 Partizanski Prosp., Minsk, 220070,
Belarus)
- 1993-1994 Exchange program international student of business, Uni-

. versity of South Carolina at Columbia (USA)
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Charles Carey
Accounting manager

2223 August Square Road
Barrington, I1 60093

PROFILE
- More than 8 years in accounting, including responsibility for department
procedures, budget, and computer operations.
- Plan and conduct audits and variance analyses, process payroll and payroll
tax reports and filings.

EMPLOYMENT
10/96 ~ Present  Scarpendous Displays, Inc., Chicago, [llinois.
Senior Accounting Manager
- reduced accounting payroll costs 41% through automation
- successfully directed conversion from an IBM system to a
Novell Network
1/94 - 9/96 Lancer Systems, Chicago, 1llinois.
Accounting Manager
- trained 6 employees in accounting department
- analyzed and interpreted forecasts
- successfully negotiated a credit line
5/92 - 1/94 Coopers & Lybrand, Chicago, Illinois
Senior Accountant
- performed detailed financial audits and recommended im-
provements in system procedures
6/91-5/92 - U.S. Riley Corporation, Chicago, I[llinois.
Cost Accountant
- assisted in budget forecasting
- developed cost data and variance analyses
EDUCATION
Ridgetown college, Santa Fe, New Mexico
Bachelor of Science: Accounting (1991)
References: Furnished Upon Request

90



Resume lg

BARRY LISTER
Address before May 7, 1999 Address after May 7, 1999 -
House G, Erindale Campus 24 Kilbarry Street
University of Toronto Ottawa, Ontario
Mississauga, Ontario KOB 1K0O
L5C 1C6 (613) 6322150
(416) 826-3000
Job objective: Junior of a survey crew, with the ultimate goal of becoming

an Ontario Land Surveyor.
Education

1999 - Will complete 2™ year of a Bachelor of Science Degree at
the University of Toronto.
Major: Survey Science. Grade average: B.
Major courses: Introduction to Surveying Science
Land Planning
Survey Law

1997 - Completed one year of Architectural Science at Ryerson
Polytechnical Institute (Grade Average: B)

Work experience

Summer, 1998 - Tree planter for Roots Ltd. I British Columbia.
Summers, 1996-97 — Groundsworker for Hillsview Golf Club Ltd.

Other activities

Captain, Erindale hockey team
Treasurer, Survey Science Club

Personal information

Birth Date: September 30, 1978
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i2a; Targeted résumeé.

Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237

Job target: Management position in materials Science.
Capabilities:

" — Write, edit and approve professional reports.
- Provide consultation and support to the government on contamination prob-
lems.
— Manage programs in materials and component development.
— Conduct corrosion studies.

Achievements:

— Supervised analytical chemistry lab.
- Conducted comparative analysis in the field.
— Set up non-destructive testing procedures.

Work history:

1981 — Present Gage-West Corp. Supervisor, Analytical Chemistry Labo-
ratory

1978-79 Darnell Electronics, Consultant

1976-77 RET Surface chemicals, Consultant

Education:
Hofstra University 1974 Business Administration

Long Island Univ. 1971 M.A. Chemistry
1969 B.A. Microbiology
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3. Functional format résums.

SUSAN HERTZ

- 16 Osler Street
Vancouver, British Columbia V6R 2T1
Tel: (614) 741-0329

Job Objective:  Public relations trainee

Profile: An energetic and skilled communicator, with a record of lead-
ership and initiative.

Communication Skills

B.A., Honors, in English, Queen’s University, 1986; B + average.
Entertainment editor for Queen’s Journal, 1988-89.

Debated regularly as a member of Queen’s Debating Society.

Gave oral presentations to public as guide at Huronia Village in Summer 1988.
Described background of historic site to groups of visitors.

Leadership |

Elected to Student Council in my last year at Richmond High School.
Introduced new students to university life at Queen’s University.

Elected Vice-President of English Club at Queen’s, 1985. Planned and chaired
monthly seminars.

Initiative )
Founded my own home-baked cookie business, Susan’s Cookies, when still at
school. Baked, sold and kept accounts, earning enough to pay for my first year
at Queen’s.

References
1. Prof. Michael Hughes, Queen’s University, Department of English, ng-
ston, Ontario, K7L 3N6.
2. Mrs. Mable Williams, Administrator, Huronia Village, Penetanguishene,
Ontario, LOK 1P6
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3a. Functional format résums]

Sports

2001

1998
“1997

Galina Bobkova
36, Angarskaya Str., Apt.245
Minsk 220073, Belarus
tel. +375-17-246-2453

Consulting  Consulted managers of small companies on designing business

plans. Developed and designed a scheme for business plans as part
of internship at the TACIS representative office.

Research Did research in macroeconomics of economies in transitions. Made

a presentation at the conference of university students (1999).

Writing Wrote business letters and reports on assistance to small businesses

in Belarus in designing their business plans.

Languages  Fluent reading, writing and speaking English. Basic French.

Played four years university basketball.
EDUCATION AND EXPERIENCE

Will be graduating from the Department of International Economic Rela-
tions of the Belarus State Economic University with a Bachelor of Sci-
ences’ Degree.

Internship at the TACIS representative office in Belarus.

Work as a basketball coach in a summer camp in Oregon (USA).
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KOHTPOJBHbIE BONMPOCHI U 3ANAHUA

YTo Takoe pe3fOMe H B UeM COCTOHT ero OCHOBHas QyHKuuA?

B uem orauune pesrome u CV (Curriculum Vitae)?

Kakue dopMaThl pe3toMe BaM H3BECTHBI?

Kakoi#t ¢opmar pestome Gonpuie MOAXOAUT i YENOBEKA, KOTOPI
MHOro JieT npopaboTan B omHoili cdepe nesTenbHOCTH?

Kaxoii ¢popmar pestome noaoien Gbl CNEHMHATNCTY C NPEPBAHHBIM
craxem?

Kaxo#i ¢opmar pestome BbiOpaTh 4ellOBEKY, KOTOpPOMY HyXHa KOH-
kpeTHas paboTa B onpeneneHHOH drpmMe?

B xakom nopsake B pe3toMe AOMKHBI ObITh pacnonoKeHbl AaThl, OT-
Hocsueca K 00pazosaHuIo ¥ onuiTy paboTst?

CocraBrTe Hanbonee mnoaxoaswmid s Bac BapHaHT pe3loMe.
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Paspen 2. ConpoBoautensHoe nucbMmo (Cover Letter)

Hens conpoBoaMTENBLHOTO MMCbMAa BHIXOAWT 3a paMK{ NpOCTO# KOH-
CTaTalli¥ Toro ¢akTa, 4T0 Bl NOCHNAaeTe 3asBleHNe O npueMe Ha pabote u
6uorpaduio B Buae pestome. CoONpOBOAMTENbHbLIM NHCLMOM HeoOXoANMo
npuBieyb BHUMaHue paGoTojartens x Bauiemy pestome, To CTh CAENaTh Tak,
yTOObl OH 3aXOTeN O3HAaKOMHTHCH C HWUM. Beab Ha cTONE y pYKOBOAMTENS,
OTBEYaloLiero 3a npueM Ha paboTy, NEKUT OrpoMHas KHNa TaKhX MUCeM.
Bpan nu KaJpoBWK CTAHeT YWTAaTh_pe3lOMe C TakuM_CONPOBONUTENLHBIM
MHCEMOM:

Dear Sir:

I am applying for the job in your sales department, which you advertised. I
am graduating from college this year and would like a job in sales. Please
find enclosed my résumé. I hope you will find me suitable and that I will
hear from you soon.

Yours faithfully,
Sally Gray

IMpuseneHHbi Bbllle 06pazely CONpOBOAMTENBHOrO MHUCbMA CKOpee
NOXO0X Ha cnyKeGHYI0 3anycKy ¥ HUYEro He TOBOPUT O KaHAWAATE HA AOJIK-
HOCTB B OTaeNe npoaax. I'opazno ynausee cnemytowuii obpaseu:

Dear Mr. N:

I would like to apply for the position of senior assistant to personne! man-
ager advertised in the “Daily News” on 9" October.

A copy of my résumé is enclosed. From this you will see that I am at pre-
sent working as a junior assistant in the personnel department at James As-
sociates. Although I enjoy my work, I feel T would now like to take on a
position with more responsibility and in a larger organization.

I can be available for interview at any time, and I look forward to hearing
from you.

Sincerely yours,
Julia Long (Miss)
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MNepeBopg cONPOBOAUTENLHOIO NUChMA:

VYpaxaemstii r-g N!

S Opt XoTENa mojarh 3asBJEHHE Ha JOMKHOCTL CTAPLIEro MOMOINHHKA
ynpas/isiowero KagpaMu, BakaHcus Ha KOTOpylo Opita oOmsBieHa B «Jlehnu
Huto3» 9 okralps.

3 moero pesioMe, IK3EMIUIAP KOTOPOro A npuiarai, Brt ysuauTe, 4to B
HactoAwee BpeMsa A paboraro MIamUKM ITOMOmMHHKOM B OTAe/e KaapoB (upMel
«James Associates». MHe HpasuTcs Mos paboTa, HO TeNepsh MHE X0TeloCh Obl mo-
pabotars B Gonee kpynHOH opraHn3atluu 1 Ha Oonee OTBETCTBEHHOM IOTHKHOCTH.

A rorosa npoiith cobecenosanue B M06oe BpeMs. C HeTepnEHUEM KAy
Bawero oTeera.

Hckpenne Bama,
Jloxynus JloHr (Mucc)

Npunoxenue

CoBeTsl 10 COCTaBNEHUIO CONPOBOJAUTENBHBIX MHCEM Ha aHIIKACKOM
A3blke KdK HeoOXoaMMOro ¥ OYeHb BaXKHOTO 3JieMeHTa OusHec-
KOMMYHHKalH|l NIpH ycTpoicTBe Ha paboTy cBopsaTCs K cnenyiowmnm. We are
going to switch over to English now.

You must inciude a covering letter when sending your résumé to any-
one. Résumés are impersonal documents that contain information about your
skills, abilities, and qualifications.

A covering letter should do more than state “Here’s my application
and résumé”. A well-written covering letter reveals important communication
skills. Aside from what you say, the way you say it matters.

Cover letters should be brief, energetic, and interesting. A polished
cover letter answers the following questions:

1.  Why are you writing to me and why should I consider your candidacy?

2.  What qualifications or value do you have that I could benefit from?
3. What are you prepared to do to further sell yourself?
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Below are the guidelines for a covering letter. Applicants should not
produce identical letters. Feel free to express your own personality if you
hope to influence the reader.

Gel the Reader’s Attention

Try to say something that will make the reader want to read on. This
could be your qualification or a reason for your interest in the firm, e.g.:

“The article on your firm in Belarusian Market suggested that you may be
expanding. Are you looking for a dynamic sales person?

As a prize-winning student of English, I believe my skill as a writer
would be a useful attribute in your public affairs department.”

Name dropping is another attention-getter: if someone respected by
the employer has suggested you make the application, mention the person
right at the beginning, e.g.: “Arthur Stone suggested that I get in touch with
you”, or “Arthur Stone has told me that your company regularly hires stu-
dents as summer office help”.

State Your Purpose

Don’t beat around the bush and merely imply that you are applying for a
job. Be specific. If you are responding to an advertised opening, say so. Remem-
ber that a reader who is uncertain about your purposes is unlikely to act.
Give a Brief Summation of Your Selling Points

You may create a second paragraph for this part, but keep it as short as

possible. A covering letter (like a résumé) should not exceed one page. The
shorter, the better.

Here are some tips:

1. Link your skills to the employer’s needs.
Focus not on how the job would help you, but on how you-can help
the employer.

Which sentence from a student would appeal to you most?

(a) I would like to work for < ... > this summer to up-grade my qualifica-
tions and gain some practical experience.
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(b) I believe the courses in < ... > I have taken will help me to make a use-

)
+)

)
(+)

ful contribution to your summer work.

Sell yourself without seeming egotistical.

You can emphasize your strengths in a sincere way. Don’t boast.
Stress your attributes simply, without using intensifying adjectives.
Try to use facts that speak for themselves.

I have extraordinary talent in mathematics.
I have consistently achieved high marks in mathematics.

I am a very good salesperson.
Last summer, although one of the youngest salespeople in the store,
I had the second highest sales total.

Try to bury the “I’s”.

You cannot avoid using “I””, but you can place it after some word:

(-) I worked for an accountancy firm last summer.
(+) Last summer I worked for an accountancy firm.

4.

Place your weaknesses in a subordinate position.

If you must include something you don’t want to emphasize, try
putting it in a subordinate clause, with a main clause emphasizing a
more positive point.

(=) Unfortunately, I have never worked in a job requiring accounting.
(+) Although I have not had an accounting job, I have taken four account-

ing courses.

Don’t apologize.

If you don’t think you can do a specific job, don’t apply for it. If you
think you can, be confident in outlining your qualifications. Avoid

such phrases as “I'm sorry”, “I regret” or “unfortunately” when re-
ferring to your background or skills.

Ask for an Interview

Applicants often forget to do this directly. As a general practice, men-

tion that you will telephone the employer rather than ask the employer to get
in touch with you.
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Two final tips:

= Don’t mention salary expectations in the covering letter. The interview
is a more appropriate time to discuss money.

= Deon’t thank in advance. Although intending to be polite, you may seem
presumptuous.

SAMPLES COVER LETTERS (1-4)

(1)

31 Lonbard Drive
Edmonton, Alberta T6H 1C3
Mr. R. Jones
Personnel Director March 1, 2001
Computer Systems Inc.

Dear Mr. Jones:

Since Computer Systems is a fast-growing company, you are likely in need of
young and energetic people with a good knowledge of computers. In one month [
will be graduating from University of Alberta with a Computer Science degree and
would like to join your company as a programmer.

In addition to my university courses, I have had work experience in programming
and operating computers. Last summer I implemented programs for the design of
loudspeakers at Nortec Industries.

At you convenience, I would like to meet you to discuss how my qualifications
could benefit Computer Systems. Next week I will call you to try to arrange an in-
terview (to set up an appointment).

Yours sincerely,

Helen Graham

Encl.
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(2)

452 South Rockline Avenue
Seneca, New York 11290
tel, 315-421-1890

January 23, 2000
Ms. Sandra Breuer
Curator of Impressionist Art
Museum of Modern Art
11 West 53" Street
New York, NY 10020

Dear Ms. Breuer,

I recently read in “Art Forum” that the museum is planning a large Van Gogh ex-
hibit next winter, with the cooperation of Amsterdam’s two major museums.

I have recently graduated from Washington Square College at New York Univer-
sity. While attending, I was fortunate enough to spend one semester abroad. I be-
came very involved with Amsterdam, mainly in the art. I spent many afternoons at
art museums there, and I now possess an extensive knowledge of their collections.

I feel that my knowledge of Van Gogh’s work, the city of Amsterdam and my gen-
eral background in arts could be of value to you to in promoting this exhibit to
young people. I would like to meet with you to discuss some ideas on the subject,
and I will call you in a week to ten days to set up a meeting.

Yours truly,

Ken Tyson

Encl.
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29-24 Crescent Blvd.
Forest Hills NY 11433
Tel. 212-646-3654

October 12, 1999
Mr. John Terriell :
Accounting Manager
General Office Supply Co.
412 Norman Avenue
Wharfield NY 11352

Dear Mr. Terriell,

Jack Thatcher at the Chase Bank told me that General Office Supply is opening a
new branch in Forest Hills. T have dealt with your company several times and am
delighted to see that you will be moving even close to home area.

As a member of the Forest Hills Communication Committee, I have gained experi-
ence in all phases of book-keeping as well as purchasing. Your product lines are
very familiar to me, as you have supplied us with materials for our evening semi-
nars.

With my knowledge in these areas, I am sure that I could make a contribution to
your company in the new branch in Forest Hills. I would like to meet with you to

discuss some of these ideas further. I will call you next week to arrange a meeting.

Yours truly,

Hilda Lebanon

Encl.
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(4)

Nelly Nickleby
225 Hartman Drive
Portsmouth, NH 03801
(603) 555-4606

Mr. Howard Speller, General Sales Manager

Speller Automobiles, Ltd.

315 Rolling Woods Highway

Dover, NH 03723 January 22, 2001

Dear Mr. Speller:

I am arecent college graduate with a B.A. Degree in Automotive Market-
ing & Management. I have also been part of a family-owned distributorship for
nearly all my life, so cars are my life!

I noticed your advertisement for Automotive Sales and Marketing Assistant
in the June 14" edition of the Dover Star, and have submitted my résumé for your
consideration.

Y ou mentioned in the advertisement that the successful must have:

1) A bachelor of Arts degree Ido
2) Excellent communication skills Ido
3) Ability to work well with people at all levels Ido
4) Eagerness to learn and “pay my dues” Iamand I will

This is the job that I believe was made for me. I am available immediately
and can offer you competence, dedication, and a good work ethic. If you don’t
mind, I will call you next week to see if a personal interview can be scheduled.

Thank you for your time and consideration, and I look forward to speaking
with you next week.

Sincerely,

Nelly Nickleby
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NPE3EHTALIMN W1
) | BLICTYNNEHUS
Yacmnsb Ill.
(PRESENTATIONS AND
SPEECHES)

BeeneHue (Introduction)

JhoGoe BhicTynnenue, Tem Gojiee Ha NHOCTPAHHOM A3bIKE, FOTOBUTCA
3apaHee. Jlaxke Tak Ha3blBaeMBbIH JIKCMPOMT AOMKEH MMETh CBOH «postlb B
KyCTax», TO ecTh OMpPeeJICHHYFO 3ar0TOBKY. B To ke BpeMst Mbl XOTHUM OTKa-
3aThC OT HAOMBLIMX OCKOMMHY «yCTHBIX TEM», KOTOpPbE 3ay4yMBAlOTCA JUIA
3K3aM¢HOB M MMeloT Mano ofllero ¢ NpoLeccoM KOMMYyHHKauuK. B gannoit
yacTy nocofus, pacCUNTaHHON HA BNafelOMINX aHITIMACKAM A3bIKOM B cpell-
Hel cTemeHN, N YMEIOINX NOHATL HecHOXKHLIH aHMMWICKUA TekcT, npefa-
raercs cuctema paboThl B ayAWTOPUM W [OMa HaJl CEMBIO BHUJAMM YCTHBIX
BBICTyIUIeHNH N npesentaunii (Astop tnarogapur Cro3an Paiinxapr 3a npe-
JNOCTaBAEHHYI0 BO3MOXKHOCTb MCMOJIb30BaTh Pl OTPHIBKOB M3 €€ PYKOMUCH:
Susan Reinhart. Academic Speaking Course Pack. ELI, Umversnty of Mlchn-
gan, Ann Arbor, 1995). Mraxk:

It’s a good idea to begin planning early for your presentation. You
will have a total of seven speeches in class. Below is a list of speeches you
will be assigned and the amount of time you have to present them.

AUDIENCE

Begin now to think of topics that you would like to select. Keep in
mind who you are talking to: a general audience or a group of people from
your area of studies.

TIME LIMIT

Keep in mind that there is a time limit on all the speeches you will
give. At home you will need to time your speech to make sure that you won’t
be taking time away from another student.

If you have a good idea for a speech, but you know it will last at least
5 minutes or longer, use it as your mid-term or final speech.
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SPEECHES

Interview / Introductions, 10-12 sentences maximum. In this
speech you will present another student from your group te the class.

Sl Problem-Solution Speech, 18 sentences maximum. In this
speech you will discuss an economic problem that exists in Belarus or a prob-
tem in your field. Then you will offer a solution to the problem and evaluate
your solution.

Possible topics: Foreign investment in Belarus® economy; inflation; un-
employment; GNP; economic growth; banking system; taxation policies;
price formation, etc.

Explaining a Visual, Graph or Chart, 2 minutes maximum.
For thls speech you will need one visual to explain to the class. It can be a
visual from a text, magazine or newspaper. It has to relate your area of stud-
ies, e.g, macroeconomics, international business, marketing, management,
etc.

Possible topics: Same as in Speech 2.

Definition Speech, 10-12 sentences maximum. You will de-
fine a term from your area of studies for the class. You will also be expected
to.give an extended (expanded) definition.

Possible topics: Productivity problem; inflation rate; budget deficit; GNP
and GDP; income distribution; demand a supply; exchange rate; foreign trade
deficit; multinational production, etc.

S tif Mid-Term Speech From Your Area of Studies, 5-6 minutes
maximum. Keep in mind, however, that it must also be possible for a general
audience to follow. You will need 1 or 2 visuals for this speech.

Possible topics: See the above, plus add your own in accordance with
your term papers or research you are doing at the moment.

¥t Summary Speech, 14 sentences maximum. You will be given
an article to summarize and then present to the class. The goals of this pres-
entatiorr will be to enhance your ability to summarize clearly and succinctly
as well as to work specifically on pronunciation skills.

Possible topics: The World Bank’s report on the economic situation in the
country; big business; consumption and investment; saving and investment;
interaction of supply and demand; price policy in your country as compared
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to the rest of the world; unemployment problems, or any other topic from
your area of studies or research.

: | Final Presentation from your Major Area of Studies, 6-8
minutes maximum. Your goal is to incorporate the speech-giving strategies
you have learned in your presentation.

Possible topics: See all the above, plus any other that you are currently
studying or interested in.

Pasgen 1. Bugbl npeseHTauun v BbICTYNNEHUM
(Types of Presentations and Speeches)

1.1. UHTepBbLIO ¢ KONNeron U NnpeacTaBneHue ero
ayauTopum
{Interview and introductions)

@ YOUR FIRST PRESENTATION

It is important to get to know your classmates, since they will be
your audience for all your presentations. For your first presentation you will
introduce one of your classmates to the class. That student will, in turn, in-
troduce you.

SPECIFIED MAXIMUM LENGTH: 10-12 sentences.

STEPS TO FOLLOW:

1. Select a partner to interview.

2. Interview your partner. At the same time, your partner should interview
you. Find out information about your partner’s educational background,
work experience, interests and hobbies, travel and family that will inter-
est the other students in the class. Keep in mind that you both need to
gather enough information for your presentations before the end of the
class.

3. For homework think about:

a) an introduction to your speech (see below)
b) what material you will include or omit
c¢) how you will organize the material you have collected (see below)
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4, Practice your speech. Remember, you cannot read it to the class. You can,
however, have a few notes written on a small note-card. :
At home record your speech 2 times on an audio cassette without reading
1t.
Listen and evaluate your presentation using the check sheet (see below).
Also, count the number of sentences to make sure there are no more than
12 of them. '

5. Come to class prepared and confident that you will do a good job.

ORGANIZING YOUR SPEECH

There are several different ways you can organize your introduction
speech. The pattern your chose may require you to use certain organization or
transition words to link the information together in a coherent way. Here are
a few suggestions (see also Section 2 of this chapter to have a larger choice):

1. Organize your speech chronologically from past to present. Or, you can
also organize it from present to past, which is more difficult. If you use a
chronological order, you may need to use such time transitions as:

*» In1991..
*  After he/she finished...
*  When he/she was eighteen...

2. Organize your speech by areas such as employment, education, interests,
family. If you choose this organization pattern, you may wish to use tran-
sition expressions to change from one area to another, like

* Even though Alex studies, he saves time for one of his special inter-
ests, chess.
s Besides her studies, an important aspect of Olga’s life is her family.

3. Organize your speech by listing your partner’s achievements. Use simple
transition words for listing each achievement, such as:

First...Second....Third... In addition...Moreover....Also...

4. Organize your speech by contrasting your partner’s life before his/her en-
tering the University with his/her life now. To show contrast, you need to
use transition words like

*  however
*  in contrast
*  but
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ASK YOURSELF:

What organization pattern will I use?
What transition words can I use to move smoothly from one part of
my speech to the next?

HOW TO BEGIN YOUR SPEECH:

You can begin your speech in a straightforward way by saying some-
thing like:

= This is....
» I'd like to introduce you to....

Or, you can begin by asking a question:
» Have you ever met someone who....?

Or, you can tell something interesting about the partner before you intro-
duce him or her:

* Here is a young lady who has travelled to many countries. Now she
is studying International Business (Marketing, Management, etc.) at
the Belarus State Economic University in Minsk. Her name is....

Which of the above introductions do you think is more effectnve"
Why? How will you begin your speech?

CRITIQUING EACH OTHER’S INTRODUCTORY SPEECH

Before you listen to each other’s introductory speeches, study the
evaluation form (a check list) designed by Susan M. Reinhart of the English
Language Institute at the University of Michigan. You will use it as a guide
to give the speaker oral feedback about his or her strengths and weaknesses.

What suggestions do you have for the speaker? Your comments will
help the speaker improve his or her speaking skills for the next presentation.
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EVALUATION FORM
Name of presenter:

Needs work Good OK

(give comments) | .....l(motbad) - |
Introduction (got audience at-
tention)
Organization (clear, easy to fol-
Tow)

Transition words (their effec-
tive use to connect ideas)

Hand gestures (expressive, ap-
propriate)

Eye contact (looked at everyone)
Information (interesting, appro-
priate)

Voice (confident)
Pronunciation (easy to under-
stand)

Pace (not too fast or slow)

1.2. BbicTynneHue ¢ onucaHuem npodnemsl U eé pelieHusn
(Problem-Solution Speech)

@ YOUR SECOND PRESENTATION

For your second presentation you will give a problem-solution speech.
You may discuss either a theoretical problem from your field of studies or a

problem of Belarus’ economy.
SPECIFIED MAXIMUM LENGTH: 18 sentences

ORGANIZATION:

You should use a four-part structure for your presentation:

1. Description of the situation
2. Identification of the problem
3. Description of a solution

4. Evaluation of the solution
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During the first part, set the scene or provide background for intro-
ducing the problem. '

During the second part, clearly present the problem, so that your au-
dience can understand it.

In the third part, tell the audience what your solution to the problem
is or what you think would be the best solution. If the problem has already
been solved, explain how it was solved.

During the fourth part, evaluate the solution by briefly discussing its
strengths and weaknesses.

STEPS TO FOLLOW:

I. Think of a problem in one of the areas mentioned above. If the problem
is very complex, himit it or choose a different topic.

Make sure that your description of the situation and the problem is clear.
If not, your audience will have problems following you.

%]

At various points during your presentation, check to see if your audi-
ence is following you (See: Checking for Understanding below).

Keep in mind that you do not want to lose your audience during your
prescntation. One technique that good speakers use is to ask a question. You
may wish to do this for one or more of the following reasons:

* to get the audience’s attention

= to make sure the audience is following you

* to have a dialogue with the audience

* to focus the audience’s attention on the topic of your presentation by
asking a question that you plan to answer during your speech (this is
called a rhetorical question).

3. Use appropriate transitions from one section of your speech to another.
Here are some examples:

= Onc of the biggest problems facing me when I entered the Department
of International Business of the University was....
= There have been two major criticisms of this solution. The first is....
4. Practice your speech. Record it two times on an audio cassette.

Remember, you cannot read it to the class. You can, however,
have a few notes written on a small note card in the form of an out-
line.
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Here is an example of an outline that could be used for a presentation in
class:

GNP (Gross National Product)

1) Introduction

2) Definition (if time allows, distinguish real GNP from nominal GDP)

3) How to compute GNP (give the GNP identity and explain each compo-
nent)

4) Historical data (some GNP data of the USA and Belarus or Russia in
comparison)

CHECKING FOR UNDERSTANDING

When you give a presentation, it is important to ask if the audience is
following you. Some members of the audience may have problems under-
standing your accent or even key vocabulary words you mispronounce.
Therefore, remember to pause at appropriate breaks to check for understand-
ing so that you will not “lose your audience”.

You can use one of the following expressions to check for understand-
ing:
= Are you following me?
» Do you have any questions?
* Do you understand so far?
* Is that clear?
* OKso far?

ASKING FOR CLARIFICATION

In a classroom presentation, you as a listener may wish to ask for
clarification. It is generally a good idea to raise your hand if you have a ques-
tion.

Here are some expressions to use when asking for clarification:

* Could you repeat that?

* I'msorry, I didn’t understand that.
* DI’msorry. Could you say the last sentence again?
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ORGANIZING YOUR PRESENTATION

The organizational structure you are to use in your speech has already
been given (o you, As you plan your speech, make sure you have included all
the four parts.

Think of transition sentences, which will effectively lead your listen-
ers from one part to the next. (Consult Section 2 of this Chapter.)

SELF-CRITIQUE OF YOUR PROBLEM-SOLUTION SPEECH

Good OK | Needs Com-
| work | ments

1) TOPIC (interesting, relevant, ap-
propriate for audience)

2) INTRODUCTION (got audience
attention and keep it, imaginative)

3) ORGANISATION (clear, easy to
follow, speech had 4 parts)

4) TRANSITIONS (made clear
transitions between the 4 parts of
presentation)

5) EYE CONTACT (looked at eve-
ryone, didn’t focus on the ceiling,
windows or -2 people)

6) VOICE (good volume, enthusias-
tic, confident)

7) PRONUNCIATION (easy to un-
derstand, pronounced key words cor-
rectly)

8) PACE (good pace, not too fast or
slow)

9) CLARIFICATION CHECK
(checked to see if the audience was
following at the appropriate time)

10) YOUR WEAK AREA - - ~
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SAMPLES OF A PROBLEM-SOLUTION SPEECH

1. The Effect of the Chernobyl Accident in Belarus

As a result of the Chernobyl nuclear power station’s explosion in 1986, the
Republic of Belarus has been faced with a serious ecological problem,

After the Chernobyl accident, almost 23% of the republic’s territory is now
badly contaminated with Cesium-137. Most of the Homel region has been affected by
the radioactive Iodine contamination. This has led to a sharp increase of the number of
people suffering from the thyroid gland cancer.

In addition, the air pollution makes the situation more complicated. Various
harmfuil substances once discharged into the atmosphere cause even more mutations
than radiation does. For example, only in Minsk 20% of all the infants are born with
serious health defects. Unfortunately, the government does not seem (0 be helpful.

In this situation, people should take care of themselves and not wait for some-
body’s assistance from aside. First, badly contaminated areas should be closed, and
agricultural activities in all the other regions contaminated with radioactive elements
should be restricted and controlled.

Second, much higher fines should be imposed on the enterprises polluting the
air, water and land. It is also important to instruct and inform the population, for ex-
ample, about the use of medications and consumption of food.

The above measures combined with a number of others, in my opinion, might give us
a chance for survival.

(Apna F, a 3"'—year student)

2. The Impact of Foreign Financing in Belarus

Foreign financing is a kind of financial activity concerning financial funds or,
assets transferred through state borders.

Normally, a state tends to attract this kind of financing when its economy is
short of internal financial resources. The Republic of Belarus, however, due to unwise
policy in the sphere of economic reforms, is experiencing lack of negotiable assets. At
the moment, a certain amount of foreign financing is badly required for the country.

There are three main levels of foreign financing. The first of them is the level
of international financial organizations, such as the International Monetary Fund or
the World Bank. These organizations were established in order to accumulate finan-
cial resources of developed countries and distribute them among the less developed
ones. The second source of foreign financing an interstate agreement on credits. And
the third level is direct foreign investments. It is obvious that the latter have the big-
gest potential, At the same time, they are the most difficult to attract.

In Belarus, for the reasons mentioned above, the IMF and the World Bank are
very reluctant to deal with the government. As a resul, it is almost impossible to at-
tract direct foreign investments any longer. To improve the situation, in my opinion,
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our republic needs to have a constitution which will not allow to violate law and hu-
man rights as well as a realistic economic programme which will enable to overcome
the crisis and implement market reforms.

My understanding is that the above solution measures will hardly be taken in
the near future. As a result, the level of foreign financing will fall to zero, which is
very sad to state,

(Sergey Y.. a 3"-year student)

3. International Business Activities in Belarus

Since the collapse of the Soviet Union, when Belarus was almost closed for
foreign businesses, very little has changed in fact. The early 90-ies saw an influx of
multinationals starting their operation in the country (for example, Coca-Cola, Wella,
Ford Union, etc.). But as the situation has substantially hardened since 1994, with
numerous restrictions and regulations imposed, the number of new foreign companies
opening in Belarus has dropped almost to zero.

The problems which occur hereby are but evident: since the Belarus’ infra-
structure and industrial complex are extremely underdeveloped, they require a great
deal of investment, which cannot be obtained in the domestic market; the same is true
for the research and development activities. Taken as a whole, the problem is that ex-
tremely high regulation level of international business prevents the country’s econ-
omy from receiving a desirable inflow of foreign investment.

The solution to this problem is complex and includes a great variety of op-
tions, but there are certain measures that must be taken by all means to provide a basis
for successful international business activities in Belarus. First, one needs to liberalize
foreign exchange policy. Then, an adoption of more liberal taxation and licensing
regulation acts is sure to enhance international business. Next, the government will
have to provide serious guarantees for the security of private property and introduce
more liberal procedures for foreigners to purchase property, including land. Finally, it
1s necessary to provide stable and sufficient flow of investment. It is in Belarus’ inter-
ests to normalize its relations with the World Bank, IMF, and WTO.

The above measures seem quite radical in relation to the current situation in
Belarus. So one can hardly expect these steps to be implemented, as long as the gov-
ermnment sticks to the policy of utmost administrative control over the economy.

(Yura K.,_a 3"- year student)

4. Monetary Policy of Belarus: Problems and Solutions

Economies in transition face a wide range of problems concerning changes in
economic structure and infrastructure, introduction of new forms of ownership, stabi-
lization of national currencies, and liberalization of international business relations. In
Belarus these problems tend to become more acute due to inconsistent policy of the
government.

Monetary policy of Belarus seems to be the most complex sphere of the over-
all economic policy. It incorporates a set of interconnected problems whose solving is
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crucial for the development of the economy as a whole in the modern market envi-
ronment. Constant depreciation of the local currency, the Belarusian Rubel, combined
with high rates of inflation and multiplicity exchange rate form a negative background
for efficient production and further integration of Belarus into the pattern of economic
relations.

The government cannot but search for resolving these problems. Strict control
of prices has been established, an official exchange rate was fixed at an overvalued
level, plus denomination of the national currency has been announced without any
guarantees of its stabilization. As a result, the black market is prospering, the inflation
is speeding up, with printing empty money still going on, thereby turning the Belaru-
sian Rubel into useless paper. The national currency is losing its main functions, such
as the measure and store of value and means of payment.

Meanwhile, there exist market solutions of the monetary policy problems.
Alongside with a complete set of structural reforms, the government should take some
urgent measures in order to curb inflation, including imposing tough budget con-
straints, liberalization of prices, and establishing an independent banking system.

Combined with a secure system of law, the above measures will also contrib-
ute to attracting foreign investment and encouraging more efficient production. They
will become an excellent foundation for further reforms and growth.

(Anna A., a 3™-vear student)

1.3. [pe3eHTaunA ¢ onucaHMeM HarnsAgHoOCTH
(Explaining Visuals)

@ YOUR THIRD PRESENTATION

Now you will have the opportunity to make a short 2-3 minute presen-
tation. The purpose of the presentation is to explain a visual from your field.
It can be a simple graph, a chart or a table from your area of studies. Good
places to look for visuals are in your economics text-books, or magazines and
newspapers, e.g. “The Financial Times”, “The Economist”, “Belarusian Mar-
ket”, “Belorusskaya Delovaya Gazeta” “Belorusskaya Gazeta”, etc. Remem-

ber to cite the source at the bottom,
ORGANIZATION:

In English, common ways to organize information include:

1. From general to specific. Tell what the visual as a whole is about. Then
begin to explain the specific details.

2. Linear or spatial order. Start at one point in the visual and then proceed
clockwise or linearly to the next point. This organization is common
when describing a process.
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Chronological Order. Some graphs represent years and historical
changes. If yours does, start from past and move to present. If your graph
tells a history, use chronological order.

Comparison / Contrast. Some visuals are a comparison between two
objects. One way to organize a comparison speech is first to talk about
one object and then compare or contrast it with the other. Another way is
to compare one aspect of the first object with one aspect of the second
object and then compare the second of the aspect of the first object with
the second aspect of the second object.

Cause and Effect. Some visuals show an action (act, event or move-
ment) and the result or effect of this action. Some speakers start by ex-
plaining the action and then describe the result or effect. Others may be-
gin with the result (the effect) and then explain what action caused it.
Combination. Combine organizational types, e.g. do a chronological
comparison.

TRANSITION WORDS

What transition words will you use with each of these organizational

patterns?

Some categories of phrases from section 2 of this chapter may be par-

ticularly useful here.

When you are presenting, use the following Verbal Stratagems from
Section 2 of this Chapter:

- Explaining (4)

- Highlighting / Emphasizing issues (8)

- Referencing / Linking (9)

- Supplementing / Linking / Expanding (19)
When you are responding to a question, use:
- Digressing (10)

- Buying time / Hedging (15)

- Self-Correcting (16)

- Acquiescing / Placating (27)

As a listener:

When you are not a presenter, you will be responsible for asking at least

one question to one or another presenter. Your question should include a ver-
bal stratagem. It will be useful to review the following categories:
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- Opinion giving (2)

- Buffering (17)

- Clarifying / Confirming / Paraphrasing (18)

- Questioning / Information Seeking / Doubting (20)
- Disagreeing / Negating /- Countering (24)

CHECK LIST:
Carefully go through all the questions on the check list:

1. Is my visual, graph or chart interesting yet simple enough to explain in 2-
3 minutes maximum?

2. Is my visual too complex for a general audience to understand? (If so,
choose another one.)

3. How have I organized my presentation? Have I chosen an organizational
plan that fits my topic?

4. How will I make sure my audience is following me? When is a good time

to stop and ask them?

What questions might the audience ask me about my visual?

Is my speech longer than 2-3 minutes? If so, how will I cut it down?

7. Have I practiced my speech twice and put it on tape?

AN

OTHER WORDS THAT COULD BE USED HERE:

Exemplification
for example namely that is
an example of this specifically a case in point
in other words in particular for instance
frequently to illustrate

Enumeration / Sequence

first, second... finally before
moreover also another

in addition next , afterwards
then after again
furthermore later
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Comparison
similarly not only...but also
also likewise
just as in the same way / manner
Contrast
but however even though
though nevertheless unlike
yet still in contrast
on the other hand in spite of on the contrary
conversely whereas despite
in fact although nonetheless
Result
therefore thus as a consequence
consequently as aresult for this reason
hence for because
accordingly S0
Emphasis
even actually as a matter of fact
surely obviously true
certainly again undoubtedly
indeed
Summary
in summary in conclusion  to conclude
in brief on the whole to summarize
to sum up in short

CONTRAST AND COMPARISON

There are a number of words in English used to express contrast. This
is especially important to know when explaining visuals, graphs and charts.
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The most common of them is but. However is also used quite often,
especially in academic speaking. These contrast words can be used to

1) relate one sentence to another, as in:

Both processes are simple to perform. However, the first one is less time-
consuming.

Inflation results in a rise in price levels. Deflation, in contrast, effects a
decline in prices.

2) relate parts of the same sentence to each other, as in:

Both processes are simple to perform, but the first one is less time-
consuming.

Inflation results in a rise in price levels, whereas deflation effects a de-
cline in prices.

Notice that some words are used to relate two sentences to each other
(however, in contrast) while others are used to relate two parts of the same
sentence to each other (but, whereas). Therefore, sometimes one contrast
word cannot be simply substituted for another without re-writing the sen-
tence(s).

What other contrast words do you know?

Do you use them 1) to relate two sentences to each other or 2) to relate
two parts of the same sentence to each other? Make a list of those words.

(1) but (2) however
whereas in contrast

There is another reason why one contrast word cannot always be sub-
stituted for another. The meaning of the two words may be different. For ex-
ample, you might have thought that on the contrary and in contrast (or on
the other hand) have the same meaning, but they don’t.

Look at these two examples and see if you can explain the difference.
on the contrary:
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A: All children in the United States have a bright future.
B: On the contrary. This year’s statistics shows that one fourth of all
American children live below the poverty level.

in contrast, on the other hand

Women’s salaries in the United States are about 25% lower than men’s.
In contrast (On the other hand), Swedish . women make only 11% less
than Swedish men.

On the contrary is used to express disagreement with the previous
statement. In contrast and on the other hand are used to show difference or
contrast.

Note: On the other hand can be used in a discussion to argue pros and
cons of an issue, but not in contrast.

E.g.: The US government supports the principles of a democratic society.
On the other hand, it has also propped up military regimes all over the
world.

nevertheless

Nevertheless also has a different meaning from on the other hand and in
contrast. Look at these two examples. Can you explain the difference?

These two examples help explain why:

A) U.S. immigration laws impose fines on employers who hire illegal
aliens. Nevertheless, millions of illegal aliens are working in the United
States.

B) Some European countries only admit small numbers of immigrants
each year. The USA, on the other hand (in contrast) , accepts over a

half a million immigrants annually.

Here, nevertheless has the same meaning as in spite of the fact, even so,
or even though this is true. On the other hand simply points to a difference.
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even though

Even Vthough and nevertheless have the same meaning. However, they
cannot be used interchangeably, i.e. substitute each other. Why not? Look at
the following example and compare it with the one above.

Even though U.S. immigration laws impose fines on.employers who hire
illegal aliens, millions of illegal aliens are working in the United States.

conversely

Another confusing contrast word is conversely. Look at the following ex-
ample to see if you can understand the meaning. Why is the use of con-
versely very limited in English?

When the quality of goods goes-up, the demand rises. Conversely, when
the quality of goods goes down, the demand falls.

Conversely is only used in English to introduce an opposite or reverse
concept of the one already mentioned. It is not used for disagreement or con-
trast, unless the contrast is an exact opposite.

instead
Instead is also considered a contrast word, but it is used very differently
from the contrast words mentioned above. Look at the following example.

What is its meaning? How is it used?

The discussion did not focus on macroeconomics. Instead, it concerned
microeconomic issues.

How could you rewrite the above example as one sentence instead of
two?

however
However is more versatile because it can be used to mean on the
other hand, in contrast and nevertheless. It should not be used in place of

conversely because it does not specifically express a reverse concept. Nor
can it be used to mean on the contrary because it does not express total dis-
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agreement with a prior statement. Nor can it be used in place of instead to
mean “as a substitute or alternative”.

similarly, likewise

Similarly and likewise are used to show comparison or similarity. Read
the following example:

Prices depend on demand and supply. Similarly, the exchange rate is de-
termined by demand and supply of the currency.

USING AND DISCUSSING VISUALS
Here we are going to focus on:
1. Useful prepositions for discussing graphs, charts and tables.

2. Using dates.
3. Discussing amounts, differences and changes.

/ Price per ounce

$400

$356
$300

GOLD

1987 ‘88 ‘89 ‘90 ‘92 ‘91

Price of goid per ounce in 1987-1992
Source: “Fortune”, February 10, 1992.
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Pay attention to the use of prepositions:

On January 1992, the price of gold was $356 per ounce.

At the end of 1987 the price of gold was almost $500 per ounce.
In 1987 the price of gold rose.

During 1988 the price of gold fell.

Gold stood ar $400 at the end of 1988.

The price from $400 ro $500 in 1987.

The price rose by almost $100 in one year.

There was a drop of about $100 in 1988.

The price stayed relatively flat in 1991.

Now insert the necessary prepositions:

Applications ___ business school were virtually flat ____ the years 1990-
1993. While graduate school applications as a whole increased every year
_ 1985 __ 1990, law school applications declined ____ 1990 from the
previous year. ___ the same period, business school applications fell ___
90,000 __ 78,000.

Keep in mind whether a noun is countable or uncountable when discuss-
ing information presented in your visuals

COUNTABLES UNCOUNTABLES

many employees a great deal of time

too many  reports a large amount of  work

few options too much work

a few units litrle equipment
a little money

Fill in the blanks with the necessary words from the above table:

—

—_employees are leaving work early every day.
—_employees cannot get to work on time when there is a snow-
storm.

We have ___ money left for new equipment.

___ workers always play basketball at lunch.

Since we have ___ work to do we can leave early.

___people like to work for free.

»

A
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The graph below shows the position of the Dow Jones Industrial Average
from 9:30 AM to 4:00 PM on May 11, 1993,
(Source: Wall Street Journal, May 12, 1993)

Previous

close: 3,437.19 3478

3,465

3,455

Position of the Dow
Jones Industrial
average at 30-second

. Mervalsyesterday 3 435

10 AM. Noon 2 P.M. 4 P.M.

3,445

3,425
Source: Knight-Fiddler Tradecenter

Describe the graph filling in the spaces in the following sentences.
Choose between: ' o

a) increased sharply (surged dramatically);

b) prices fell dramatically;

c) sharp decline;

d) remained generally steady (fluctvated slightly);
e) they fell and then rebounded;

f) overall prices increased slightly;

g) rising sharply and continuing steadily up.

1. The graph ShOwS a........ccocevivveevreicrcnnnccrernee in prices in the last hour of
trading.

2. From 9:30 t0 10:00 PIiCES .....coveeviriiiricire ettt et
3. Similarly, the hour from 10:00 to 11:00 saw prices........cc.ccovvveiuenineninine,
4. From noon until 2:00 PM PriCes.......ccccvecieviiiiviiei it e
5. Between 3:00 and 4:00......cocovoieiiieiiiinc e e
6. In the last hour of trading..........cccvveeeicinrinice s e,
7. In general, on May 11® the DITA.....cc..oooomvveriet e
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Making Reference to a Visual

3

If you wse visuals in a text, you must make some references to them
Here are some ways to do it:-

These data are presented in Figure / Table 1.

rThe table below W ( Shows
The figure above = Hlustrates
kThe following chattj _ Reveals

)

r A . )
s seen in
As can be seen in - Figure/Table 1,
As shown in in Charct 1,
k As is shown in L )

E.g.: As can be seen from Table 4, the number of students admitted de-
creased for several years before rising again.

NOTICE that these passive forms are unusual in that they have no
subjects. We do not say/write: As it can be seen in Table
4...because this means something different (a causal relationship is
introduced).

Compare:

As [=because] it has been proved, the theory can now be put into prac-
tice.

As has been proved, the theory has practical applications.

Now practice AS-clauses with prepositions:

As is shown ___ the following formula, ...
As can be seen ___ Table 1, ...
As was stated ____the beginning ____this vnit, ...

As was mentioned ____the footnote ____ page 23, ...

As will be demonstrated ___ the next chapter, ...

As is often the case ____ materials ____ this type, ...

As canbe seen ___ comparing the two curves ____ the graph, ...

As can be seen ____ comparison ___the results ____ columns 3 and 4, ...
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Discussing the Visual

Visuals in the texts (presentations) are there to help the reader (audi-
ence) understand data more easily and quickly. In discussing your visuals do
not merely write (say) what is already obvious. Use the visual to support your
point by discussing some interesting features of it drawing some conclusions
from it: i

— The trend/pattern revealed by this graph suggests that...
— If this pattern/trend continues, ...

— From this chart/graph we can predict that...

— One pattern that becomes clear from this is...

~ Looking at this table, we can conclude that... .

— The column on the right illustrates. ..

— The rows show... '

Degree

When discussing charts, graphs, and tables, you may find it useful to
modify statements about change, stability, or comparison by using adjectives
or adverbs of degree:

Greatest extremely / considerably
significantly / markedly / noticeably
a great deal

very / quile

rather / fairly / somewhat

slighlly

Least marginally

The following adverbs are useful for discussing accuracy:

entirely
precisely
almost

nearly

roughly
approximately
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Describing Graphs, Tables, and Charts

Here are some useful terms for describing visual information:

A A
dramatic an increase a decrease
rapid arise decline
sharp to increase fall
rise abrupt drop
grow steep
moderate appreciate sudden
steady
gradual
small
slight
A A
to peak/ reach a peak an upward trend

to plateau/ reach a plateau
fluctuation/ to fluctuate

to level off/ remain level a downward trend

’
to be/ remain constant/ steady/ stable

_—

Y
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1.4. BoicTtynneHve, cogepxaliee oripegeneHue
(Definition Speech)

@ YOUR FOURTH PRESENTATION

In your field of studies you use many important terms. When you are
giving an oral presentation, you may need to define one or more of those
terms for different reasons.

One reason is to make it easier for others to follow you.

Another reason is to contrast one term with another.

Or, you might want your audience to know that you are using the term to
mean one thing, whereas others may use the same term to mean some-
thing else.

INTRODUCTION

Some speakers make their definition speech more interesting by open-
ing their speech with a question or personal experience, such as “Have you
ever experienced a strange sensation...?” or “Yesterday I read in the paper
that...” This technique helps convey to the average person the meaning of the
term by relating it to an everyday occurrence.

ORGANIZING YOUR SPEECH

1) Before you define a term, place it in a setting. A setting is a general idea of
studies in which the term is used or a general category in which the term
is located.

2) After that, give an explanation or definition of the term.

3) Follow the definition with an extended definition. You can expand your
definition by using an analogy, giving examples or contrasting the con-
cept you are defining with another concept. If you are defining an object,
you can analyze its parts or discuss its applications.

MAXIMUM LENGTH: 10-12 sentences

Remember, keep it short. Think of definition as only part of a longer
speech you are giving.

127



=7 Budbt npeseHmayut u esicmynnenud

STEPS TO FOLLOW

1. In preparing your speech, first ask yourself if the term you want to define
is relevant and interesting to your audience.

2. Think of an introduction that will capture- the audience’s attention and at
he same time relate the term you will define to the audience’s experi-
ence.

3. Ask yourself what general setting or category the term you have chosen
belongs in.

4. Think about how you can convey the meaning of the term by using one
or more of the following: an example, an illustration, an analogy, a per-
sonal experience, or a comparison with another term.

5. If you contrast your term with another term, be sure that the audience
also understands the meaning of both terms.

6. Record your presentation two times on an audio cassette. If it is more
than 12 sentences long, you will have to shorten it by removing repeti-
tive or less information.

7. When you present your speech, remember to check for understanding.
Think about when you should do this. Where might the andience have
trouble following you? Be prepared to give further examples or explana-
tions when necessary.

8. Prepare an outline of your speech.

EXTENDED DEFINITIONS
(See: John Swales and Christine Feak, 1994:45-47)

So far we have dealt only with sentence definitions. In some cases one
sentence may be enough before continuing with your General-Specific pas-
sage. however, in others, it may be useful to expand your definition. In this
way you can demonstrate your knowledge of a concept more fully. An ex-
tended definition usnally begins with a general, one-sentence definition and
then becomes more specific as additional details are provided.

There may be a need to display one or more of the following.
*  an analysis of components (if you are defining an object)
A microscope is an optical instrument with which the apparent size of

an object can be enhanced. A simple microscope consists of a double convex
lens and a magnifying glass.
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A discussion of major and minor components may also be useful.
=  examples

Pollution is a form of environmental contamination resulting from
human activity. Some common forms of pollution are wastes from the burn-
ing of fossil fuels and sewage running into rivers.

* aknowledge of applications

An acrylic plastic is a polymer which can take a high polish, is clear
and transparent and can be shaped while hot. Because of these and other
characteristics, acrylic plastic is ideally suvited for airplane windshield.

= future predictions

A compact disc (CD) is an optical storage medium onto which infor-
mation has been recorded digitally. In CD recording of sound, sound waves
are converted into digital numbers and inscribed on the disc. The digital data
on the disc is read by a laser beam, thus eliminating any form of mechanical
friction that could distort sound quality. CDs can also be used to store images
as well as information. As optical data storage techniques improve, CD tech-
nology will become more widespread and may someday entirely replace
magnetic storage.

(NOTICE in the above definition that the full name of the term -
compact disc ~ is given before introducing and using the acronym
CD)

An extended definition may also include information regarding oper-
ating principles or causes and effects. A description of operating principles
is also known as a process analysis.

CRITIQUE OF DEFINITION SPEECH

Self - Evaluation

1. My introduction captured the audience’s attention  yes/ somewhat /o
2.1 gave the general setting for the word yes/ somewhat / no
3. I clearly defined the word yes / somewhat / no
4. My expanded explanation of the word

was clear and interesting. I used an illustration,

analogy, personal experience, etc. yes / somewhat /no
5. I used appropriate transition words yes./ somewhat /-no
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6. I made a short but appropriate conclusion yes / somewhat / no
The weak area(s) I’ve chosen to work on this week is (are):

I have improved a lot/ somewhat /not very much
Explain:

Evaluation of other areas

I have improved my eye contact: a lot /somewhat / not very
much

My gestures looked more natural: yes/somewhat/not very much
My voice was confident: yes /I need to speak louder
I’ve improved my pronunciation: yes / somewhat /not very much

I remembered to check

for clarification before

the end of my speech: yes / no

My pace has improved: yes /somewhat /not very much

1.5. BbicTynneHve noO niyyaemMon crneynmanLHOCTHU
(Speech from Your area of Studies)

@ YOUR FIFTH PRESENTATION

Your mid-term speech is going to be based on your area of studies.
Below you will find some tips on how to choose a topic.

CRITERIA

Keep in mind that your speech must:

*  be in your area of academic studies

*  be an absolute maximum length of 4-5 minutes
* have a strong, well organized introduction

*  be well organized

* include 1-2 visuals
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SELF-EVALUATION

In preparing your speech, think about your strengths and weak-
nesses. Evaluate yourself. What can you do to overcome your weaknesses?

SELF-EVALUATION FORM
(STRENGTHS AND WEAKNESSES)

strength OK  weakness
interesting topic from your field
strong, well organized introduction
good organization throughout
good use of transition words
able to get audience participation
good eye contact
relaxed, appropriate hand gestures
sensitive to audience understanding
clear, informative visuals
good voice control, confident
clear pronunciation, especially key words
good pace (not too fast or slow)
prepared to answer questions

R SR ARl o

i

[
—

....
N

—
(9%)

CHOOSING YOUR TOPIC

Brain storm. Write down 6-7 topics in your area of studies that might
be possible speech topics. Look through text-books, magazines, newspapers
and your class notes for ideas. Ask yourself if any of these topics are too
complex or long. If so, can you simplify or narrow them? If not, toss them
out.

Don’t be afraid to ask your Business English instructor for help in se-
lecting an appropriate topic. After you have chosen several possible topics,
run them by some of your classmates to see what they think.

ORGANIZE YOUR INTRODUCTION
Remember, you introduction is the most important part of your pres-

entation. During your introduction your goals are to interest the audience in
your topic and tell them what you plan to talk about.
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ORGANIZE THE BODY OF YOUR PRESENTATION

Think about the topic you have chosen and the type of organization,
such as chronological order, spatial order, listing, cause and effect, process,
and comparison and contrast. What type or types are the most appropriate for
the topic you have chosen? What transition words will make your presenta-
tion more coherent and flowing?

ORGANliE YOUR CONCLUSION

If you have a short conclusion, you will probably not need to worry
about how to organize it. You will only need to choose an appropriate transi-
tion word to signal to the audience that you are concluding. However, if you
want to summaries what you have talked about during your speech and draw
a conclusion, you will need to organize. Sometimes it is useful to look at the
organization you used in the body of your speech before developing your
conclusion. Also, you may need some special transition words to make your
final point such as therefore or by now you should...

Mid-Term Speech (Preparation Task)

Please fill in and give to your Business English instructor:

YOUr MAMIE......c.ooiiiiie ittt ettt e e e e s
Topic of your speech
Introduction: (Make sure it is well organized)..............c.oooiviieeninnnl.

........................................................................................................................
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SAMPLE OF A MID-TERM SPEECH

Financial-Industrial Groups

My presentation is devoted to my project in macroeconomics. It deals with
the problem of creation of Financial-Industrial Groups (FIGs) in Russia and Belarus.
The project in general discloses the present state and prospects of FIGs in those two
countries. It has three chapters. Chapter 1 deals with the theoretical issues of FIGs.
Chapter 2 is about the present state of FIGs and the problems of their functioning in
Russia. Chapter 3 focuses on the formation of FIGs in Belarus. [ am going to present
the main idea of my project here according to this plan.

Let me start with the definition of the Financial-Industrial Group. This can be
defined as an informal integration of industrial companies, financial organizations (such
as banks, insurance companies, investment funds, etc.), research, trade, construction and
other companies which maintain steady financial economic relations. FIG is a form of
economic dependence juridically independent companies (legal entities).

Among FIGs one can find corporations, concerns, holdings. Many FIGs are
multinationals (e.g. Panasonic, Daewoo, Volkswagen, etc.) They are widespread in
the world now. At present, there are about 40,000 FIGs and multinational. They have
about 180,000 subsidiaries in 150 countries.

There are a few ways of creating FIGs depending on the purpose of their for-
mation.

— Dividing. (Fiat was divided into 12 companies to allow each of them to get to
the market of capital.)

— Gemmation (1950. Toyota : Toyota + Toyota Motor Sales)

— Take-over and Merging

(1996. Boeing + McDonald Douglas; Volkswagen : Skoda)

The majority of FIGs are created on a voluntary basis. In this case they are
more effective. However, for Belarus, with a large share of state property, the com-
mand method is important, too.

In addition to the issues that [ have already touched upon, it is 1mportant to
talk about the management of FIGs.

1. Coordination of activities through a holding company that holds the con-
trol package of shares belonging to subsidiaries.
Coordination via a bank.
Trust management.
Crossed share holdings.
Open joint stock companies.
The advantages of FIGs as compared to other forms of business are as fol-
lows:
1. The union of financial, production and trade capital gives a chance to shorten the
period of capital circulation to attract investment to viable production projects and
increase the profits of all the participants of the FIG.

T NARN
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2. A bank is interested in operating the assets of the FIG, including the investment, By
investing in the FIG, the bank reduces the risk of a loss.
3. From the technological point of view, there are 3 types of the FIGs:
= vestically integrated (their advantage is not paying VAT)
* horizontally integrated (enterprises from the same market increase their share
in the market)
= diversified (enterprises from different markets explore new markets)
FIG-may also become the cause of monopolism.

4. FIG provides the labour market with a lot of jobs.

In Russia the first formal FIG did not appear until 1993. The largest of them
belong to extractive, machine-building and chemical industry. At present, there exist
about 30 formal FIGs in Russia (e.g. Nizhni Novgorod automobiles). It also has about
100 informal ones (e.g. Gasprom, Menatep, LogoVAZ)

In Belarus, the main purpose of creating FIGs was to defend the market from
foreign companies and products as well as to reorganize industry, to attract invest-
ments and. restore the economic ties of the former USSR. One can mention here a
joint stock company «Slavneft», a number of state-owned concerns and amalgama-
tions in the tractor and. automobile manufacturing industries, telecommunications and
others.

[Attached to the paper was a chart presenting the organizational structure of a

Financial-Industrial Group.]

To conclude, FIGs are treated in modern economy as a fast growing tendency
of its financial and industrial development. They speed up the creation of corporations
and concerns. The new indépendent states of the former Soviet Union are no excep-
tion in this. process.

(Dmitri B., a 2™-year student, upper intermediate level group)

1.6. Npe3eHTtauna-obobuieHne (Summary Speech)

@ YOUR SIXTH PRESENTATION

I you are asked to give a presentation, you may to include a summary
of information contained in one or more texts.

For your 6™ presentation, you will read a text and summaries it. Then
you will both present your summary to the class and give your impression of
the text.

SPECIFIED MAXIMUM LENGTH:
15 sentences including your impression of the text.
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CHOOSING AND ORGANIZING INFORMATION

1. When you summarize, it is necessary to decide what the most important
information in the article is and then organize that material so that the au-
dience will understand it.

2. Think about the type of article you have read. How is it arranged? Is it a
news article which answers the questions of “who”, “what”, “where”,
“when” and “why”? Is it a story that is arranged in a chronological order?
Is it a problem-solution text with a standard organizational pattern? Is it a
comparison between two entities or people? Or, does it focus on a contro-

versy where several sides are presented?

3. Make an outline of your speech. Will you organize the same way as the
write or does it make sense to organize the information in the way that
suits you beat? Remember, you are to comment on the article after you
summaries it.

4. Make a written outline. Follow a standard outline form:

- Introduction
- Bady

- Conclusion

PARAPHRAZING

Summarize the text in your own words. Do not use the words of the
author unless you indicate to the audience that you are quoting. Paraphrasing
is an important aspect of academic speaking and writing. Plagiarism, or us-
ing someone else’s words without citing them, is not allowed in academic
work.

GIVING YOUR IMPRESSION OR OPINION OF THE TEXT
After your summary, you will give a short opinion of the text. You

may wish to use a standard transition before stating your opinion, such as In
my opinion or [ agree with the author of the article that... You may wish
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tos state your opinion in a forceful way, such as I strongly disagree with the
author’s contention that... or in less harsh tones such as The author makes
a good point when.s/he says.... However, I think that....

STEPS TO FOLLOW

1. Carefully read over the text. Before beginning to write your summary,
make sure you understand what the author has said. Look up the key vo-
cabulary words in your dictionary.

2. Study the organizational pattern of the author and decide whether you will
use the same or a different pattern in your summary.

3. Underline the major points the author makes and eliminate any information
that is not essential to the summary.

4. Make an outline of your summary. Remember to use the organizational
pattern you think best fits the information. Choose transition words that
best:communicate to the audience the organization you have chosen.

5. Paraphrase the ideas of the author of the text. Use your own words in your
summary rather than the words of the author. If you wish to quote from
the text, indicate to the audience that you are quoting the author’s words.

6. Prepare a short statement of your impression or opinion of the text. Re-
member to use appropriate transition words.

SUMMARY WORDS
Read the following two sentences:

In recent years, the number of students applying to the Ph.D. program
has increased steadily, while the number of places available has remained the
same. This situation has resulted in greater competition for admission.

What does the word the situation refer to? What 1s the effect of using
this instead of the er that?

Situation is a summary word; it refers back to the idea of the previ-
ous sentence without repeating it all.

Which summary words would you choose to complete the following?

Early. in September each year the population of Ann Arbor suddenly
increases by about 25,000 people. This ................ changes the character of
the town in.anumber of ways.

a)yinflux  b)growth c¢)invasion d)rise ) jump
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Can you think of any other possibilities?

Summary words are nouns. Many of them refer to statements or men-
tal events of some kinds rather than physical facts. This phenomenon (sum-
mary word!) is one reason they are so important in academic writing and
speaking.

Here is another example:

Nowadays, portable laptop computer are lighter, more powerful and
easier to use than they were five years ago. These .......ccccoeurueuennee. have led to
an increase in the sales of these machines.

a) changes b) developments c¢) advances d) improvements

Below are pairs of sentences in which a summary word in the 2™ sen-

tence will refer to the idea of the 1™ sentence. Choose the appropriate sum-
mary word from the list below:

THREAT ASSURANCE
FORECAST ADMISSION
REFUSAL OFFER
OBLIGATION DENIAL
ESTIMATE DECISION
1. They said they would give us every support. This .....ccccceeer..e. was very
welcome. .
2. They say they will cut off supplies very soon. This ............... must be taken
seriously.

3. He said there must have been 10,000 people present. This ..........coccceun..
seems somewhat exaggerated.

4. All men under 40 are required to do military service. This ............ is re-
sisted by certain religious groups.

5. They said they had been unable to find the cause of the explosion. This
............... aroused a good deal of concern.

6. The weather service says the dry weather will continue. This ................
will doubtless be a relief to the farmers.

7. After a long delay they said they would support the project. This ............
came as arelief.
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8. He said he could supply the equipment at cost. This .................. was ac-
cepted immediately.

9. It seems they are not willing to help. This ................... obviously reduces
our chances.

10. He said he could not possibly have known about it. This ................ seems
reasonable.

Now choose an appropriate summary word for these passages:

1. President Clinton said that he wanted to raise the tax for cigarettes.
This...cccovveeenne. was greeted with enthusiasm by medical organizations.

2. Ethnic rivalries have existed in this area for centuries. This .......c.ccocovu....

is not likely to change soon.

. Investors have poured money into stock mutual funds over the past year.

This .covverieeeeneene is attributed to the low interest rates available from other
investments.

. The companies profits have gone down every year since a new competitor
entered the field. This ........c.ccccvevnes may ultimately lead to declare bank-
ruptey. .

5. The CEQ’s salary continued to increase even as the company lost market

share. This ........ angered many stockholders.

6. Is globalization a better strategy than localization? That ................ contin-
ues to be the main subject of discussion at management meetings.

7. Since 1980, when Congress passed the Superfund Act to reduce industrial
pollution, only 34 of the 1,245 identified priority sites have been cleaned
up. During this time, approximately 40% of the fund’s money has been
spent on trial litigation and administrative oversight. This ................ is the
result of provisions for :strict liability» in the law.

8. The advertising agency presented several new ad campaigns to the client.
None of the ................. , however, was quite what the client wanted.

9. The town’s main source of income dried up when a large factory moved its
operations to another state. This .....ccccoverneenes will affect the entire sur-
rounding area for years to come.

10. Consumer spending has increased only negligibly over the past quarter.
Economists consider this ................... a sign that confidence remains
weak.

98]
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1.7. 3akniounTenbHoe BbICTYNNIEHKE NO OCHOBHOM
n3yyaemMou cneynanbHOCTH
(Final Speech from your Major Area of Study)

@ YOUR FINAL PRESENTATION

For your final presentation, you will have the opportunity to present a
5-7 minute speech to the class on an academic topic of your choice. You will
follow basically the same procedure as for the mid-term presentation, with
exceptions explained below.

The purpose of your final presentation i$ to incorporate the speaking
skills we have focused on this semester into a longer, well-developed presen-
tation.

CRITERIA

The procedure for your final speech will be different from the proce-
dure we used for the mid-term one.

Your speech must:

*  bein an area of academic studies
=  be on atopic of interest to students in the class
be an absolute length of 5-7 minutes
= have a strong, well organized introduction that tells the audience what
you are planning to do in your speech (see instructions below) )

be well organized

include 1-3 visuals, one containing a short outline of your speech that
you will use during your introduction (se below)

be recorded on audio tape at least 2 times

For help in choosing your topic and organizing your speech and con-
clusion, look at the mid-term speech.
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SELF-EVALUATION

Attached is a final evaluation form. Record your speech two times and
listen to it. Then fill in the self-evaluation form. Work on improving your
weak areas. Then record your speech one or two times more to evaluate your
progress.

YOUR INTRODUCTION
Think of the following advice to those giving an oral presentation:

- Tell them what you are going to tell them.
= Then tell them.
- Then tell them what you told them.

Plan your introduction carefully by doing the following:

Get your audience’s attention and introduce your topic. Then tell
your audience exactly what you are going to talk about. Use expressions like
“First Pll.... Then I’m going to .... And last I’11...” At the same time, show a
visual that contains a short outline of your speech.

Final Presentation (Preparation Task)

Please fill in and give to your Business English instructor.

Your name.................. . . T U PPPOS
Topic of your speech
Introduction (see the instruction above)...............
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Major Speech Evaluation

Scale: from 3 (needs work) to 5 (very good)
Content / Topic

knowledgcable about the topic

provoked audience interest

developed the topic well

Introduction

captired audience’s attention

clcarly stated the topic

well organized

Organization

casy to follow,

good use of transition words

highlighted important words

made a clear conclusion

Language

communicated the meaning effectively,
defined the necessary words

appropriate vocabulary

effective grammar

pacc appropriate for audience comprehension
(not too fast or slow)

Gestures / Eye Contact, Audience Engagement
maintained good eye contact

used helpful gestures to support the meaning
body language relaxed

scnsitive to audience’s understanding

gave appropriate response to questions

Voice Quality, Pronunciation

loud, clear and projected to audience

clear pronunciation, especially of key words
intonation pattern aided

audicnce understanding

Visuals / Board Work

clear visuals

good blackboard work

Presentation Mark: -
000203) 111011 £ SO PO
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SAMPLE PRESENTATION EVALUATION
(courtesy of Erica Weaver, CEP visiting lecturer in Belarus)

Student: Topic: Date of Presentation:
Kate Decision-making ~ February 24, 2001

Excellent.You chose a good length of time. Although it was
shorter than 20 minutes, you were wise to judge the quality of what you
were doing (making an effective presentation) more important than arbi-
trary time guidelines.

You spoke in a way that your audience could understand, translated par-
ticularly difficult yet important words, and made good eye-contact to keep
your audience connected.

Particularly good was that you put your outline on the board. By providing
your audience with these well-organized notes, it made it easier for them
to follow your presentation. Since the goal of any presentation is commu-
nication with your audience, this was very well done.

You presented all of the most relevant features of EU institu-
tional decision-making, and you did it in such a way that even complicated
mechanisms and processes were clear and easy to understand for someone
who hadn’t done the reading. Excellent You also included reference to in-
direct decision-making influences, such as interest-groups and agenda-
setting (the Commission), and tied in the key concepts of the Democratic
Deficit and the tension between efficiency and representation. For the pur-
poses of this class, you successfully included all the important aspects of
EU decision-making; you judged your audience well.

eI n L s R 1 T 1 want you to realize that although this was
an A+ presentation, this does not mean that there is no room for improve-
ment. There is always room for improvement in life, and in academics it is
no different. So, with the understanding that your presentation fulfilled all
my expectations of an excellent one for this class, here are some things to
consider for the next one you have to give in a similar context. You made
certain statements in your presentation, certain claims, that are not neces-
sarily “fact”. They could be, but a more informed audience would have
challenged your interpretation of them. For instance, you said something
like, “the EU institutions are equal to national institutions” in reference to
their powers (legislative, executive, judiciary). Some people make this
comparison, and supply good reasons for doing so. The reader article by
Wallace is one of them, where he supports this

#
&
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comparison by saying (p. 105) that what determines whether or not a
community is similar to a national government is “... the presence or ab-
sence of authority and resources at the center which effectively limit the
behavior of the member states and which impose obligations on them are
generally accepte ”  Since he chooses to use THIS as the determining
factor, he can “make a case” for the statement that EU and national institu-
tions are similar. He can logically provide proof that member states are
bound by obligations from the “center”, and conclude that therefore as an
organization the EU’s institutions are similar to national ones. When you
include claims like this one, you must support it. Otherwise, your presenta-
tion should include a reference to the issue, like “scholars disagree and de-
bate about whether or not the EU’s institutions are similar to national
ones.” Then follow such a comment with the arguments for and against
such a claim.

Grade: A+

Of course this kind of perspective involves a rather deep knowledge of the
issues, of the history of scholarship around a topic. But even with the ma-
terials in the reader, it should be clear to a critical reader that something is
undecided, that an author is trying to convince his/her readers of some-
thing. If the author is taking so much trouble to convince you, it means that
some question exists about the issue and he/she is expecting you to NEED
convincing.

X 1 was impressed with your level of preparation and
publlc speakmg skills. Overall it was an excellent presentation.

Pazpgen 2. CutyatmBHo obycrnoBneHHble (hpasbl
(Phrases Used to Make Conversational Moves)

Tpennaraeman knaccudukauusa ¢pa3, KoTopble MO3BONSIOT YCTHOMY
BLICTYIJICHHIO ObITh CBA3HBIM, a TAaKKe MCHONbL3YIOTCA IS MHTEpaKTUBHOM
KOMMYHUKaIUY, YKIaAbIBAETCA B YETHIPE 0CHOBHBIX BUIA:

¢pazbl, HauyHalIIYe BHICTYINIEHUe (Geceny, nuainor);
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¢pazsbl, CBA3LIBAIONIME OTHETbHbIE BbICKA3LIBAHUA WIM YTBEPXKICHHs
IpYT C APYToM;

¢passl, ynoTpebiseMble IPH pearupoBaHMy Ha BbICKa3piBaHuA cobe-
celIHMKa;

¢pasbl, 3aBepmaloNIye BHICTYIUICHYE 1y Gecey.’

Generally, the following verbal stratagems fall into four main categories:

OPENERS open the way for you to say something; to initiate a
dialogue or conversation.

CONNECTORS tie your statement into what has just been said.

RESPONDERS  respond to something that has been said to keep the
conversation going.

CLOSURES bring the discussion or conversation to an end.

{IpuBneuenire BiMaHiis, IpepbiBaiiiie BbICTYNJIEH IS
(Attention Getting / Interrupting)

Pardon / excuse me Hzeunume

Do you have a few minutes? Y sac ecmb napa muriym?

Just hold on a minute ITodoscoume munymxy

May I interrupt for a minute Pazpewiume sac npepsame

If I may say something here Hozeoneme 30ece 3amemumo

I"d like to comment on that Mne 6v1 xomenoce ommemums 6
C6A3U ¢ IMUM

I’'m interested in Mens unmepecyem

Could I just say something about Mooicno mue xoe-umo ckazame o

BbickasbiBaillie cBoero mueins (Opinion Giving)

As Iseeit Hacxonexo s nonumaio asmo
From my perspective C moeit mouxu 3penus

As far as I can tell . Hackonvko s mozy cyoume
It seems to me that ' Mue npedcmagnsiemcs, umo
In my opinion Ha mott 632150

lC paspemenus B. UM6ep Ha ocuoBe ee pykomdcu: B. Imber “Verbal Stratagems”
(English Language Institute, University of Michigan, Ann Arbor, 1991)
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As I understand it
If you want my opinion

If you ask me

Hackonvko s nonumaio

Ecnu eac unmepecyem moe mue-
Hue

Ecnu a1 cnpocume mens

May 1 just suggest
If you ask me (on this issue)

Perhaps we could / should

Would you consider
If I were you, I'd
Why not try

What if

Paspewuume mue npednooicume
Ecnu avt cnpocume mens (no
amomy 6onpocy)

Buoumo, met moznu 6ul (Ham
cmouto bvl)

He cuumaeme nu 6ot

A 6v Ha sautem mecme
ITouemy 661 Ham He

A umo ecnu

Pasusicuenne (Explaining / Elaborating)

What I have in mind is

Here’s what I plan

For the purpose of simplification
To illustrate my point

A classic example of this is

To develop this point a bit further
For one thing
Let me try to spell it out for you

Beipaxenne npocbObi (Requesting)

I could use / do with

Do you happen to have

You wouldn’t happen to have ...7
Any chance of getting

What’s the possibility of
What I'd really like

H umero 6 auody, ymo
Bom umo s nnanupyio
C yenoio ynpowenus
s uiniocmpayuu moei uoeu
Khaccuueckum npumepom amozo
AGAAEMCS
Ecnu pazeume amy muicab Oanee
Bo-nepsvix
To3goneme, 2 6am pazvACHK
amo

A 661 MO2 goCnonbzogameca
Mooicem 6uime, y 8ac ecmeo
Y aac ne 6yoem ...?
Ecme nu ozmoscnocms nony-
yume
Kakan ecms 6o3moocrnocme
Mnue 6vt Ha camom Oene xome-
10Ch
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% Coobuienne nuopmaunnu (Information / Reporting)

The information I got was

According to the
From what I’ve been told

Strange as it may seem

According to the latest reports
Recent studies have shown

Hinoxeite no nopaaky (Ordering)

First of all
To start / to begin with
The first / second / next thing is

(And) furthermore
Subsequently

Another thing is

Moving on to

Now let's look at / turn to

Lastly / finally )
As will be shown later

This will be covered / discussed later

Primarily

Essentially

The (main) point is

Getting to the heart of the matter
The real issue here is

That’s just the point

The interesting thing about ... is that

The significance is
What we have to remember is
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Hugpopmayusi, komopoi s pac-
nonazaio

Coznacno (yemy-nubo)

Hcexoos uz mozo, umo Mmue co-
obuwunu

Kak smo Hu  noxasicemcs
CMPpanHuim

Coznacro nocnednum omuemam

[ocneonue uccnedosanus noka-
3anu

IIpesicoe ecezo

Haunem ¢ mozo, umo

Ilepeoe / smopoe / cnedyowyee -
amo

() oanee

3amem

Kpome mozo

Ilepexoos k

Tenepy Oaaatime 832151HeM HA
(obpamumcs k)

Haxoney

Kax 6yoem noxazano oanee
06 smom peub noiidem nosoice

. Boigesenue rnasuoii mblenn (Highlighting / Emphasizing)

B nepayio ouepeos

I'nasuwim obpazom

I'naenoe —smo ...

Ilepexo0s k ocHogHOMY
Inagnan npobaema cocmoum @
mom, Yumo

Heno umenno 8 amom
Hnmepecnvim 6 ... a61semcs
mo, Ymo ,
3Hauenue (3mozo) cocmoum @
Ham neobxo0umo nomrums
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Drawing your attention to
Of primary concern is

IIpuenexas sawe gHumanue K
OCHOBHBIM MOMEHMOM A6TAEMC

CcbliKa Ha Jpyrie NoJIoKeHIA BblCKa3biBaH s

(Referencing / Linking)

As I mentioned previously / earlier

Returning now to a point made earlier

Looking back to what we saw
As with ... that I mentioned earlier

As we'll see when we get to

As I've already indicated
As opposed to our first statement

Like / Unlike

i Orkaonenne or tembr (Digressing)

If I may be permitted a brief digression

This is something off the point, but
To jump ahead a bit

Before I forget

Putting that aside for a minute

Before I continue

Although not directly related to
By the way

Incidentally

Bo3spawenne k reme (Redirecting)

Getting back to the issue at hand
Now, where were we?

In any case

To get back on track

Returning to

Let's try to stick to the point

Kak 5 panee ommemun
Bosspawance x svickazannoil
panee molciu

Oznadblganch Ha ygeoeHHoe
Umo kacaemcs ..., 0 yem A 2060~
pun(a) panee

Kax mo1 yeuoum, koz0a 6yoem
paccmampueams

Kax a yoice ommeuan

B npomusosgec nawemy nepgomy
yme@epaicoenuio

Kax u/ 6 omnuuue om

Ecnu mne nosgoneHo HeCKoabko
OMKIIOHUMBCS. OM MeMbl _
Omo HemHOZ0 He no meme, HO
3abezan Heckonbko 8neped
Umobbl mie He 3a0bimb

Vx00s na munymy om OanHOU
npobnemyl

Tpesicoe yem s npodonxcy

H xoms 3mo npamo He cesa3aHo ¢
Medsicoy npovum

Medicoy npouum

Bosspawyaace k naweil meme
Tax, Ha yem Mbl OCMAHOBUWIUCH?
Bo scaxom cyuae
Bosspawyasace k meme
Bosspawyasnce x

Hasaiime 6yoem npudepicu-
8amMbCst Membl
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Let me bring things back into focus Paspewume mMHe 8epHymbCs K
OCHOBHOU meme

Going back to Bozspawasce k

Let's not get side-tracked Hagaiime ne 6y0em yxooums 6
cmopoHy

That's beside the point Omo ne no meme

Pasmbimnenns no xoay Beictyluienns (Contemplating)

It’s worth considering 3Omo cmoum paccmompeme

I'm really not sure A umo-mo ne ysepen (a)

In light of B cgeme

On second thought Xoms, ecnu nooymame

Well, on the surface it looks as if B obwem-mo, Ha nepaviii 632130
amo guienaoum, kaxk 6yomo 6wl

Let’s run it up the flagpole Jasaiime npotidemcss no ocHOG-

HbIM MOMeHmMam

3arparuBaHie TpyaHbiX momentoB (Introducing Difficult Issues)

Frankly speaking OmxkpogenHno zosops

Realistically Ecnu oyenueams peansno

The real problem / trouble is Ha camom Oene, npobnema @
mom

To put it bluntly I'py6o rosops

Roughly speaking T'py6o rosops

I hate to say this, but Mhnue nenpusmuo 06 smom 20860-
pume, HO

There is no other way to say this Ho-0pyzomy amozo ne ckaxceuty

This is a rather delicate (sensitive) matter Imo 0080bHO OeAuUKamHbli GO~
npoc

Crop ¢ cobecennukom (Arguing / Rejecting)

You are missing the point Bot ne nonumaeme

That’s not what I'm saying A He 3mo xo4y ckazams

In a word, no Oonum cnogom — nem

That’s a blatant distortion Omo snenoe (oueudHoe) ucka-
JiceHue

There is not a word of truth in that B 3mom nem nu cnosa npagost

That’s just not possible 3mo npocmo HeBOIMONCHO
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You’ve just taken it out of context

I’d just as soon / rather not

But amo npocmo ewi0epHynu u3
KOHmeKxcma
A 661 noxcanyit

- Orrsaruanve spemedn (Buying Time / Hedging)

I'd like to give that some thought
Well, Ict me think about that
Are you asking if ... orif ...

I'd prefer to comment on that later

I'd like to have time to consider that

The best way 1 can answer at this time is

Well, it's difficult to say exactly, but
Could we hold / save that for later?

What do some of you think?

Lct me try to put it in another way
What I'm trying to convey / say is
Perhaps I'm not making myself clear
What I mean is

In other words

Maybe a better way of saying this is

In order to avoid a misunderstanding
I"d like to go back and start again

On reconsideration

Mne 661 xomenocv 060ymame
amo

Hatime mue nodoymams Hao 3TUM
But cnpawugaeme ... wnu ...

A, nodicanyil, 8eLCKaNHCYCh NO30ICE
nO 3MoMy noBoOy

Mhnue 661 xomenoce xaxoe-mo
8peMs NOPAIMBIULIAMb HAO
amum

Moum ayvuuum omeemom Ha ce-
200H5 6yOem

Tpyono mouno ckazams, OOHAKO
Mooicem, Mot omaoscum amo Ha
nomom?

A umo vl Oymaeme (no amomy
no6ooy)?

15 HenparaeHnne ces No xony seictynaenus (Self-Correcting)

Ilo3goneme, s amo uznoxncy uHa-
ye .

A netmaioce npogsecmu moicip
(ckazambv)

Buoumo, s ne coscem ACHO Gbi-
Pasicancs

A umeio g sudy, ymo

Hpyaumu crosamu

Mooicem  6oime,  scHee amy
MBLCTIb MOJICHO @blDA3UMb

JIna uzbexcanus HedonoHUMAanus
Mhue 6bt xomenoce eepHymuvca u
Hauamb cHayana.

Hopasmeicnus ewe pas
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& Cumyamueno cbycrosneHHbie ¢pasb!

ConocraBsJieHiie pasHbiX Touek 3pennn (Buffering)

While I'm aware of that

Perhaps it's already been mentioned, but

Though some studies show that..., others...

Correct me if I'm wrong, but

I may have missed something here, but
I may be out of line here, but

Unless I don't have the whole story

From my lay perspective

Please hold your objections till I'm done

Just suppose for a minute that
For the sake of argument, let's say that

Roughly speaking
Off the record

B mo epemsn xax mue uzsecmiio
00 3mom

Boamooicno, 06 smom yice 2080-
punoce

Xoms 6 psade uccaedosanusi amo

HOKA3AHO, meM He MeHee, G
opyzux

ITonpagbme mens, ecnu s ne
npas(a), Ho

Bosmooicro, s 30ecy ymo-mo npo
nyctii(a), #o

Moxcem 6otms, s He cogcem no
oeny (meme), HO

Ho mex nop, noka s He ycaviuy
gce 00 KOHYa

H xax nHecneyuanucm cuumaio (¢
Moell moyKu 3peHust Henpoghec-
cuonana)

Ipowy sac 6o30epoicambcst om
603padiCeHUll, NOKA 5 HE 3aKOHYY
IIpeononoscum Ha Munymy, umo
Paou ouckyccuu 0asaiime npeo-
RORONCUM, UM O

Tpybo zo8ops

He ons npomoxona (nevamu)

¢ Yrounenwne (Clarifving / Confirming / Paraphrasing)

Could you go over that one more time?
Would you mind repeating that?

1 didn’t catch that last part

What was that again?

Now, if I understand / read you correctly

Do you mean that
Are you saying that
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He mocnu 6vl 6b1 ewje pasz ocma-
HOBUMbCS HA ImMoM?
He mocnu 6ut gbt
amo?

A ne coscem ynoeun(a) nocneo-
HUlt MOMEHM

Umo ebl ckazanu, npocmume?
Ecnu s eac npaguneno nouan(a)
Bot umeeme 6 6uoy, umo

Bet xomume cxazams, ymo

nosmopuine



Phrases Used to Make Conversational Moves (&

Let me see if I’'m following
In other words
So, what you’re really saying is that

To put it another way
So, according to your statement

Then would 1 be correct in assuming

IIpasurbHo au s NOHUMAIO
Huvimu cnosamu

Tax ebl Ha camom Oeje xomume
cKxasame, ymo

Huave zo6ops
Taxum obpazom, co2nacHo 6a-
wemy ymeepicoeHuo

B maxom cayuae, npas(a) au 5,
ecnu 0enaio npednonoliCeHuUe

JoGaBnenne k ckazauuomy (Supplementing / Linking / Expanding)

And besides...
Furthermore

Also

What's more
Additionally

Building on that
Moreover

Within the same

In keeping with
Analogously

And another thing

To elaborate / expand on
Not to mention the fact that

m Bonpocel n comuenus (Questioning:

H kpome mozo

Bonee mozo

Taxorce (B To e BpeMs)

H 6onee mozo

B oobaanenue

Hcexo0s uz amozo

Bonee mozo

B amom xce nnane
TTpudepacusance
Ananozuuno

H kpome mozo

B oobasnenue k amott meme
He 2060ps yoice 0 mom, yumo

Information seeking / Doubting)

Do you happen to know
I have a question
Could you explain why / how

What if / about
What does it mean?
I’m not sure I understand

Isn’t it possible that
How 1s that possible?
I don’t understand how / why

But cnyuaiino ne s3naeme

Y meus ecms gonpoc

He moznu 6bl 661 06BACHUMB,
novemy/ kax

A ymo ecnu / Kak Hacuem

Ymo amo snauum?

A He coscem ysepen, umo nowu-
Maio

Paszee nem goamooicnocmu

Kax a3mo mooicem 6o1mp?

Mhne nenonsmuo, kax / novemy
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®  cumyamustio 06ycricenennsie gpassi

Is/1sn’t it true that Pazge amo npasda / HesepHo,
ymo

The question still remains as to Bonpoc  nacyem (...) no-
RPedNCHeMY OmKpblm

Yes, but will it work if Ha, no 6yoem nu smo cnpageo-
augo (cpabomaem u 3mo) 8 ciy-
yae '

Then what happens if / when B maxom cayuae umo npousoi-

Oem, eciu / Koz0a

m BrickasbiBaHlie npeanonoxennii (Hypothesizing / Postulating)

Given that....then.... Ecnu yuecmy, umo ... mozda

In theory Teopemuuecku

By all indications I1o acem noxazamenam

Barring anything unforeseen Hckniowas ece HenpedgudenHvte
obcmoamenscmea

If that's the case Ecnu 6ce byoem umenno max

Unless Pa3zge umo

In the meantime Tem apemenem (MexncOy mem)

If, and only if Tonvko npu ycnosuu, ymo

In that / which case/ situation, we... B oannom cayuae mut

Hypothetically / theoretically speaking Ecnu paccysicoams  zunomemu-
yecku (meopemuyecku)

The best / worst case scenario B nyvwem / xyowem cryuae

Excluding the unexpected Ecnu UCKNIOY UNTb ace
HeOodCu0anHocmu

2R Paccyxaenns B xone Bolerynsienns (Reasoning / Processing)

As aresult B pesynbmame
Consequently Beneocmeue uezo

Therefore IToamomy

Owing to EBnazooaps

As a matter of fact / course Cobcmsenno 20680ps

Thus (So) Taxum obpazom

In view of the fact that Yuumviean mom ¢paxm, umo
As would be expected Kax oxcudanoce 6ut

It’s not surprising that Heyousumenwvno, umo
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It would be safe to assume that
Taking into account

It should come as no surprise
It would naturally follow that

e .
27 Bolpaxkenne corsiacns (Agreeing)

I totally agree

You have my whole-hearted support

Yes, without a doubt

That would seem to be correct
Absolutely / exactly

That's got my stamp of approval

Sounds good to me

No objections here
I don't have a problem with that

I couldn't agree with you more
OK, if that's what you want

I'm inclined to agree
It’s a “go”

bvino 6ut  enonHe  HAOENCHO
npednonodicums

[Ipunumas 6o 6Humanue (yHu-
mbvleas)

He donsicno 6bime yousumensrHo
Ecmecmgenno 6 makom cayuae,
umo

A nonnocmeio coznacen

A yenuxom eac nooddepicusaio
Ha, necomnenro

Ioxcanyit, amo aepno
Cosepuienno eepno

A yenuxom u nonnocmsio 0006-
pAI0 3mo

Mue xaxcemcs amo enonne noo-
X00s UM

30ece y Menss Hem 803padCceH Ul
He guxcy 30ece Hukaxux npo-
oaem

Honnocmeio ¢ amu coznacen
Jlaono, ecnu 8am umenHo amo
HYJICHO

A cxnonen ¢ smum coenacumscs
Hoiioem! (Coenacen!)

2% Buipaxeune uecornacus (Disagreeing / Negating / Countering)

No, I’m afraid not
That’s out of the question

No way!
Where did you get that idea?

I don’t see it that way
I think you’ve missed the point

Hem, 6o10cb, yumo nem

06 3mom He Modcem 6bimb u pe-
yu

Hu 3a umo!

Kax eam npuwna e zonogy ama
udes (moiciv)?

A max He oymaio

Mne kasicemcs, bt ynycmuau
2nagHoe
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There are a few holes in that argument

This may be true, but
You are “barking up the wrong tree”
That’s only one way of looking at it

With all due respect
Aren’t you mixing apples and oranges?

Yes, but aren’t you forgetting
I’m not convinced

I can’t accept that

That’s highly unlikely

You don’t really mean that

I'd say you’re on shaky ground there

B amux 0osodax ecmv psad He=
CMbIKOBOK

Mooicem, smo u mak, Ho

Bbl coscem He 0 mom zosopume
3mo nuwb 0OHOCMOPOHHUT NOO-
X00 K Oery

Co scem ysaziceHuem Kk am
Ilo-moemy, evt nymaeme 606 ¢
20poxom

Ha, Ho ne 3abvigaeme nu gul

A ne ybescoen(a)

A He mozy amozo npunsame

OAmo manoseposmuo

He oymaio, umo 6vl umeeme smo
6 8uoy

Mne wasxcemcs, y sac 30eco
OueHb WLAMKAS NO3UYUsL

ﬂ Cpasuenne u nporuBonocraBiedne (Comparing / Contrasting)

On the one hand ... on the other hand
Contrary to what we would expect

In direct opposition to
Diametrically opposed

Measured against
Similarly
Analogously

Yet

O6oGwenne (Generalizing)

As arule

For the most part

As a matter of course
By and large
Inevitably

As expected
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C oonoiut cmopoHut ... ¢ Opyzou
CmMopoHbl

B omnuvue om mozo, umo mol
Mo2nu b6bl Oxcudame

B noanoti npomugononoxcnocmu
Cogepuenno 8 Opyzou (npomu-
BONONONCHOU) NIOCKOCIU
Ecnu 3mo cpasnugams ¢
Ananocuuno

Ananozuyno

Oonaxo (mem He menee)

Kax npasuno

B 6onvuuncmee cayyaes
Ouesuono

B ocuosnom, 6 yenom
Heu3sbeoicro

Kak oxcudaemces
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On the whole
Generally speaking
Typically

(Acquiescing / Placating)

On second thought
Well, in that case
Since you put it that way

Now that I think about it

Sure, why not?

Well, I guess you could be right
You've made a very strong case for

That might be worth considering

Let me think it over
On further reflection

You've argued that point very well

You've twisted my arm

m IToaBegenne uroroB (Summarizing)

So, in a nutshell

The bottom line is

For all intents and purposes
To sum it all up

In effect

To make a long story short
Allin all

In brief

So you see

To put it all together

So what we’ve seen is

By way of summary

B yenom
Boobwe-mo
O6bruno

Bbicka3biBaHHe TOAAEPKKH HITH KOMI POMICCHOI TOUKI 3PEHIS

Hopasmercnus

Hy, 6 maxom cnyuae

Pasz evl usnazaeme 3mo maxkum
obpazom

Xoms, ecnu nooymamv 06 3mom
Kowneuno, nouemy 6bt u nem?
Ioxcanyiu, 6ot u .npaswl

Bbt ouenv ybeoumensno goicmy-
nuwru Hacuem

3mo, suoumo, cmoum paccmom-
pemsb

Ilo3gonbme mue o60ymames a3mo
Ilocne danvreuux pazmoluine-
Hutl

Botr amy mprcv npogenu ovens
yoauHo

Y mens e ocmaemcs Opy2o20
abixo0a

Hmax, odnum cnosom (6xpamye)
ITo0600s uepmy

Ecnu noovtmooicums cxazannoe
Cymmupys 6ce 8blieCKA3aHHOE
Daxmuyecku (Ha camom Oeie)
Kopoue z080ps

B yenom

Brpamye

Hmax, kax avt sudume

Ce00s 8ce cxazanHoe 80eOuHo
Kax mbt y6eounucs

[100600s umozu
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Oo6pawenne k aynnropunt (Cueing /Signalling)

Having heard my thoughts on the matter

How does that sound?
Does that answer your question?

Is that what you were asking?

Did / does that clear it up?

Am I missing something here?
Does your silence mean you agree?
I'd be interested to hear your view

I'd like to hear your perspective

How about the rest of you?

Bexnmpoe nogaepxaHue pa3ropopa

Really?

You don’t say so
Right

And then

1 see

You did (didn’t)!

[locne mozo xaxk @vl ycaviuwanu
MOU CoOOpadiceHus no OAHHOMY
gonpocy

Kaxk 8bt HaxoOume s3mo?
Omsemun(a) au 2 Ha 6aw 6o-
npoc?

Bet amo umenu @ 6udy, 3adagas
gonpoc?

A nposicnun(a) sawu comnenus’
Moxcem, 5 umo-mo ne nousn(a)?
Osnavaem nu eauie MONUAHUE,
Ymo 8l CO2NACHbL?

Mmue 61 6bi10 unmepecHo ycnol-
wamo eauLy movKy 3peHus

A 6bt xomen(a) ycavtuwams gauie
MHeHue

A kax ocmanvnsle Oymarom?

(Attending)

B camom dene?

H ne zosopume
Heiicmeumensno

H x momy orce
TonsiTHO

Bom rax! (Heyocenu?)

m Coxanenne u couyBerBue (Sympathizing)

What a shame / pity!

I'm sorry to hear that
That's too bad

That must have been awful
My condolences

Is there anything I can do?
That's terrible!

Oh, I'm so sorry

I'm here if you need me
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Kax acanv!

Ouensb coxcaneio

Ovuens acans!

3mo, seposamuo, 66110 yicacHo

ITpumume mou cobonesnosanus
(couyscmaust)

Mozy nu s aam yem-mo nomous?
Kax yxcacuo!

A mak coxcaneio

Ecnu s gam Hyoicen, s 30eCh



Phrases Used to Make Conversational Moves 42

HurupoBanune (Quoting)

In the (immortal) words of

And I quote here ...

As ... putit

To borrow / lift a phrase from

No one has / Few have said it better

As the saying goes
According to
As X and Y point out / state

X claims / proposes that

Humupys (6eccmepmuuie) cnosa
Y 5 30ece yumupyio ...

Kax ckazan ...

3aumcmays svickasblgaHue
Huxmo (mano xkmo) cxazan 06
amom ayume

Kax 2080pumcs

Ilo cnosam

Kax ommevaiom (ymeepocoaiom)
XuY

X cuumaem / npednazaem, umo

. [Monmep:xka i onobpenue (Complimenting / Encouraging)

Good job!

Keep it up!

[ knew you could do it

Nice try!

That's great / wonderful /terrific

Exactly!
So far so good!
Absolutely right!

In conclusion
Let me close by saying

Due to time constraints
Wrapping it up
I sce my time is up

Thank you for your attention
1 appreciate your interest

Thank you for the opportunity to

Monooey!

Tax depacame!

A 3nan, umo met 3mo cmoxceulv!
Xopowan (yoaunas) nonetmkal
IIpocmo genuxonenno (3ameva-
menvHo)!

Bom umenno!

QOuenb xopowo!

Cosepuenno sepro!

= 3apepwenne Boictynaenns (Concluding)

B 3akniouenue

Paspewuume mne  3axonyums
mem, ymo

H3-3a oepanuyenno20 6pemenu
3akpyenssice

A guoicy, umo y Mens 3akanyusa-
emcsi 6gpems

Cnacubo 3a snumanue

A npusnamenen eam 3a npose-
JIEHHbLI UHmepec

Fbnazooapio eac 3a eo3mooic-
HOCMb
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. Tenegponnsie paszoeopsi

/ Yacms IV.

TENE®OHHBLIE PA3IrOBOPbLI
N NEPEIOBOPLI
(TELEPHONE CONVERSATION
AND NEGOTIATIONS)

Paspen 1. TenecoHHble pa3roBopbl

(Telephone Conversations)

Tenedouuntii pasrosop ¢ 3apyOexHbIM NAapTHEPOM NO Gu3HeECy Tpe-

6yer onpeleNeHHONH NOANOTOBKM Y HABBIKOB YCTHOI'O AEMIOBOTO OOILNECHUS [10
TenedoHy.

oA WN

B strom pasneae Mbl OCTAHOBUMCA Ha CIIEAyIOUIMX MOMEHTaX:

. Hoproroska k renedounoMy pasrosopy (Preparing for a phone conver-

sation).

Kak otBetuTb Ha 3BoHOK (Receiving phone calls).

Kax npunsate u nepeaats coobiwienue (Taking and leaving messages).
Kak nepecnpocurs (Asking for repetition).

Kak ocrasuth coobuieHue Ha aBToOTBeTHHKE (Leaving a message on an
answering machine).

Bribop cruns B tenedonHoM pasroBope (Choosing a style in a telephone
conversation).

[Tonesubie BhipaxeHus mis TenedoHusix pasrosopoB (Helpful expres-
sions for telephone conversations)'

! Bonee noapo6ho cM: R. Gairns, S. Redman. True to Life. English for Adult

Learners. Upper-Intermediate. Cambridge University Press, 1998; M. Irvine, M.
Cadman. Commercially Speaking. Oxford University Press, 1999; S. Sweeney. Eng-
lish for Business Communication. Cambridge University Press, 1997.
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Telephone Conversations @

1.1. MoarotoBka K TenecoHHOMY pa3roBopy.
Preparing for a Phone Conversation

- think of all the questions you need to ask or things you are going to
say;

- prepare all the documents that you will need for your phone call;

- have your diary at hand (for appointments), some paper and a
pen;

- make sure you know the situation before you make a call.

Here is a phone conversation between business partners. Pay attention to the
uscful expression in italics. What is Brenda Dyer up to?

Mr. Jackson:

Brenda Dver:

Mr. Jackson:

Brenda Dyer:

Mr. Jackson:

Brenda Dyer:

Mr. Jackson:

Brenda Dyer:

Mr. Jackson:

Brenda Dyer:

Myr. Jackson:

Brenda Dyer:

Myr. Jackson:

Brenda Dyer:

Good morning, Sales Department of the L.L. Bean com-
pany.

Good morning, my name is Brenda Dyer. I'm calling
from GMC in Detroit, Michigan. Could I speak to Mr.
Jackson, please?

Speaking. Good morning, Miss Dyer. What can I do for
you?

My colleague Joan Smith wrote to you recently and we
received your sales material. We're interested in order-
ing some T-shirts to give away as Christmas gifts to our
customers. We understand we can create our own de-
sign. Is that right?

Yes, that’s right. You send us a deposit and we produce
a proof garment from your design.

We are a little anxious about the delivery times. You
see, we need the goods by mid-November at the latest.
Yes, I see. Well, if you send your order off now, you
should receive our proof garment in two weeks.

Two weeks?

Well, we could make it one week if you write a note
saying it’s urgent.

Good.

Then if you send us the order, we can send you the in-
voice immediately.

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?

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

Thank you very much indeed, Mr. Jackson. You've been
most helpful.
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@ TenegoHHbIE pa32080pbl

1.2. Kak oTBeTUTL Ha TenedgoHHbIN 3BOHOK

Receiving Phone Calls

Secretary:

Mr. Headington:

Secretary:

Mr. Headington:

Secretary:

Mr. Headington:

Secretary:

Mr. Headington:

Secretary:

Mr. Headington:

Secretary:

Mr. Headington:

Secretary:

Secretary:
Customer:

Secretary:
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- if you expect a phone call, think about what they will say or ask;

- check all the relevant documentation regarding the call;

- if you are not ready to answer their questions, ask them to call you
back later.

Compare the following two samples of phone conversations.

Hello.

Is this “Bendon & Brothers™?

Yes, who’s speaking?

My name is Alan Headington from “Mennings
Constructions”. 1I’d like to find out about the
progress of our issue.

Oh, Mr. Herrington...

No, Headington, as in “head”.

So what was it, Mr. Headington?

Well, the contract, of course! | called you the day
before yesterday.

Ah, the contract... 1 don’t have any info on that
from our main office yet. Perhaps they’re still
working on it.

Do you think they’ll be ready before this week-
end?

Maybe, | don’t really know. Call us tomorrow.
No, better on Friday morning, Okay?

I’m not sure my boss will be pleased with this at-
titude, Mam.

Well, 1 don’t think | can help you in that, I'm
afraid. Bye-bye...

Hello, Jason Travels, how can | help you?

I’m calling to find out about group air tickets to
Minsk, Belarus, for a conference on Chernoby!.
Who is calling, may 1 ask?



A

Telephone Conversations W,

Customer:

Secretary:

Customer:

Secretary:

Customer:
Secretary:
Customer:
Secretary:
Customer:
Secretary:

Customer:
Secretary:

Customer:

Secretary:

Customer:

My name is Kent Brown, the order was placed
on my name.

All right, Mr. Brown. Your order is being proc-
essed at the moment, but if you have any ques-
tions on the flight itinerary, I’ll be happy to pro-
vide you with all the information.

First of all, we’re going to be eleven, not ten, as
originally planned. Is that any problem for you to
make this change in our order?

Let me see, Mr. Brown. Now, we can put another
person in, but it’s going to be at the back of the
plane, and we need the passenger’s full name
please.

Yes, of course. This is also Brown, my wife
Nancy Brown.

1 got it. How are you going to pay, Mr. Brown?
I’m going to pay on the credit card.

Could you give me the card number and the ex-
piry date please?

It’s 224-0045-8733561, August 3, 2002.

And what’s your phone number please?

My number is 505-3457-7811

Let me repeat it: 505-3457-7811. I’ll call you
back this afternoon, Mr. Brown. Will you be
available between 4 and 5 p.m. ?

You know, | was going to leave after 4 pm. Can
we make it before that if possible? Or I could call
you from downtown after 4 p.m.

That sounds good. Thank you for calling us, Mr.
Brown. Bye-bye for now.

Good-bye.

1.3. Kak npuHATL U OCTaBUTL coobuteHne
Taking and Leaving Messages

When you are taking a message, put it on a message pad:
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'®. TeneqhoHHbie pa3zaoeopb!

For:
Caller:
Phone number:

Message:

Telephone Message
Time call:

Company

Below are two samples of a phone conversation with telephone messages fol-

lowing them.

Secretary:

Sergey Klimov:

Secretary:

Sergey Klimov:

Secretary:

Sergey Klimov:

Secretary:

Sergey Klimov:

Secretary:

Sergey Klimov:

Secretary:
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Hello, Philips Company. How can | help you?

Good morning. My name is Sergey Klimov from Minsk,
Belarus. 1’d like to speak to Mr. Scherer please.

I’m sorry, Mr. Scherer is not here at the moment. Could
I have you name again please?

Yes, my last name is Klimov, K...L...1...M.. O...V,
and my first name is Sergey, S...E...R...G...E...1.

Yes, Mr. Klimov from Minsk, Belarus, right?

That’s right. Could you tell him to call me back when
he’s got a moment? | wanted to check the agenda of our
meeting.

Yes, I’ll ask him to do that. Does he have your number,
Mr. Klimov?

1 think so. Just in case please put it down: + 375-17-
227-6534. Let me repeat it. 375 — this is an area code of
Belarus, 17 — this is for Minsk, and 227-6534 is the
number in the city of Minsk.

Correct. All right, thank you for calling, and Mr.
Scherer will call you back in the afternoon.

Thank you very much indeed.

You’re very welcome, Sir.
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Telephone Message
For: Mr. Scherer Time of call: 10:20 am
Caller: Sergey Klimov Company: didn’t say;

from Minsk, Belarus
Phone number: 375-17-227-6534

Message: Please call back in the afternoon re the agenda
of the meeting.

Assistant. Hello, this is the IMF office in Belarus. Can I help you?
Susan Todd: Hi, this is Susan Todd from the IMF Fiscal Department.
Is Mark Horton there?

Assistant: I’'m sorry Mr. Horton is in a meeting right now. Shall I
ask him to call you later or would you like to leave a
message?

Susan Todd: No, it’s Okay. I’ll fax him.

Assistant: Oh, good. You’ve got our office fax number, don’t you?

Susan Todd: Yes, I'm sure. Bye for now.

Assistant: Bye-bye.

Telephone Message
For: Mark Time of call: 4pm
Caller: Susan Todd From: Fiscal Dept.

Phone number: (available in the IMF directory)

Message: none, she will fax.
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Now, on the basis of the following phone conversation write down a tele-
phone message.

Reception: Good morning, “Riegling and Co.”. Can I help you?
Chris Witr: Hello, 1 am Chris Witt from “Sadler and Sons Ltd.”.
Please could I speak to Mr. Jeff Smith?

Reception: I’m sorry, but Mr. Smith is not in at the moment.

Chris Witt: 1 see. When do you think 1 could contact him?

Reception: Well, at the moment he’s away. He hasn’t left his
schedule for today. Would you like to leave a message?

Chris Wit Yes, perhaps you would ask Mr. Smith to call me? My
name is Witt, W...1... double T, Chris Witt. And my
phone number is 181-166-7851.

Reception: 1 got it, Mr. Witt.

Chris Wit Thank you. [ look forward to hearing from Mr. Smith.

Reception: 1t’s a pleasure. Thanks for calling. Bye for now.

1.4. Kak nonpocuTtb NOBTOpUTbL uHthopmauumio
Asking for Repetition

When you are not sure you have understood something, ask for
repetition. Any request for repetition or repetition itself must be fol-
lowed by acknowledgement (confirmation of receiving the informa-
tion), for example:

- 1beg your pardon. | didn’t catch that.
- 1 am calling from Minsk, Belarus (repetition)
- Oh, I see (acknowledgemeny)

Read the following phone conversation and pay attention to the phrases
of asking and giving repetitions:

Receptionist: Good morning, Johnson and Johnson Inc. How can |
help you?
Lilia Korzun: Hello, my name is Lilia Korzun. I recently sent you my

résumé and wrote about an interview, but | haven’t had
any reply yet.

Receptionist: I’m sorry, could you repeat your name please?

Lilia Korzun: K...O...R...Z...U...N, Korzun, and my first name is
Lilia, L...I...L...1... A,

Receptionist: I see. And who did you write to?

Lilia Korzun.  To Mrs. Lynne Wright in Human Resources.
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Receptionist: | beg your pardon, | didn’t catch that.

Lilia Korzun:  To Mrs. Lynne Wright — Human Resources Department.

Receptionist. ~ Oh yes. Was there a date for the interview suggested?

Lilia Korzun. | thought 1 would be able to come on June 4™ but at this
point the best time would be between June 8" and 11"
because of my final exams.

Receptionist:  Right. ’ve got that now. Could you hold on please?

) Okay, Lilia. Mrs. Wright said she would be able to see

you on June 10™ at 11:30 AM,

Lilia Korzun:  I’'m sorry. Could you Elease repeat that?

Receptionist.  On Tuesday, June 10", eleven thirty.

Lilia Korzun: ~ Oh, thank you very much. You’ve been very helpful.

Receptionist:  No problem at all. Bye-bye.

1.5 Kak ocraBuTb MHOpMaL MO Ha aBTOOTBETYMKE
Leaving a Message on an Answering Machine

When there is nobody in the office you are calling, an answering ma-
chine is a good device to leave your message. Here are some hints
on using an answering machine:

- speak after the tone in the recorded answering machine’s voice;
- speak slowly, clearly and use simple language;

- spell your name when introducing yourself;

- leave your phone number with a full area (country) code;

- make your message short and informative.

Here is a sample 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.

Below you’ll find 2 few messages left on the answering machine:

Good morning, this is Greg Martin calling,
M...A_R..T...I...N, from lowa State, Ames. | wanted to
check the number of orders we placed with you last week.
Could you please call me at 512-349-8712. Thank you.
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=2 Hello, my name is Nikolai Pashkevich. I’ll spell my last

#+ name: P...A...S...H...K...E...V...I...C...H.  am calling
from Minsk, Belarus, regarding the arrival time of our in-
terns to your company next week. | tried to send you a fax,
but I never got an “OK” reception. They will arrive at JFK
airport next Tuesday at 7:10 pm. Please give me a call to
acknowledge this message at +375-17-238-6521. Once
again: +375-17-238-6521. Thank you. Hope to hear from
you soon.

=2 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,

IMessae

1.6. Boibop ctuna B TenedoHHOM pasroeope
Choice of Style in a Telephone Conversation

The choice of style (format or informal vocabulary, grammar and into-
nation) depends, in the first place, on the relationships between the
participants of the telephone conversation (formal or neutral for peo-
ple whose social status is different or those who don’t know each
other and informal for friends, fellow-students or colleagues). Other
situational factors, such as the subject-matter of the conversation, the
place of the conversation and others also influence the choice of
style, or, to be more exact, a variation within formal or informal style.

COMPARE THE FOLLOWING TELEPHONE CONVERSATIONS AND
CLASSIFY THEM ACCORDING TO THEIR DEGREE OF FORMALITY
(FORMAL, NEUTRAL, INFORMAL)

[based on: M. Irwin, M. Cadman Commercially Speaking. Oxford University
Press, 1999}

Are the conversations below formal? neutral? informal? Why?
Where are the interlocutors — in the office, at home, calling from
a public phone...? What is the subject-matter of each conversa-
tion? Are they falking shop, i.e. discuss business, or having a
small talk, i.e. speak about everyday matters?

Are they using full or elliptical (shortened) sentences? Is their
vocabulary formal, neutral or informal?
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Phone Conversation 1.

- Hello.

- Hello. Is that you, Bob?

- Yes, it’s me. Who’s calling?

- This is Peter.

- Crocodile Pete himself! How are you?

- Am1I disturbing you? Is it a good time to call?

- Sure, I wasn’t doing anything special. As a matter of fact, I'm
on a train [speaking on a cell phone].

- SoamlL

- Going somewhere nice?

- Thope so.

- Excuse me, that’s my other mobile ringing. Hang on a minute.

- Your other mobile? You mean you have two?

- Sure. One’s my private number, and one’s for work. Now what
can I do for you?

- I'wanted to ask you for a telephone number.

- Shoot!

- Do you remember that guy at the party last Friday? The one
who sells special cards?

- Yeah, Ted Willow.

- That’s it. Ted Willow. Do you have his number?

- Not on me, but I can let you have it after the weekend. I'm go-
ing on a course this weekend to improve my business commu-
nication skills.

- No!Really? So am I. At a hotel near the Zoo?

- Exactly!

- Hey, we might be on the same train! What can you see out of
the window?

- Right now I can see a field with some farmers.

- And a green tractor?

- Yeah, a green Ford tractor. We must indeed be on the same
train. See you in the coffee bar.

- Sure, I'l} be right there!

Phone Conversation 2,

- I'd like to speak to George Robins please
- Just a moment.
- Good morning, Robins speaking.
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This is Brenda Winter from San Diego, California.

Oh, hello Brenda.

Have you heard about the accident?

Accident? Oh yes, I have. And your desks were damaged.
What would you like me to do?

Have you any more available?

Well, not as many as you ordered. You asked for fifty, we have
only thirty available today. But we could produce another
twenty by the end of the next week. Let me see, by Friday the
eleventh.

The end of next week! But we need them now!

Right, but we have a lot of orders, you know.

Yes, but our goods were damaged. Can’t you do anything about
it? Can’t you help us?

I know how you feel, Brenda. Well, let me talk to our produc-
tion manager, and I’ll get back to you later in the day.

Thank you, and can you send them by air freight? I mean it'll
save us a lot of time, you know.

Yes, and I'll send someone to the airport with them.

Oh good, but we must have the desks by the seventh.

Okay, I’ll see what we can do. And I’ll be in touch later.

Thanks a lot, good-bye.

Phone Conversation 3.

Hello. Western Airlines. Can I help you?

Yes. Can you check if there are any seats available for a flight
to Los Angeles please?

Yes, sir. When are you thinking of flying?

On the morning of the twelfth. The fist 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.
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- 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.

1.7. [one3Hble BblpaxeHUA Ana pa3rosopa no renedoHy.
Helpful Expressions for Telephone Conversations

How can I help you?

Could I speak to N please?

Who 15 calling please?

N speaking.

This is NN from...

I'm calling from...

I'm calling about...

I'm sorry, I didn’t catch your name.

Sorry, could you repeat your num-
ber?

I've got that now.

1 see, thank you.

I’d like to speak to...

Hold on (hold the line) please.
I’m afraid he’s not in the office.
I’m sorry, he is not available.
He is in the meeting right now.
Could I speak to someone ¢lse?

Could you give her a message?

Do you know when she’ll be back?
Can I take a message?

Plcase tell (ask) him...

Yem s mozy Bam nomouw?

Mozy s nozoeopums c...?

Kmo amo 2oeo0pum?

N caywaem.

3mo NN uz...

A 360m10 u3...

A 360m10 Hacuem...

H3zeunume, 5 ne paccnoiman, xax Bac 30eym.

Hseunume, ne moznu 6uvi Bui noemopume
Baw nomep?

Teneps nousmro.

THonamno, cnacubo.

Mne 661 xomenocs nozoeopums c
THoooocoume, noxcanyticma.

Bot 3naeme, e20 nem @ xabuneme.
H3eunume, no ezo cetivac nem.

On ceiluac na 3acedanuu.

Mozy nu s nozosopume ¢ xkem-nubyow ewje?

He moznu 60 Boi eii ocmaeumb coobye-
Hue?

Boi ve 3naeme, xoeoa ona eepremcs?
Ymo-nubyos nepedamp?

THoxcanyiicma, ckaxcume emy (nonpocume
ez0)...
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I’ll make sure Mr. X gets your mes-
sage.

Shall I get him to call you?

If you give me your phone number,
Pl ask him to call you later.

Would you like to leave a message?
I'll get back to you later in the day.

Would you like to speak to his assis-
tant?

Shall I ask him to call you back?

That would be great.
What would you like to know?

How would you like to pay, sir?
I'll pay on my credit card.

You know, we haven’t received. ..

Unfortunately, there’s a problem
with...

It’s not the first time we’ ve had this
problem.

If the problem is not resolved, we’ll
have to...

Pm véry sorry about the problem.

I'm sorry to hear that.

I’m afraid that’s not quite so.
Can I ask you a favour?

I have a question for you.

When could I reach him please?
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A obazamenvro nepedam Bauwe coobue-
Hue -ny X.

Ilepeoamv emy, umobot o1 Bam nozsonun?

Ecnu Bot ocmasume Baw nomep menegpo-
Ha, 8 nonpouy e2o nepesgonume Bam
nosxce.

Byt xomume umo-nu6yde nepedame?
A cozsonrocs ¢ Bamu cezoous nonosxce.

Bbl 6bl xomenu nozogopuns C €20 nomouy-
HUKOM?

ITonpocumb ezo, ymobsi 01 nepezcoHUn
Bam?

3mo bbiro 661 3ameuamenbro.
Umo 6bi Bvl xomenu goisicnume?

B kaxoii hopme Bor cobupaemecsv paccuu-
muigamoca?

A 6ydy paccuumsigamecs no kpedumuou
Kapmouxe.

Buoume nu, mor e nonywunu...

K concanenwo, cyuyecmayem npobaema
c...

Mot yxce ne nepeulii paz cmankugaemca ¢
amou npobaemoi.

Ecnu ama npobrema ne 6ydem pewsena,
Ham npudemcs...

A ouens coxcanero no nosody amoii npo-
Oembl.

Mhue ouens rcanv 3mo caviuame.

3mo ne coscem max.

Moxcro nonpocume Bac 06 odonxcenuu?
V mens k Bam sonpoc.

Kozoa 661 2 Moz ¢ num ceazambcs?
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Will you call back later?

I'll see what I can do.

How do you spell your name?
Could you repeat that please?
I’m interested in...

I'm really sorry about this.

Can you give me information about
accommodation?

Is there a discount for bigger orders?

I’d like to speak to someone about

Could we arrange a meeting some
time next week?

What about next Wednesday?

We have an appointment for next
week, but the problem is. ..

P’'m afraid I can’t come on that day.
Could we fix another day?

I think you have the wrong number.

It was nice talking to you.
Thanks very much for your help.
You’ve been very helpful.

Please call if you need anything
else.

We look forward to hearing from
you.

Bye for now.

Bor moxcente nepesgoHunts nosoce?

A noemompio, umo s cmoey coenams.
Kax nuwemcs Bawa gpamunun?

He moenu 661 Bor nogntopums?

Mens unmepecyem...

A deticmeumenso coxcanero 06 antom.

Haiime mue, noxcanyiicma, cgedenus o
pasmeujenuu.

A na 6onee xkpynubie 3aKa3vt ecmob cKuoka?

Mue 661 xomenoco nozosopume c Kem-
Hubyob Hacuem...

He moenu 6ot Mot yempoums ecmpeuy na
credyouel nedene?

Kax nacuem cnedyroujeii cpedot?

V nac nasnauena ecmpeua na credyroweti
Heoese, HO 0elo 8 MOM, Ymo ...

EBorwoce, s ne emozy npuomu 6 amom odeus.
Moxcem, mul cmozau 6ot Haznauums Opy-
2ot Oens?

Mue xaxwcemes, y Bac nenpasunvuuiii no-
Mep meneghoua.

IIpusmuo 6sino nozogopums ¢ Bamu:
Cnacubo 6onvwioe 3a nomows.
Bot mne ouens nomoziu.

Hoscanyiicma, 36onume, ecau Bam nyxcno

6ydem ewe umo-nubyOs.

Byoenm ncdams om Bac ussecmuii.

Bcezo 006pozo.
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MPAKTUYECKOE 3A0AHUE

{# Ocrasbre coo6iueHns Ha aBTOOTBETHMKE CBOMM NapTHepaM Mo GH3Hecy B
CllelyIOLIMX CUTYalHAaX:

Practice leaving messages on the answering machine of your business part-
ners: :

you are calling to confirm your arrival time;

you are calling to ask their parking lot location;

you are calling to invite them to a press conference;

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

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

SR

=

@ Jo6aBbre HeobGX0oaMMble 110 CMBICTY PENIMKY B CleAyOiHe Tese(oHHbIe
pasroBopbi.

Add the missing phrases to the following phone conversations.

Phone Conversation 1.

A: Hello. Procter and Gamble. How........................... ?

B: i, My name is Viktor Savin, I’'m from Minsk, Belarus.
1’d like to speak to Mr. Trent please.

A: Oh, I'm sorry. Mr, Trent ..........coooiiiiinienn., Could 1 have your
name again please?

B: YeS, coriiiiiiiiiiiinen,

A: Right, Mr. Savin. From Minsk, Belarus?

B: o Could you ask Mr. Trent to call our office when he’s back
after the meeting?

A Does he have your phone number?

B: i, , but just in case it’s +375-17- 284-1600

A e +375-17-284-1600

B:

A: OK, Mr. Savin, thanks for calling. ..................... later today.

B: That’s very good. ..........c.ooiiiinii.
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Phone Conversation 2.

Good morning. Denver Trade Company, how can | help you?
Hello, my name is Ted Treaster. [ recently wrote to you about an in-
terview date, but ..........

Pmisorry. oo ?
Yes, Ted Treaster. T...R...E...A...S...T...E...R.
All right, Mr. Treaster. ............cociiiiiiiniinane ?

I wrote to the Human Resources Department.
I see. And did you suggest the interview date?
.......................... , because I've got exams after May 15",
So you could come any time between 10™ and 15™2
.......... , if that’s OK with you.
Holdon ........ Does Friday May 14" suit you?

2

Phone Conversation 3.

Ed Butler: Hello, Mr. Green. .............cceeel. ?

Tod Green: Very well, thank you. What can 1 do for you?

Ed Butler: ?

Tod Green: Yes, Mr. Butler. We received your order yesterday.

Ed Butler: The problem is that we have to change the number of
sweaters from 25 to 40,

Tod Green: oo ?

Ed Butler: No, the colour doesn’t matter. Please leave the same size.

Tod Green: oo

Ed Butler: All right, 'l send a fax right away. Thank you, Mr. Green.

Tod Green: ... B 4

Ed Butler. We’re going to place our orders for other items as well.

Tod Green: Feel free to contact us any time,

Ed Butler:

CoctasbTe ananori (teneoHHbie paroBopbl C NAPTHEPOM Mo GH3HeCY),
110Jib3YACh HOMEWEHHBIM BbILLIE CITMCKOM 1OJIe3HbIX BblpaXeHuid Ans Te-
Je(hoHHBIX PA3rOBOPOB.
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Pazpen 2. lNeperoBopki (Negotiations)

Camasd o06iias cxeMa TeperoBopoB COCTOUT W3 OMpelleJeHHOTO mpeq-
JoxxeHHs (suggestion), KOHTpIpeJIoxeHUs (counter-suggestion), KoMmpo-
MHCca HJIM cornamieHus (agreement) W MOATBepXKASHHA 3TOr0 COIMalieHAA
(confirmation), Hanpumep:

A: What are we going to start with?

B: Why don’t we invite our colleagues from the Accounting Department
to discuss this issue? [suggestion]

A: We could do that. But I think we need to know exactly our line and
keep to it. [counter-suggestion]

B: Right. This is perhaps what we’ll discuss now in the first place.
[agreement]

A: Good. Let’s do it right now. [confirmation]

A: We would like to have a 10% discount for immediate payment. [sug-
gestion)

B: We can give you only 7% if that’s OK with you. [counter-suggestion]

A: That’s all right. [agreement]

B: Well, then a 7% discount and immediate payment. [confirmation]

CyliecTByeT Le/bIA psAd NoaXoAoB K BEJeHHIO NEPEroBOPOB, KaKABIii
13 KoTophiXx 00ycioBieH Toil wiu cutyauued. B neperoBopax, HaileJeHHBIX
Ha yCTaHOBJIeHHe [MOJATOCPOYHBIX MAPTHEPCKHX OTHOLUEeHWH, OObIYHO WHc-
NoJL3yioT (GopMysy, NpelloXeHHYIO HcClleqoarelsiMu ["apeapna, 3axio-
YAIOIYIOCA B npecned08anuu coOcmeeHHbIX UHIMEPEco8 nPu COXPAHEeHUU Xo-
POULUX 83AUMOOMHOMUEHUT ¢ TIOObMU, UHMEPEChl KOMOPLIX He cOBnadaom c
Bawumu.'

'Fisher, R., Ury, W. Getting to Yes, Negotiating Agreement without Giving in. ,
Arrow Books, 1981.
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Preparing for a negotiation includes the following issues:

1) Prepare your negotiating position - know your aims and objectives.
2) Identify your minimum requirements.

3) Decide what concessions you could make.

4) Know your own strengths and weaknesses.

5) Prepare figures, calculations and support materials you may need.
6) Know your role as part of a team.

7) Prepare your opening statement.

STUDY THE FOLLOWING DIALOGUES RECORDED DURING
NEGOTIATIONS AND IDENTIFY ALL THE STEPS THAT
NEGOTIATORS TAKE WHEN TALKING.

(based on S. Sweeney’s “English for Business Communication” Teacher’s
Book. Cambridge University Press, 1997).

- Well, we’re happy to buy a machine if you can give us a good
price.

- I’m sure we can. As you know, our prices are very competitive.
- Even so, I’'m sure you can allow us a discount?

- Okay, well a discount could be possible if you agree to pay for the
shipping costs.

- That sounds Okay, if the discount is a good one.

- How about 4 per cent?

- 6 per cent would be better.

- P’msorry we can’t manage that unless you pay for the instatlation.
- Okay, our engineérs will take care of that.

- Okay then. So to confirm: a 6 per cent discount but you pay all the
shipping and instatlation costs.

- That sounds all right.

- Well, I"d like to summarise — go over the points we’ve agreed on.
Is that Okay?

- Yes, of course, go ahead.
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Well, the first point is that the property includes all the land pres-
ently occupied by the station buildings and also the former car
parks to the east of the station, the offices here to the west and the
warehouses alongside the tracks. 1t does not include the present
government-owned housing on the north side of the railway lines.

The remaining land will be developed by Gibson Trust and later

sold off separately. Is that an accurate summary?
Y es, that’s right. It’s fine.

Okay. So 1 think that’s fine then. Shall we stop there? I think we’ve
gone as far as we can today. We just need to decide on our next
meeting. Can we do that now? | mean sort out the next steps...

Yes, okay.

Well, as | understand it, in our next meeting we should examine
development plans. Finally, we’ll draw up contracts. Then we’d
need a little while to consider the contracts. So probably every-
thing should be in place for signing contracts by the end of June.
Does that sound reasonable?

Yes, June, that should be okay. So when can we meet to look at
development plans?

Well, could it be April 10™? Or any time that week?
April 10" would be okay. Same time 10 a.m.?

Yes, that’s okay. Well, thanks for coming then. And I’'m glad
we’ve been able to make progress, to reach agreement, you know.
It’s been very constructive, and we’ll send you a report.

Very well. We’re also pleased to have reached this stage.

MAKE UP DIALOGUES IN WHICH THE OFFERS MADE ARE
REJECTED. FOLLOW THE PATTERNS BELOW.

Pattofftt
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Let me make a suggestion. If you agree to buy 100 units every
month fort the next twelve months, we’ll agree to a 10 per cent
discount.

Unfortunately, [ can’t say how many we’ll need in six months
and certainly not in twelve, 1 can’t take the risk on such a large
order at this stage.
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- The price we’re offering excludes installation costs but does in-
clude a twelve months’ guarantee.

- I'm afraid that’s not really acceptable. You know that other
suppliers offer free installation and a two-year spare parts and
labour warranty?

- I think that the minimum investment in advertisement must be
$40,000; otherwise we cannot reach enough of our market. It’s
not much to ask for.

- It’s a pity, but it’s still more than out budget. I can’t go that
high.

What you, as a negotiator, need to be aware of can be listed as fol-
lows:"

to build relationships

to reach an agreement

to exchange information

to deal with questions

to generate and evaluate options
to put forward and react to proposals g
to bargain and move towards agreement }
to close the negotiations

NMPAKTUYECKOE 3A0AHUE

1. Haitaute oTBeTHl Ha BOIPOCHI N0 TeMe 0 BCTPevax M neperoBopax

(based on: A. Lloyd, A. Preier. Business Communication Games. Oxford
Univ. Press, 1996)

! More in detail see: O’Connor Ph., Pilbeam A., Scott-Barrett F. Negotiating.
Longman Group UK Ltd., 1992.
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QUESTIONS

1. If everyone at a meeting votes
the same way, the decision is...

2. How do you as a chairperson
postpone a decision?

3. How can you interrupt po-
litely?

4. How can you show complete
agreement  with  the last
speaker’s suggestion.

5. How can you politely avoid
answering a question?

6. How can you show disagree-
ment politely?

7. What non-verbal communica-
tion shows you are listening?

8. You are the chairperson. The
discussion is getting away from
the point. What do you say?

9. You are at formal meeting and
would like to speak. What do
you say?
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ANSWERS

A. a) I would like to propose the mo-
tion that... Or: b) I would like to
move that.

B. a) Ladies and gentlemen, I declare
the meeting open.

Or: b) Let’s get down to business, eve-
ryone!

C. a) Sorry to interrupt, but could I
ask for clarification?

Or: b) Could I come in here for a
moment?

D. a) If no one objects, I suggest we
leave this matter until ...

Or: b) With your approval, I propose
we defer this until ...

E. unanimous

F. a) I'm sorry, but I can’t agree with
that.

Or: b) I can see what you mean, but ...
G. It means that you decide not to
vote. This is called an abstention.

H. a) If no one has anything to add,
can we move on to ...?

Or: b) Now I'd like to turn to item
number ...

I. a) Could we stick to the agenda,
please?

Or:b)I think we’re
tracked here.

getting  side-
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QUESTIONS

10. You are at a formal meeting
and would like to make a pro-
posal. What do you say?

ANSWERS

J. a) Well, it’s rather difficult to say at
the moment.

Or:b) I'm not in a position to com-

ment on that just now.

11. What is the casting vote?

K. a) Mr/Madam Chairman, May I

have the floor?

Or: b) With the Chair’s permission, I'd
like to comment on ...

12. You are the chairperson and
are opening a meeting. What do
you say?

L.. Nodding
from time to time; keeping eye-contact
with the speaker.

occasionally;  smiling

2. Ha ocHore moMeiueHHbIX HM)Ke BOCBMH KOMIUTEKCOB MOJe3HBIX BhIpaxe-
HUH 17151 neperoBOpoB COCTaBbTe AUANOTH, KOTOPble OTHOCATCS K UHTepe-
cyromeli Bac TeMe NMeperoBOPHOTO MNpoilecca.

Monez3Hble BbIpaXEHUS ANsl NEPErOBOPOB

(Helpful Expressions for Negotiations)

Tkl Kak ycmaHaenueams omHOWeHUst
How to build relationships

Let me introduce (I'd like you to meet)
my colleague Alexandr N,

This is Nina N., head of the planning
division.
How do you do?

Pleased to meet you.

Pleased to meet you, too.

By the way, please call me by my first
name (Richard).

How are you?

Very well, thank you. How are you?

Paspewsume mne npedcmasums .Bam
moezo xonnezy Anexcanopa N.

Omo Huna N., nauanenux nnawnosozo
omoena.

30pascmeyiime (omeem mom xce).
Ipusamno no3naxomumscs.

Mue moxce npuamuo ¢ Bamu nosnaxo-

. Mumsci.

Kemamu, nodcanyticma, 306ume mens
no umenu (Puuapo).

Kaxk noxcusaeme (= 30pascmeyiime)

Xopowo, cnacubo. A Bui?
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This is your first visit to Belarus, isn’t
it?

Unfortunately, this is very short visit, so
we won’t be able to see much.

That’s true (That’s quite right).

That’s a pity.

Oh really?

Bu 6edo nepewiii paz ¢ Benapycu, e
max au?

K coxcanenuio, amo oueno Kpamxui
6U3UM, NOIMOMY Mbl HE CMONCEM MHO-
20e yguoems.

Cogepuerno cepro.
Kane.

B camom oene?

Kak npuxodums K coenaweHuro

(How to Reach an Agreementf)

Can we now agree on the overall pro-
cedure?

First of all, I think we should establish
the overall procedure.

Our main objective is to...

What we’d like to achieve from this
meeting is...

We’d also like to talk about... (Another
issue we’d like to discuss is ...)

Another objective, as we see it, is...

Something else we’d like to achieve
is...

Does that fit in with your objectives?

Is that OK with you? (Does that sound
OK?)

Does that seem acceptable to you?

Could we now agree on (the order in
which we want to talk about things)?
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Hasaiime ceituac dozo6opumca no o06-
uyeti npoyedype.

IIpexcoe 6écezo, mue kaxcemcs, HyHCHO
yemarnosume 06uyio npoyeoypy.

Hawa 2rasnan 3a0aua — ...

Ha amois ecmpeue nam 6ot xomenoco ...

Mo 601 maxdce xomenu o0bcy-
Oumo... (Eute 00na npobnema, komopyro
Mol Xoment 661 06cyoums — 3mo ...)

B kauecmee Opyeoir 3a0auu, KAk Ham
npedcmagasemcs, ...

Ham maxxce xomenoco 6ur 002060-
pumocs o ...

Coomeemcmeyem au smo Bawum ye-
nam?

Kax Boi na amo emompume?

Cuumaeme au Bot amo npuemaemvim?

Moxcem nu ceituac npudmu x coznauie-
HWIO (0 nopsdxe obcyxcOenus 6onpo-
co6)?
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Certainly (Yes, indeed).

I think we should start by (looking at
your situation).

Would you go along with that?
We could then move on to...

Perhaps we could (outline our objec-
tives).

I'd like to check what you hope to
achieve.

Kbesyerosno.

A oymaro, Ham credyem nauams c (pac-
cmompenus Baweii cumyayuu).

Bac amo yempaueaem?
3amem mor moznu 6ot ...

Beposmuo, mer moanu 6ul  (onpede-
AUMbCA NO YEAAM).

Mhue 661 xomesoce y3name, kaxue Bot
npecaedyeme yen

Kak o6MeHugambcst uHpopmayuel

(How to Exchange Information )

Our company was founded (estab-
lished, set up) in ...

We manufacture (produce)

Currently, we are the largest pro-
ducer of ...

Our exports now account for...

We are interested in ...

Our key interest here is ...

It’s vital forus ...

Intcrnational cooperation is extremely
important to us.

... is of lesser importance to us,
... is a lower priority.

Perhaps [ could just recap on your main
points.

I’d just like to go over your main
points.

Hawa ¢upma (xomnanus) 6wira ocho-
8anae ...

Mo npouseodum

B Hacmoswee 6pems Mol aéaseMcs
KpYRHeUuum npouseooumenem ..

O6%vem akcnopma 'y Hac cocmaénsem
cetiyac ...

Hac unmepecyem ...

OcnHognoti  unmepec Ona Hac 30ect
npedcmasnnem ... '

Ham xcusnenno eaxcro ...

Mexcoynapoonoe compyOHuecmeo
Ol HAC 4PEe3GLIATIHO GANCHO.

... MeHee GaxcHo 04A Hac.
... AGAREMCA MeHee npuopumemntoim,

Paspewuume mne cymmuposamo (no-
ObIMONCUMB)  OCHOGHBIE  NOAONCEHUR
Baweii nosuyuu.

Mne 6u xomenoce npoiimuce no oc-
HOGHBIM MoMermam Baweit nosuyuu.
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AsTunderstandit, ...

As I recall, you said ... (If I am not
mistaken...)

Yes, that’s the situation.
Yes, that’s right.

We think that you are the right kind of
company to discuss these things with.

I think we should be able to help you.

Hacronvio s s3mo nonumaro,

Kax mne nommumcs, Boi cxazanu
(Ecau s ne owubaiocs...)

Ha, cumyayus umenno maxas.
Ha, cosepuienro gepro.

Mot nosazaem, umo But kak paz ma
KomMnanus, ¢ komopoii credyem o6cy-
HcOame 3mu 0NPOCHI.

A cuumaro, ¥mo mo1 cmo2iu 661 Bam
0Ka3amb NOMOUYb.

Kak 3a0asamsb eonpocsl U omeevyams Ha HUX

How to Deal With Questions

Can [ just ask you a few questions
about your basic requirements?

Can we now move to another question?

Roughly how many deliveries do you
have in a year?

How important is the environmental
issue to you?

It’s our top priority.

It isn’t important to us.

What emphasis do you place on ...?
Does that mean...?

When you say ... do you mean that ...?

Well, it’s certainly something we can’t
afford to ignore.

This is indeed what we have to take into
consideration.
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Paspewuume 3a0ame Bam Hecrkoabko
eonpocoe o Bawux ocroeHbix mpe6o-
6aHUAX.

Hasaiime menepo nepeitidem k dpyzomy
gonpocy.

Cronvko y Bac npubausumenvio doc-
masok & meueHie 200a?

Hackonexo eéaxcna ona Bac npobrema ok-
pyscaiouielt cpedor?

Mo Hawa 2raeHan 3a0axa.

Mo He aeasiemca O HAC BANCHBIM.
Kaxoe 3nauenue Bot npudaeme ...
3uauum au amo, umo ...

Koz0a Bwi 2osopume ...,
amo, umo ...?

3Hayum iau

FBezycrosno, mul ne moxcem ocmaeaame
amo 6e3 GHUMANHUR.

Ham na camom dexre amo Heobxodumo
NPUHAMb GO GHUMAHUE.
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Kak cobupamp u oyeHueamb 8apuaHmsbl deticmeul

(How to Generate and Evaluate Options)

It seems to me that there are a number
of ways we could work together.

There seem to be several possibilities
for...

Shall T suggest we list the options first
and then examine them in more detail
one by one?

Should we brainstorm the options be-
fore discuss any in detail?
1'd like to start by suggesting ...

llow about trying (using) ...?

1lave you considered the idea of...?
We could also ...

Why don’t we go through each of these
in more detail.

At this stage I think we should look at
cach option in tum,

| think the main weakness of this for us
is that ...

So P'd say that was the least favourable
option for us.

The problem with ... isthat ...

Right. 1 think this fits in with the way
we look at the situation, too.

I think that’s got a lot of potential.

‘The main strength of ... , as 1 see it, is
that ...

Mue kaxcemes, cywpecmeyem yenuiii
PAO HANPABREHUTI, HO KOMOPbIM Mbl
mo2au 6ul compyonuuame.

Cyupecmayem HeckoabKo 6aPUAHNTO06
oA ...

Mosicem boimo, mor paccmompum chavang
6eco CNUCOK 6aPUANIMOS, a 3amem noopobno
OCHIGHOBUMCSL HA KANCOOM U3 HUX.

Modicem, Ham cnavana credyem paccmom-
peme 6ce udeu. npejxicoe yem ob6cyicoams
KAKyl0-mo @ demanax?

Mue 661 xomenoce nasams ¢ npedioxcenun ...

Kax nacuem mozo, umoGel nohvunamvcs
(ucnonezosams) ... ?

Bot pacemampueanu udero o ... ?
Mot 661 marxce mozau ..

Haeaiime paccmompum  xaxcoyio ux
6onee nodpobrio.

Ha oantom smane, kax mre xaxcemes,
cmoum noouepeoro OCMAaHOGUMbCA HA
Kaxcoom éapuanme.

Ha moti 632180, ocnoenbiM craboim
36eHOM 6 IMOM OAR HAC ABNAEMCS ..

A 6bt nasean amo naumenee 6razonpu-
AMHBIM OIS HAC APUAHNIOM.

Besnpobaemac ... 6 mom, umo ...

Bepro. JI oymaro, smo coénadaem c
HQULUM GUOEHUEM CUmMyayuu.

A nongearo, 30eco bonbluue 60IMONCHO-
cmu.

OCHOGHBIM ~ CWIbHBIM ~ MOMEHMOM
..., HACKONLKO 51 3MO Hpedcmasnsio,
Aanuaemcs ...
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Yes, we’re also interested in ..., but ...

I feel we should go even further than
that.

I have some doubts about that option.

My immediate feeling is that it would
be too expensive.

Ha, met maxkxce 3aunmepecoganst é ...,
HO ...

Mue raxcemes, mvt QonxncHvl npoosu-
Hymbcs 30ech ewye danvuie.

Y mens ecmo onpedenenitoie comienus
Hacyem IMo2o 8apuanma.

IIepeoe, umo mre noxasanocb, — amo
CAUULKOM 00PO2O.

Kak ebi08uz2ame npedsioXeHus u peazuposamb Ha HUX

How to Put Forward and React fo Proposals

We propose that the new company
should be involved in ...

Our proposal is to create ...

We propose that we combine ...

Maybe a better solution would be to ...

It could be a good idea to ...

So, if T understand you correctly, you
feel that . ..

1 see what you mean. (That’s not quite
what I mean.)

Exactly!
Not necessarily.
I appreciate that.

I take your point about ..., but ...

That’s certainty worth considering.

I’m not sure how realistic that could be.
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Mot npeonazaem, umobet Hosas Komna-
HUA YHACMB06aANA 6 ...

Hawe npednoxcenue 3axmouaemcs ¢
mom, unobwl ...

Mot npedrazaem covemame ...

Bosmoxcio, aynuum pewenuem 6bL10
ool ...

Boino 661 nennoxo ...

Hmak, ecau s npasunvno Bac nonu-
Mmaro, Bot cuumaeme, umo ...

A nonumaro, umo Bot umeeme 6 6uoy.
(Omo He coscem Mo, 4MO 2 UMEIO 6 GU-
oy.

Bom umenno!
Heobazameronol
A Bam npusnamenen 3a amo.

Mue nonamna Bawa mouka 3penus na-
cuem ..., Ho ...

3Omo, 6e3ycrogro, cmoum paccmom-
pems.

A ne yeepen, HACKOABKO MO MONCEM
6bimb peansio.
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coanaweHuns

Kak eecmu mope u npodeu2ambcsi K 00CMUKEHUIO

How to Bargain and Move Towards an Agreement

We could find some funding if there

were additional inputs as

If you accepted these terms, we would
cover up to half the costs.

We’d have no objection provided that
the details were worked out together.

We couldn’t possibly guarantee that at
the beginning, but we’d be prepared to

If you increased that amount to ..., |
think we would have a deal.

N

That would be acceptable.
1 think we could go along with that.

We’ll agree to this provided that you
allow us to ...

We’ll be able to deliver ... provided
that there is ...

If you accept ... | may be able to

Mot mozru but Hatimu unancup osanue
npu ycaoguu yuacmus u ¢ Bawei cmo-
poiiel.

Ecau 661 Bot npunanu amu ycaogus, mut
6b1 onnamual NOR0GUHY PAcx 0006,

YV nac ne 6wino 6ot 6o3paxcenuit npu
YyeroGuu, umo demanu 6siiu 6ol 02060~
peHbi CoeMmecmHo.,

Mot 66t He cmozau, seposmuo, zapan-
mupogams 3Mmozo gravaie, Ho Mol ObLIL
661 20mogoi ...

Ecnu 6v1 Bt yseauuunu smom obvem
0o ... , norazaro, ¥mo mot cmoanu Obi
002060punbes.,

Omo 6uiro 6bl npuemaeMbiM.
A Oymaro, moi 661 nownu na ameo.

Mot coenacumea ¢ amum npu ycaoeuu,
umo But nosconume nam ...

Mot emoncem ocywpecmeums nocmagky
... HpU YCAOGUMU, YMO ...

Ecau Boi npumeme ..., 5, 603moducHO,
cmozy ...

Kak 3asepwamb npouecc nepe2oeopos

(How to Close the Negotiation)

Perhaps | could just summarize our
agreements so far.

As we have agreed, we’ll take care of
(be responsible for)

ﬂ, GOIMODNCHO, CMO2 661 nodsecmu umoz
HAULUM COGNAULeHUAM HA OQHHOM 3Md-
hne.

Kak mu Oozosopunucw, met nosabo-
mumcs o (6yOem omeeuanms 3qa)
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There are a couple of outstanding
points.

The question of ... remains to be clari-
fied.

We'll set up a meeting ...

You’ll get further information about...

By our next meeting you’ll have
worked out the procedure of ...

We’ll discuss the questions (issues) of
... at our next meeting on ...

Have I covered everything?

Is there anything else you’d like to add?

We'll set up another meeting if neces-
sary.

Please feel free to contact us any time
you need.
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Ecmo ewe pao nepewenioix onpocog.

Bonpoc o ...
HUMb.

euje npedcmoum nposc-

Mot naznawum scmpeuy ..

Bui nonywume oanvnetiwyro ungpopma-
ywo nacuem ...

K naweii caedyroweii ecmpeue évl pas-
pabomaeme npoyedypy ...

Mot obcyoum eompocet ... xa Hauseil

credyrouyeii gempee ...
060 ¢cem qu 2 crkazan?

Xomume au Bol 0obasums ewge umo-
HUbyon?

Mot nasnauum ewe 00Hy eécnmpexy npu
Heobxodumocmu.

IToxcanyticma, obpawaiimecs k Ham 6
#060e spema, ecau Haoo.



What you need for success in business 1%

BU3HEC-KOMMYHUKALNA
B NEUCTBUU

(BUSINESS COMUNICATION
IN ACTION)

HY)XHO Ans ycnexa B Ou3Hece
(What You Need for Success in Business)'

e otHouweHue (Be Positive)

Personal Success Hint:
ody likes a person with a positive attitude.
ok people in the eye. Make a good impression.

S MAKING A GOOD / BAD IMPRESSION
Compare and discuss two situations.
Situation 1.

Helen Stewart is a Personnel Director. Tim Carey is looking for a job.

" 8.: Good morning, Mr. Carey. How are you today?
T.C.: Not so great.
it 8. What’s wrong?
T.C.: Oh, lots of little problems.

Situation 2.

Richard Ginns is a Personnel Director. Jane Chapman is looking for a job.
G.: Hello, Ms. Chapman. How are you this morning?

' Based on: Lougheed, L. Business Communication. Ten Steps to Success. Addi-
son Wesley Publlishing Company Inc., 1993.
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J.Ch.: Never been better, thank you. How are you, Mr. Ginns?
R.G.: Very well, thank you,

Questions for discussion:

1. Who is more positive — Mr. Carey or Ms. Chapman?

2. Who would you like to work with —~ Mr. Carey or Ms. Chapman?

3. Do you ever have little problems? Do you talk about them? With
whom? When?

4. Rewrite situation 1 so that Mr. Carey would make a good impression.

How about you?
Read the following and say how often you do it: never, sometimes, always.

I'say “Good morning” to everyone.

I give positive responses to “How are you?”
I like my job and studies.

I make eye contact.

I ask people “How are you?”

I make a good first impression.

I remember people’s names.

I'smile

RN PPN

Business Hint:
You have only ONE chance to make a FIRST impression. |

Practice making a good impression. Look at the different responses:

Positive Responses “Middle-of-the-road” Negative Responses
s W &

Fine Not so bad Awful

Really fine Not too bad Terrible

Never been better OK Don’t ask

Great So-so Horrible

Terrific Not so good

Very well Not so great

Super
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Complete the following statements about the USA:

1. When I give a negative response, I make a impression.
good/ bad
2. When I don’t make eye contact, I am in the other person.
interested / not interested
3. When I don’t smile, I make a impression.
good / bad
4. When I smile, make eye contact and offer my hand, the other person
is in me.
interested / not interested

*  Smile.

=  Make eye contact.
* Be attentive.

=  Be positive.

1.2. BHumaHue k nwogam v geny (Be Thoughtful)

Personal success hint:
When you say a person’s name, you tell the person:
“YOU ARE IMPORTANT!”

LOSING / IMPRESSING A POTENTIAL CUSTOMER

Compare and discuss two situations.
Situation 1.
Bill Smith is a salesperson for ABC Motors. Mary Kent is a potential cus-

tomer. She wants to buy a new car.

B.S.: Hi! My name is Bill Smith.

M.K.: Yes, I know. I was here yesterday.
B.S.: T'msorry. I'm very bad with names.
M.K.: And with faces...
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Situation 2.

Jack Barnes sells computers. Bob Wright needs a computer. He was in Mr.
Barnes’ store last week. Mr. Barnes sees Mr. Wright on the street.

J.B.:  Mr, Wright! Nice to see you again. My name is Jack Barnes. We
met last week at my store.

B.W.: Of course, Mr. Barnes. How are you?

J.B.: Fine, Mr. Wright. Really fine. And you?

B.W.: 1 feel great, thanks.

~
(o 4
L[ ]

Questions for discussion:

—t

Who is a better salesman Jack Barnes or Bill Smith? Why?

2. Which customer is more pleased Marry Kent or Bob Wright? Why?

3. Who would you buy something from? Mr. Smith or Mr. Barnes?
Why?

4. Do you ever forget a name? If yes, how does it make you feel? Embar-
rassed? Apologetic? Unconcerned?

5. Has anyone forgotten your name? How did you feel? Embarrassed?

Angry? Unconcerned?

How about you? (Yes / No / Sometimes) Please explain your answer.

1. Are you good with names?

2. Are you good with faces?

3. Is it important to remember names?
4. Is it important to remember faces?

Spelling for clarification

Some letters sound alike when we spell. For example, B sounds like D.

Bob Bolt: My last name is Bolt.
Julie Robins: Pleased to meet you Mr. Dolt.
Bob Bolt: That’s Bolt with a B as in “boy”.

Julie Robins: Oh, I’m sorry, Mr. Bolt.

To clarify, it’s a good idea to ask: B as in boy, or D as in dog?”

Do people sometimes confuse letters in your name when they spell it?
You may need to give examples. Look at the following examples of spelling
clarification. Add more examples.
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A as in Alpha,
B as in Bravo,
C as in Cinema,

N asin November, __ ,
O as in Oscar, ,
P as in Paper,

— Y

 —ee

D as in David, , Q as in Question, ,
E as in Echo, , R as in Ronald, ,
F as in Fox, . S asin Sam, s

G as in Golf, s T as in Tom,

H as in [otel, , U as in Uniform, ,
I as in India, , . V as in Viktor, ,
J as in Juha, s W as in Whiskey,
K as in Kilo, s X as in X-ray, ,
L as in Lemon, s Y asin Yes, ,

M as in Mike, s Z as in Zulu ,

Business Hint:
Use last names until people ask you to use their first name.{

Mark Brown: How do you do, Mr. Grant?
Bob Grant: Please call me Bob.

To remember a name, it helps to see it written. You can ask for a business
card or you can write down the name and a phone number.

Bob Wilson: Do you have a card?

Julie Robins: No, I’m sotry. I'm out of cards. / Yes, here you are. *

Bob Wilson: Let me write down your name and number. / Thank you.
Here is mine.

Practicc the above dialogues with your classmates.

Make a card for yourself.

Julie Robins
Realtor
1212 Newton Street
Ames, Hometown, Iowa 51523
USA

E-mail: jrob@aol.com
Ph.: (521) 554-6434
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Andrel Zaitsev

Belarus State Economic University
Post-graduate student of marketing

Home address:

Koshevogo Str.,11-4

Minsk 220009 Ph.: +375-17-230-2214
BELARUS E-mail: azai @usa.net

Associate the name with something. To remember a person’s name,

write something about the person on his/her card.

Help people remember your name. After you meet someone, writc

him or her a letter. This letter is called a follow-up letter.

Situation:

Ken Woods sells photocopiers. Charles Watts is a potential customer.

Ken writes Charles a follow-up letter.

*Central Photocopiers*
345 West Broadway
New York, NY 10007

212-5534545

¥ % %

January 18,1995

Mr. Charles Watt

Acme Machine Works

1230 Central Street
Newtown, Connecticut 20007

Dear Mr. W atts:

Thank you for coming to our store yesterday and looking at our new
photocopiers. If you have any questions, please call me.

Sincerely yours,
Ken Woods
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Situation:

Bob Wright sclls computers. Jack Barnes is a potential customer. Bob writes
Jack Barnes a letter.

Complete the follow-up letrer using these words:

Barnes coming have  our you
call computers looking questions yours

*Energo Computers*
442 W alton Drive
Reading, Massachusetts 01845

February 21, 1994

Mr. Jack

18 South Street

Reading, Massachusetts 01845

Dear Mr. Barnes:

Thank for to our store yesterday and at
new . If you any s
please
Sincerely
Bob Wright
Situation:

You sell fax machines. Your classmate called you about your fax machines.
Write him or her a letter.
Review remembering names:

Introduce yourself > Ask for clarification > Ask for the spelling of the name
-> Use the name > Write the name down.
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Tony Conroy: Hi. I’m Tony Conroy.
Bill Madsen:  Hello. My name is Bill Madsen.

T.C.: I’m sorry. What’s your name?

B.M.: Madsen.

T.C.: Madsen. How do you spell that?

B.M.: M-A-D-S-E-N.

T.C.: Do you have a card, Mr. Madsen?

B.M.: No, I’m sorry. 1 don’t.

T.C.: Let me write down your name and phone number.

Introduce yourself to your classmate. Follow the above pattern.

Exchange business cards with your classmates.

=  Remember names and faces.
Don’t be shy.

Ask for clarification.

Ask for business cards.
Write follow-up letters.

1.3. YmeHue pabotath B komanae (Be a TeamPlayek

Personal Success Hint:
To be a success, you must know your business well.
But you also must learn how you can work as part of the team.
Be a good team player.

71 MAKING NEW COLLEAGUES FEEL
WELCOME / UNEASY

Compare and discuss two situations.

Situation 1.

David Hunter has worked for Holiday Travel Company for 15 years. He is a
purchasing clerk. He wants to be the director of Purchasing Department
someday. George Monroe is a new employee. He is a purchasing clerk, too.
it’s his first day on the job.
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D.H.: See that guy over there? He’s in charge of accounting. Stay away

from him.

G.M.: Why?
D.H.: Believe me. Just stay away. Also don’t talk to that woman there, If

you need anything, just ask me.

Situation 2.

Ron Howard has worked for the East West Trade Company for 10 years. He
is assistant manager for Pacific Sales. He wants to be Vice-President of inter-
national Sales Department. Mark Curtis is a new employee. He will work
with Mr. Howard. It’s his first day on the job.

M.C.: Hi! My name is Mark Curtis. ’'m the new assistant manager of

the European Sales Department.

R.H.: 1t’s nice to meet you, Mark. Welcome to the company. Let me in-

troduce you to your other colleagues. This is Mrs. Wilson, the
secretary for our department and the most important person in
this company.

M.C.: How do you do, Mrs. Wilson?
Mrs.W.: How do you do? If you need anything, let me know.

4.
5.

Questions for discussion:

Who is a friendlier colleague — David Hunter or Ron Howard? Why?
Who feels more comfortable — George Monroe or Mark Curtis? Why?
Why doesn’t Mr. Hunter want Mr. Monroe to talk to the other em-
ployees?

Who would you like to work with — Mr. Hunter or Mr. Howard?

Why is it important to be a good team player?

How about you?

Which of these chatacteristics describe you ? (Yes / No / Sometimes)

Friendly Cooperative
Rude Jealous
Well-liked Busy

Lonely Successful
Ambitious A team player
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WRITING THANK-YOU NOTES
Situation:

Mr. Smith invited Mrs. Pomeroy to a reception at the company’s new office.

*Mable Pomeroy*
29 Bucks Lane
Deer Glade, North Carolina 30303
September 16, 1995
Mr. Frank C. Smith
Smith Services, Inc.
Durham, NC 30303-4444
Dear Mr. Smith:

It was very nice to invite me to your reception last night. I enjoyed the
chance to see your beautiful new offices and to talk with you again.

Thank you for your kind invitation. Best wishes for the future.

Sincerely yours,

Mable Pomeroy

Situation:

Mr, White invited a client, Mrs. Rosalind Prince, to a seminar on improving
telephone skills.

Complete a thank-you note with these words:

Dear, invitation, nice, Thank, chance, future, last, Sincerely, the.
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*Rosalind Prince*
49 Luck lane
Norman, OK 87450

September 16, 1995

Mr. Cleveland White

White Consulting Company

9 Franklin Place, Suite 4

Norman, OK 87450
Mr. White:

It was very of you to invitc me to seminar
night. 1 enjoyed the opportunity to learn about telephone

skills and the to talk with again.

you for your kind and best wishes for the

yours,

Rosalind Prince

Situation:

Mr. Easton invited vou to a workshop on remembering names. Writc a thank-
you note to him.

* Make new colleagues feel welcome.
* Lcarn about your colleagues.

*  Know people’s job titles.

*  Write thank-you notes.

* Beagood tcam player.
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1.4. 3anHTepecoBaHHOCTL (Be Interested)

Personal success hint:
People like it when you use their name.
They also like you to be interested in them
as a person - not just as 'company employee’,

@:tilie HAVING A SUCCESSFUL / UNSUCCESSFUL TALK

Compare and discuss two situations.

Situation 1.

Mark Winston wants Sam Tenly to meet Mary Chapin. Mr. Tenly is the Vice-
President of the European Sales Department. Ms. Chapin has just returned
from a three-week visit to the European offices.

M.W.: Sam, I"d like to introduce you to Mary Chapin.
M.Ch.: How do you do?

S.T.: How do you do?

M.W.: Tl let you get acquainted.

Sam: Well, it was nice to meet you.

Mary: Nice to meet you, too. Good bye.

Situation 2.

Bill Revson, a potential client, is visiting from Toronto. Tom Patterson is in-
troducing him to the employees of the company.

T.P.: Bili, I'd like you to meet Jane Steele. Ms. Steele, this is Bill
Revson. Mr. Revson is visiting us from Toronto.

J.S.: How do you do, Mr. Revson?

B.R.: How do you do, Ms. Steele.

T.P.: Ms. Steele is the manager of our Accounting Department She is
also a great golfer.

J.S.;  Tom tells me you play golf, too. Why don’t you join us for a few
rounds tomorrow?

B.R.: Thank you. I'd love to join you.
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ATl

Questions for discussion:

. Who makes better introductions — Mr. Winston or Mr. Patterson?

Why?

Who feels more comfortable — Mr. Revson or Ms. Chapin?

Who is more interested — Mr. Tenly or Ms. Steele?

What did Mr. Revson and Ms. Steele have in common?

What did Mr. Tenly and Ms. Chapin have in common?

How could Mr. Winston help Mr. Tenly and Ms. Chapin get ac-
quainted?

How about you? (Yes / No / Sometimes) Explain your answer.

When you are with strangers,...

NN R W

you introduce yourself,

you tell something about yourself.

you are shy.

you tell something about others.

you wait to be introduced.

you let the other person start the conversation.
you look for things in common.

Here are two rules for making introductions:

1. A lower ranking employee is introduced to a higher ranking employee.
2. A younger person is introduced to an older person.

Situation:

Ms. Jones is a retired accountant. She is 60. Mr. Brown is a Director of Sales.
He i1s 45.

Complete the introduction:

, I'd like you to meet . , this is
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Situation:

Ms. Wright is a member of the Board of Directors. She is 30. Mr. Reed is
Vice-President of International Sales. He is 55.

Compilete the introduction:
, I’d like you to meet . , this is

Practice making introductions with two of your classmates.
When you introduce people, provide some personal information. This will
start the conversation. You can provide a job title or tell something about per-

sonal interests.

Personal Success Skill

| When you meet someone, try to find something in common. I

Look at the foliowing models and practice with your classmates:

Ted Cohran: Mrs. Perry is our President. She’s a great tennis
player.

Margaret Perry: What do you do, Mr. Smith?

John Smith: I’m a sales manager in the Pacific Rim. | like tennis,
too!

Frank: Where are you going on vacation?

Jeff: Pm going to London.

Frank: London is a great city. | went there last year.

Summary:
= Use personal information in introductions.

# Try to find a common interest.
= Stay in touch.
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1.5. OpraHu3oBanHocTb (Be Organized)

Personal success hint:
Always know your schedule.
If you control your time, you control your life. |

BEING DISORGANIZED / MAKING AN APPOINTMENT
AND SETTING AN AGENDA.

Compare and discuss two situations.
Situation 1.
Sharon Kurn wants to make a lunch appointment with Mark Stevens.

Sh.K.: Are you free for lunch tomortow or the day after tomorrow?

M.S.: Tomorrow? I can’t say for sure.

Sh.K.: What about today?

M.S.: Today? OK. Wait a minute. No, I can’t. I have an appointment.
I'm running late, as usual.

Situation 2.
David Dasher wants to make an appointment with Nancy Gordon.

D.D.: We need to make some decisions on this project.

N.G.: I'm free tomorrow morning.

D.D.: Great! Let’s meet at nine in my office. First we’ll look at sales fig-
ures, Then, we’ll plan our marketing strategy, and last, we’il work
out a budget.

N.G.: That’s a full agenda.

Business idioms and expressions:
market strategy = plan for selling a product

to work out = to develop, to plan
afullagenda =alottodo
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Questions for discussion:

Why is Mr. Stevens not sure about his schedule?

How could Mr. Stevens become more organized?

What is the difference between Mark Stevens and Nancy Gordon?
Which person are you like?

1.
2.
3.
4,
How about you? Are you organized? (Always / Sometimes / Never)

1. Is your desk neat?

2. Isyour address book in order?

3. Can you always find things?

4. Are you early for appointments?

5. Do you meet the deadline?

6. Do you get up at the same time every day?

7. Do you plan ahead?

8. Do you make lists of things to do?

9. Do you write your schedule for a week?

10.1Is your schedule tight or open?

Business Hint:

When you make an appointment, add extra time to it.
Then you are still on schedule.
Keep free time on your calendar.

An “open” schedule is more flexible than a “tight” schedule.

An organized person has plans for all possibilities. Be prepared to suggest an
alternative.

Look at the model and practice with your classmate:

A: Let’s meet tomorrow.

B: Are you free for lunch?

A: No, I'm not. How about 2:30?
B: Two thirty is fine.

In the business world, everyone is very busy. Business calls are concise_and
“to the point”. Remember to be positive.

Which is the best expression?
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Situation: Mel Jones is calling to talk about his company.

I. Which of these is a good way to say “Hello”?
a. Hello. This is Mel Jones from IMT.
b. Hi! Guess who?

. Which of these is “to the point”?
a. Are you familiar with IMT and its telephone services?
b. I'll bet you’re wondering why I called.

[0

3. Which of these is a good way to end the phone call?
a. Don’t hang up yet. Just one more thing.
b. 'l call you when you have more time.

Situation: Greg Thompson wants to apply for a job.

1. Which of these is a good way to say “Hello”?
a. Ummm. Do you have any jobs?
b. This is Greg Thompson. May I speak to the Personnel Department,
please?

2. Which of these is “to the point™?
a. Do you have any sales positions open?
b. 1 was wondering if you have a job for me.

3. Which of these is a good way to end the phone call?
a. Thank you for your time. I’ll send my résumé to your attention.
b. If 1 can’t find another job, Il call you again.

Practice with your classmate making an appointment.

* Make appointments.

= Set agendas.

* Keep a calendar.

* Bedirect.

= Plan for changes.

* Be prepared with alternatives.
*  Write “'to do” lists.
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1.6. NynkryansHoCTL (Be Punctual)

Personal success hint:

When you keep someone waiting, you imply,
“My time is more important than yours.”

If you are going to be late, call and reschedule. |

STnianeY ARRIVING LATE / EARLY FOR AN APPOINTMENT

Compare and discuss two situations.
Situation 1.

Paul Ward is making a sales call on Roy Minor, the Head of Purchasing
Dept. Mr. Ward wants to demonstrate his new computer products to Mr. Mi-
nor.

R.M.: 1t’s 3:45 now. You’re 45 minutes late. You have 15 minutes to
talk about your company’s products.

P.W.: Fifteen minutes! I need at least an hour!

R.M.: Be ontime then.

Situation 2.

Pam Green has a 2:00 appointment with Henry King. Mr. King arrives at Ms.
Green'’s office at 1:50. She comes out to meet him at 2:00 p.m.

P.G.: 1didn’t keep you waiting, did I?

H.K.: No, you’re right on time.

P.G.: And so are you.

H.K.: Actually, I like to be early. I don’t like to keep YOU waiting.

Questions for discussion:

Who is more successful — Mr. King or Mr. Ward?

Who is more impressed — Mr, Minor or Ms. Green?

Whose time is more important — Mr. Minor’s or Mr. Ward’s?
What should Mr. Ward do after the meeting?

What should Mr. Ward do before the next meeting?

Are you more like Mr. King or Mr. Ward?

1.
2.
3.
4.
5.
6.
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How about you? Use these adverbs to answer the questions.
Always Usually Sometimes Never

Are you punctual?

Are you on time for your class?

Are you on time for your supervisor?

Are you late for a train departure?

Are you late for a meeting with your friends?
Are you on time for a meeting with your boss?

S el S e

Business Hint:
Add extra time before an appointment.
It's better to wait for a client than to keep a client waiting.

Sometimes you are late. If you are late, apologize. Say you are sorry and give
an excuse.

Situation;
Ann Downs is George Arno’s boss.

A.D.: You’'re ten minutes late.
G.A.: I'm sorry. The lift was out of order. I had to walk up 12 flights.
Practice apologizing and giving excuses with your classmate.

A: You're ten minutes / half an hour / one hour late.
B: I'm sorry. The bus broke down. / The plane was canceled. / The train
was late. / There was an accident.

There are two kinds of reasons for being late:

*reasons within your control = YOUR fault
*reasons outside your control = NOT YOUR fault

The only excuse for being late for a business appointment is something out-
side your control,

Which of these reasons for being late are your fault? (Yes/No/Mayhe)

My alarm clock was broken.
It was raining.

The bus broke down.

1 forgot what time it was.

ol
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My watch stopped.
My watch is slow.

I lost the address.

I missed my train.

I couldn’t find a taxi.
10 I overslept.

© %0 N o

When someone is late, you become worried about the person or even angry at
that person.

When someone tells you he/she will be late, you are usually more patient.
You will forgive the person for being late.

Situation:
A is B’s boss. B is calling from his car phone.

A: Where are you? The meeting starts in 10 minutes.

B.: T'm in my car. There is an accident on the street. I'm sorry, I'll be
late. I’ Il be there as soon as I can.

A.: Don’t worry about it. We'll start the meeting without you. Thanks
for calling.

Business Hint:
In a business situation, you should always accept
an apology graciously.

Look at these ways to accept (or not to accept) an apology. Choose the type
of response (Patient / Forgiving or Angry / Worried).

“I’m sorry I’'m late”

That’s all right.
I was worried about you.
No problem.
Don’t worry about it.
I’ve been here for 30 minutes.
It can happen to anyone.
You should’ve called!
Don’t let it happen again!
Where have YOU been?
10 Next time call!
Practice conversations with your classmate.

W RN AW -
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READING INVITATIONS

You are cordially invited
to a presentation
by
Mr. Ronald Preston
on
New Marketing Strategies

Date:  Monday, June 4
Time: 2:00 p.m.
Place: Conference Room, 2" floor

You are cordially invited
to a reception
for
Mr. Jaines Reynolds

Date: Thursday, March 28
Time: 6:00 — 8:00 p.m.
Place: Executive Dining Room

? Answer the following questions about invitations
1and 2:

What is the invitation for?
What time does it start?
What time will you arrive?
Is it OK to arrive late?
What time will you leave?

SN LN~
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WRITING AN APOLOGY

Business idioms and expressions:

I was unavoidably detained = I was late, because I could not get away.
This is a polite and very common excuse.

Situation:

Joan Hughes arrived very late at Mr. Preston’s presentation. She apologized
to Mr. Preston in a short note.

From the desk of Joan Hughes
Dear Mr. Preston,

I am very sorry I arrived late for your presentation.
I was unavoidably detained. Again, my sincere apologies.

Sincerely yours,

Joan Hughes.

Situation:

Max Wood arrived late at Mr. Gray’s seminar.
Apologize in a note to Mr. Gray.

s Leave early to be sure you are not late.
* Allow extra time.

= Call to reschedule.

s Apologize if you are late.

= Accept apologies from other people.
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1.7. Npocheccuonanuam (Be Prepared)

Personal Success Hint:
When you meet a client or make a presentation,
be prepared to state the problem, give a plan,
and support the plan with details.

TSR GIVING A PREPARED / UNPREPARED
PRESENTATION

Compare and discuss two situations.
Situation 1.

Anne Parker has an idea for a new product. She is presenting her proposal to
Karen Maple, her supervisor.

K.M.: How long will it take to develop the product?
A.P.:  T’m not sure. Maybe a year. Maybe more.
K.M.: How much will it cost?

A.P.: Not very much. Well, a million or two,

Situation 2.

Martha Reynolds is a sales manager. She has a plan to increase sales. Larry
Spitz is her boss.

M.R.: We need to increase our advertising budget. Last year we reduced
our advertising budget by 50 per cent, and sales fell by 30 per cent.

L.S.: How did we spend our advertising money?

M.R.: Look at this chart. Last year 50% of our budget was spent on print
advertising, 25% was spent on radio spots, and 25% on TV.

Questions for discussion:

-

1. Who can support her arguments with facts and statistics — Ms. Parker
or Ms. Reynolds?

2. Who is more impressed with their colleagues — Ms. Maple or Mr.
Spitz?

3. Who would you like to work with — Ms. Parker or Ms. Reynolds?

4. Why is Ms. Reynolds’ presentation more interesting?
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Business Hint:
When you give a presentation or make a report,
itis important to have all the facts. |
Details make a presentation more interesting and more credible. |

How about you?
Use these adverbs to tell about yourself: always, usually, sometimes, never.

1. Before you seal a letter, you reread the letter for errors.

2. Before you mail a letter, you check the address on the envelope.

3. You keep all your receipts.

4. You practice your ideas on others before presenting them to an audi-
ence.

Before you go to a meeting, be prepared. Think of the questions people will
ask. Prepare the answers for these questions. Know how long, how much, and
what is required to do something.

Practice with your classmates:

A: 1think we should develop a new project / redo our budget / rewrite
our catalog / ... .

B: How long will it take to develop / to do / to write /... ?

A: Tt will take 18 months / a few hours /a week / ... .

B.: How much will it cost/be/take/... ?

A.: Tt will cost $ 4,000/ be about $ 1,000 / take about $ 2 million.

READING FOR DETAILS

Read the following announcement from the company bulletin board.

=All managers are invited to a meeting=

“HOW TO MANAGE PROJECTS”

The meeting will be held in the conference room
from 2:00 to 4:30 p.m.
on Thursday, January 10"

SPEAKERS: MARK COLSON and JOAN APPLETON
Call Rick Crane at 340-7979 for more information
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Find the details:

What is the announcement about?

Who is invited?

Where will the meeting be?

How long will the meeting be?

What is the date of the meeting?

How many speakers will there be?
Who do you call for more information?
Do all managers have to go?

What is Mr. Crane’s phone number?

0. What day is the meeting?

Z O X NNk LN

Read the model notes for the announcement. Then read the model an-
nouncement.

Notes:

Business Meeting «Starting a New Business: How much does it cost?» Fri-
day, May 2™, 2:30 p.m., Carter Auditorium, 495 Elm St., Free. Call (412)
456-6845

THERE WILL BE A BUSINESS MEETING

«Starting a New Business:
How much does it cost?»

Friday, May 2™ 2:30 p.m., Carter Auditorium
495 Elm Street. Free admission.
CALL (412) 456-6845 FOR MORE INFORMATION

Read the notes. Then write the announcements.

Planning meeting «Marketing New Products», Monday, March
6", 4:00 pm, Fairview Hotel, 6940 Amherst Avenue. Free. Call
(613) 459-6832.
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fm Meeting for small businesses «Sales and Marketing», 1:00 p.m.,
May 30", Tuesday, City View Hotel, 960 Park Avenue, $10, call
703-594-7854.

From the desk of Bill Rogers. World Trade Seminar «New
Trade Policy», Friday, December 12, 3:30 pm World Confer-
ence Center, Drysdale Circle. $75. Call 512-433-3344.

* Be prepared
* Give sufficient details
= Ask the right questions

1.8. BexxnurocTb (Be Polite)

‘ Personal Success Hint: It pays to be polite in business. l

BEING POLITE / IMPOLITE ON THE PHONE
Compare and discuss two situations.
Situation 1.

Barbara McKain is the receptionist at Green and Sons Company. One of her
duties is to answer the telephone. No one gets past Ms. McKain.

Ms. McKain:  This is Green and Sons Company. May I help you?

Mrs. Croft: Let me talk to Mr. Green. Quick.

Ms. McK.: Who may I say is calling? (or: Who is calling, please?)
Mrs. C.: Mrs. Croft.

Ms. McK.: May I tell him what the call is about?

Mrs. C.: It’s none of your business.

Ms. McK.: I'm sorry, but Mr. Green has just stepped out.

212



What you need for success in business £

Situation 2.
Jack Winston is talking to Barbara McKain, the receptionist.

Ms. McK.: Hello. Green and Sons Company. This is Barbara speak-
ing. May I help you?

JW.. Hello, Barbara. This is Jack Winston. How was your va-
cation?

Ms. McK.: Oh, hello, Mr. Winston. My vacation was terrific. Thanks
for asking. How ate you today?

JW.: Great, thanks. Is Mr. Green in?

Ms. McK.: No, sorry, he has just stepped out.

JW.; Do you have my number?

Ms. McK.. Yes, of course, we do. I'll tell him that you called the

minute he comes back.

Pt Questions for discussion:

Who is more polite — Mr. Winston or Mrs. Croft?

Why is Ms. McKain nice to Mr. Winston?

Why does Mr. Winston call Ms. McKain by her first name, Barbara?
Who is a positive person — Mr. Winston or Mrs. Croft?

Who is more successful - Mr. Winston or Mrs. Croft?

Who would you rather talk to — Mr. Winston or Mrs. Croft?

Do you like sccretaries to ask why you are calling?

NHownk W —

How about you?
Use these adverbs to tell about yourself: always. usually, sometimes, never

{. T am polite to strangers when face-to-face.

2. Tam polite to strangers when on the phone.

3. Tam polite to acquaintances.

4. 1 am more polite to strangers than to my family.

IDENTIFYING YOURSELF

When you answer your phone at the office, you should identify yourself:

Hello. Charles Palmer / Charles Palmer speaking / Charles Palmer here /
This is Charles Palmer.
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When you call someone, you should identify yourself and give your company
name.

Hello, Mr. Palmer. This is Rob Cranston from Parent magazine / This is Jane
Doyle from IBM calling /...

Practice with your classmate saying «Hello» on the phone.

Business Hint:

To identify yourself on the phone, .

always say: “This is (your name)”
Don't say “l am (your name)”

Read the conversations.

A polite conversation:

A: May I help you?
B: Yes, please. Could I speak to Mr. Carlson?

An impolite conversation:

A: What do you want?
B: Mr. Carlson.

Match the polite and impolite expressions:

@ Polite expressions @ Impolite expressions

1. May I help you a. I want Mr. Fox.
2. Could I speak to Mr. Fox? b. Who is this?

3. Who may I ask is calling? c. Make it quick.
4. Could you help me? d. Jim.
5. This is an emergency. . €
6. I'd like to speak to Jim, please. f.

. What do you want?
Get me some help.

Practice using polite expressions:;

A: May (Could / Can) I help you?
B: Yes, please. I'd like to speak to Mr. N. (the secretary / manager).
A: Of course (Surely / Certainly). Just a moment, please.
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Business idioms and expressions:

If you are busy doing somcthing, you can say " am in the middle of a meet-
ing (dinner / a conversation)”.
Suggesting alternatives

If you need to get off the phone, provide a reason and a suggestion to con-
tinue later.

Reasons Suggestions

I'm in the middle of a meeting. Could we talk later?

I'm on my way to a meeting. Could you call me after lunch?

[ can’t talk now. Call me tomorrow, please.

I'm very busy right now. Call me in about an hour, please.
I just got in. Can [ call you back later?

Practice ending phone calls with your classmate:

A: Youknow, I'in on my way to a meeting. Could you please call me
later?

B: When should 1 call?

A: Call me early tomorrow.

Expressing appreciation

Study these sentences:

Thanks / Thank you for asking / calling / coming.

Read the situation. What do you say?

f% Situation:  Somebody asked about your job.
You say: Thank you {or

4 Situation:  Somebody came to your party.
You say: .

j‘; Situation: Somebody helped you.
You say: .

%% Situation: Somebody asked about your family.
You say:

if Situation: Somebody called you.
You say:
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Taking phone messages
Practice taking phone messages:

Good morning. May I help you?

Yes. May I speak to Mr. Bill Robson?

I’m sorry. Mr. Robson has just stepped out. May I take a message?
Yes, please tell him that Mark Goodman returned his call.

And your number, Mr. Goodman?

244-4569 (or: I'll call him after lunch).

Let me repeat that (spell the name and repeat the number).

That’s correct. Thank you very much.

Thank you for calling. Good-bye.

Summary:

= Identify yourself on the phone.
= Speak slowly and clearly.

* Return your phone calls.

* Express appreciation.

L)

=eeRopeRl

1.9. TepnenurocTb (Be Patient)

Personal success hint:
Good work can take time to accomplish.

SEESNE GIVING POSITIVE / NEGATIVE FEEDBACK
Compare and discuss two situations.
Situation 1.
Alice Duff supervises Wilma Cochran, who is a typist.
A.D.: Look at these typos (typing mistakes). Don’t you know how to
type a letter?

W.C.: TI’'m sorry, Ms. Duff. I’ll retype it right away.
A.D.: Forgetit. This letter is too important. I’ll type it myself.
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Situation 2.
Betty Brooks typed a letter for Charles Decker.
Ch.D.: You’ve done a great job typing this letter.
B.D.: Thank you, Mr. Decker. The job gets easier every day.

Ch.D.: Of course it does. You forgot the date, though.
B.D.: T'm sorry. I'll fix that right away.

Questions for discussion:

1. Who is more patient — Ms. Duff or Mr. Decker?

2. Who do you want to work with - Ms. Cochran or Ms. Brooks?
3. Who do you want to work for — Ms. Duff or Mr. Decker?

4. 1s making a typo a serious mistake?

5. Is forgetting the date a serious mistake?

6. Which is worse ~ making a typo or forgetting the date?

How about you?

Answer yes / no /sometimes.

To do a job right, I do it myself.
[ never make a mistake.

I explain things carcfully.

I give everyone a second chance.
I check my work carefully.

I fix (correct) mistakes neatly.

|Business Hint: Never forget to say “please” and “thank you”, l

e B Tl

NG

When you give instructions, be patient. Explain how things should be done.

Positive suggestion: In this office, we use wider margins.
Positive request: Could you retype this letter with wider margins?
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Match the positive suggestion with the appropriate polite request.

Positive suggestions Polite requests
1. In this office, we always a. Could you please come
use white paper for letters. tomorrow?
. 2. In this office, we are very b. Could you please clean
clean and organized. your desk before you leave?
3. In.this office, everyone c. Could you please answer
helps the receptionist. the phone while she’s out?
4. In this office, we are d. Could you please retype
always punctual. your letter?

Making Positive Comments
A positive comment makes people comfortable and ready.

Negative comment: You can’t do anything right.
Positive comment:  Thanks for trying. I really appreciate it.

Rewrite these sentences:

ﬂ I really appreciate your help.
_ Thanks for
@ I really appreciate your staying late.

%} 1 really appreciate your meeting me.

E I really appreciate your coming early.

5 1 really appreciate your working overtime.

Business Hint:
“You catch more fiies with honey than with vinegar.”
This common English expression means:
If you are nice (sweet), people will do what you ask.
If you are nasty (bitter like vinegar),
people will not want to do what you ask.

A polite way to correct someone is to use the passive voice. Instead of say-
ing “YOU made a mistake”, say “A mistake was made”.
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To make a polite suggestion, use the word should.

An immpolite suggestion: You had better finish your report.
A polite suggestion: You should finish your report.

Practice giving polite corrections with the verbs rewrite, call again, send
again, copy again, retype.

Practice making polite suggestions with the verbs talk, know, finish, write,
call.

* Always say please and thank you.

* Be positive. '
* Compliment good work.

* Point out mistakes politely.

= Provide clear, complete instructions.

1.10. NpepannocTb aeny (Be Loyal)

Personal Success Hint:
“Give credit where credit is due.”
This expression means: By sharing your success,
you show loyalty to your colleagues,
your boss, and your company.

54 SHARING / NOT SHARING THE CREDIT

Compare and discuss two situations.

Situation 1.
Richard Costner is Ann Edward’s boss.

A.E.: We made this sale because of me. I worked night and day on this
project. I worked through lunch breaks.

R.C.: Did no one else help you? Jim? Mary? Martha?

A.E.: Between you and me, no one else is qualified here.

R.C.: Really? They were qualified when I hired them.
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Situation 2.
Pam King is part of Bruce Grayson’s task force.

B.G.: Youdid a great job, Ms. King.

P.K.: Tcan't take all the credit, Mr. Grayson. I had a lot of help from
everyone here. It was a real team effort.

B.G.: That’s great. I like it when everyone works well together.

P.K.: You put together a good team. The credit for our success goes to
you.

Business idioms and expressions:

Team effort = employees work together on a project
The credit goes to you = you are responsible for our success

Questions for discussion:

Who is more loyal — Ms. Edwards or Ms. King?

Who is a better worker — Ms. Edwards or Ms. King?

Who do you want to work with — Ms. Edwards or Ms. King?
When is it important to share credit?

When is it important to share blame?

Who is most likely to be promoted — Ms. Edwards or Ms. King?
Rewrite situation 1 so Ms. Edwards shares the credit.

1.
2.
3.
4.
5.
6.
7.

How about you?

Answer the questions using always / sometimes / never.

Do you use WE more than I?

Do you share credit?

Do you share blame?

Are you loyal to your colleagues?

Are you loyal to your classmates?

Are you loyal to your school / university?
Are you loyal to your teacher?

Do you thank people who help you?

Sharing the Credit

NN A=

There is a common English expression: “The whole is greater than the sum of
its parts.” When people work well together, the company benefits and the
individual benefits.
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Which statement expresses “Sharing the Credit” and which expresses “Tak-
ing the Credit™?

I did it all myself,

I had a lot of help.

It was a team effort.

I couldn’t have done it without you.

We all worked together.

No one else helped me.

Without me, it wouldn’t have happened.
I must credit my colleagues.

We all did our part.

0. You three deserve the credit.

SORNA LA LN~

Read this model and practice with your classmates:

A: You’ve done a good job (finished on time, finished ahead of schedule,
pleased the client, written a good report).
B: Thank you. Actually, we did it. It was a team cffort.

Reading a letter of congratulations

City Business Association
22 North Street * Seattle, Washington, 10401

October 13, 1996

Mr. John L. Sims, President
PMA Associates

1000 Concord Avenue
Seattle, Washington, 10401

Dear Mr. Sims,

We arc pleased to inform you that you have received The Best of the
Best Managers award from the City Business Association for the year.
You will find the award enclosed with the letter.

Congratulations to you and your employees.

Sincerely,

R.J. Carter,
President
Encl.

221



5% Umo HYXHo 015 ycnexa 6 busnece

Answer the questions on the above letter:

1. Where does Mr. Sims work?

2. Where does Mr. Carter work?

3. Who won the award?

4. Where is the award?
.5. Who congratulates whom on the award?

Writing a thank-you letter

PMA Associates
1000 Concord Avenue
Seattle, Washington, 10401

October 16, 1996
Dear Mr. Carter,

Thank you so much for your letter. I am honored to receive the Best of
the Best Managers award. But I couldn’t have done all by myself.

As you know, PMA Associates hires only the most qualifies employ-
ees. All our projects are a team effort. For this reason,I will share
credit with my employees. Thank you again for the award.

Sincerely,
John L. Sims

Situation:

Mrs. Jenice Powler has received a letter from Mr. Cooper. She has received
an award for “The Most Successful Seller” of her company.
Write a thank-you letter on the above model.

Summary:|
= Share the credit.

= Be a team player.
= Congratulate colleagues.
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Paspen 2. NpuHATHe pelleHNIn B On3Hece
(Making Decisions in Business)

B sToM pasgene Ha npuMmepe u3BecTHbiX KoMmnahuit (JXkoHCOH M
Jbxoncon; Jlusait Ctpocc; Dpbyc Unayctpu u Bounr) ¢ npHMeHeHHEM Me-
Toda “Case Study” paccMaTpHBalOTCsi HENPOCTLle CHTYALIH, B KOTOPBIX He-
00X0MMMO MPUHATHE BAXKHBIX ITHUECKUX W yMpaBicHUECKHX PEIleHUH, oka-
3BIBAOLMX peliaroliee BIHAHWE Ha pa3suTue Oonbworo 6usHeca. CryneH-
TaMm, H3y4alouM AaHHbIH Kypc, IpeanaraeTcs NPUHATL yHacTHE B CAOKHOM
npouecce NPUHATUS 3THX peLIeHul,

2.1. Komnakuna J>KOHCOH U [J)KOHCOH
(Johnson & Johnson Inc.)

Backqround

Johnson and Johnson Consumer Products, Inc. (J&J)

* has its headquarters at:
One Johnson and Johnson Plaza,
New Brunswick, New Jcrsey 08933
USA
= was founded in 1885
= employs 80,000 people
* is an international enterprise, with 170 affiliated companies in 55
countries

The company’s most profitable single brand is Tylenol, a mild pain
reliever. It accounts for over 15 percent of earnings. Tylenol s manufactured
by a J&J subsidiary, McNeil Consumer Products Co.

In 1982 someone in Chicago opened the capsules and poisoned them
with cyanide. Seven people died. J&J decided to protect the public and
change the package by using a safety seal.

' Jlanneii pazien cocraBien Ha ochoBe Marepuanos kuuiu: Boyd, F. Making
Business Decision: Real Cases from Real Companies. Addison-Wesley Publishing
Company Inc., 1994,
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Answer the questions::

1.

Is J&J known in Belarus and other CIS countries?

2. What kind of products does J&J manufacture? What are they used for?
3. In the USA, Tylenol and other mild pain relievers are sold in pharma-
cies and other stores over-the-counter, that is, without a doctor’s pre-
scription. Is this a safe practice? Is such kind of medicine sold over-
the-counter in Belarus?

Gathering Data: Reading
Read these articles on the changes in J&J and focus on these questions:

* How was drug packaging changed as a result of the Tylenol deaths?
=  How did J&J’s respond to the poisonings affect sales of Tylenol?
= Was the criminal ever identified?

1. NEW DRY PACKAGING

The day after J&J’s McNeil Consumer Products division learned that
some of its popular Tylenol capsules had been poisoned, the company started
withdrawing 31 million bottles of Tylenol from store shelves around the
country. They were afraid that other bottles might have been tampered with
[=opened and changed in a harmful way}.

At the same time, the company began redesigning the package to restore
public confidence. Within 24 hours, J&J had contacted many of the companies
that would be involved in the redesign. By the end of the first week, J&J had
decided that the new Tylenol bottle would have three barriers to prevent tam-
pering: a glued box, a “shrink” [=tight] neckband and an inner seal.

To get Tylenol back on the market, J&J spent $1 million on engravers
to redesign 650 pieces of artwork for the product. Cartons and sealing equip-
ment cost more than $5 million during the first few weeks.

By the fifth week after the Chicago deaths, the first 500,000 units of
new tamper-resistant Tylenol packages were produced.

While J&J led industry efforts to protect consumers, the Food and
Drug Administration (FDA), the U.S. government agency that approves
products for sale to the public, began developing stronger packaging regula-
tions. As a result, all capsules and liquid drugs must come in tamper-resistant
packages. These guidelines also apply to any drugs that are imported into the
United States.
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2. TYLENOL’S COMEBACK

After seven innocent people died from taking contaminated
[=poisoned] Tylenol, sales of the painkiller [=analgetic] felt dramatically.
But J&J responded to the frightening incident in a notable way. Its execu-
tives’ decisions turned out to be not only ethical but profitable, too.

James Burke, the Chairman of J&J, made a decision that will probably
be studied in business schools for a long time to come. Going against the ad-
vice of government agents and some of his own colleagues, he decided to
spend whatever millions it would cost to recall [=withdraw] 31 million bot-
tles of Tylenol capsules from store shelves across the USA. Officials at the
Food and Drug Administration (FDA) feared that the recall would increase
the panic already touched off [=suddenly started] by the poisoning deaths of
seven Chicago-area residents who had taken capsules laced with cyanide.

The FBI [Federal Bureau of Investigation, the U.S. government police
agency] argued that such an expensive action would demonstrate to potential
terrorists that they only could bring a $5.9 billion corporation to its knees
[=ruin].

But Burke prevailed, and his move proved to be decisive in a remark-
able and unparalleled winback of public confidence in his company’s prod-
uct.

Tylenol regained more than 80 percent of the market share it held be-
fore the still unsolved poisonings.

The manufacturer of Tylenol, instead of becoming defensive about the
deaths, opened its doors and its checkbook [=willingly spoke to the media
and spent money to help solve the problem].

The company fully dedicated itself to the investigation.

3. THE SEARCH FOR THE CRIMINAL

People all over the world were horrified by the deaths of seven inno-
cent people who took Tylenol capsules laced with deadly cyanide. It seemed
that anyone could have bought those deadly pills.

There was a huge effort by the city of Chicago, the state of Illinois,
and the entire United States to find the criminal. However, the search for the
Tylenol killer has not been successful.

Though the investigators worked relentlessly [=very hard], one of
them concedes that the trail is “stone cold” [=there are no more helpful
clues to investigate]. James W. Lewis, who is accused of trying to extort
[=obtain by threat] $1 million from J&J by offering to “stop killing”, will go
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on trial. Police have failed to find evidence connecting Lewis directly to poi-
sonings.

J&J’s reward of $100,000 still stands [=is offered] but Illinois agents
* doubt that anyone will ever collect it.

Agree or disagree:

___1. The redesigned Tylenol package is as temper-resistant as possible.
2. The FDA packaging guidelines have probably caused drug manu-
facturers in other countries to make their packaging more temper-
resistant,

___ 3. If the Chairman of the board of J&J had not recalled Tylenol, the
U.S. government would have done it.

__ 4. J&J withdrew Tylenol in order to avoid lawsuits from other con-
sumers who might be hurt by the product.

5. If J&J had given more money to the search, the criminal would
have been found.

__ 6. If J&J were not so large and wealthy, the company would have
been ruined by the poisonings.

Read the sentences containing information on J&J and find expressions under
the line (a,b,c...) that mean the same as those in italics:

1. J&J is a household name in baby-care as well as medical products.
Nearly every family in the USA has in its house at least one product made
by this company.

2. J&IJ enjoys a reputation for high quality products and business in-
tegrity. Consumers feel that they can trust J&J products.

__3. Trust is a big issue for a firm that makes pharmaceuticals.

____4. According to its credo, the J&J company is required to place a high
priority on the needs of the customers. Protecting customers is the com-
pany’s first concern.

___5. The Tylenol case was particularly frightening because it involved
drugs available over-the-counter that any person could have purchased
and used.

___6. The Tylenol poisonings posed a dilemma for J&J. There would bc
negative results whether J&J recalled the product or did not recall it.
___1. The company decided to recall Tylenol on the off chance that other
contaminated bottles were on store shelves. It was impossible to know if
other bottles had been poisoned.
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___8. The recall turned out to be good for business. Tylenol not only re-
gained but increased its share of the market.

___9. The Tylenol poisonings touched off a revolution in drug packaging
in the USA. Almost every package had to be redesigned to meet new
standards.

___10. Although the police said that they checked out all possible clues in
this case, the criminal has never been identified.

a) was in the end

b) investigated

c) very difficult choice

d) very common

e) because of the slight possibility
f) suddenly started

g) honesty

h) care a great deal about

i) medicines

j) without a doctor’s prescription

Making Ethical Decisions in Business
Exploring Business Culture: Business Ethics

Read these statements about a business practice related to ethics at J&J.
Then say whether you consider them as usual or unusual. Compare your an-
swers and discuss the ones that you have marked as unusual.

1. The ethics of business decisions are discussed openly and frequently.

2. There is a written code of ethics, or credo.

3. The code of ethics is communicated to customers, stockholders, and
the media.

4. In a crisis, executives of the company talk directly to news reporters.

5. In a crisis, top executives take responsibility by staying in their posi-
tions, rather than resigning.

6. Company executives, not government officials, decide when a product
that has had a problem can be returned to the market.

Strategies for Negotiation: Answering Difficult Questions

As a business executive, you may have to work with a public relations
department or face news reporters yourself, especially if your business has a
crisis. Knowing how to answer difficult questions can help you a great deal.
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Here are two techniques and appropriate expressions to help you an-
swer difficult questions.

Paraphrase Questions.

By putting difficult questions in your own words, you take control of
them and give yourself a moment to think.

E.g.: In other words, you are asking...
So, what you want to know is...
(Think of other expressions. Write down them.)

Repeat Your Message.

Answer the question you are asked. But look at the question as an op-
portunity to bridge to the main message you would like to communicate.

E.g.: And that brings us to the main issue here.
So, you can see that the point is...
(Think of other expressions. Write down them.)

Work in small groups. Discuss one or more of these situations. Some
students will ask questions, others will answer. When you have a difficult
question, use technique 1 or 2.

Situation A.

After the first poisonings, several J&J executives are interviewed by
FBI agents. The agents ask difficult questions about who may have done it
and how it was possible. The J&J executives insist that their factories are
completely secure.

Situation B.
Reporters from a news program want to find out from FBI why the
criminal has not been caught yet. The reporters ask hostile questions about

the quality of the investigation. FBI agents emphasize that they are doing
everything possible to find the killer.
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Conducting a Business Meetinq: A News Conference

A. Preparing for the Meeting
Business problem:

It is now four years after the first poisonings. Unbelievably, another
woman has just died in the state of New York from taking Tylenol laced with
cyanide. Today, shocked J&J executives have called a news conference to tell
their story to the public through the media.

= What can J&J do win back public confidence in its products this time?

= If tamper-resistant packaging does not work, how can J&J protect the
consumer?

*  What can J&J do to find the criminal?

#l The format of the meeting:

* James Burke, Chairman of the board of J&J, opens the news confer-
ence by welcoming everyone and thanking them for coming.

= Mr. Burke states the purpose of the conference to let everyone know
that J&J is doing everything possible to protect consumers and find
the criminal.

 {endd

* Mr. Burke invites the news reporters to ask questions of him or any
member of the J&J Crisis Team. When the news reporters ask difficuit
questions, the executives use the appropriate techniques and expres-
sions to answer them.

* Mr. Burke closes the conference with a statement in which he repeats
his main message. J&)J is so concerned about safety that it is now re-
designing all capsules and actively participating in all aspects of in-
vestigation.

B. Conducting the Meeting
The Roles:

{8 Mr. Burke, Chairman, will begin the meeting and follow the format de-
scribed above.
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% Members of the J&J Crisis Team are anxious to reassure the public that
J&J will do everything possible to the safety of customers. They emphasize
that:
= J&J is cooperating fully with federal and local investigators to solve
the crime. )
= J&J credo will guide your actions: All Tylenol capsules will be re-
called and replaced with caplets that are easier to swallow and cannot
be opened.'
= J&IJ quality control prevents any tampering at the factory.
* (Add your own)

a News Reporters.
For a national newspaper, they want to know:

* how the poisoned capsules got into the victim’s hands;

* whether the criminal might be an unhappy J&J employee;
* if FDA regulations for drug packaging are strict enough;
= (add you own).

Fora local newspaper, they want to know:

* how J&J plans to compensate the victim’s family;

= where the poisoned Tylenol was purchased;

* what consumers should do with Tylenol they have at home;
* (add your own).

For a story in a financial newspaper, they want to know:

» if J&] will stop making Tylenol since its stock price has fallen drasti-
cally;

= if packaging will again be redesigned, making packagers’ stock prices
soar [=fly up, rise];

= whether competitors will also replace capsules with solid pills;

= (add your own).

Final Discussion: Making Ethical Decisions in Business

Answer the questions based on what you have learned. Use the expressions in
italics in your answers.

! Capsules have two parts that slip into one anether. They can be opened. In con-
trast, caplets are solid pills that cannot be opened.
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. Do you think it is necessary or even possible for every company to have
clearly stated business ethics? Do some companies, such as pharmaceuti-
cal firms, need a credo more than others?

. When a leading consumer product is found to be unsafe, what is the re-
sponsibility of the manufacturer: Must the company recall the product,
warn people to get rid of the product, or pay compensation for injury?
Should the government take action?

. After the Tylenol crises, drug packaging in the USA was made temper-
resistant, Which groups of people benefited from the new government
regulations? Who pays for the packages? Should all packaging for over-
the counter medications be tamper-resistant?

. Many people thought that the deaths would destroy Tylenol as a brand
name, but the product made a comeback twice. Does this surprise you?
Can you give examples of other products that were (or were not) able to
make a comeback after a serious safety crisis?

2.2. Komnanus «JiuBan Ctpoccer (Levi Strauss & Co.)

Backqround
Levi Strauss & Co.

* can be reached by mail at:
P.0.Box 7215
San Francisco, California 94120-6928
USA

= was founded in 1850

= makes more than 5,000 different products

= sells its products in more than 70 countries

Levi [lizvai] Strauss & Co. is the largest clothing manufacturer in the

world. For years, the company depended on one basic product that was in-
vented over 100 years ago: blue jeans. Top-selling Levi 501 jeans have re-
mained almost exactly the same since they were created.

Answer the questions:

1. When was the company founded?
2. What is the basic product of Levi Strauss & Co.?

231



£ Mpunsmue-pewenuil 8 GusHece

3. What makes these jeans so popular all over the world? Consider, for
example, fabric, price, style, quality, fit, durability, availability.

4. Do you think that a man wearing Levi 501 jeans would buy Levi Tai-
lored Classics? Why or why not?

Gathering Data: Reading
Read these articles about Levi Strauss & Co. and focus on these questions:

* How did the original Mr. Levi Strauss create jeans?
=  What new Levi products have succeeded or failed in recent years?
=  Why does Levi Strauss & Co. continue to develop new products?

1. THE CREATION OF LEVI JEANS

The life of Levi Strauss is a U.S. success story. A German who immi-
grated to America in 1847 at age twenty, Levi Strauss began by selling nee-
dles, thread, and buttons in New York. On the invitation of his brother-in-
law, he appeared in San Francisco in 1853.

Gold had been discovered in California a few years before, and the
Gold Rush had begun. More and more people came to try to get rich over-
night. Suddenly, thousands of people started mining for gold. Strauss noticed
that the miners complained that their pants were always tearing easily and
that the pockets ripped apart as soon as one put a few nuggets [=small lumps
of rock with gold] in them.

Levi Strauss saw a business opportunity. He began making pants out
of some heavy brown canvas he had brought to use for tents or wagon covers.
These new pants were stiff, but they sold fast.

When the original fabric was used up, Strauss sent to Europe for more.
What he got was a lighter, more flexible fabric from Nimes [nim], France,
called “serge de Nimes”. This cloth, which became known as denim, proved
even more useful for pants, since it was just as strong but much more com-
fortable. With indigo (blue dye-stuff from plants), the pants were dyed the
familiar blue color.

Miners still complained of problems with their pockets. On the advice’
of the Nevada tailor Jacob Davis, Strauss went to a blacksmith and had the
jeans pockets reinforced with metal rivets. In 1873, they patented [=legally
registered as company property] the popular innovation. The rivets, along
with the patterned stitching on the hip pockets, became Levi trademarks.

Levi Strauss & Co. has continued to flourish. Since those early days, it
has been a leader in the garment [=clothing] industry. Jeans have become
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desirable and even fashionable clothing for not only miners, farmers and
cowboys, but also for movie stars, executives, women, children and teenagers
from all over the world. -

The company is still run by descendants of Levi Strauss. It now mar-
kets a wide range of clothing and accessories, all under the brand name
Levi’s.

Many new Levi products have been launched over the years. The
company is still best known, however, as the maker of Levi jeans, the pants
that are guaranteed to shrink [=become smaller after washing] and fade
[=lose color}.

2. OTHER LEVI STRAUSS PRODUCTS

The original and most famous Levi Strauss product is blue jeans.
Throughout its history, however, the company has researched and developed
a number of other products. Some of those have succeeded beautifully, but
others have flopped [=failed} completely.

In 1954, Levi brought out a line of permanent press (no-iron) slacks
[pants, trousers]. Within six months, 5 out of every 100 pairs sold had been
returned, and Levi had to admit it didn’t have the right fabric for permanent
press.

Fifteen years later, as the company was planning its major expansion,
it had a couple of other flops. First was the denim bathing suit — which, when
wet, weighed the wearer down to the point of immediate drowning. Next was
a line of disposable [=throw-away] sheets and towels. They were not high on
the consumers’ list of priorities. The company was “saved” when the factory
that made the sheets burned down. Levi absorbed [=suffered] the $250,000
loss.

Eventually, Levi created six new divisions, ranging from jeans fo ac-
cessories and including a sizable [=large] effort in women’s sportswear,
Levi’s for Gals. The diversification [=manufacturing different kinds of
products} worked.

In the mid-1970s Levi’s sales hit [=reached] the billion-dollar mark.
Four years later sales hit $2 billion. In 1979 the company ranked 167™ on
Fortune’ s (an important U.S. business magazine) list of the 500 largest in-
dustrial corporations and 20" in net profits [=profits after the company pays
income taxes]. Between 1970 and 1980 Levi had grown an average of 23
percent a year. In 1979 alone it sold 143 million garments.
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In menswear, though, all Levi products had been aimed at the middle
of the market with moderately dressy slacks and polyester leisure suits. The
tempting upper end of the market remained untouched.

They needed to sell more expensive clothes — like the Tailored Clas-
sic. If Levi could sell sport coats, dress slacks, and suits, a whole new market
would open up. The Tailored Classic might make money all by itself. But
even more important, it would get Levi into the business of producing fan-
cier [=more fashionable] and costlier [more expensive] clothing. Then Levi
could spin off [=create other related products] many more such lines in the
future.

3. WHY NEW PRODUCTS ARE NEEDED

Why, with such a record of success, would any company be worrying
about making new products? Part of the answer is the sheer riskiness of de-
pending so heavily on a single item. The boom in jeans was in many ways a
historical accident, and what history has given it can also take away.

Then, too, the demographics of the marketplace were already begin-
ning to change. Jeans, to be sure, were no longer the exclusive province of
youth: baby boomers [=U.S. citizens born immediately after World War II
(a period of high population growth)], who had grown up on Levi’s, kept on
wearing them into their twenties, but not everywhere and all the time, as they
did when they were teenagers. And the next generation of adolescents
[=youngsters] was not so numerous. The birthrate had peaked in 1957; by
1964, the baby boom in the USA was over. Soon those born after WW 11
would be moyving into a world of leisure suits, coats and ties. From a market-
ing point of view, that’s where the action would be.

Finally, the competition had been gearing up [=growing fast]. Levi's
had always shared the market with Blue Bell’s Wranglers and other national
brands like Lee. But now everyone seemed to be selling jeans. Back in 1970,
Levi probably couldn’t have foreseen the popularity of «designer» jeans
skimming off [=taking away] the upper end of the market.

To sell their jeans, Levi knew, retailers would have to slash [=cut]
their prices. The profit outlook in a saturated {=completely full], competitive
marketplace like this was bleak [=very uncertain].

Agree or disagree:

1. Levi Strauss & Co. should stick to manufacturing menswear prod-
ucts.
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2. Levi Strauss & Co. is known as a clothing company, so a new
product should be clothing, too.

3. Levi Strauss & Co. should work on varying its jeans to expand the
market. For example, it should bring out a line of designer jeans with a
special fit and fabric.

__ 4. The Levi company has been so successful selling jeans that it
should stop trying to grow.

___5.In order to expand, Levi Strauss & Co. should create a new brand
name. The company would manufacture the products, but they would not
be called Levi’s.

Read the sentences containing information on Levi Strauss & Co. and
find expressions under the line (a,b,c...) meaning the same as the words in
italics.

__ 1. When Mr. Levi Strauss first created jeans, he had no idea that he

was launching one of the best business ideas of the clothing industry.

—_ 2. The rivets on the pockets of the jeans were a special feature of the

design. Mr. Strauss patented his invention so that it could not be copied

for a number of years.

__ 3. Levi Strauss & Co. often uses market research to guide its new

product development. Independent consultants interview customers to de-

termine their buying habits and priorities.

__ 4. Some new Levi Strauss products have succeeded; others have

flopped. As the company has learned, careful market research does not

guarantee success.

__ 5. Levi Strauss & Co. was first and foremost a maker of menswear, but
it has become very successful as a manufacturer of women’s and chil-

dren’s apparel, too.

__ 6. Levi Strauss & Co. expected that it would do a brisk business with

Tailored Classics, but the new line of dressier sport coats and slacks did

not sell well.

__ 7. According to Levi Strauss market research, some customers look for

cut-rate clothing, that is, low price for them is much more important than

high style. Others like to follow trends in fashion. They .buy the latest

styles and enjoy looking fashionable.

__ 8. The Tailored Classics line includes ready-to-wear sports coats and

slacks. They are designed to require no custom tailoring.

__ 9. Tailored Classics were designed for people who do not mind spend-

ing money on clothes. When Tailored Classics did not sell well, prices

235



&S Mpunamue peweHud & GusHece

were cut somewhat. Levi Strauss executives, however, did not feel they
should slash the prices.

a) greatly reduce

b) quick and active

¢) very inexpensive

d) legally registered as his company’s property
e) introducing

f) clothing

£) most important concerns

h) failed

i) prepared

j) recent changes of style

k) changes to fit the individual

Making Decisions: Applying Market Research
to New Product Development

Exploring Business Culture: New Product Development

Read these statements about a business practice of new product development
at Levi Strauss & Co. and say whether you consider them usual or unusual.
Compare your answers and discuss the unusual business practices.

1. There is a continual search year after year for new product ideas.

2. Extensive and costly market research precedes new product develop-
ment.

3. Market research is often carried out by independent consultants who
are hired by the company.

4. New products share the same brand name as older ones, though their
markets may be very different.

5. If a new product does not succeed in the first selling season, it is
abandoned.

Strategies for Negotiation: Expressing Disagreement and Doubt
As a participant in business meetings, you need to be able to express
your disagreement or doubt clearly. One way to disagree politely, but

clearly, is to start with 1 or we. It makes people less defensive; they do not
perceive your comment as a personal attack.
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Here are some expressions of disagreement or doubt:

I’m concerned that...
Maybe we need to look at...
I’m not completely convinced...

Work in small groups. Discuss one or more of these situations. Use
the above expressions when you disagree or doubt.

Situation A.

Some Levi Strauss executives want to work with a major European
clothing designer to create an elegant new line of designer Levi jeans. The
new line would have a double name: (Designer’s Name) Levi’s. Is this a
good idea?

Situation B.

Imagine that you all work for the same company. An important busi-
ness associate is coming to visit the city where you work. The person will be
in town for 24 hours. What should you do?

* One of you would like to demonstrate your ability to control costs by
choosing a modest hotel and inviting the guest to dinner at your home.

* Another would like to impress the person with the best hotel, restau-
rant, and entertainment your city can offer.

= Still another thinks it best to ask the guest for his/her preferences.

Conducting a Business Meeting: A Division Meeting

A. Preparing for the Meeting
m Business problem:

Robert Haas, director of the Tailored Classics division, is anxiously seeking
ways to improve Tailored Classics sales which are terrible in this first selling
season. If this new product line fails, people in the division may lose salary
increases or even their jobs.

*  Why are Tailored Classics selling so poorly?
* What changes can we make to increase sales?
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E The format of the meeting:

Robert Haas, Director of the Tailored Classics division and great-
great-grandnephew of Levi Strauss, opens the meeting by welcoming
and introducing everyone.

Mr. Haas states the purpose of the meeting: to analyze problems with
the troubled Tailored Classics line and identify changes to increase
sales.

Each group meets to discuss the problem from its point of view. Mr.
Haas invites all participants to analyze the Tailored Classics problem and of-
fer suggestions for solving it. When appropriate, participants express dis-
agreement and doubt.

Mr. Haas summarizes the main recommendations made during the
meeting.

He closes the meeting by thanking everyone and says that he will de- .
cide what steps to take by tomorrow.

B. Conducting the Meeting
The &.oles:

gﬁ% Mr. Haas is going to run the meeting.

ﬁ Top managers for the Tailored Classics division believe they have a great
product that was developed with careful market research. Everyone in the
division simply has to work harder to sell the line.

They want to emphasize that:

Sales people must be more aggressive. Department store managers
should make special displays and talk about the line to customers.
Advertising has to be more creative. It must show wealthy 30-40-year-
old customers that Levi Strauss & Co. can make stylish sport coats
and slacks.

Prices may have to be cut further, at least for this selling season.

(Add your own)

238



Making Decisions in Business &S

&¥ Line managers for the Tailored Classics division have worked hard for the
new product, but they disagree with or have serious doubts about some of
the business decisions. They want to express the following concerns:

Advertising concerns: They have tried to create an elegant image for
Levi Tailored Classics, but they are convinced that this image does not
fit the Levi Strauss brand name.

Sales concerns: They have sent their sales representatives to the de-
partment stores that always sell Levi’s, but they know that wealthy
customers do not usually shop there (they prefer specialty shops).
Design and production concern: They were told to design Tailored
Classics to require no custom tailoring, but wealthy customers like to
have their clothing tailored.

(Add your own)

ﬂ Market research consultants hired by Levi Strauss executives are going to
do the market research on which the product is based. They believe that the
company’s executives have targeted the right market, “Classic Independents”
(wealthy customers in their 30s and 40s), but.have designed the wrong prod-
uct for these customers. The consultants want to point out that:

“Classic Independents™ enjoy shopping in specialty shops that sell ex-
pensive and distinctive clothing, and they do not mind paying for it.
They prefer natural fabrics.

These men want custom-tailored clothes, not ready-to-wear apparel
like Tailored Classics.

They do not think that the company can make dressy apparel To
them. Levi Strauss & Co. means sportswear.

(Add your own)

After Tailored Classics division had run into problems of fabric, price,
image and distribution, the company tried again to enter the upper of men’s
apparel market, but without success.

It was not until recently that the company brought out a successful
new menswear line, Dockers. Instead of designing for the «Classic Independ-
ents», the company targeted other segments of the market with medium-
prlced clothing that is only slightly dressier than jeans. The look is casual, the
fit is relaxed, and sales are brisk.
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Final Discussion: Levi Strauss’ Continuing Search for New Products

Answer the questions based on what you have learned. In your an-
swers, use the expressions in italics.

A saturated market is one that has enough products at a certain price and
quality level so that it is not profitable to introduce similar products. Is the
jeans market saturated in Belarus? Could Levi Strauss & Co. expand
here?

gThe characteristics of a particular group of people are called demograph-
ics. Describe the demographics of the jeans market in Belarus. Consider
age, gender, size of the population and economic status. Are the demo-
graphics of this market changing?

& Diversification is the production of different kinds of products (and / or the
acquisition of other companies that produce such products) as a strategy
to reduce risk and gain markets. Why is diversification necessary for Levi
Strauss & Co.? Do all companies need to diversify in order to stay profit-
able?

ﬂ Spin offs are related products created to build on the success of an earher
product. What spin offs of Levi’s jeans are familiar with?

% When a company identifies a market and tries to sell especially to it, this is
called targeting a market. Why did the Levi Strauss & Co. plan to target
the “Classic Independents” market with Tailored Classics fail? Which
segments of the menswear market has the company targeted with Dock-
ers?

2.3. Komnanun «3pbyc UHgyctpu» n «bonnHr»
(Airbus Industrie and Boeing Co.)

Backqround

Airbus Industrie

* s located at 1 Rond-Point Maurice Bellonte 31701 Blagnac Cedex
France '

= produces aircraft for civil purposes

* is a consortium of airframe manufacturers from France, Germany,
Great Britain and Spain
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The Boeing Company

* is located at 7755 East Marginal Way South Seattle, Washington
98108 USA

= produces aircraft for civil and military purposes

= is a privately owned company

The customers for these planes are commercial airlines. The Boeing
and Airbus companies have many sitmilar products. Most of the U.S. custom-
ers buy from Boeing. The competition between the two companies is intense,
especially in the long-range plane category.

Answer the questions:

1. How do Airbus Industrie and the Boeing Company differ in terms of
location, form of ownership and aircraft they produce?

2. If you were a president of a commercial carrier, how would you
choose which plane to order?

3. If you were an Airbus official, how would you get U.S. carriers to buy
your European-made planes?

4. What do you know about the competition between Airbus Industrie
and Boeing?

5. When you fly, are you aware of which company made the aircraft?
Should you be aware?

Gathering Data: Reading

Read these articles to gather information on the two aircraft compa-
nies and answer these questions:

= What is the history of Airbus Industrie and the Boeing Company?

= What is the nature of the competition between them?

= How does the United States differ from the European Union on the is-
sue of gevernment involvement in the aircraft industry?

1. AIRBUS INDUSTRIE

In 1970, four European nations created Airbus Industrie to offset
[=stop] a decline in the airframe industry and challenge U.S. dominance in
the global commercial aircraft market. Airbus is a four-country international
consortium: Deutsche Airbus of Germany, with 37.9 percent ownership,
makes the fuselage [=main body of an aircraft]; British Aerospace of Great
Britain, with 20 percent, makes the wings; Construcciones Aeronauticas
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(CASA) of Spain, with 4.2 percent, makes the tail; and Aerospatiale of
France, with 37.9 percent, assembles [=fits together] the planes in a gigantic
facility at Toulouse-Blagnac international airport.

In this unusual business structure, the four partners are both owners
and suppliers, the common language of business is English, and all sales are
transacted in U.S. dollars.

In the early years, Airbus Industrie was clearly an underdog, lagging
far behind the U.S. companies of Boeing and McDonnel Douglas which had
dominated the industry for years. Since the consortium had no track record
[=performance history] on safety or maintenance [=technical servicing], air-
lines were reluctant [=unwilling] to purchase the new aircraft.

Through favorable pricing, generous maintenance contracts, and other
competitive offers, the company was able to attract a number of carriers, in-
cluding some in the USA. As a result, in less than 20 years, Airbus was able
to produce a full family of airplanes and, with over 100 customers, it moved
in to the Number 2 spot in the global aircraft industry.

Airbus Industrie succeeds because civil aircraft manufacturers from 4
nations pool their financial and technological resources in a true multinational
partnership. It also succeeds because officials in these countries believe that
European industry must be supported and protected by a strong industrial pol-
icy. For Airbus Industrie, the largest single industrial undertaking in the Euro-
pean Union (EU), support takes the form of $26 billion in subsidies
[=government funds]. As a result of this financial backing, Airbus has been
able to recover from 70 to 100 percent of its product development costs, which
are enormous in the industry. It can easily take 4 to 6 years, for example, for a
plane to move from the design stage to actual production. During this time, the
project yields no profit. Government subsidies also compensate for losses from
discount [=reduced] pricing, Airbus officials felt was necessary in order to
gain a foothold [=begin to compete] in the U.S. market for aircraft.

Airbus officials defend subsidies as a way to help level the playing
field [=let competitors compete on a fair and equal basis]. They are quick to
point out that Boeing and McDonnel Douglas receive millions of dollars in
contracts to build military aircraft and spacecraft for the U.S. government,
which is clearly a form of subsidy.

Airbus officials point out that the consortium is a source of pride for
the European Union, a model of international cooperation. Moreover, high
quality Airbus products provide a visible alternative to U.S. airframes. Pre-
dictions of increasing worldwide air traffic are fueling Airbus’s growth. The
consortium is already anticipating the need for airplanes that are quieter,
more fuel efficient and more comfortable on long trips. According to com-
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pany literature, “Airbus Industrie looks forward to lasting success well into
the 21" century”.

2. THE BOEING COMPANY

The Boeing company was founded by Bill Boeing from Washington
State, on the West Coast of the USA. In 1916, he set up an airplane factory in
Seattle, Washington.

During World War I, the Boeing Company established its reputation
as a supplier of military aircraft. After the war, in the early 50s, Boeing made
the first passenger jet which soon replaced all of the propeller-driven aircraft
in the passenger market. It has also built a number of spacecraft used in the
U.S. space program.

Over the years, the company has developed a strong reputation for re-
liable products and the service of those products. It has been Number 1 in
world-wide sales for years, controlling over 50 percent of the market for
commercial aircraft.

Aerospace products are the number one U.S. export after agricultural
products. The country has a long and proud tradition of dominating the indus-
try with technological breakthroughs [=significant improvements] leading
to superior products. But this dominance is now being challenged.

Airbus, a France-based European company, has bumped McDonnel
Douglas into the third spot in the industry, and it threatens to step up the
competition. Boeing executives argue that they cannot compete against the
deep pockets [=unlimited wealth] of the four European governments that
subsidize Airbus. The continuing decline of the U.S. lead in aerospace has
sparked [=initiated] an intense debate in the USA on the whole issue of the
proper relationship between government and industry.

Traditionally, the United States has maintained a free-market philoso-
phy which holds that government should not regulate market forces. In this
view, better and more efficient production occurs when world markets are
open. According to Boeing and other executives, this philosophy has the
backbone of American industrial power from the beginning. For the health of
the civil aviation industry, the free-trade argument goes, the USA must con-
vince the EU to stop subsidizing Airbus.

However, there is less agreement than there used to be on the issue of
government’s role in industry and trade. Some U.S. officials and academics
[=university professors] point out that the free-market philosophy no longer
suits global economic conditions. The development of a strong industrial pol-
icy would develop and support important U.S. industries. Such a policy could
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work through such protective measures as tariffs [=import taxes], import
quotas [=limits] or direct subsidies to industry. It could also work through
policies that encourage research in certain high-tech industries. According to
this emerging view, a carefully constructed industrial policy could help the
USA create jobs, increase market share and improve profits, especially in
high-tech industries.

Those in favor of the traditional free trade and open market philoso-
phy reject the notion of an industrial policy. At worst, it sounds like a central-
ized planning of a socialist system. At best, it sounds like protectionism, a
policy that simply uses government money to protect industries that would
fail in the market without it. They point to some examples of big govern-
ment-supported research projects, like Concorde superfast passenger aircraft,
that resulted in products that became commercial failures. Yet, even the free
traders have to admit that U.S. industry is not as competitive in the global
economy as it once was and that, increasingly, it must compete against na-
tions that have strong industrial policies and are unlikely to change them. So,
the debate at Boeing and in the aerospace industry has far-reaching implica-
tions [=consequences] for the way the United States should manage its eco-
nomic future.

Read the questions below and discuss your answers in
class:

1. Airbus Industrie, a four-nation European consortium, was established
in 1970 to challenge U.S. dominance in aerospace. How well has the
company accomplished its goal?

2. Why do Airbus and EU officials believe subsidies for Airbus are nec-
essary and important?

3. Why are most Boeing and U.S. officials opposed to financial backing
of the airframe industry by the government?

4. If Boeing were not losing ground in the global airframe market, would
it complain about Airbus subsidies?

Read the sentences containing information on Airbus and Boeing and find
expressions under the line (a,b,c...) that mean the same as the italicizea ones.

__ 1. Since the beginning of commercial aviation, such U.S. airframe
manufacturers as Boeing and McDonnel Douglas have led the industry in
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technological know-how and sales. Until recently, all other companies
lagged behind.

__ 2. Airbus Industrie was formed in 1970. For several years after, the
multinational partnership was clearly an underdog in the airframe indus-
try. Boeing was not worried about the competition since nobody knew
how long the new enterprise would last.

__ 3. The Europeans hoped that Airbus would both offset the general de-
cline in the airframe industry as well challenge the dominance of U.S.
companies. Even if the plan to revitalize the industry worked, they knew
it would take years to reach their goal.

__ 4. At first, Airbus had a hard time selling its planes to U.S. carriers,
who buy over 50 percent of the world’s aircraft. Since the products had no
_track record, airlines did not want to try them.

__ 5. In order to gain a foothold in the U.S. market, Airbus offered spe-
cial prices to U.S. airlines. These deals were possible because the com-
pany was subsidized by the governments of its four partners.

6. Boeing has complained about Airbus prices and the subsidies that
make them possible. Officials say that no private company can compete
against the deep pockets of four governments.

__7. Airbus officials say that subsidies have helped to level the playing
field in the industry. They point out that U.S. companies get large con-
tracts from the U.S. military. Without financial help, Airbus would not
have been able to compete.

__8. In just twenty years, Airbus moved into the number two spot in the
world’s airframe industry, pushing out McDonnel Douglas. This repre-
sents very rapid growth.

__9. The airframe industry is expected to continue growing throughout
the next decades. An increase in global business activity is fueling this
growth,

__10. Boeing still leads the industry with over 50 percent of the commer-
cial market. Airbus controls about 30 percent and is gunning for 40 per-
cent. The fierce competition between these two companies is certain to
continue for many years.

a) aggressively seeking

b) position

¢) enormous wealth

d) performance history

€) an unsuccessful competitor

f) stop
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g) developed more slowly

h) begin to compete

i) feeding

J) let competitors compete on a fair and equal basis

Making Decisions: Negotiating an International Trade Agreement

Exploring Business Culture:
Relationships between Government and Industry

Introduction to the Problem. The commercial airframe industry is the
subject of the latest round of trade talks between EU and U.S. officials. Air-
bus, the European consortium, and Boeing, the U.S. firm, are the two biggest
competitors in the airspace industry today. The major problem in these trade
negotiations is a dispute over government subsidies.

Read the information on Governinent and Industry in Three Impor-
tant Regions and discuss it to answer the questions below.
JAPAN

The Ministry of International Trade (MITI) sets a strong industrial policy.
=  MITI identifies and directly supports key industries, for example,
high-technology industries.
= MITI helps to gradually shut down less competitive industries.

EUROPEAN UNION (EU)

The EU’s role in setting the industrial policies of its member nations is ex-

panding.
» The EU had broad guidelines for development of present and future
industries.

* The EU finances such long-term projects as the development of civil
aircraft and high-speed trains.
UNITED STATES
There is no overall industrial policy in the USA.

» The U.S. government gives research money and contracts to certain
military, energy and health industries.

* The United States a strong free-market tradition although there is
some dissatisfaction with this approach.
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1. What is the relationship between government and industry in Japan, the
European Union and the United States? In which region is the relationship
the closest? In which region is it the most distant?

2. If you know about other regions, describe the relationship between gov-
ernment and industry. How about Belarus or Russia?

3. In your view, what is the ideal relationship between government and in-

dustry?
Strategies for Negotiation: Identifying Areas for Agreement

A common problem for negotiators is to focus on the differences in
their positions: “I want this. You want that.” The negotiation easily becomes
deadlocked [=impossible to make progress] and cannot go forward. To help
overcome this problem, the participants need to identify areas of agreement.
By establishing this common ground, the negotiation has a better chance of
moving toward a satisfactory accord.

Here are some expressions for identifying areas of agreement:

— What seem to be our areas of agreement?

— What are your priorities?

—We both seem to be upset about this matter. Clearly,
it’s important for both of us.

Conducting a Business Meeting: An International Trade Negotiation

A. Preparing for the Meeting :

i® Business problem:

Airframe industry trade talks between the USA and the EU have been
dragging on [=slowly continuing] for years. This latest round of talks fo-
cuses on the subsidies that Airbus receives from the governments of its four
member nations. U.S. trade officials argue that open markets are better for
everyone; EU officials argue that open markets do not and cannot exist. The
two sides know that a trade war would be disastrous [=tragic] for both, so
they must negotiate an accord.
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#3 The format of the meeting;:

ntraduction

= To open the meeting, the mediaror (a person who acts as an interme-
diary between two or more conflicting parties) welcomes and intro-
duces everyone.

= The mediator states the purpose of the talks: to negotiate an agreement
on government subsidies of Airbus Industrie.

= Each negotiating team meets to study its position and plan its strategy.
= The mediator opens the negotiation, inviting participation from all the

delegates. When the negotiators become stuck in their positions, the
mediator asks them to identify areas of agreement in order to continue.

*= The mediator summarizes the main points of agreement and dis-
agreement.

= To close the meeting, the mediator thanks all the participants and sets
a time for the next session.

Conducting the Meeting
The Roles:

I8 The person who runs the negotiation as an impartial [=unbiased, taking no
sides], professional mediator.

EU Trade Representatives stress that:

» Airbus’s share of the airframe market is not yet 40 percent. Boeing’s
is more than 50 percent.

» Subsidies from the governments are already from 70 to 100 percent of
product development to only about 45 percent. U.S. military contracts
subsidize Boeing.

» The EU must have a strong industrial policy (with subsidies, import
taxes, etc.) to be competitive in the global market.

= If the USA keeps control of the airframe industry, customers all over
the world will be hurt. Without competition, safety and maintenance
standards will decline.
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;é U.S. Trade Representatives stress that:

Airbus is cutting into Boeing’s market. This hurts the U.S. effort to
increase exports since airplanes are the Number 1 nonagricultural ex-
port.

Subsidies EU nations to Airbus allow the company to sell its airplanes
too cheaply.

If Airbus stops accepting subsidies, U.S. airframe manufacturers will
also continue to refuse help from the U.S. government. The USA will
maintain a free-market policy.

If Airbus continues to accept subsidies, the U.S. government may be
forced to set up such trade barriers as higher tariffs and lower import
quotas. ‘

Final Discussion

Answer the questions based on what you have learned.
In your answers, use the italicized expressions.

How might government subsidies help as well as hurt industry? What
industries are subsidized in Belarus? Do you agree with the govern-
ment’s policy?

In the Airbus consortium, aerospace companies from four nations are
both owners and suppliers. What advantages might such a business or-
ganization enjoy? What problems might an international high-
technology consortium like Airbus have?

Why do many U.S. and Boeing officials defend a free-market philoso-
phy? Why are they against creating such trade barriers as tariffs and im-
port quotas?

To some nations, an industrial policy is essential; to many people in the
USA, it sounds like protectionism. What is the difference? Are they al-
ways different?

Who are the major trading partners of Belarus? Are you aware of any
recent changes in their trade agreements?
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CJIEITIOBHY Buxrop CamoiinoBH4 — kaHaunat ¢wionoru-
yecKuX Hayk, AoueHT. [Ipenopaer Ha dakynbTeTe MexIyHapOIHBIX
KOHOMHUUECKHX OTHOIEHUH benopycckoro rocynapcTBEHHOrO 3KO-
‘Homuueckoro yHupepcutetra. CraxkupoBancs B CIIA (Fulbright
scholar at the University of Michigan, Ann Arbor) u AHIHH
(Chevening award, London). B kauecTBe mpuriaimieHHOro JIEKTOpa
npenojasan B yHuBepcutete I. beiikepcdwunpa, mrar Kann(bOpHml
(California State University, Bakersfield).

B.C. CJIEITOBHUY 3auumaerca npobneMoii Ou3Hec-KOMMY-
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