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BBEOEHWUE

Hacroaee ydebHoe nocobue npencrasnser codoii HOBBIN A
OTEUYECTBCHHBIX M3JaHMH NOAX0[ K OM3HEC-KOMMYHHKAUMH Kak OT-
AenbHOMY Kypey B cucteme Omsnec-obpasosanus. Umenno rax tpak-
TyeTCs 3TOT Kype B ynusepcurerax CUIA, rae on seinsercs o6s3a-
TEJBHBIM TIPEAMETOM AJIS BCEX, KTO Crneuuanusnpyercs B obnactu
MEHEDKMEHTa ¥ Ou3Heca. 3HaHUS W OTBIT, NIPHOOPETEHHbIE aBTOPOM
BO BPEeMst HAY4HOH CTaXHPOBKU Mo nporpamme Oynbpaiita B Muun-
raHckom ynusepcutere (r. AHH ApGop) B CLUA, aBHIHCH OCHOBHBIM
MCTOYHUKOM Tpu paboTe HaX JaHHBIM KypCOM., KOTOPbIi afpecoBaH
KaK CTYJEHTAM INPH M3YUEHWH Kypca JCJIOBOrO aHrjiMHCKOro, TaK W
BCEM TEM, KTO M0 POy CROEH nesTelIbHOCTH UMEET JEesOoBble KOHTAK-
Th! C 3apyOeKHBIMH NApTHEPAMU.

Coaepxanne y4yeOHOro nocoOMs OXBATLIBAET pas/iMuHbIE
chepbl 1€10BOr0 OOIIEHHA HA AHMJIHHCKOM A3bIKE: NENOBYIO nepe-
MIUCKY B NMCbMAaX, akcax M no uIeKTPOHHOH noure, YCTPOICTBO Ha
paboTy, npe3eHTaUMK U BBLICTYMICHHS HA ACJOBLIX BCTpEUax, Telie-
¢oHHBIE pa3roBOphl M NEPEroBOPbI, @ TAKXKE PealbHbIE CHUTYAlUH,
BO3HHMKAIOUIHE B NpoLecce OU3HEC-KOMMYHHKAUMH, ¢ [TOMOWBLIO KO-
TOPBIX QOPMUPYIOTCS HABBIKH, HCOOXOUMbIE JUI AOCTHIKEHUS yCnie-
xa B Gustece.

Hapsay ¢ yueOHBIMH TeKCTaMM, JAHAIOraMHU ¥ YIIPaKHEHHAMHU
no (GoOpMHUPOBAHHIO HABBIKOB AENOBOTO OOIEHHMA Ha aHITMHCKOM
A3bIKE JaHHOE yUcOHOE NMOocodMEe COACPHKHT LLIMPOKHIT IHANA30H npak-
THYCCKHUX M CNIPABOUHLIX MATEPHAJIOB B BUIC BbIPAKEHHH, CHTVATHE-
HO ofycnoBiicHHbIX (pa3 W PEeKOMEHJAUMH, KOTOPble HEOOXOIMMO
HMETh TNIOJ PYKOH NpPU COCTABACHHUM JCHAOBBIX MHCEM W COOOUICHHH,
NOAroToBKe AOKYMEHTOB i1 TPYIOYCTPOHCTBA B 33pyOCKHYI0 (up-
MY WM MEXKAYHAPOJHYIO OPraHM3aiMIO. BCACHUH TeNCPOHHBIX pas-
TOBOPOR W NEPEroROPOR, MOIFOTORKE K HPLICHTALMAM H HX 06CYIK/IC-
HHIO, a TAKWKC AT OZHAKOMIICHHSS ¢ peaiingasMin ¢ HpaBitami coBpe-
MEHHOM OM2HEC-KOMMYHIZKAIHH.



OCHOBHBIM METOMUYECKUM [IOJIXOIOM B AAHHOM yueOHOM To-
COOMM ABJISCTCH AKTHBH3AUMSA PCUCMBICIUTENLHOU AEATENLHOCTH Ha
MHOCTPAHHOM #3bIKE 4Epe3 TY MM MHYID KOMMYHHKATUBHYIO NpPO-
Griemy, a He zayuusande gopmysn u kadiie. Kpome Toro, npu ycaoe-
HHW Kypca HeoOXOoauMO NOMHHUTL, UTO OU3HEC-KOMMYHHKALUS, KaK U
MoOOH apyroil Bua oOIIEHHS, ABJSETCA «YJIHUEH ¢ ABYCTOPOHHHM
JABHKEHHEM», TMO0ITOMY BKHO YUWTLIBATH KOHKPETHOrO aapecara M
NpeABUAETH €r0 Peakiiio Ha NHCHMEHHOE WM YCTHOE BbICKA3biBa-
HUe.

[MocTpoenne nocobus onpeenseTcss JOrMKOH peveBOH aes-
TENLHOCTH, BEAYIIEH M eMHCTBCHHONW QYHKIHEH KOTOPOro, no MHe-
Huo seiatoierocs neuxonora CJ1 PyGuntreiina, apasercs xoiiy-
HURAMUGHSA.

[Tucomennas buznec-kommyHukaius (vacru I un Il) npeacras-
JeHa B nocoOWM NEpBOi B BHJC ACJIOBON MCPENHCKH M JIOKYMEHTa-
Uy, HeoOXOAMMON Ang ycTpoiicTsa na paboty. C ToUKH 3peHus fncu-
xonoruu obuienus, 1o Gonee npoctas dopma kommyHukanuu. Oua
He TpeOyeT 0 (HOBPEMEHHOIO YUCTa FOBOPCHUA M CAYLIAHMS, @ TAKKE
BuICTpO# niepecTpoiiku B npouecce obieHus. Kpome toro, codnoaas
HpHHLMN «OT Bonee npoctoro K O0ice CAOKHOMY», HA HAYAILHOM
ITANE UMEET MCCTO COMOCTABRACHHE aAlrMHHCKOrO TEKCTA € PYCCKUM.

Vernas Ousnec-kommynukaudsa (yactu UL IV 1 V) upeacrag-
jena reneOHHLIMM Pa3roBOPAMH M IIEPETOBOPAMH, OCHOBAMH CO-
CTABACHUA NPE3CHTAIMM ¥ BLICTYIVICHHHA, @ TAKIKC MOJETISIMU PeUeBo-
ro roBejIeHUd B TEX WK UHBIX CUTYALMSX ¢ NOMOuwbIo MeToaa “Case
Study”, KOTOpsIH 3aKTEOHACTCH B A/EKBATHOM OUEHKE CHTYALMH H
pearupoBaHHK Ha Hee NYTeM HNPHHATHA pelnenns. AsOyKa 1e1080r0
oGeHus mpe/ytaraeTes A YCBOCHHS B BMAE JCCITH LIATOB Ha NyTH
K ycrexy B Ou3Hece, riaBHbli U3 KOTOPBIX — [O3UTHUBHOE OTHOLIEHHE
K cobeceavky. OcobeHHOCTH OU3HEC-KOMMYHUKALMU, KOTOPbIC Cre-
AYeT YUWTHIBATL NPH NPHHATHH PCHICHUH B OU3HeCe, paccMaTpuBa-
IOTCs HA HPUMEPE TAKMX WIBCCTHBLIN KOMUIanuil, kax «JPKoncon aui
Mkoncony (Johnson & Johnson Inc.). «Jlusait Crpocer (Levi Strauss
& Co.), «Dpdye Huaycipwy (Airbus Industrie) u «bonnr» (Bocing
Co.
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Yacmeb |.

LENOBAS NEPEMUCKA
(BUSINESS
CORRESPONDENCE)

Pasgen 1. CTpykrypa nucbma

(Letter Structure)

HenoBoe NMHCHMO MEXKIYHAPOAHOTO 00pa3ua UMeeT HETKYH0 CTPYKTY-
py, onpeaeseitbiit Habop PEKBH3WTOB W CTARAAPTHOC PACIONOKCHUE KaK-
noro u3 HHUX. [Tontiblid Gopmynsp nucbMa MEKAYHApPOAHOIO odpa3ua umeeT
CHEAYIOIUE COCTAB U PACMIONOKCHHE PEKBUIUTOR!

(1) 3arosoBox (aipec OTNPaBHTENAR)

(2) HoMep noxkymeHTa

(3) Hara

(2) Homep nokymenra

,,,,,,,,,,,,,,,,, LSO

METKH

(4} Crieunanbubie HOUTOBLIC OT-

AJIbHOCTH

(5) Yenomnenue o KouduacHumu-

(6) Anpecar

O3HAKOMIJICHHSA

(7) Ykazanue Ha wenaresibHocTh

(8) O6patienue

(9) 3aronosok x TekcTy

(10)Y OcuoBHOl TEKCT MTHCHME

(11) 3aBepwenue nuckma

(12) Moanucs

(13) Tometka 06 ucronHUTERAX

(14) Npunoxenne

(15) Komnu nucima

L{16) Nocrekpuntym




M Cmpykmypa nucbma

(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.:)

(2) Reference

(10) Body of the letter

(11) Close

(12) Signature

(13) Initials of persons in charge

(14) Enclosures

(15) Copies

{16) PostScript (P.S.)

(11D Close

TMometueHHoe HiKe ITHChMO OT 4acTHOro sinua u3 Hanun Spurackoit
QHpME COAEPHUT PAJL YKa3aHHBIX BbIUE PEKBUZHTOB CTAHAAPTHOIO AEJI0BO~

1
ro nyucbmMa

U CrpyxTypa JAnHOrO W pAa JAPYIHX HMceM dactes no kuure: A. Ashley. A
Handbook of Commercial Correspondence. Oxtord University Press, 1992,
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Bredgade 51, adpec omnpagumenn
DK 1110
Copenhagen K
DENMARK
12 May 20__ oama
Ultrasonic Ltd., aopecam

Warwick House,
Warwick Street,
London SW23 1JF

United Kingdom

PKazamue Ha
For the attention of the Sales Manager JHCEIAMETbHOCHD
Brumanuo menedocepa no npodaxcam O3HAKOMACHUA
Dear Sir or Madam, obpauienue

Vaaxcaemustii/as e-n/e-scal
OCHOBRO mexent

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.

Toscanyiicma, Gulutiume MHe ORUCAHUE KEAOPADOHHBIX 38YKO-
GHIX CUCHIEM, KOMOPbIC PeKTAMUPOSARUCH 6 WIOHBCKOM HOMepe
"Caynd Mancau". Mensi ¢ ocobennocmu unmepecyem obopyoo-
sanue "Omeca”, Hg KomMopoy Bel CREYUATUIUPYECIMECE.

Yours faithfully, 3asepuenue
Hexpenne Bawa / C yeasxcetivem

(roonuce)
Brigitta Kaassen (Bpururra Kaaccen)




B Cmpykmypa nucsema

1.1. 3aronoBokK, Unu agpec ornpasuTens
(Letter Head / Sender's Address)

3arojloBOK  AMCbMA [IOMEIIACTCH B B&pXHeﬁ HacTyy JiiCta B
COOTBETCTBUH C pa:spa6oraqu1M 3apaHee MAKETOM. DAEMCHTAMHU 3arofi0BKa
ABJTAOTCA.

- chupmerHbIfA 3daK (noroTunj,

- HauMeHoBanne hupMb! UK oprasn3aLum,

- IOYTOBBLIN aapec,

- aBOHEHTCKUE HOMEPA ONepPaTUBHDLIX CPEACTB CBASH
{tenedona, renedakca, Tenekca, a Taioke agpec

INEKTPOHHOW NOYTHLI).

Ecnu ¢upma spagercs Guivanom, yka3biBacres OCHOBHAS KOMNaHUA-
y4peAnTeNs. B HEKOTOPBIX Cliyyasx B 3ar0/lOBOK BKJIOMAKTCA CBEAEHUA 00
OCHOBHOM HampapJieHH ACATCIBHOCTH.

Bo usbexauue neperpy3kd cnpaBouHOH HHopmauveil yacTs cBejle-
HUH, HarpuMep abOHEHTCKHUE HOMEPA, MHOTAA HEPEHOCAT B HIDKHIOH 4acTh
AHCTa.

[IpuMepoM Takoro pacrosiokeHus CpaRodHOH MHPOPMAUUH MOKET
CITYXHUTh MHCLMO @BTO[LY HaHHOTO YuebHOro nocobHs OT UCTIONHHTENLHOTO
aupextopa CoBeta o MexAyHapOAHOMY 00MEHY YUEHBIMH ¢ COODLIEHHEM O
APUCYNIEHUM CTUNEHANKN MMeHU ceHaTtopa Dynbpaiita M NPOXOKACHUN
Hay4YHO-HCCeaoBaTenbekoi crakuposku B CUIA.
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CIES

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. | 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 cither 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 writc 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 welcoming you to the United States and hope vou 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

L Affiliated with the American Council of Learned Societies
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X Cmpykmypa nucema

PupmeHHbli 6J1aHK NHCbMA C 3aroJIOBKOM aeT D0ablyo HHbOPMa
uuio o ¢upme (opranuzauuun). B 3arojioBke ykasblBaeTcs THO KOMDAHU
Hanpumep, coxpaiuenune Lrd. (o1 Limited hability) rosopur o tom, u4to 37
komnaHus (0OUIECTBO) € OrPaHUYEHHON OTBETCTBEHHOCTLIO, TO eCTh Npy:
GaHKpOTCTRE BAAJEIbUB KOMIAHUH HAM €€ YACTH HECYT OTBETCTBEHHOCT:
JMWb 33 TOT KAMMTAN, KOTOPbIH OHW BHECTH NPU 00pa3oBaHWK KOMMNAHMI
Ins kpeAuTOpOB 3TO TpPEeAyNpeXAeHUe O TOM, YTO NPH GAHKPOTCTBE OHi:
CMOTYT MONYUWTh OT KOMIAHUH JIHIbL TO, Y€M OHA BJANEET, & He JWUHbI
cpeactsa aepxkatened ee akuuil. B CIIA B 3TOM ciiynae ucroapsyertcs at
Opesuarypa Inc. (ot Incorporated). Cokpawenue PLC (Public Limited Com
pany) 3HauMT, 4TO AKUHH KOMNAHHK MOXKHO KYITHTb B OTKPbBITOI ponaxe.

[Tpumepsr HasBanuit xomnauunit: Johason & Johnson Inc.; St
Wholesalers PLC; Hartley-Mason Inc.; Levi Strauss & Co.; Ultrasonic Ltd

Coxkpawenue & Co. TOBOPHT O TOM, HYTO KOMMAHMS ABASETCH NAp]
Hepcteom (partnership) nsoux unu Gosee smoned. Ecnu 210 cemeitnmniii kow
uepH, 100aBasoT cnoso Son (Ceit), Sons (CblROBbLS), Bros (Brothers) (6pa-
ThA). Y NApTHEPCTBA MOXKET ObITh KAK OFPAHHYEHHAS, TaK U HEOrPaHHYEHHAS
OTBETCTBEHHOCThL. Hanpumep, F. Lynch & Co. Ltd. unu R. Hughes & Sor
L.

B 3aronoBke nucbma, Hapsay ¢ MOYTOBBIM 3PECOM KOMMAHUM, yKa-
3eiBaoTCa tesiedon, dake u aupec aextporuoi nouts (E-mail). [epen mu-
MM MOI'YT ykasbiBaTbCs (amuiny npeacenatvens (Npe3uACHTa) KOMMIAHHY |
YNEHOB COBCTA AUPEKTOPOB.

Ipu otcyTcTBUMH ONatKa MUChbMa C Ha3BaHHeM QUPMbL WK OpraHusa-
UMK alpec OTNpaBUTENA MOMELIACTCS B [IPABOM BEPXHEM Yy CTPAHULbI,

Ha puc.1 npusonstcs oOpasusl 3aronoBkos Ha BiaHkax Juid fHceM v
thakcoBLIX COOOIICHHIT MEXKIYHAPOANBIX (PHHAHCOBLIX opranuszaumii (MBd
1 BeemupHoro 6anka);



Letter Structure ¥4

INTERNATIONAL MONETARY FUND
WASHINGTON., D.C. 20431

The Worid Bank BELARUS OFFICE
INTERNATIONAL BANK FOR RECONSTRUCTION AND DEVELOPMENT
INTERNATIONAL DEVELOPMENT ASSCCIATION

TELEFAX TRANSMITTAL SHEET

DATE: May 15, 2007
NUMBER OF PAGES: (including this page)
TO:
CITY AND COUNTRY:
FAX NUMBER:
FROM:
SUBJECT:

MESSAGE

57 2 gt g P 8

‘ iR
If you experience problems with this transmission, call us back as soon as possible.
2A Gertsen Street, Minsk 220030, Republic of Belarus

Tel.: (375-17) 226-5284; Fax: (375-17) 211-0314

Puc.1. 3aronoskn nicem MB® u akcoBbix coobLieHUH Bcemuproro Sanxa.

1.2. Homep gokymenTta (Reference)

Homep a0KyMeHTa yKa3bIBACTCH A yao0CTBa paboThl ¢ KOPPECTIOH-
AeHumeit. Hanpumep. npy noayuennn nucoma (Your Ref) i npn oTBeTe ia
TMCBMO (Our Ref). "JT0 COOTBETCTBYET PYCCKHM 0003HAUEHUAM BXOASLIEH 1
MCXOLSIWEH KOPPECTIOH/1e HLIHH.

Homep nokymenra moxer 6umh 1ndposoii (Hanpumep, 661/17, rac
661 - NOPANKOBLII BHOMeEp NOKyMenTa, a 17 - nomep oraena win noapasie-
JCHHS), OyKBeHHI i (nanpumep, DS/MR. e DS yro nanimanst asropa, a

— HHULHanel cexperaps), win cMewannoil, Oyksenno-undposoii (our
ref.: mb/AP/101).



24 Cmpyxkmypa nucema

DONALD & SONS, INC. ]

XXXXXXXXXX,\')\'XXXXXXX
Our Ref. 221/1

November 12, 2000 ;

1.3. Bara (Date)

Jara yxa3blBaeTcs Noi aipecoM OTIAPABHUTENS B NpaBON WAH NEBOIi
4acTH cTpanunibl. Huorna mexny natoil u anpecom OTnpaBuTeas Nponycka-
eTca CTpoka. Ecnu muMeercs Gnank QuUPMBI ¢ aapecom, aata Takae O0bIYHO
YKa3bIBacTCA B IPABOM YIJly CTPAHHLIbL.

Mecsil B pate He clelyeT nucath B BiAe uucia; Hanpumep, 11.01.93
osuauaer 11 susapa 1993 r. 8 BenuxoGpuranuy u | nosGpa 1993 r. g CLUA.
He cnemyet Tarke cokpawarh HassaHue Mecsla, Hanpumep, NOv. BMECTO
November. D10 BurmaauT 1ebpexHo. He Tak ClIOKHO HanHcaTh NOJHOCTBIO
LaTy, 1 TOTAA Baule NHCLMO HE 3aTepseTC ¥ NONAACT B HYXKHYIO Marnky.

HacTo B NOpANKOBBIX UHCIUTENbLHLIX Oflyckaercs 'th' mocne yuncna.
Hanpumep, 24 October BmecTo 24" October. Wnorna naspanue mecsua cTa-
sutcst BHauane: October 24. Dto neno 8ui60pa, HO HEOOXOAUMO NPUAEPKY-
BATbCA KaKOH-TO 0JIHOM HOPMbI HAMUCAHHUS AATHI.

RIEGLING BROS. LTD.
KXXKXXKXXXKXXKKXKX

I March 2001

1.4. CneynanbHble NOUYTOBLIE OTMETKUN
(Special Mailing Indication)

Ecnu nucumo nocbiiaeres He o0bLIMHON TOUToH, 06 3TOM MOXKeT GbiTh
CAENAaHo ChneuralbHOe YKa3aHue NoJl CTPOKO#T ¢ JaToi, Hanpumep;

12



Letter Structure 24

January 10, 2001
EXPRESS MAIL.

1.5. YBegomneHune o koHduaeHunansHoctu (Confidential)

lIaHHOE YBCAOMJICHHWE O3HAUACT, YTO TMHCbMO MOXKET ObITh BCKDbLITO
TOJIbKO aApecaToM WM JOBCPEHHBIM JTHIIOM. 3anuch Aenaercs noja naroi
WA agpeCcoM, a TAKIKE HA KOHBEPTE.

January 21, 2001
CONFIDENTIAL

1.6. Aapecar (/nside Address)

Ajpec nonyvarens ykasniBaeTcs MO alpecoM OTAPaBHTENS Ha npo-
THBOTIOJIOWHOH CTOPOHE CTPAaHULBI.

AnpecHble CBEACHHS YKa3bIBAIOTCS B TOH KEC MOCACAOBATENLHOCTH,
4TO ¥ HA KOHBEPTE, HANPUMED:

Prof. Priscilla S. Rogers,

School of Business Administration
University of Michigan

Ann Arbor, M1 48109-1234
U.S.A.

Ecnu uma u pamuaus aopecama uzsechinst, OHU (BMECTE C BEKIU-
BOH dopmoit o0palleHus win 3BaHHEM) YKa3bLIBaIOTCS NIEPe aipecoM:

Mr. J.E. Smith wnu Mr. John Smith. a ve npocto Mr. Smith
Cyutectsyior ceayotine sexauBsie Gopmnl obpaiienns:
Mr (c Toukoit unm 6e3) Kak cokpalCcHue OT misfer py obpalienuu K

MyX4uHe:
Mrs. npu 00patlCcHNH K 38MYHKHEH JKEHULMHE,



M Cmpykmypa nucema

Ms moxet ynotpebasTbca npu oOpalleHN KaK K 3aMmyxHeH, Tak H
He3aMy KHeil JKEHLUUHE;

Messrs Kax cokpaileHHe OT {paHuy3ckoro Messieurs ynorpednsercs
npu ofpauleHHd K ABOMM M Oonee myxkuuHam (Messrs P. Jones and B.
Parker) vinu 8 Hazeaunu upmst (Messrs Collier & Clerke & Co.).

CyiectyeT ueiibiit psa crielmanbHelx Gopm obpaitieHnii, xoropble
BKJIIOUAIOTCSA B aApec, HaNpuMep y4eHble, MEIMLMHCKME W BOCHHbIE 3BaHHUA
(B aTOM cryuae onu ynorpebustores evecmo Mr, Mrs, Ms):

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

Eciu uma aopecama neu3gecmito, MOXKHO HCNONL30BATh €ro JOMXK-
HocTh B QupMe (The Finance Director, The Sales Manager). Eciin u3BecTHo
JIULb Ha3BaHue QUPMBI, MOXKHO aapecoBaTh MUCLMO Ha ee uMs: Soundsonic
Ltd.

OGpaTuTe BHUMAHUE HAa PEKOMEHIyeMbI TIOPANOK HANUCaHUsS afpeca
ROJy4aTesns:

Hazsanne 1oMa wiad 31aHus

Homep noma v HazBanue YAMLLL NPOCICKTA U T.1I.
lopox v ero nouToBsIi MHACKS

Crpana

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

B HexoTopkix esponefickux aapecax (B Tom uucae. B crpavax CHI)
HOMEp JIOMa@ CTaBHTCs 110CTC HA3BaHMA Yiulbl. He HY)KHO NnepectaBisTb ero
no obopazuy CIHA u BeauxoOGpuranmu:

Agentura Carolina
Alberiov 7

128 00 Prague ?
CZECH REPUBLIC




Letter Structure ™

1.7. YKa3aHue Ha XenaTenbHOCTb O3HaKOMNEeHuUsl
(For the Attention of)

_Yxasanne For the attention of o3nauaeT eaTebHOCTh O3HAKOMIIE-
Hud C COCPXKAHUEM NUCHLMA, AAPECOBAHHOIO OPTraHu3alin, Kakoro-To onpe-
aeneHHoro JHia. OHo MoKeT 6bITh HEOOXOAUMO B CllydasX, KOraa oTnpasu-
rep He obJyanaeT nonHoi uHpopmanuei o6 aapecate. OObIMHO Takoe yka-
3aHue NOMELIAETCS MO BHYTPEHHUM aApecoM:

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

For the attention of the Production Manager
[coxpatiennsiit BapuanT: Attn.: Production Manager]

Dear Sir,

1.8. O6pawenue (Salutation)

OGpaiuenue, koTopoe sBisercs Take GOpMOll NpUBETCTBUA, MoMe-
laeTcs noa BHYTPEHHUM afpecoM 6e3 OTcTyna OT JIeBOH IpaHMLbl TEKCTa.
Konkpernas dopma ofpalienus 3aBUcHT OT anpecara:

Dear Sir: (VBaxaemsiil recnofuu!) — npu oOpatlieHUN K MYXYUHE,
HMS KOTOPOTO BaM HEHU3BECTHO.

Dear Sirs: (Yraxkaemsie rocrional) — npu odpalieHHH B OpraHH3aUHIO
(dupmy).

Dear Madam: (Ysaxaemas rocrioxal) — npu 00paIleHHHN K JKeHIUUHE
(3amysxuei wnn He3aMyKHEH), HMst KOTOPOH BaM HEW3BECTHO.

Dear Sir or Madam: (Ysaxaemsiit/as rocnonus/rocnoxal) — npu o06-
Pallietnn « uesoBeky, UMs M NOJT KOTOPOTO BaM HEH3BECTHBI.

Dear Mr. (nan Dr., Prof.) Smith: (5e3 HHUUHAJIOB WU HMEHH) — TIPH
O6pamenuu « denosexy, hamunnus KOTOPOTO BaM W3BECTHA.

o Gentlemen: (Nocnonal) — npu obpatleHuy 8 oprannzatuio (Gupmy) B
A,
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1.9. 3aronoBok k TekcTy (Subject)

B 3arojioBke K TEKCTY iIMCbMa JaeTcs €ro Kparkoe ¥ TOYHOe HA3Bi -
Hue. OH NoMeEINdeTCs nocne odpalleHts K aapecary H OTKpbIBAeTCs CIIOBO:
"Subject” mnu cokpaimenuem "Re." (or "regarding”, "orHocsiumiics k"), He-
npuMep:

Dear Mr Thomson:

Subject (Re.): New Enrollment Rules

1.10. TekcT nucbma (Body of the Letter)

TekcT nuchma pazdbusaercs Ha ab3aubl, OT/ENsIEMble OJHWUM CTPO -
HpiM npobenom. B nausannbHom ablaile pekOMEHAYETCS M3JIOKHUTL CYUIHOCT
Apo0AeMbl WK OTIPEACAHTE COCTOSHHE A8, @ B 3aK/HOYMTENLHOM — [IC/BEC -
TH MTOT C Y4YE€TOM M3JIOkKeHHOH Boime uHdopmauuu. Ecnu cyTh nenosor.
nMcbMa NpocTa, oHo odopmiseTcs B BuAe oaHoro adzaua. B rex cityuas:.
KOrjla OTAPaBUTElb 3aMHTEPECOBAN B CKOpeiilieM OTBeTe, TEKCT 3aBepluaet -
Csl COOTBETCTRYIOUEH npockOoli: "I am looking forward to hearing from
you soon''.

1.11. 3aBepwenume (Close)

Ecnv nucsmo nasunaercs ¢ Dear Sir, Dear Madam, Dear Sir or
Madam (1o ectb 663 yKazaHus MMCHU), OHO 3aKaHUMBAETCH Clo8aMu Yours
faithfully, nociie xoTOpLIX Hibke CACAYET NMOANMCHL OTNIPARWTENS H el
CTPOUKO#H HIKE — UMst U PaMusius OTHPaBUTENA.

Ecnn nucbMo HaunHaetcs ¢ Dear Mrs. Robinson, Dear Prof. Swales
OHO 3aKkaH4uBaeTcs cnosamu Yours sincerely (Sincerely yours). B CLUA pa-
xe ouuManbHble NUCHMa WHOTAA 3aBepiualoT chosaMn Yours truly (Trul
yours). [THCbMO HENPUHYKACHHOTO CTHAA MOXIO 3aBEPLINTL cnoBamu Bes:
wishes win Best regards.
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1.12. Noanucsk (Signature)

Jlna momnuck 06bMHO ocTaBiAoT Tpobes B 3-5 CTPOYHBIX WHTEpBa-
n0B. TIOMUMO COOCTBEHHO MOANMCH, B GOK BXOAUT ykazaHue umenu u da-
MHUJTHH aBTOPA COOOLIEHHUS, €r0 TOJDKHOCTH WITH 3BAHNS, HAAPUMED:

Yours faithfully, WU Yours sincerely,

(noammuces) (noanuce)

John Brown J. Howart, Ph.D.

Sales Manager Department Head

Huorna B 1enoBoii nepenucke nepen NoAmUchLio cTout abbpesuarypa
p.p. (o1 "per pro" — "for and on behalf of" — ot umenn, 3a). Cexkpertapu yacro
CTaBAT 3TOT TEPMHH, KOTAa MOATMCHLIBAIOT NTUCbMA OT UMEHH CBOMX HAUaNb-
HHKOB, Hanpumep:

“Yours faithfully,
(noanuck Mary Thomson)
p.p. J. Mill
Managing Director

1.13. MomeTka 06 UCMONHUTENAX
{Initials of Persons in Charge)

ITomerka 06 UCNONHUTENSX B BHIC WHMULIHATIOB YacTO WCTIONB3YETCS B
KDYNHBIX KOMNAHUAX W OTAenax A COXpaHeHus unQopMauluy o TOM, KTO
KOHKpEeTHO W3 COTPYIDHUKOB cOCTaBiai U Habupan tekcr. Muuumanel cocra-
BUTENS peuyatarores MPONUCHBIMK OYKBAMY, @ MHHHMAIL MAaUIMHUCTKY HIH
onepartopa — crpouHsiMK, Hanpumep: MM:pd; CIJR/nr.

Ecnu nuchbMo cOCTaBasioch ¥ NeYaTanoch OJHUM AULIOM, TOCTATOUHO
YKa3aTh TONbKO MHULMAIIbI MALIMHUCTKH (O11epaTopa).



B4 Cmpykmypa nucema

1.14. Mpunoxenun (Enclosures)

Ecnu x nuceMy npuiararorcs AONMONHMUTENbHbIE MAaTEepHAbl, Hanpu-
Mep, NPOCMEKTHI, MpefCKYPaHThl U T.ML, B KOHLE NMucoMa (B HIWKHEM NEBOM
yriy) o6 atom nenaercst nometka: Enclosures (wiu coxpatuensas ¢opma:
Enc., Encl.y Eciivi 370 pAll ZOKYMEHTOB, OHH MOTYT ObITh NEpPeHHCCHbL:

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

1.15. Konuu nucbma (Copies)

Konun onsoro nucbMa MOryT paccuinarhesi HECKOJIbKUM Jinuam. Tlpu
JTOM HenaeTcst noMeTKa c.o. (carbon copy). Hanpumep,

c.c.: Prof. 8. Johnson; Dr. Thomas Burke

B Tex cayyasx, korja MHGOpMaUKsA O PACCHLIKE KOMUH, MO MHEHUIO
OTTPaBUTE/s, HEXeNaTe/lbHa, Ha BHEWHEH WCXOAMIMEH KOppecnoHACHLMH
OHa OITyCKAaeTCsd, a Ha BHYTpeHHel naerca ¢ nometkoil b.c.c. (blind carbon
copies).

1.16. NMocTckpuntym (PostScript = P.S.)

TlocTCKpUNTYM — NOTNONHUTENbHAS MHGOPMALHS B KOHLE NUCHMA, 110
KakUM-THOO NMpHYKMHAM HE BKJIOYEHHAst B OCHOBHOI TekeT. OHa pazmellaet-
€S BCEr/a Kak 3aKIOUNTEbHBIN CTPYKTYPHbBIN BIIEMEHT MHCHMA ¢ OTCTYNIOM
OT TIpelbIAYIUEro dieMenTa B 2-4 CTPOUHbIX uHTepBana. Hauano nocrckpun-
TyMa oTmevaetcst abopesunartypoit "P.S." ITpu HOAroTOBKE TEKCTA HA KOMIIL-
10Tepe MEPEKOMITOHOBKA TEKCTOBLIX OJIOKOB HE MNpEACTaBNAeT KakuX-inbo
3aTpYHHEHHH, MO3TOMY MOCTCKPUNTYM B IEIOBOH MEPENUCKE WCTONb3yeTcs
ckopee [Uuig TOTO, 4ToObl JMUIHUH pa3 NOA4EepKHYTh HanboJiee BaXKHYIO ne-
Tans coobuienus.

Hinke naercst ofpasell N€JI0BOrO NUCLMa, B KOTOPOM COIEPIKHMTCS OT-
BCT Ha NpUBEJEHHOE B CAMOM Havajle NMUCLMO OT kiunehra u3 Januu. Obpa-
THTE BHHMAHWE Ha CTPYKTYPHbBIC MIEMEHTH MHCbMA M OTKPBITYIO AYHKTYa-
LIMFO, 4TO CUMTACTCH HOPMOIL.
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ULTRASONIC Ltd.
Warwick House, Warwick St., London SW2 1JF
Telephone (081) 566 1861 Fax (081) 566 1385

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

Date: 11 May 200_

Ms. B. Kaassen
Bredgade 5t
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 cquipment you said you were
interested in. [ would like to draw vour attention to pages 31-35 in the catalogue

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.

MepeBos] TEKCTOBOM YacTU NUCHLMA!

Braronapum 3a 3anpoc, KOTOPBI Mbl CErOAHS TTOJYULIIH.

OChltato matl karanor v npeifckypant obopynosanus, kotopoe Bac unre-
Pecyer. Xoten b ofparure Banle Buumalive na ctpaniis 31-35 katanora.
Ite Bui naitnere see noapoSnoctii odopyosanns "Omera'.

Byrem u s gansuciinen pansl modsiM Bamy 3anpocam. Howxanyitera, 06-
Pataitrecs, k nam.
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[Z:! ColepxaHue U Cmujlb NucbMa

... B rocnenHeM obpasue Mmuchma JaHHOFO pasjesa UMerTcs noda-
. BOYHBIC 3MEMEHTHI JEJOBOH Nepenucku. Hasopure Kaablid u3
HHX.

f}:“ ’

ULTRASONIC Ltd.
Warwick House, Warwick St., London SW2 HIF
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 coufidential

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

I am sorry to sce that, despite several reminders, you have not yet paid the above |
mentioned invoice. Unless, therefore, the account is cleared within 14 days of the

above date, | shall have no alternative but to place the matter in the hands of the !
solicitors. '

Yours sincerely,

Kay Reynolds (Ms)
p.p. D. Sampson
Sales manager

Paspen 2. CogepxaHue u CTunb nNucbma
(Letter’s Contents and Style)

2.1. Pasmep nucbma (Letter Size)

PasMep nucbMa 3aBHCHT OT ero Tembl. [lpasiiibHO BbIOpaHHbIH pas-
Mep ITUCbMA COJAEPIKUT HY¥HbiHl 00beM nHopmauuu. Hanpumep, npu oTBe-
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Letter's Contents and Style f:f_-:]

Te HA 3aNPOC MOKHO BbIOpaTh Cleayloumii pasmep nucbMa (yKasaHHble B
KBAJApPATHBIX CKOOKax Homepa OJIOKOB NUCbMA KOMMEHTHPYIOTCS B CIELYIO-
meM 3a atam nonpasiene 2.2 «lloctpoenune nucbmanr )

—
Dear Mr Brown,
Veancaemuoiii 2-n bpayu!
[13 Thank you for your enquiry of'5 November.
bracodapum Bac 3a sanpoc om 5 tosbps.
21 We have enclosed our winter catalogue and price-list giving details of

c.i.f. London prices, discounts and delivery dates.

Buicouraem Bam nawe summudl kamazoe u npetickypanm, 20e But naiideme
nodpobuyio undhopmayuo o nondouckux yenax ¢.i.f. [cost, insurance and
Jreight — yena, eru04aIOWAs CMOUMOCMb, PACXO0LL RO CIPAXOGAHUIO U
¢paxm], ckudkax u damax docmaeku.

[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 23 you
will notice out latest designs in pendant watches which are becoming
fashionable for both men and women.

Xomst eor camu yeuounie, 4mo Mot APEORA2ACM WUPOKUT ACCOPMUMERNT
4acoe, xomenoce ot o6pamume Bawe enumanue na cmp. 23-28 u 31-36
HaWe20 Kamaaoza, 20e, Ha HAuL 632480, HAXOOUMC Mo, 4mo nauboaee
coomeemcemeyem unmepecyroujemy Bac peinky. A wa cmpanuye 25 Bo
Yeudume nauii ROCILOHUEe MOORHH 4ACOR HU HEeNoyKe, KOMOpbie ceuuac
GXO0AM 8 MOOY KAK Y MYMCUUIl, MAK U HCCHUJUH.

14] As you are probably aware. all our products are fully guarantced and
backed by our world-wide reputation.
Bam, oueeuono, uzeecmno, umo 6cst Hauid RPOOYKYUSL UMECHT NOAHVIO 2a-
Panmuio u HORLIVeNICa PeRymayitell 80 6cemM Mupe.

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

Ecnu Bam weobxoduma xaxas-nubyos QonotnumensHas unghopmayus,
noxcanyticma, obpawatimecs x nan. C nemepnenuest xcodem Bawezo cxo-
pozo omeema.

Yours sincerely,
Hexpenne Baw,
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E Codepxanue u crmunb nucsMa

2.2, NoctpoeHue nucbma (Letter Composition)

anBeﬂeHHoe BBILLE MTHCHMO COCTABJIEHO MO CAEAYIOUIEMY FU1aHy:

6710k 1 — noaTBep*kAEHUE NIOAYUEHHOTO 3anpoca;

6710k 2 — cOODIUEHHE O BBICHUIAEMBIX BMECTE C MUCHMOM KATANOre u
npeil CKypaHTe;

610K 3 — oOpallecHHe BHYUMaHYS r-Ha DppaHia Ha 4achl, KOTOpbIe €ro UHTe-
pecyloT, a TAKXKe Ha MOCIeIHUE MOJICIH;

670K 4 — yNOMUHAHHE O TapaHTUH H pernyTaLuu;

00K 5 — npurnauieHye K AajbHe MMM KOHTAKTaM.

Hepesrit 610k (ab3an) ABIAETCA BAXCHBIM, TTOCKOJbKY OH 3a4aeT TOH
NUCbMA U JAeT BO3MOXKHOCTh YHTATENO COCTABUThL NPEACTABICHHE O BAC M O
Baulel KOMIaHUN.

O6piuHO B nepsoM ab3aue 6iaronapst afpecara 3a ero nuchbmo (eciu
3TO OTBET Ha 3allpoc), NMPENCTaBIfsIOT CBOK GUPMY NPU HEOOXOIAUMOCTH, CO-
001atOT O LeNH NUcbMa:

Thank you for your enquiry dated 8 Bracooapusm Bac 3a nuceso om 8 uions,

July, in which you asked us about our 6 xKomopom Bei umwmepecosaruce na-

range of cosmetics. As you have WUM  ACCOPMUMEHMOM — KOCMEMUKU,

probably seen in our advertisements Kak Bam, eéeposimno, uzgecmro u3 na-

in fashion magazines, we appeal to a uiell peKiIaMol 6 MCYPHANAX MO0, Mbl

wide age group. obpawyaemcss K WUPOKOR 603pacmHol
epynne.

CpeOunible 610Ky NPENCTaBNAIOT OO0 OCHOBHYIO 4acTh NMMChLMa. B
HUX H3JI0KEHO TO, YTO HEOOXOAMMO COOOLIMTL — OTBETHI Ha MOCTABJIEHHBIE
BOTIPOCHI, OTIpeefeHHy0 HH(OPMALMIO WK BOMPOCH, KOTOPbIE HYKHO 3a-
aTh KAMEHTY. 31€Ch BaXKHO TILATENBHO CIUIAHMPOBATH COAEPIKAHUE ITHX
OJI0KOB, ACHO M YETKO U3N0KHUTh €r0 B JIOMMYECKOH NMOCIe10BaTEe/ILHOCTH.,

3arxouumensnbiii 610k (a63au) BriloyaeT ciosa 61aroaapHOCTH 34
MHCbMO (eci 3TO He OblNO cAenaHo B IepBoM ab3ale) W npurialieHue
JasnbHeilleMy COTPYAHHUECTBY. MOMXKHO TaKkKe KpPaTKO MOBTOPHUTH OCHOB-
Hbi€ MOMEHTBI MUChMA!
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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 [ have
made — delivery would be six weeks
from receipt of order, and payment
should be made by bank draft. I look
forward to hearing from you soon.

Ewe pas cnacubo 3a mo, wmo Ber nam
nanucanu.  {loxcanyiicma,  obpawyati-
meco, ecau Bac unmepecyvem dononnu-
menvhas ungpopmayua. Kpamio noder-
MOMNCUBASL OCHOGHBIE MOMEHMbL, XOUY
HANOMHUMb, YMO 00CMAGKA OCyu{ecme-
JNACMCSL 6 MeYeHle Wecmu Hededb NOCAe
ROAYYeHUA 3araza, a onaamy Heobxoou-
MO clenamv OAHKOGCKUM nepequcaenu-
em. C Hemepnenuem xcoy Bawezo cro-
poeo omeema.

2.3. A3bik u cTuns (Language and Style)

Tlpocmoma. ]lenosas nepenucka 4acTo CTpalaeT ycTapeBLIiMM H
TPOMO3JIKMM  CTHJIEM H3JIOKEHUA, YTO YCJAOKHAET MNOHUMAHUE OCHOBHOI
Meicsin. Crapalitech nucath npocmo.

Huwke naercs obpaselt HanMcaHHOrO NPOCTBHIM CTHIEM MHChbMa-
M3BUHEHUS 33 HECBOEBPECMEHHYIO OMIATY BLICTABNEHHOTO CYETa, BbI3BAHHYIO
OGBEKTHBHON NPUYNHOW, K KOTOPOMY NpUIAraeTcs ueK Ha HeoOX0ANMYI0
CyMMy:

Dear Mr Craig, Yearncaemuiii 2-u Kpeitz!

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

1 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
nconveniences.

Yours sincerely,

Omeeuaio na Bawe nucomo om 15
wions. ¢ npocvboll paccuumamecs 3a
UIOHb.

lpunowy useunenus 3a weceoespe-
MEHHYIO ONAamy, HO U3-30d KOHYUHBL
Hawezo 6yxearmepa z-na Hoans mw
He CMO2IU 3anIamums Hu HO OOHOMY
HPEOBACNCHHOMY CYEmY.

Hocouiaem Bam wex na cymmy 8620 u
NPOCUM NPUHAIMb HAWLU UIGUHEHUS 30
npuyuHenHvle neydobemea.

Hexkpenne Baw,
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& ColbepxaHue u cmunb nucbMma

Bexciusocme. HpOCTOTa H3JTOKECHUA HE 3Ha4YNUT, OAHAKO, YTO MOXKHC
ﬂp€H€6p€FaTb BEKJIHUBOCTHIO. CIIMILIKOM KPAaTKO€ H MPOCTOE NMHUCHMO MOXKE!

0Ka3aTbCH pr6bl M:

Dear Mr. Rohn,

[ 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.

Veancaeswit 2-n Pou!

A yoce nucar Bam unacuem Baweeo
ooazea 6 pazsepe §590. Ezo nyxcio 6er-
A0 noeacume mpu mecaya xHasao. Ka- -
Jrcemcst, Bol we xceraeme ¢ namu co-
MPYOHUYANMb 6 GoLNAAMEe AOA2A, 6 C6A3U
¢ wear mbr Bac npueneses k cydy, ecau
doae ne 6voem nocawen 6 meuenue !
bauxcatiuux decsimu onelt.

Baw, u m.o.

To xe nucbmo 6narozlapﬂ CTUTUCTHYECKUM NPpHEMAM BBITIAANUT 60-
JIe€  BCXKIJTHBbIM (l/lCﬂO.ﬂb3OBaHI/IC CJOXHOMOAYHHEHHBIX, bonee JUITUHHBIN
HPEIU'[O)KGHHﬁ C COI03aMM; yﬂOTpC6J’ICHMC KOHCprKU.Hﬁ MMACCHMBHOIO 3ajiora
BMECTO aKTHMBHOT'O; MCIOJIL30BAHKE MOAHLIX IPAMMATHYCCKHUX (bOpM BMCCTC

COKPAUICHHbBIX):

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 vou
have not replied to the lctter, you leave
little choice for me but to place the mat-
ter in the hands of solicitors. However,
| am reluctant to do this, and I am offer-
ing you a further ten days to settle the
account.

Yours sincerely,

Veaxcaemoiit 2-1 Pon!

Obpawgaio Bawe snusanue nva nucoso
om 10 okmadps, ¢ komopom Bac npo-
cuau nozacums 0oaz ¢ pasmepe $590,
wyucnawyuica 3a Bawu ¢ woasn. Tlo-
ckorpkY Bor ne omeemuau na omo
NUCLMO, MHE HUYEe2O HE OCMIaemccs, Kax
nepedame deio adcokamam. Mue, 00-
HAKO, 8EC6MA HE XOYeMC sl 3mo Oenantv,
u A npedocmagasnio Bam dononnumeno-
Holll  QecAmuoOHesblli  Cpox, 4mobbi
paccuumamscs o QOREaM.
Hexpenne Baw,

HAcnocms. Bali KOppecrnoHAEHT JO/HKEH TOUHO NMOHUMATh HamucaH:
Hoe Bamu. Mcnonwsyfite Tonbko Te abOpeBHaTYpbl, KOTOpbIE ABASIOTCA 00
LIETIPUHATHLIMU W NIOHATHBIMU BO BCEX crpaHax. Hanpuwmep, c.i.f. (cost, insur-
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ance and freight) wnu f.o.b. (free on board) u3zBecTHsl BceM, KTO 3aHUMAaeTCH
MeXAYHAPOAHON TOProBieii, H OHH Jiake NPOUIHOCATCH OLHHM CIIOBOM, a He
110 GykBaM: cu 1 ¢ob.

Byabre BHUMaTEAbHBL ¢ uncnamu. B CIUA u BenukoOpuraHuu touka
oTAeNAeT LEI0e OT AecsaTHuHON apodu (Bo dpaniumn u Poccuu, nanpumep,
IS ITON0 UCTIONBL3YETCA 3andTas): 2.345 — IBe UeNbIX U TPUCTA COPOK MATH
toicaarplx (8 CUIA v BenukoOputaHnm) u 2Be THiCA94 TPHCTA COPOK NAATH (B
Poccun u cTpanax CHIY). U nao6opot: 10,245 — necsats ThicAu ABECTH COpOK
matk (8 CLIA 1 Benukobputanuu) U AecsAtb LEJbIX H ABECTH COPOK MATH
TeicauHbIX (B Poccuu u ctpanax CHI).

Tounocmy. byabte TOUHB! NPU HAMMCAHUH NOJKHOCTH W 3BaHUS B
ajpece U MPHUBETCTBWH. Ecnu Bl He yBepeHb!, KAKOro MoJja Baul aapecar,
nyqute ranucats Dear Sir or Madam.

Ifpu orpere Ha nuCLMO 00A3aTEALHO OeIANHTE CCHUIKY HA TMONYYEH-
HYIO KOPPECTIOHEHLHIO,

He nomyckaiite netounoctell B ykasaHuii LeH, pa3sMepoB, Beca H Ipy-
rux cneuuduKanuii.

[IposepbTe Hanuuue BaoxeHui (NIPUI0KEHNIT), ECIIH B KOHLE NHChbMa
Bbl fioctasuin "Encl.” (Enclosures).

KOHTpOﬂbele BOMPOCHLI K 3a13HHUA

1. O3nakomuBuIMCHL €O CTPYKTYPOil MHCbMA U 0BpA3LAMU [THCEM MEX-
AyHapoaHoro odpasua, HaGpocaiiTe Ha JHCTe OyMaru PEKBU3UTHI
NUChbMa B MOPAAKE uX cnenoBaHus. JlaiiTe aHrnuiickue IKBHBaAJIEH-
Thl Ha3BaHUii pexsu3nTOB. [IpoBepbTe ceds No TekcTy pazaena I.

2. Hasoure GpuTaHCKHH M aMePHKAHCK Ul SKRUBAICHTHI PYcCKol ab-
BpeBuarypbt OO0 (00LUECTBO C OrPaHUIEHHOI OTBETCTBEHHOCTDIO).

3. Kak B HasBauuu Gupmb OTPAXKAETCA TO, YTO OHA TIPEACTABIIAET CO-

Goit napThepcTBO ABYX MM Gonee Joaeil?

YTo yka3blBaeTcs B 3aroJloBKe NHCHbMa?

O yem ropopur Homep nokymenTa?

I'ne n kak ykasbiBaercs jata nicosma’?

Kak nuwercs suytpennmit anpec (anpec nonyuarens)? Kakue Bex-

JiMBbie Gopmbl 0OpalleHus (M B KakuX CiIydasx) YKasblBaloTcs ne-

pen damunuii agpecara? Hanuwure npon3sonbHbiii BapHanT aape-

€a nonyuarens B CILA, Benukodpuranun, Kanaze, 0Hoii u3 crpan

Esponi.

NS s
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8. Kak HauumHaeTcsi M 3aKaHYMBAETCs MUCHMO, €C/U bamMunust U 1y

aapecarta BaM HEU3BECTHbBI?

9. C kakoil UeabIO Ha Cliedyoleli CTPOKe nocie oBpallleHHs CTaBH: oy
cokpauiernue Re: v uto oHo 0603HauaeT?

10. Yro nuiuetcs B wawanbHoM aG3aue nuceMma? Jaiite cBoii BapHaiy
Ha4yaIbHOrO ab3alia MHCbMa, KOTOPOe Bbl NUINETE B OpraHM3aliuk
N0 MeXAyHapoAHOMY 06MeHy CTYAeHTaMH ¢ TpochOoi coobuirmy,
BaM YCJIOBUS y4acCTHs B NPOTPaMMe JIETHEr0 0OMeHa U BO3MOXiio-
¢ty nopaboTaTh B JieTHeM narepe B CLLIA?

Pazaen 3. Buabl nucem (Types of Letters)

3.1. 3anpocsb! (Enquiries)

Hinxe nomenieHb! HECKOIBKO BHIOB MHCEM-3aIIpOCOoB.

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,

I 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. T would
like to stay with an English family.

Thank you.
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Veaxcaemuvre cocnooa!

Hoxcanyiicma, evuunume mue Baw -
CEeHNUIL Kamano2 u APelicKYPanm c yei.i-
mu c.u.gp. nopma I'aep. Brazodapio Bac

Hexpenne Baw,

Veaxcaemwvie cocnoda’

A 6ot xomen nonywume unopmayuio o
Bawux kypcax auenutickozo  szon .
KOmMOopbie HAYUHAIOMCS 6 uke c.2.

I
Hoxcanyiicma, eviwrume mue npo- |
cnexkm, pacyewku u uHgopmayuwo O |
pasmeujenyu 6 Jlonoone na nepuood 1
wiore no oexabpw. Ecnu amo eozmon -
HO, A Obl XOMen HCUMb 6 AHIAUNCK !
cemoe.

brazooapio Bac.
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3anpoc npeacraBUTENA PO3HUYHOW TOProBn
3apyBexHOMy NPoOU3BOAUTENIO:

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 OQur 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
garments 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. OTBeThl Ha 3anpoctkl (Replies)

B oTseTe HA 3arnpoc noChLUIalOT NMUChMA, COCTABACHHBIE MO ClICA) -

EMY TUIaHy:

Hauano. OGpatutech K KIUEHTY N0 UMEHH. ECITN KIMEHT NOMMMCA s
Mr B. Green, waunnre nucbMo ¢ Dear Mr. Green, a ne Dear Sir, 4T0 03:a-

qano 6!>], YTO Bbi HC NOMHUTE €10 HMA.

[MoGnaroaapure asropa nuchMma 3a cienausiii sanpoc. Obasarensio
YROMSHHATE ATy IMUCbMa KIMEHTA U HOMEP HOKYMEHTa:

...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 morming...

...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...

... brazooapun Bac 3a Baw 3anpoc om
wions 1997 2., ¢ Komopos @vl unmep. -
cyemecs...

Brazodapum Bac 3a nucesmo NJ 169.
KOMOPoe Mbl. NOAVHUIU CE200HA )1
poM...

A xomes 6w nobrazooapunme Bac .
sanpoc om 10 mas. Mue npuamno ¢
obugume Bas, umo met cvoaau 6ol 11
cmaeumo Bam...

Hoomeepxcoenue 20MoGHOCHI OKA3amb ROMOou{b. KaKk MOXHO Ch-
pee naiite MOHATS KIMEHTY, YTO Bbl B COCTOSTHUHM TIPENOCTABWTHL 3ampatitil-

BAEMYIO YCIIYTy.

... We have a wide sclection of sweat-
ers that will appeal 1o 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.

28

Y nac umeemces wupoxuil auibop ceti
mepoe OAst GCex 603pACMO, U 6 HdaCH-
HOCHM, PUCCHUMAHHbIE HA HOOPOCHIKC
861l PHIHOK, KOMOPLIE Bet ynosanyau ...

Mue npusmio coobwyumes, uwmo A
camooem  obecneuums  Heo0bX0OUMBbI
Bam mpancnopmuulie yeayzau.
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Hpoodsudicenue auiezo mogapa. Bul J00KHbL yOEIUTh CBOETO KIHEHTa B
[iepCIIEKTHBHOCTH JISJIOBBIX OTHOLLGHMH ¢ Balel koMnanueii. Henocratouno
guuib COOOIIMTD, YTO Yy BAC UMEETCA UCKOMbIA TOBap. BO3MOXHO, KIHEHTY
1oHaOOHTCA CHENaTh ¢ NECATOK APYrHX 3anpocos. Hanuuute o cBoux npe-

HMYLIECTBAX M FapaHTHSX:

...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...

Mui cuumaem, umo But coenranu omauunvii
6o100p, OCMAHOBUGUIUCE HA IMOL TUHULL, U
Kak monvko Bui yeuoume obpazyvl, mbi
yeéepensl, umo Bl cocnacumecs ¢ ee ynu-
KAAbHOCbIO KaK MO (pakmype, mak u no
yeemy...

Mooicem 3aeepume Bac ¢ mom, umo Omeza
2000 6 nacmosujee epesms Aeusiemcs 00-
HOU U3 CAMbIX TYYULUX MAULUH 1A POIHKE, U
HAWLA  YGEPEHHOCHb  NOOMGEPHOaemcs
npedocmagsisiesMol HaMmu eapanmueti Ha
nsante aem...

Ilpeonoocenue aiipmepramugnslx eapuanmosg. Tlpu oTCyTCTBUM 3a-
HpaimBaeMoro ToBapa (yCiyri), ecliv y Bac €cTh albTePHATHBHbBIN BapHaHT,
TpelioxuTe ero KiaueHTy. [Ipu 3TOM He HYXHO KPUTHYECKH OT3bIBATLCS O

NEpBOHAvYaAILHO BaHPOUJGHHOﬁ KIIMEHTOM NPOAYKLNU!

-..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
Teplaced by plastic which is iighter,
more durable and stronger...

osueamens obaadaem
kauecmeamu, o komopex Ber
capauusany,  “lHayspopaiie”™  edobasox
UMeem Mo RPEUMYUECHmBGO, 4MO Y 1e20
MEHbUE OGUNCVIHUXCSL HACMEed, MO ecmb
MEHBbULCE UX KOMUMECNBO MOJCEm Gulimu
13 cmposi. O makace IKOHOMHEE 6 pacxo-
Oe mMacaa, NOCKOAbKY ...

LU xXoma smom
GecemMu

/JCU(H(I}{ Modensb cetnac ycogepuiencmeo-
GaHA: €e CIATbHOU Kapkac 3zamernen na
I’L’ICICWZ.M(ICC()()’blL‘{, K()I)l()‘[)blil sierstemest 6o-
Aee JCSKUAL, NPOHIHbIM Ut HAOCHCHBIM.
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Omcoiika Kiuenma K Opyzomy ucmodHuxy. Ecnu Bbl He MOXeie
NPEUIOKUT KITMEHTY 3anpaiiiBaeMslil TOBAD WM €r0 albTepHATUBHBIN Bii-
pHaHT, HaNWUINTE EMY, TIe OH MOXET CIAENaTh 3aKa3:

Knuea, o komopoi Ber nuweme, uzdan
He Hamu, a usoamenbcmeom «l punxuni
Dowoxetiun JImo.». Ecau Bot sceraenic
UM Hanmucamo, coobujaem adpec...

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...

Kamanozu, npeiickypanmost, npocnexmst, oopaszybt. YOenurecs s
TOM, 9TO YIOMSHYTbIE BAMH B [ICbME NIPHIOKEHUA B BUIE KATANOTOB, Npeii-
CKYpaHTOB M T.J. JIe/iCTBUTENILHO BNOXKEHB! B KOHBEPT. ECIu BbI nocobiiae:e
oBpasiipl OTAENbHOM NoUTOH, coodluute 06 3TOM B nuchbMe. 3anucH O TNpii-
NOXKEHUAX U OTALNILHOM Nepechlsike AeNaTCs CeayonM 00pazoM:

Please find enclosed our current cata-  [Tocemaem Bam nawe mexyupuit kama-

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.

noz u npetickypaum. Toeapwl, 0 koma
poix Boi cnpawueanu, yromMunamomes
Ha cmp. 31-34 noO KamanodMCHoLM:
nomepamu ¥Y32-Y37. llpu ogopmac
Huu 3aKa3Q, ROXNCaayicma, coeraunts
CCOLLIKY Ha 3mu Homepda. 3anpauili-
saemvie Bamu obpazywr 6yoym on:
npasnenst 0MOeRbHOU NOYMOU.

3asepwenue. B KoHLE IHCbMA cllellyeT NMoONaroJapuTh KJIMEHTA *a
NIpHCHaHHBIT 3a11POC, 3@ TAKXKE HPUrNACHTh K JaibHeliemy COTpYAHUUECTs: |

Eue paz érazodapum Bac 3a nucexr
u Gydem padvi omeemume Ha A100:
gonpoc.

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.

Hoxcarvitema, nuuiume nam no ax
DblM GONPOCAM 1AL DOPAUAUMECs 1
VKAIAHIOMY Golltle HOMEPY meaedon:

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

|
1
!
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06paseu NMUCbLMA, B KOTOPOM COREPKUTCA OTBET HAa 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 fo receive your enquiry, 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 ltaly is 15%.

Enclosed you will find our summer catalogue and price-list quoting prices ¢.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,
\‘\"\k

NepeBoa TEKCTOBOMW YAaCTU NUCbMA:
VYBawaembiii r-u Kpehn!

" Mur 6ninu pans! nosysurs Baut 3axa3, a TaKKe y3HaTh 0 ToM, 4T0 Bam no-
PaBunCs pan aCCOPTUMEHT CBHTEPOB.

y Ham ne cocrasut tpysa ocyuiecrsuts nocrasku st Bac us umerowerocs
" Hae umpoxkoro accopTUMEHTa 00pa3IloB OJCHKIbI, KOTOPbIH Mbl COCTABASICM st
C
X Bo3pactupIx rpyin.
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Mot MOXEM NPEATOKUTL Bam CKUAKY MCXOAS M3 KOJIMUCCTBA NOKYHaeMm. ji
NpOAYKLUMH, 0 KoTOpoli Bl cnpatnusany, B pasMepe 5% OT nepBoHaYansHON Ue: 1
npy 3aKkase HPOAYKUHM Ha cymmy csbiue 2000 gonsnapos, HO 0ObIYHAS BEAMYL! 1y
TOproeo# ckuaku B Uranuu cocrasaser 15%.

C oruM nuceMOM BhIchbinacym Bam Hamn nerauit karanor v npedcekypiop
uen 8 JloHoHe ¢ yuerom c.i.f.

Mpi yBepennl, uTo Bt Haliaere noxkynarenel nauelt roroBoll npoayxn
B AHTIMM, KaK 5TO YAAETCH HAUIMM TIPCACTABUTENSM PO3HUYHOH TOprosin o
sceil Eppone u B Amepuke. Mul BbIpaskaeM HJICKIY, YTO CMOXKEM JOCTHYL -
rJ1alleHUst OTHOCHTEBLHO LIEHbL.

Criacbo 3a npossiennbifi uurepec. C HeTepnenyem x/ceM o1 Bac ortse:
Hekpenne Ba, '

(noanuce)
. Kaysuo

[Mpunoxenue.

3.3. 3aka3bi (Orders)

OOBIYHO 3aKa3bl Pa3MEIAIOT HA CMEUMATBLHBIX OJlaHKax (UPMBbI. KO-
TOpBIC NPUJIATAKITCA K CONPOBOIUTENLHOMY MUCbMY. B nucbMe ykasbiacics
Ha npuiaraeMbii 3aKas:

P
i

Please find enclosed our Order No. C nacmoswjum RUCLMOM ebsce,:ffwwf!
B4321 for 25 'Clearsound' transistor re-  waw 3axaz Ne B4521 na 25 mpai -

ceivers. © cmopruix npuemnuxos “Clearsoun:’”. |

The enclosed order (No. R154) is for 50 [Tpuracaemovrtt saxaz Ne R154 e~
reams of A4 bank paper. vaem 50 cmon [480 aucmoe Gy U
kaxcoviti] Gymazu gropmama A4.

B nucbMe He0OX0AMMO NIOATBEPAUTH YCIOBUS MIaTEXKa:

e

We would like to confirm that payment Mot 6u1 xomeau noomeepdume, w10 |
is to be made by irrevocable letter of  onaamy weobxodumo npouseecmi €
credit which we have already applied to  nomowsio 6eseozspamuoeo arxxpe: it
the bank for. mued, 0 euldaue Komopozo moi V.:¢ .

obpamunuce ¢ 3aa6K0i 6 Gaux, ‘
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- OroBoOpeHHbIC CKUIKHU TAKXKE TOJIKHBI ObITh NOATBEPKIACHBI:

pmmpt settlement.

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

.1 mbl, Be3ycro6Ho, 60CNOALIVEMCA
npednoxcennoli Bamu ckuoko onna-
mel npu Geicmpo  NPOU3BEOeHHbIX
pacuemax.

B CONPOBOANUTECNIBHOM NUCLME Or'0BApUBAIOTCA nata # cnocob moc-

TABKH:

Tt 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.

Baxcno, wmober docmaska moeapoe
buina ocvujecmenena 00 Havand HoaAbps,
ymobul ycnems 00 pOXNCOECMEEHCKON
cyemst.

.U, noxcaryiicma, we 3abyobme, umo
Quwb 0ocmaeka 2pysa camonemom by-
Oem zapanmueil Bricmpolt 0OCMasKu.

O6paTuTte BHMMaHHE NOCTABUIMKA HA CNOCO6 YIAaKOBKH:

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

Ve s 0

Cmanku neobxo0umo Kax credyem noo-
gepanymb cMmasxe, 4mobbi 6ce OGUNCY-
wueca yacmu boliu NPeOOXPaHeHsl ne-
peo  nocpysKou 6 AWUKH, Komopoie
doaxcubl Obimb NPOMAPKUPOEAHbL.

3asepiueHye CONPOBOAHTENLHOTO MUCHMA MOXKET ObITh TAKHM!

We will submit further orders, if this
one 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-
Mation.

Mot 6ydem Oerame 3axazei u 6 O0aib-
HetiutemM npu YCROGUU, YUMo Oaunblli 3a-
Kaz 6yoem GoINOJIHEH § COOMEEMCMGUYU
¢ HQuuMU MPEBOBAHUAMU.

Ecau moeaper 6yoym peaauzoeanbl @
COOMEeMCmeuY ¢ HAWUMY FIGHAMU, Mbl
oopmum u dpyaue 3axkaset 6 baUNCGl-
wem Gyoyuyem.

C nemepnenuem xoy nonyuenus Bawe- '
20 NOOMBEPHCOCHUA.
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O6paseu CoOnpoBOAUTENBLHONO MUCHMA ¥ 3aKa3a:

B. Cottwold & Co. Ltd T
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 us-
sorted sizes, colours and designs.

We have decided to accept the 15% trade discount you offered and terms of paymwnt
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 R 541 £12.60"

Note: Subject to 5% quantity discount

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

MepeBoa TEKCTOBOMN 4aCTH NUCbMa:

Brickinaem Hau 3akas Ne DR 4316 Ha cBUTEpa ISl MYX)YHH U MAILYUKOB YKa-
3aHHBIX PA3MEPOB, LBETOB U MoAeei. Mbl pelIunn NpUHATE npeliokeHHble Bamu
15 % cxuaxu M ycoBus riarexa 1o BbICTABICHHBIM MAATEXKHBIM JoKyMeHTam. On-
Hako, B Omkaiiiem OynyilieM HaMm XOTEA0CH 6bl 1EPECMOTPETL ITH YCI0BUSA, B~
HIIATE, NOXANYHCTA, CONPOBOAUTENLHBIC JOKYMEHTH ¥ Bai BEKCENL Ha NPEAbABU-
Tens B ropoxackoe otaeneuue Northminster Bank no aapecy: r. Bupmunresm, un
Crpur. Ecin y Bac Her yKa3aHHEBIX B CMCKE TOBAPOB, TPOCHM HE NPHCHLIATE BMECTO
HUX 3aMeHEL. ByaeM npusHaTenbHbl 33 10CTABKY B TEUCHHE 6 HEJAC/Ih U C HETEPIIEHH~
€M kiiem Bamero noarsepxaeHus.

3.4. Peknamauum (Complaints)

Ecnm BaM npuxomwtcs mucath MMchMO-peKiamaniuio, Aenaiite ITo
CPasy nocne o6Hapyxenus owubky, 6paka u T.n. HeT HeoGXoAUMOCTH Ha-
"MHaTh chMO ¢ usBnHenwit (We regret to inform you..wiu [ am sorry to

ave to write to you about...). DTo anilib 0CAAGUT BaLly TIOZULHMIO.

Hayano nvcsma MoxeT GbITh TAKHM:

\-—.—_‘
We would like to inform you... Xomum Bam coobugume...
lam writing to complain about. .. ITuuwey Bam ons auicmasnenus pexaa-

Mayuu...

! ;‘;n leiﬁng with reference to Order No.  [Tuiwy Bam no nosody nonyuennozo
. %%Whlch we received yesterday... euepa sakaza Ne P32...
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Cmunbs nucbMa-pekiiamaliid JIoJbkeH ObiTh HelirpanbubiM. He g
nyckaiite rpyobix Bhipaxenuil H cnoB ("infuriated”, "enraged"). MoxHO sy,

p'a3m1> CBO€ HCYIOBJICTBOPEHUC TAKUM 06pa30M:

with the service you offer.

other sources of supply.

does not arise again.

This is the third time this mistake has
occurred, and we are far from satistied

Unless you fulfill our orders efficiently
in the future, we will have to consider

Please ensure that this sort of problem

Hannas owunbra npouzowna yauce v
mpemuii pas, u HAC COGEPULEHHO i1
yooeremsopaom npeoraeaesure
Bawmu yeayeu.

Ecnu Bui ne 6ydeme sgphexmuc:io
GOINOAHAMb  HaWU 3aKazel 8 6yoy-
wem, HaMm npudemcs oopamumocs:
Opy2um NOCMABIUKAM.

Hoxcanyticma, 6Gonvuwe He Qomc-
KQiime GO3HUKHOGEHUS MAKUX Npo-
bnem.

e

Ecnu BaM ¥3BECTHO, 1O KaKoil NpUYMHE npousouwia omwybka, Bew ik

BO YKAXWTE Ha HCC NOCTABIINWKY:

ments coded 642-246.

Eciv Bhl 3HaeTe, KAK MOXKHO KCMpPaBHTh OLIMOKY, cooduiure 06 >1oM

NOoCTaslinKy:

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-

Byoeme Oobpet, nonpocume Baw om-
0en CHEeMOB BHUMAMENbHG YMOYHUNb
Mol k0O 6 banke. Homep moezo cueria
246-642, a onu noceuiaiom mue ori-
yemnoie OOKYMeHMbL ¢ HOMePOM 64~
246.

The best solution would be for me to
return the wrong articles to you, post-
age and packing forward.
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npocom buio 661 sepryme Bam ou- |

6OYHO BbiCAAHNbIE MOBAPLI C GOIMEU(:”
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[Ipu omeeme 1a peKNAMAUUI0 COOOLINTE KITHEHTY O NOJyYEHUH Ka-
0GBl M TOONArOAPHTE €ro 3a HHPOPMALIO:

o———

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.

brazooapum Bac 3a nucemo om 6 aszy-
cma, 6 komopom Bet coobujaeme o ...

Mut xomeau 6v1 nobaazooapums Bac 3a
coobuyenue 06 owubke 6 Mawel om-
yemuocmu ¢ Bawem nucome om 7 wions.

‘ Ecau pexinamayusn Aeanemca 060CcHO8AHNOIL, OOBACHUTE TTPOHCXOXK-
IeHde OutHOKH, NPH 9TOM He OOBUHAA CBOUX COTPYAHUKOB (pa3 Bbl X B3I
Ha pabory, Bbl OTBEYALTE 3a UX AeHCTBMA):

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.

T —

Quiubra npousowna no gune c6oa 6
HAWUX  MAWUHAX, KOMOPuIl Yoce uc-
npaenen ¢ HaCmMoAWee BPeM.

Taxast owubka aeanemcs Ol HAC Hemu-
nuynoll, Ho 3ma npobrema yxce yempa-
HeHda.

lipu3nas cBOIO OTBETCTBEHHOCTb ¥ OODBACHUB, HTO NPOU3OILIO, Te-
TIEPh Kak MOJMKHO CKOpee KCTIpaBbTe OWMGKY M cooBIIMTE 00 ITOM KIIHEHTY:

e

The material you complained about
has been withdrawn. Its fault was in
the weave of the cloth, and this was
due o a programming error in the
Weaving machines themselves. This
35 been corrected, and replacement

;“oatenals are now being sent on to
u.

Ipeovserennvii Bamu na pexnamayuio
Mamepuan yxe CHAm ¢ peaiu3ayuiL.
llpununa 3axnovanace ¢ nepeniementu
HUMEN 6 MKAHU, BBI3GAHNBIM OUUBKOL 6
HPOCPAMMUPOGAHUU MKAYKUX CIAHKOG.
Dma owubra yempanena, u Mol 6biCbi-
naem Bam esamen nogoul samepuan.
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——

Ecnu evl He coznachbl ¢ pexiaManueii, OyabTe TBEPIbI, HO BEXNHsR,
Ho naxe NpH OTPULAHKK CBOEH OTBETCTBEHHOCTH MOMBITAiTECh NaTh 00DBsC.

HEeHHe 1O CYINECTBY MpOOGIeMbI:

Qur 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.

o

Hawe npednpuamue npousseno npoeey-
KY MY3bIKAIbHO20 YeHmpd, Komopelil
Ham gepHYnU Ha npownoi nedere. H.c
NPOUHDOPMUPOGAIN O NOM, HMO aRni-
pamypa 6ul1a UCnONL308AHA ¢ NOOK -
Yenuem He mex 2POMKO20GOPUMEnci,
YMO NPUGEAO K REPEHANPANCEHUU 6 «o-
mu. Mol ModcemM ompemonmuposaiis
amy annapamypy, Ho Bam npuden:a
sgnaamune 3a PeMOHM, NOCKONBKY ii¢-
npasurbHoe obpalujenue ¢ MexHUKouU ;e
6X00Um 8 YCA0BUA HauLel 2apanmuu,

B 3axuouumensnoii yacmu nuckma CIIeAYET HAMUCATh, YTO TPO#H30-
weAuias omubKa ABASETCS AOCAHBIM UCKIIIOUEHUEM, Y M3BUHWTLCA 32 1ipu-

YHHEHHblE HeYR0OCTBa!

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.

B saxarouenue mur xomenu Dbl u3Ci-
Humoca 3a docmacnennvie Bam neyoch-
cmea u OMMemumo, 4mMo Makozo podd
owubKy 6CMpeNaiomest Kpaiine peox: §
enyuae ¢ annapamypoti “Omeza 2000 .

Haxoney, nozsonome zasepumo Bac 6
MOM, YN0 3MO UCKAIOUUMENLHO pedh‘ td
owubra, u ee nogmopeHue Manoe6e}:
amuo. Ilpocum npuname Hau u3euie-
HUS 30 DOCMAGeHHble HeYyOobCcmea.
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O6pa3sell NUCbMa-peKamaL M No NoBoAY NONy4YeHUs
NoBpPeXASHHOro TOBapa:

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 QOur 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 consignment will be put to one side un-
til we receive your instructions.

Yours sincerely,
(signature)
L. Crane,

Chief Buyer
\*“h

flepeBOR TEKCTOBOM HacTH NUCLMAa-peKnamMaummu:

YBaxaeMplit rocnionus Kaysuo!

. O6pawatocs k Bam ¢ peknamauyeii 1o Mooy MapTHH CBUTEPOR, KOTOPYIO
MEL D0ty i1 BYEPA HA OCHOBAHMM YKA3aHHOTO Bbiue 3akasad. Kopobku, B KOTOphIE
B;‘:;‘;Ynamsanu CBHTEPA, OKA3AIHCH NOBPEHICHHBIMH, H BBLINISAENM, Kak OyATO UX

BAJIM fipu nepeckinke.
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HMcxons us aannbix Bawero cuera-axTypsl MOKHO ¢cAenaTh BBIBOA, HTO (- -
10 yKpaACHO TPHALATSH NPEAMETOB OASKA Ha cymMmy 150 dynros-crepaunros.

KpOMC TOFQ, B pE3YALTATC MPOBEACHHOTO TAMOMKEHHOIO JA0CMOTPA KOPOT- i
SHAYUTCAbHAA YacCTh IIpyFOi;l ONeXbI Obina MOBPEXACHA M 3ana4Kana U B TAKOM By »
HE MOXCT NPOJAABATHCH KAK HOBbIH TOBAP B HAUIMX MarasvHax.

¥

[MockonbKy peanu3allus TOBapa NpOBOAMAACH HA OCHOBE C.i.f u B Kauee:
OKCIICAUTOPOB BICTYNAMK Bawn arcutsl, npeanaraem Bam cBs3arses ¢ HUME 10 -
IPOCY BBIMNATHI KOMIICHCALIUH.

[MpunaraeM CrMcox MOBPEXKIECHHBIX W HEAOCTAIOWIMX TOBAPOB M COOBLUIaA
YTO AaHHAs AapTHS TOBAPOBR OYAET OTIOXKEHA 10 NONyHeHHd OT Bac MHCTPYKIHH,

Hckpeune Baw,
(noanuce)
JI. Kpeiin,

I"naBublit crieUManyeT no cHab)eruIo.

O6pasel; oTBETa Ha PeKMamMaumio:

Dear Mr. Crane,

Thank you for informing us about the damage to our consignment (Inv. N
18871). From our previous transactions you will realize that this sort of problem: -
quite unusual. Nevertheless, we are sorry about the inconvenience it has caus.

you.

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

If you want us to send you another shipment as per your order No. 1447
please let us know. We have the garments in stock, and it would be no trouble i
send them within the next fortnight.

Yours sincerely,

D. Causio
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MepeBon TEKCTOBOW 4acTU NUCLMa-OTBETa Ha pexknamaumio:

braroaapro Bac 3a coobuienue o nospexacunm Bawel rnaptuu Tosapos (MHB.
Ne 18871). B HailieM OfIbITe TOProBLIX Onepauuii oTo BechMa peakni ciyyait. Tem He
MeHee, BEIPAXKAEM COKANEHHE TIO NI0BO/1Y TPHUHHERHBIX Hey00CTs.

IMosxanyicTa, BEPHUTE HaM BCIO MAPTHIO TOBapa ¢ ONUIATOR 3a YITAKOBKY U
nepECHIKY 32 Halll CUET, M Mbl 00PATHMCS K IKCICAUTOPCKOH (upme npoussecty oc-
MOTp DOBpEXACHAN Tl NoCnenyioweH BuinfaTht UMM KoMueHcaunu. Bpsa nu no
3roMy FIOBOJY CTOHMT 00pamaTses X Hawel CTpaxoBol KoMAaHNU.

Ecan Bbi xoTHTE, 4TOOK! MBI BLICTAIH BaM IpYryio naptvio ToBapa BO Hc-
nonHenne 3akaza Ne 14478, noxanyiicra, coobuute Ham 06 31oM. Y Hac Ha cknale
€CTh 9Ta OCK/A, U HAM HE COCTABUT TPY/a BHICIATh €6 TEYEHHUE IIBYX HEEb.

3.5. Kpeaut (Credif)

B nepeom abzaye nucvma, cogepiallero npockby o rnocraske Tosapa
B KPEAHT, HEOOXOANMO Cpasy e YTOUHHUTH, kakas popMa KpeauTa Bac uHTe-
pecyer:

'am writing to ask if it would be possi-  Oépamyaioce k Bas no eonpocy o

ble for us to have credit facilitics in the  sosmoocnocmu  npedocmacnenus

form of payment by 60-day bill of ex-  wam kpeduma ¢ eude gexcers c ye-

change. n06UeM noedutenus ¢ meyenue O60)
OHell.

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

As there was no indication of your credit  nucemo. ockonvky 6 nuceame ne Gbi-

terms, could you let me know if you  no ykasawus na ycaoeus npedocmac-

would allow us to settle on monthly  aewus xpeduma, we sozru 6bi Ber

Statements? COOBUUMD MHE, MONCHO U HAM pac-
CHUMbBLBAMBCS PA3Z 6 MECAY HA OCHO-
6€ BbICMABTEHHBIX CHEMOG?

Bawa 3a0aua ripn 3axase TOBapoB B KPEAMT COCTOHT B TOM, HTOObI
X Mb nocTasuipka B Baliel HALEKHOCTH KaK napTHepa. B muchMe Heob-
) -

MO yriomsinyTh NPEKHHI OMBIT CAGIOK C NOCTABILNKOM:!

Ybeoy
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S

As we have been dealing with you for
more than a year, we feel that you know
us well enough to grant our request.

During the past few months of our
transactions we have always settled
promptly, and therefore we feel we can
ask for better credit facilities from you.

ITockonexy mut gedem ¢ Bamu oe. 4
vce bonee 200a, HaM nNpeoCHasciy-
emcea, umo Boi 3naeme nac oocm:.-
MOYHO XOPOWLO U MO eme YOOosi-
maopums Hauty npoceby.

B meuenue nocireOHux HeckOnbki.x
MeCAyes Moposulx COENOK Mbl 6C~
20Q HEMEOACHHO NPOUZGOOUNU Dl -
Yemol, NOMOMY Mbl CHUMAEM, 44
moxcem obpamumscs k  Bam o
npocuboii o npedocmagrenuu 602
Onazonpusmuulx Yenoguil kpeouma.

CrouT HanHcaTh O CBOSH penyTrauuy 4 UMCIOLIUXCS PEKOMEHIallUA X

We are a well established firm and can
offer references if necessary.

We can certainly pay on the due dates,
but if you would like confirmation con-
cerning  our credit-worthiness, then
please contact any of the following per-
sons who will act as our referees: ...

3axarouumenbnana 4acmb NUCLMA C np0c1)60x71 O BBIOCJICHUY KPEC[!-+

MOXKET ObiTh Takoi:

Mot npedcmasnaem gupsy ¢ ycmii-
Yugol penymayuetl u npu HeoOX0oi-
MOCHIU MOXCEM NPeOOCMAsUMb pexi-
MeHOamenoHbie nUCLMa.

Mo, 6e3ycroeno, moocem npouseo-
Oume onnamy 6 NONONCEHHLIU Cpv,
uo ecnu Bam meobxodumo noomecH-
xedenue Hawell  Kpeoumocnocodr: -
cmu. Ber mooxceme obpamumecs X
HIOOOMY U3 CAEOVIOWUX MUY, 2OMOE:
damo HAM PEKOMEHOAYUIO.

=

=
)

We hope you will consider our request
favourably and look forward to your re-

ply.

Please follow up the references we have
submitted. We look forward to your con-
firmation that payment by 30-day bill of
exchange is acceptable.
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Hadeemes na noroxcumensnoe pa: -
cmompenue nauieli npocedsl u ¢ 1.~
mepnenuem woem Bawezo omeem
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O0OCIMaGIeHNbIE  HOAMU  PEKOMeHO
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co cpoxkom nozawenust 30 onetl.




Types of Letters [j

il

Ecau x 6av obpawaomes ¢ npoceboii 0 HOCMABKe MOBAPO8 6 Kpe-
Qum, BAlll OTBET MOXKET GbITH NONOXKHTENbHBIM WIH OTPHLATENBHBIM.

B CAYHAEC NONOHCUMENIbHO20 omeemd, €CIY Bbl HC CYHUTAECTE HeoOXo-
JAMBIM NpOBEPATE PEKOMCHIOALHH, OTBET O HE3AMEUIUTECNILHOM BBLIACACHUU
ernma MOXET BRINJTAIETL Tak:

As we have been trading for over a year  ITockorexy mul ocyugecmensiem mop-
references will not be necessary, and  2o6we onepayuu yxce Gonee c0da,
you may clear your accounts by 30-day  weobxodumocmu 6 pexomendamens-
bill of exchange which will be sent to  wewx nucoamax nenmt, u Bwi mooiceme
Burnley's Bank (Queens Building, Ca-  paccuumamecs eexcerem ¢ 30-
thays Park, Cardiff CF1 9UJ) with ship-  Owesnoim cpokom nozauenus, xomo-
ping documents for your acceptance. puitl 6ydem omocran 6 omoerenue
banka Burnley's Bank no adpecy:
Queens Building, Cathays Park,
Cardiff CF1l 9UJ emecme ¢ conpogo-
OumenbHblMy  QOKYMEHmaMit. 0 no-
cmaske mosapa na Baue ums.

Ecnu Bbl cuyTaeTe HEOOXOAMMBIM HAIMYME PEKOMEHIALMi, TO B Ka-
YECTBE NOCTABLIMKA Bbl NMOATBEPXKIAACTE NOJAyueHHe NPockObl U 3aTeM AaeTe
TIOJHBI# OTBET MTOCHE NONYUEHMs peKOMeHAALME:

We have now received the necessary ref- Mot yoe nonywunu  neobxodusmole

erences and are pleased to say that from  pexomendayun u padei coobupume,

your next order payment can be made on  umo HauuHas co credyiouLeco 3axKasa

2 quarterly basis against statements. Bur mooceme ocyugecmeisime pacue-
mbi paz 8 KEAPMUA ROCKE ROTYYEHUS
c4emos na onramy.

Ilpu omkaze ¢ Kpeounmoganuu NOCTaBKH TOBAPOB NMOCTABLIMK JON-
®eH aprymenTuposath croe peuiehne. [IpHUNHEI MOTYT GbiTh pa3Hble, HO B

MoGom Cllyyae OTBET HOMKEH ObITh TIIATENILHO MPOAYyMaH, uToObl He 0bu-
BeTh knuenra:
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Thank you for your letter of 9 Novem-
ber in which you asked to be put on
open account terms. Unfortunately, we
never allow credit facilities to customers
until they have traded with us for over a
year. We really are sorry that we cannot
be helpful in this case.

We are sorry that we cannot offer credit
facilities of any kind at present owing to
rising inflation. However, perhaps if
things settle in future, we may be able to
reconsider your request.

Baazodapum 3a nucbso om 9 nosbps,
6 komoposm Bui  obpamunuce
npocvbou o npedocmagrenuu  Bay
BOIMONCHOCMIN ONAGMbBL OMKPBLILLY
cuemom. K coxcarenuio, mol ne npe-
QOCmABHAeM  KPeOUma  KAUEHMAM
KOMOPbIe HE UMEION C HAMIL TOPIO-
Goix omHowenuli 8 meuenue bonee
oonozo 200a. Cooicaneem, 4mo He
Moxcem buvimb Bam nonesmbr 6 Oan-
HOM cryuae.

Coxcangem, umo 6 Hacmosuee 6pe-
ML He Moxcem npedocmasums Bas
Kpeouma Ha obbiX YeNo6Usax ¢ ceasli
¢ pocmom un¢paayuu. Oduaxo, e
UCKRIOUEHO, HMO ecau 6 Oyoyujen
cumyayusi  cmabuausUpyemes, Mo
COUMEM  BOZMONCHBIM GePHYMBCA K
pacemomperiio Baweti npoceGer.

HMHorna mocTaBlIMK MOXET NPEeATIOKUTL KIIUEHTY KOMRPOMUCCHbi:

i

8apuaAm KpeoumogaHu:

B

I regret that we cannot offer you credit
for as long as three months. since this
would be uneconomical for us.

However, 1 am prepared to offer you set-
tlement against monthly statements. Per-
haps you will let me know if this would
be acceptable.

Cooicanero, 4mo y Hac HEM G03MONM -
Hocmu @widenums Bam kpeoum wi
CPOK mMpU MecAya, NOCKOALKY Oas
Hac 2mo 6ydem IKOHOMUYECKI HeGbl-
200HO.

Oonaxo, 5 20moe npedroxcums By
BOIMONCHOCHL NPOUIEOOUMY PACUC-
Mbl eHCEMECSIUHO HA OCHOBE BbICMAG-
asiembix cuemos. Coobuygume, noxca-
ayticma, npuemiemo au amo oas Bac.
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Obpaseu NUCbMa C NPOCLBO O BO3MOXHOCTH ONNAThL!
OTKPbITLIM CHETOM:

R. NASH & SON LTD.
11 Mead Road, Swansea, Glamorgan 3ST 1DR
Telephone: Swansea 58441 VAT No. 2152261 30

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

54-59 Riverside

Cardiff CF1 1JW

Dear Mr. ClifY,

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, 1 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, I think you have
enough confidence in my firm to allow open account facilities, but of course 1 can
supply the necessary references.

Yours sincerely,

(signature)
R. Nash

Encl. Order No. B1662

Mepeson TEKCTOBOW YACTU NUCLMA:

Hoceutaio 3akaz Ne... ewe wa 7 kposarei “Cnunkomdu™, noab3yommecs

32eck cnpocom, ONATy 33 KOTOPLIC s, Kak 06LIMHO, IIPOM3BEAY 110 cuety-dakType.

HE Obl xoTenoch ysmath, onHako, CMOTY /i s B OYYILEM PACCYUTHIBATLCS €XEMe-

1340, 410 Grino Gui yaobuee s mens. [TockoibKy Mbl YiKe COTPYTHHIAEM KAKOE-TO

Bpems, flonararo, y Bac ects nosepue x moeit pupme, n But paspeumute Ham paccun-

THBATLCS ¢ HoMOWILIO OTKPBLITOTO cueTa. besycnosuo, s MOry npenocrasnuth Heo0Xxo0-
AMMbie pexomenratmm,
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Obpa3seu nonoXMTenLHOro OTBETA ¢ PaspelleHem NONbioBAaThL-
CSl KPEAUTOM NPU OMUTaTE 3a TOBAPb! OTKPbITLIM CHETOM:

HOMEMAKERS Litd.
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. | have
the opportunity to enclose the invoice, DM 1113, with this letter.

With regard to your request for open account facilities, settiement 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, | am
quite prepared to allow monthly settlements, and there will be no need to supplh
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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I'IepeBo,q TEKCTOBOM 4acTU NOMEeWeHHOro Bbille Nucbma
C NONOXUTENbHLIM OTBETOM:

ypaxaeMmblit r-H How!

Brarozapio Bac 3a sakas Ne B1662, kotopuiit 6yser BhiciaH 3aBTpa.
[lonB3YACh CLY4AEM, C THM NHCLMOM BBICBLIAIO CHET-(PaKTYDY.

Yro kacaercs Bawmrelt npocbObl 0 NpenOCTaBREHHH BO3ZMOKHOCTH €XEMECIHHON On-
nathl C MOMOLILIO OTKPBITOTO CHETa, MHE MpEACTaBisercs, 4Tto Bam Gyner yaobuee
HONB30BATLCH 3% CKMAKOM 1P ONJIaTE HATHYHBLIMH B TEYEHHUE CEMH AHEH T10CNe Mo~
nysenus cyeta-GaxTypol. TeM He MeHee, 8 rOTOB NPENOCTABUThL BO3MOXKHOCTD exe-
MECAYHOH OILIaThl, NIPUYEM 7 ITOT0 HET HEOOXOAUMOCTH B PEKOMEHAALMAX, MO-
CKONBEKY BBl siBjIs€TECH TOCTOSHHBIM KIAHEHTOM.

Briceiaembiii cuer-gaxTypa 6yner skmiodet B Bat crenyouiuit cuer na orary.

NepeBoa TEKCTOBOM YACTV NOMELLEHHOTO HUXE MMCHMA C OTKA20M B
npock6e 0 npenocTaBneHUn ToBapa B KPeANT:

Yeaxaempii r-u XKepap!

Braronapio Bac 3a mucsmo ot 3 Jtekabps, B kotopoMm Bbl unTepecosanucs npenoc-
TaBNIEHHEM KpeaHTa.

Mo npusnatennun Baum 3a TO, 4To BBl B NpouuiomM Aenanu y Hac 3akasbl, U HE CO-
MHEBaeMCs, uTo Asis noAnepxky Baweil npocsGui Bl Moxkere npeactaBuTh peko-
MeHRaumu. Tem ne menee, BEI, OUEBHMIHO, OHUMAETE, YTO HALIM KACCETHl U KOM-
NAKT-AUCKY MPOJAIOTCS MO OUYeHb HU3KMM LIeHaM, KOTOpPbIC TO3BONSIOT HAM MMETh
THUWE HeGONBLIYIO MPUBHINE, U ITO HE AAET HAM BO3MOXKHOCTD MpeAOCTaBASTh HALIUM
3aKa34mMKam ToBap B KPEAMT.

Oueny, COXaleeM, YTO HE MMEEM BO3MOXKHOCTH Nomoub Bam B aaunoMm cnyuae, HO
aM, Ge3ycoBHO, NOHATHBI MPUYUHDI 3TOTO.

) Ewe pa3 6rarogapum Bac 3a nucbMo U kiaem ot Bac coobuienus.
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O6Gpa3zel NUCLMA C OTKA30M B Npock6e 0 npeocTaBneHun

TOBapa B KpeauT:

Havmarkt 601
D-5000 Bonn 1
GERMANY

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

P. Gerard
Disc S.A.
251 rue des Raimoniere
FF-86000 Poiticrs 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 fac:i:-

We appreciate that you have placed a number of orders with us in the past, and 2
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 competiti=¢
prices which allow us only small profit margins, and this prevents us offering «::v
of our customers credit facilities.

We are very sorry that we cannot help you in this case, but are sure you understar.
our reasons. Once again, thank you for writing, and we look forward to heari: i
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3.6. NMepenuncka ¢ 6ankom (Banking Correspondence)

B nmxecnenyiollieM 06pastie nuchMa H3loXkeHa npocka sxcnoprepa
w3 AHLIAA CBOeMY Oanky B JlonzoHe nepecnaTh Bekcesib 6aHKy uMnoprepa
B ABCTPATHH C MTOPYYEHUEM BbIAATH JOKYMEHTBI N0 MOAYHEHUH:

—
' 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
Manag}ing Director

Encl.
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ABCTpanuicKuilt HMNOpTEpP, O KOTOPOM LN pedb B BHILIECYKA3AHHOA;
nMcLMe, TaeT Nopy4yeHHe cBoeMy OaHKY NPUHSAThL BEKCEIb!

J.K.B. PRODUCTS Piy.

President: D. Broad
Managing Director: L. Thomson
Directors: L.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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JiBa HUWKeCNeAyOWMX NHuckMa npencrasnstor coboit (1) obpaiuennue
amnopTHpytoueii gpupmbt 13 Hosoit 3enanaun "N.Z. Business Machines
" B CBOH DOaHK ¢ NOpy4YeHHMEM OTKPHITH OT €€ MMEHH KpeauT Qupme-
napraepy "Delta Computers Ltd." B Aurnun u npocs6oii npoundopmupo-
paTh MO 3aBEPUICHMH Onepauuy, a Takke (2) orseTHoe coobiueHHe OaHka
Hosoii 3enaHiuy O NOJYYCHUH BEKCENS U NPOU3BEIeHHO M nebuTHOH onepa-
yH CO CHETOM KJlMeHTa ¢ HauucneHueM 280 HOBOIENAHICKMX JOJIAPOB 32

ycnyFH.

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.
Yours faithfully,
(signature)

- Tanner
N.Z. Business Machines Pty.

Enc|, Application for documentary credit
\
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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 rpysa (Transportation / Shipping)

H3yunTe 06pasupl MUCEM, B KOTOPBIX 3arpalluBaeTcs WM coobiuaeT-
cs AHGOPMALUS O TPAHCMOPTUPOBKE IPy3a.

Mpockb6a cooSWUTEL CTOUMOCTE AOCTABKM FPy3a NO BO3AYXY.

BRITISH CRYSTAL Ltd.
Glazier House, Green Lane, Derby DEL 1RT
Telephone: 0332 45790 Telex: 901614 Fax: 0332 51977

Cargo Manager 15 June 200_
-Universal Airways Ltd.

Palace Road

London SWI

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

MepeBoA TEKCTOBOM YacTU NUCLMA:

My 6, XOTENM OTIPABUTL 12 SUIMKOB CTEKIONPOAYKLUHH B ACCOPTHMCHTE U3 a’po-

0pTa Xutpoy B Puan (Caynonckas Apasus) ¢ A0CTaBKkol B Teuenue Gmukaimmx

ABYX Henens. Bec kaka0ro suimka — 40 kr; o6vem — 0,51 ky6.M. [Mpocum coobuimurs,
MMOCTE JT0CTABKM U CTPAXOBKH.
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OTBeT aBMAKOMNAHUU 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 retumn it to us with the consignment }
and commercial invoices, one of which should be included in the parcel for cus-
toms inspection.

Yours sincerely,

(signature)

R. Laden

Cargo Manager

Enc.
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MNepesog nucbma:

YaxaeMblit rocriogvu H. [xeii!
i;aaronapto Bac 3a 3anpoc or 15 uious.

Mpl cMoxeM oTnpaButs Baiy naptuio Tosapa B Puaa B Teuenne AByX
adelt ocie Toro, kak Bul zocTaBuTe ee B a3ponopt XUrpoy.

{ TOMMOCTB Nnepenpaskyu rpysa Uz Xurpoy B Puan cocrasnser 3.60 dynra-
crep:stitia 3a 1 kunorpamm numoc 1.50 gynra-crepaunra 3a naknaauyio u 14 ¢yu-
TCPARHTOB 33 TaMoXeHHoe odopmienne u obpaborky. O crpaxoske Bawm
% 1103aD0TUTHLCS CAMHUM.

13 Jlongona B CaynoBckylo ApaBuio ciiellyeT TpH peiica B HEIemo: B 1o-
HeEJRILIHE, cpelly U cyOboTy.

Howany#cra, 3anonHuTe npunaraeMblii IMCreT4epekuii 61auK U BBILLIUTE
€0 Hiw ¢ HAKIAAHOW M cyeTamu-(aKTypam, OAMH M3 KOTOPbLIX HEOOXOIMMO

BIOWITY, B IAKCT JUISL TAMOXEHHOM NPOBEPKH.

HMekpenne Bai,

{HHOJNHCE)
? Jleitaen
Menemkep no nepesoskam

tipunosxkenue.

T——— R—

Mo S HWKECTNedylolleM TMHCbMe aMepukaHckas kommanus «beHTiu-
. € Wukopropeitren» (Bentley-Mason Inc.) coofiaetT GputaHckoMmy
MAGH

N NCopy 06 oTnpaBke BOAHBIM TPAHCTIOPTOM MAPTHH MOTOUMKIOB JUIS
oc

; “UNIOLIEH MOCTaBKM cBoeMy KiueHty — dupme «lnoy 3Ha Byk Jlnmu-
St ilough & Book Ltd.).
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Benttley-Mason Inc.

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

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

12 Dockside Street

Liverpool L2 1PP

UNITED KINGDOM

Dear Mr: Jones,

The following consignment will arrive on the SS America_which is due in Live:
pool on 27 April. ’

20 'Lightning' 1000 cc motorcycles

Packed 1 machine per wooden crate

Weight 1.25 tons gross

Size 6'x 3'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 client:
Glough & Book Ltd., Nottingham? If there are any problems, please contact

immecdiately.

Yours truly,
(signature)

T.N. Hackenbush

MNepesop TEKCTOBOW YaCTH NUCLMa:

Caeayromnhi rpys npubyaer na rpysosom cyiue “Asepuxa’, KoTOpoe ¢
HO OTHALITH 3 nopTa Jluepnyns 27 anpens:

20 morounknos “Jlaitruuur” (Lightning) 1000 xy6. cm.

B xaxcisiil Acpessitubii SUIMK ynakosaHa | MawiMua

Bec: 1.23 rosus 6pyTro

Pa3zmep: 6' x 3' x 2' (B woiimax)

Mapxuposka: Ha simkax npocrannenni nomepa ¢ 1 no 20 HM
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Croumoctb: 4800 dyHTOB-CTEPARIIOB KAKALIA MOTOIMEKI
CrpaxoBka: Chicago-Nottingham England (A.R.)
Cuer-taxtypa Ha cymmy 96000 dyHron-crepannros
Tloxanyicra, obecrieusTe 1ocrasKy rpysa Bawemy wnuenty — ¢upme “Itoy
a1 Byx Jira.” n3 Horruurema. Tlpn BOSHHKHOBEHMK nIPoGiieM 11IPOCHM 06paIlaThes K
{aM HEMEAJIEHHO.

3.8. Mpoumne BuAbI nuceM (Miscellaneous Correspondence)

3.8.1. YcnoBus pacuetoB / 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,

MepeBoa;:
YBa)KaCMbIC I‘OCI!OLIa!

6 C coxanenuem coobiuaem Bam, uto 10 MbI 10 cuX op He nonysunn ot Bac
BHKOBCKYIO rapaHTHIO.

B cBs3u ¢ yrum mbt xoTenu 6b1 HanoMuuTh Bam o Bawem nuckme ot 20 Mas
C.
T, B KoTopom Be npocunu Hac M3MEHHUTDL akKPCIMTHRRYIO OPMY Pacueron, B CBS-
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e
34 C TPYAHOCTAMH M [JOMONRHUTEALHbIMM PACXOAAMH, CBA3AHHBIMU C OTKPBITHCN iy,
KPEAWTHBA.
Monnmas Bawm Tpyanocty, ¢upma nowna Bam HascTpeuy u mana coi g,
CHE Ha HHKAccoBYIO (OPMY PacueTos. Bol npuHAIH NPeMTOKEHHYIO GOPMY pact: g,
H 0DS3aNHCh NPEICTABHTDL B TPEXAHERHBIH CPOK rapaHTHIO NEPBOKAACCHOTO Batir:, 1y,
80% CTOMMOCTH KOHTpaKTa.

B cra3u ¢ 3anepxkoit 8 npeacrasacHun BaMu 6aHKOBCKOH rapaHThi
GbLIIH BBIHYKJIEHBI IPUOCTAHOBHTH MOCTABKY BbILIEYKA3AHHBIX 3arvacTeil.

Mzur npocuM Bac HesameuTHTENbHO cooBWMTE HaM, Koraa 6yler npe .
TaBeHa GaHKOBCKAS [APAHTHSA, H NOATBEPAUTL COTNACHE OTJIATHUTE PACKOMABI MG “pa.
HEeHMIO 3ar4acreil 8 nopry.

C yBaxeHueM,

3.8.2. Crpaxosanue {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 sho:id
provide insurance of the equipment against ... risks.

We draw your attention to the fact that Ingosstrakh does not insure equipment <ic-
livered to ... ports against ... risks. We know that insurance against ... risks can he
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,

Nepesoa:
Vaaxaemsie rocnoja!

Mot nionyuunu Batiie niucsMo oT 3 MapTa, B KOTopoM Bol nipocute uameiTh
YCAOBHS CTPaxoBaHHs 000pYAOBAHUS, NMPEANOKEHHBIE HAMK B ITPOEKTE KOHTpaKT: Hl
NOCTaBKy OGOPYNOBAHMS N8 MALUMHOCTPOMTENLHOFO 3aBoia. Bel xoTute, wi0H
KOHTPAKT TpeyCMaTpUBaj CTPAXOBaHHE NOCTABNIEMOTO 060PYAOBAHUS OT PUCK 5
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Mgt obpamaem Bawe Baumanme Ha Tot dakt, 4to HHrocerpax ue npousso-
4T CTPAXOBAHUE OT ... DHCKOB TOBAPA, MOCTABNACMOTO B ... nOPTLL. Ham u3sectho,
f111‘0 CTpaxXOBAHUE OT PHCKOB MOXHO ocyutectuTh B Jlonnonckom Crpaxosom OGte-

CTBE.
Yro Kacaercs CTpaxoBaHus 00OPYJNOBAHUS OT APYTMX PUCKOB, TO YORITKH

BOIMELLAIOTCA B 3ABHCHMOCTH OT YCIAOBUH, HA OCHOBAHMH KOTOPHIX 3AKITIOUCH CTpa-
x0BO#i IOTOBOP.
Mbt TOTOBBI €U1E pa3 00CYANTE YCIOBHS CTPAXOBAHMSI.

C yBaXKCHHUEM,

3.8.3. dopc-MaXopHbie obCcToATeNLCTBA
(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,

MepeBon:
YBaxcaembie rocnona!

Hacrosmnm coobluaem, 4T0 BBHAY HenpelBHAEHHBIX OOCTOATENLCTB (M3-3a
ChnsHoro mropma) nopt Knafinena BpEMEHHO 3aKPBIT, M MBI HE CMOXEM OCFABHTD
Bawe cyauo noa pasrpysky.

Mgr 6ynem Bam oueHb rnipusHarenshsl, ecan Bul 3aaepskute oTrpysky oGopy-
A0BaHUs 110 HALIErO YBEIOMEHHS O NPEKPALICHUS (JOPC-MAKOPHBIX OBCTOSTENLCTB.

Hageemces, uTo 31a KpaTkOBpeMeHHas 3anepkKa HE CKAXETCs OTPHLATENLHO
Ha rpaduke nocrasok.

C yBaxcenuem,
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3.8.4. Pexnama (Advertising)

Dear Sirs:

Thank you for your letter of 23" January, in which you offered us yo..-
services in placing our clients’ advertisements in magazines published 1;;
France.

Our clients welcome the opportunity and should be glad to have full in-
formation about the magazines in which you intend to place their adver-
tisements. In particular, they want to know the readership, circulation, ang
one-time advertising rates.

A prompt reply would be appreciated.

Your faithfully,

Mepeson:

YBaxaemsie rocronal

bnaroaapum Bac 3a nucemo ot 23 snBaps, B koTopoM Bl NIPELTIOH H-
71 HaM yCJIyrd NpH pasMeUICHAH 3aKa3oB Ha IMyGIHKALKUIO PEKNAMHBIX O(ih-
ABNEHUH HAIIMX KJIMCHTOB B XKYPHANaX, W3AAIOUIHXCS BO Dpanumuy.

Halum KnueHTb! 3auHTepecoBans! B Baiem MPEIOKEHHN U XOTC tH
Obl mONYYMTH NOJHYIO MHOOPMALHIO B OTHOWEHHH JKYPHANoB, B KOTOPi.iX
Bbl Hamepetbl moMears ux pexnaMubie obLABIcHIs, B YACTHOCTH, OHH 1O~
Tean Obl 3HATh KPYT WX uurateneil, THpax u pacuenxy 3a nybankauguo oL
HOPA30BbIX PEKJIIAMHBIX 00bLABNEHHUI.

C HeTeprieHreM xaem Bauiero cxopeﬁwero oTBeTa.

C yBaxeHuem,
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o
3.8.5. PekomeHnauus (A Letter of Recommendation)

To whom it may concern:
Dear Sirs:

1 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 |
| 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,

Mepeson:

Ilo mecmy mpeboganus.
YBaxaeMble rocnopal

A mawy Bam, utobs1 npeacrasuts Hiikostas Hagexanna, Hawero ac-
AUpanTa, B HAZEXKAE, 4TO Bbl CMOXKETE OKa3aTh €My HEKOTODYIO HOMOLIb.

Hukonait sanumaeTcs mccnenoBaHusMH B 0GNIaCTH CUCTEMbI 06paso-
BaHua B BenmkoGpuranun, u s 6yny Bam npusHartenen, ecny Bol npenocta-
BHTE emy Tone3Hyto HHGOPMALIIO ISt NPOBEEHUS €10 HAYUHOM PabOoThi.

Ecnu y Bac BO3HMKHYT Kakue-ninGo BOMPOCHI, MOMKANyicTa, CBSXH-
TECh CO MHoOIL.

C yBarkeHunem,
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e

O3HAKOMBTECH € TIONHBIM TEKCTOM NHUChMa NPe3UACHTY POTapl/l Kilv Gy

B MHHCKe ¢ peKOMeHauueil 0 NPUHATHH B 4iieHbl K1y6a HOBOTO KaHIM 1 13
oT kosuieru no Potapu kiyGy u3 ropona-noGparuMa B KanudopHuu.

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 Si.-
ter City project here in the USA. He has unselfishly given much of his tin:
in support of this project which benefits many people from our sister citic: .
We have been fortunate to host him in our Rotary Club on several occit-
sions, and he was always ecager 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.
[ feel Dr. Skuratovich 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. I 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. MNosapaeBnenwe (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 luck. 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,

MNepeBon:
Focrona!

Met y3uanu U3 npecchl, 4T0 Bbl OTKpBLIM HOBOE OTAENEHHE KomnaHuu B Po-
yecrepe, wrat Heto-HMopk. Kenaem Bam ycnexa u yaauu. Ml Taxoke BeIpaxaeM Ha-
IeXAy, YTO HAMW JIeJIOBBIE OTHOUIEHHS OyAyT NPOAOIKATL PA3BUBATHECS B TOMH ke
nprnTHOH aTMocdepe B3aMMHOTO 10BEPHS.

Hckpenne Ban,

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,

Neperogn:

Yeaxaemslii r-u [Hxoncon!

Mue ouent npustho y3Hath 0 Bawem Hosom Haznauennu B [Tpapnenue au-
PEKTOPOB. Baw MHOroneTHUil TpYA B KOMNAHHH OCTONHO BOZHATPAKICH, W 5 L0
Bam noxenanme YCIEX0B B AanbHeHied pabore.

Hckpenne Bau,
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3.8.7. CobonesnoBanue (Condolence)

T M
Dear Colleagues:
1 was grieved to hear of the death of NN, and wish to express my heart'
sympathy to you and to the members of your {irm.
My colleagues join with me in expressing deep regret at histher pas.. 2
away.

o]

Mepeson:

Hoporue konneru!

51 Bbu1 rayGoxo oneuanen u3secTHeM o cmepTd NN 1 XoUy BHIDA3HTE MO: ‘te-
KpeHHHE couyBCTRHE Bam u corpyanukam Bawei gupmst.

Mou konreru pasaessior Moe rnyGoKoe COXANEHUE TI0 HOBORY Cro/ce -
YUHBL.

o—

Dear Sirs,

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

Yours very truly,

Nepesona:

INocnoaa!

51 Tosipko 4TO ¢ rayBokum coxanenuem y3san o koHuuHe NN mocne oo
npoaoskutebHol Gosesny. Kax Bol 3naere, Mbl ObITH B IPYKECKUX OTHOWEH: v #
NONb30BANUCH FOCTENpUHUMCTBOM NN BO MHOIMX CayHasX, MO3TOMY €ro yxo - Sl
OUIYIHaeM Kak NOTEpIo, ¥ Mbl XOPOUIO OCO3HAeM, kak Bam Gyaer ero He xpu. i1b
Tpumure Haiue riybokoe co4yBCTBUE.

Hckpenne Ba,
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BnaroAapHoCcTh 3a rocTeNnpUMMCTBO

8.
38 (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 ali that we saw and enjoyed our
discusstons 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,

Meperon:

Yeaxaemblii podeccop N

) Ot umenu mMoux kosuier u oT ceba nuuHo s Obt xoTen sbipasuTh Onaromap-
Hocts BaM u Bawum corpyannkam 3a rocrenpuuMCcTBO BO BPEMS HALIEIO HEN@ABHETO
BU3#TA HAa Baw daxynsrer. Ha wac npousseno 6onbuioe BEHATICHUE BCE, YTO Mbl
YBHIEnu, ¥ Hawov Gecebl BO BPEMs KnaTkoro npeObiBalus y Bac Obiin 04eHb HHTE-
PeCHBIMH,

Ham 6bu1o 661 ouens npustHO 1okasars Bam Hawe 0Gopya0Banue Ha MecTe,
8 Munexe. Ecan y Bac wnu y Bawmux xoaner OyAet BO3MOXHOCTH 0ObIBaTH B Bena-
PYCH, Mb1 Gynem panni nokazars Bam Haul HOBbIH KOMILTEKC.

Euwe pas 6naronapum Bac 33 ek mOUMTENLHO TEMLIA npueM.

Hexpenne Baw,
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—
Dear Mr. N:
Now that my colieague and I have returned fo Minsk, we would once ag..ip

like to thank you for the arrangements which you so kindly made on .
behalfin fixing appointments for us.

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

Yours sincerely,

Mepesona:

YpaxkaeMplii r-1 N!

IMocne Bo3ppatienns B MUHCK 8 ¥ MOH xoJiera XoTenu 6bl BHOBb 106 ro-
Naputh Bac 3a yCTpoeHHbBIE BCTPEUH, KOTOPbIE Bhl OPraHn30BAIH OT HALUIENO MMC i,

Haneemcs, uto Bo Bpems ciedyioliei noesnkd B JIonaon mer GyaeM ety
YAOBOILCTBUE ellle pa3 ¢ Bamu BerperuTses.

Hcxpesne Baur,

3.8.9. bpoxupoBaHuue roctunuubl (Hotel Reservation)

Dear Sirs:

We would like to make reservation at the “Holiday Inn” for our [ive
employees who will take part in the annual trade exhibition in Helsink to
be held on November 11% to 157

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

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

Yours sincerely,

Encl.: banker’s draft
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—
Mepeson:

ypaxaembie rocnozal

Ml xoTenn 6bl 3a6porupoBaTe mecTa B roctunnue «Xonuaed Humy nas ns-
o3t HALIRX COTPYAHHKOB, KOTOPbIE OYAYT NPHHUMATEL YUACTHE B EXETONHOMN TOPrOBOH
pHICTABKE B Xenweunku ¢ 11 10 15 wosbps.

[TockOMbKY HAIIA JEAEraluMs COCTOUT M3 OJHOH >KEHIMHBL W NSATH MYHKUMH,
ApOCHM 3aBpPOHUPOBATH IS HUX OJIMH OXHOMECTHBIN W JIBA IBYXMECTHRIX HOMEDPA Ha
4 s (CM. 2aTHI BBILLIE).

[TpunaracM GankoBCKHi ek Ha 350 jontapos B kadecrse jenosura. [Moxa-

pyiicra, TOATBEPIATE €r0 NOAYIEHHC.

Hckpenne Bauw,

Tpunoxenne: GankoBCKkuit uex

KOHTPONbHbLIE 3A0AHUA

1. CocTtaBbTe NHUCHMO-3aNIPOC OT CBOEH OpraHu3auyyl 0 BO3ZMOXHOCTH NO-
CTaBKH CTIOPTHBHOI 00YBH JUIsl HOHOUICH M IEBYLUEK.

2. Hanuwure OTBET Ha 3ampoc O MNOCTaBKE CMOpPTHBHOM 00yBU ¢ NOA-
TBEPKAEHHEM FOTOBHOCTH 0Ka3aTh NOMOIb U MONLITKOH ybeanTs Ho-
BOrO KJIMEHTA B MEPCNEKTUBHOCTH OTHOLIEHUIT ¢ Balleit koMnaHHeH.

3. Cpenalite 3axka3 Ha NapTHIO TOBapa ¢ NMOATBEPKIAEHHEM YCIOBUH Iina-

. Texa, 06paTHB BHUMAHWE NOCTaBIMKA HA CHOCO0 YNAKOBKU.

4.  Hanuiuure nHCHLMO-peKaMalliio MO MOBOLY MOJYHEHHS NOBPEXKACHHO-
ro ToBapa.

5. OrtsernTe napTHepy no GUIHECY HA ero OBGOCHOBAHHYIO PEKIIAMAUMIO [0
MO0BOY HECBOEBPEMEHHON NOCTABKY NapTHH TOBAPOB.

6. O6patutech B (GUPMY, NMOCTABIAOLLYI0 OBOPYAOBAHHE LIS NPOU3BOL-

¢tBa Mebenu, ¢ npockBoit ¢ NPEOCTaBNEHUH BOZMOXKHOCTH MONYYUTH

HX MPOAYKLUIO B KpeAWT. YOeAnTe NOCTaBUIMKA B BallEH HALEKHOCTH

Kak mapTHepa.

Cocrapbre NUCHMO-3ANPOC O BOIMOKHOCTH M YCNOBUSX TPaHCHOPTH-

POBKH Ipy3a IO KeJIE3HO JAopore.

CooBuiure cBOEMY KINEHTY-UMNIOPTEPY 06 OTHPABKE IPy3a aBTOMO-

OWiLHBIM TPAHCTIOPTOM, YKa3aB AETaNH YIAKOBKH, BEC, CTOUMOCTh

fpouyye feTany CONPOBOANTENLHON NJOKYMEHTAUNH.
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G_:JJ Dakc u InekmMpoOHHast rno4Yma

. Tlopyuure croemy Ganky caenarb nepeyUcieHye 3a NapTHIO TOBapa
10. Hanwuwure cBOMM naptHepam 1o Gu3HeCy Kparkue nucpma:

- C NO3PABJICHHEM IO TNOBOLY YCNEUIHOTO YYacTHsi B BBICTABKE;

- C BBIDOKCHHEM CODONE3HOBaHUS 110 NMOBOAY KOHUYMHDLI FEHEPALL oy
IIMpPeKTOpa;

- ¢ 61arolapHOCTLIO 33 NPUEM BALIMX COTPYIHHKOB BO BPEMA K* g
MaHIVMpPOBKHY;

- € WM3BUHEHMEM 33 3a1EPXKKYy TOCTABKH NPONYKLMH, BBI3BAI 1y
dopc-MaKOpHBIME OOCTOSTENBCTBAMH;

- C NpUrjlateH’eM NpHHATL YHacTHe B TOPKECTBAX MO AOBO. 2(.
sietus Baicit Gupmsy;

- € pexkoMeHJalHel Baulero KOJUIErH AJil YHacTHs B AEPErOBOp: - g
uHTepecytolleil obe Bay hHUPMbI TEMATUKE.

(Jlnst BBITIONHEHUA 3aaHuii BOCHONL3YHTECH MONE3HBIMH BhIPAKEH 15 My
B AEeNOBOM nepenucKke, NOMEUICHHBIMU B Ppa3fiesie 5 NAHHOW 4acTH N 1e6-
HOTO 1ocobus.)

Pazaen 4. ®akc v 35sIeKTPOHHAsa noyra
(Fax and E-mail)

DnexTporHbIe BUAB Aef0BOH nepenucku (TeserpaMma, Tejeke,
JNIEKTPOHHAA TIOUTA) JAABHO CTAIM HEOTHEMIIEMOIl HacThl0 TOBCEIHCHHON
KOMMYH#KaLui B cdepe Ousheca. B naHHOM pasiesie paccMaTpyBaiores
Hanbosiee ynoTpeOuMble W3 HUX B HacTosllee BpeMs — (akc v 3neKTpa:iHag
noura.

4.1. daxc (Fax)

®axc (pakcuMunbHas CBA3b) KaK BUI TENEKOMMYHHKAUKE T03B¢ 1967
B Tene(pOHROM PEXHUME Tiepe/aTh HanucaHHoe cooOLIeHHE U NOMYYHTE (104
TBEPXKAEHUE €ro fphema. B 3aBUCHMOCTH OT OTHOMCHKI Meway yuac fHir
KaMH MPoLecca KOMMYHMKAUMH CTHIb (hakcoBbIX COOGHieHUH MoxeT - biTh
ouunansho-genosbiM (formal) wiu HenpunyxzenuwiM (informal). Ovesit
HO, B cdepe Ou3Heca MNPEANOYTHTENBHO MCMONB30BaHUe O¢HULMaiiHHT
fenosoro cruns. axc, xak U MUCbMO, OOBIYHO OTNPaBJIAIOT Ha OriHE
TIPEPUATHA.
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Fax and E-mail

HeoOX0MMMbIMH - JIOTIOIHUTENLHLIMU  (TI0 CPAaBHEHHIO C NHCLMOM)
ieMEHTAMH ¢$aKcoBOro COOOUICHUR ABISIOTCA!
3 N
1. nomeTka Wa Gnanke “Fax transmission” noa aapecom or-
npasuTeNs;

2. yKa3saHde WMEHH U JOJKHOCTH Mojyyaresis U OTNpaBUTEs
no obpasuy:

To: Mr. John Smith, Sales Manager, Cooper & Co. Inc.
WIIH:

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

3. ykasaHue HoMepa dakca fioNydaTesss ¥ OTHpaBuUTENs (eciu

¢akc ornpasnsiercs He Ha QUpMenHOM OAaHKe OTIIPABUTENS,
rze OH 00s13aH ObITh):

Fax number: 8-10-101-567-2245
4. nata oTnpaBieHus no obpasuy:
Date: January 12, 2041

5. yxasanue KONM4ECTBA CTPAHUU BK/HO4as sarnaBHyro (cover
sheet):

Number of pages: 5 including this one.

Ecnn B otnpasiseMom (akce HECKONBLKO CTPaHHIL, B IPABOM BEPXHEM
YIY KaXI0H CTPaHULB! CTOUT NOMETHTL €€ NOPANKOBbIH Homep. Hanpumep,
B Coobmenun u3 nsTu crpaHuu 3TH nOMeTKH GYRYT BuIrAAET Kak 1/5, 2/5,
315, 4/5, 5/5, 10 ecTh cTpaHyua l-as u3 5, 2-aa U3 5 U T.1.

6. Ecnu dakcoBoe coobuienue Biiodaetr B cefs Kakoh-to oT-
yer, Tabiubbl WK JpYryio ciaykebHyio uHbOpMALMIO, Cek-
peTaps Ha 3arIaBHON CTPAaHHULE NOCHE NPUBETCTBUS MOXET
OrpaHu4UTLCH (Ppasoii:
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Please find enclosed our annual report.
(Hocviiaio Bam nau exce2o0ubili omyem.)

W:
Please find attached the updated tables from section 2.

{ITocwiaaio Bav ymounennvie mabauysl 13 pazoenda 2.)

O6pa3sey ¢hpakcoBOro coobLeHus:

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, UK,

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

From: Nikolai Kapustin, Head, International Division.

Date: May 11, 2000

Nuinber of pages: 2 including this one

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

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 hurd
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 14
dates of birth on page 2 of this fax.

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

N. Kapustin
Head, International Division.
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Fax and E-mail &)

MMepeBop TexcToBon yacTyu gakca:

yeaxaemas r-xa [hxynus Konnapa!

B COOTBETCTBHM C HalUEH NPeaBapUTEILHONH JOTOBOPEHHOCTHIO NOCHLIAID
Bam CIIUCOK M3 13 uenosek (12 cryaenros u 1 nperofaparens), KoTopsie GyayT yua-
cTBOBATH B NPOrPaMme neTHel npaxktikn Bawel wixons! B neprof ¢ 5 no 21 uions.

Jins ofpauienuns 3a BU3aMHU B NOCOJILCTBO BenukoOpuraHuy HaM noHano0uT-
¢ OMLUMARILHOE pUrTiauicHye (OPUrHHan) H NUCHMO B NOCONBCTBO O BU3OBOH Mo~
nepxcke (akc).

[lpunarat0 yKasauHbiil BbILE COMCOK C ykasaHuem (damunuH, ¥MeH U Zarsl
pOXIEHHS YHACTHHKOB NPOrpaMMbl Ha CTPAHHLE 2 naHHoro (Qaxca.

C uerepnenueM %y ckopeluiero oTeera.

Hexpenne Bam

(noAnucey)

H. Kanycrun,
HAYAIBHAK MOKAYHAPOUAHOIO OTALIA.

4.2. OneKTpoHHas noqra‘(E-mai[)

DNEeKTPOHHAsA TNoUTa, KOTOpad U NO-PyCCKH CTala ¢ MOMOLILI) METOAa
TpaHCKpUOUpOBaHUA Ha3blBaThest «M-M3iy, 3a mocnegHue HECKOJBbKO Jier
‘OyKBAJIBHO 3aBOCBATA PHIHOK TMOJIb30BATENEH KOMIBIOTEPOB.

IMonk3oBarensm 3NeKTPOHHON MOYTOH Ha aHTNMHCKOM SI3BIKE CleLyeT
3HaTh, YTO B JNIEKTPOHHLIX COOOLIEHUAX UCTONbL3YETCH 0OBILIOE KOJIMUECTRBO
- COKpalleHUI, HANpUMED:

ASAP as soon as possible KQaK MOJICHO CKOpee

BTW by the way MEedHCOY NPOHUM

FYI for your information ona gauiezo ceedenus

RSvVP répondez s’il vous plait  noorcanyiicma, omsemome
(dpann.)

=) smile yavibra

=( frown cogunymule 6pogu

BLIPANCEHUE HEOOBONLCMBA
Mon Monday HOHEOeNBHUK

B nadnom pasiene M3NaraioTca OCHOBHbIE MPABUJIA T10/1b30BAHMS
3-“ek’rponnoﬁ TMOYTOH KaK CpeACTBOM KOMMYHHKALHN B OU3HECe WIH, [0
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&I Dakc u INeKMPOHHas rnouyma

KpaiiHeit Mepe, MEXIy JIHObMU C Pa3HbIM COUMANBHBIM CTATYCOM, KOTOPI,;
CHILY 3TOTO HAXOIATCA B ouyuaibHo-0e106eix omiouteriusix. Y10 Kacac
obienus no «M-mdiiny» npyseit, To ects noneH, HAXOAAILMXCS B nenpu:
HCOEHHbIX OMHOWEHUSX, ITO UX JINYHOE AENO, U BONIPOC O KAKMX-TO npa:
JaxX B 3TOM CJTy4ae He CTaBUTCH.

Hrak, nanueiii pasnes nocBsiuieH 3THKETY MOJAb30BaHUA INEKTD:
HOH nouroli, a He TEXHUYECKOH CTOpOHE (HanpuMeEp, Kak CBA3LIBATHLC: -
NpoBaiAEpOM, yJanaTh HEHYWKHbE COOOLIEHHS, OTKPbIBATH ajpec B }!
TEPHETE U T.A.).

1. CeoespemeHHO omeedalime Ha 6ce rnoJIyHYeHHbIe COObLWEH:
(Respond to all personal messages promptiy)

Jaxe ecnu Bam Heudero OTBeTHTh MO CYIIECTRY, NPOCTO HANULiLi: .,
410 Bel NONY4WIH OTHPABICHHOE coobLeHE (message), Hanpumep:

Thank you for your message. 1 will get to you ASAP.
Cnacubo 3a Bawe coobuyenue. S cesixcyce ¢ Bavu 8 Grusicatiuee spes -

Thank you for your suggestion. I am thinking about it.
Cracubo 3a Bawe npeonosicenue. 5 060ymuieaio e2o.

2. Bydbme 0CMOpPOKHBLI HACYem MEePeCLITKU IUYHBIX
coobuleHul
{Be careful about forwarding personal messages)

TTomuute 0 TOM, uTO nNOAYy4YeHHoe Bamu coobuienue Gbio anpect - 1-
1o Bam nuuno. Tlpexae dem nepecnarts ero xomy-1mubo, nonymaiire, oi -
pun Obl 3TO OTNPaBHTENL JAHHOTO COODLIEHMSI.

3. Mposepsme HanucaHtbie COO6WEHUS, Npexoe Yem
omnpasnsime ux
{Check outgoing messages before posting them)

OcoDeHHOCTH JJICKTPOHHOM NOUTBI COCTOAT B TOM, 4TO Hakas @
uKOHKY “send” (ornpaButh), BaM yKe HENb3sl OTMEHHTh JTY KOMAHAIY. '+
6b1 uTo-nubo HcrpaBuTh. [1OITCMY HYKHO BHUMATENBHO BbIYWTATL Tu- T
COO0MICHUS, IPEXKIE YEM €0 OTIPABHTS.
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4. Mcnonb3ylime cmpoky «mema coobuweHusI»
{Use the subject line to indicate the topic)

VkazaHue TeMbl coobleHHs 0coBeHHO BaxkHO, korna Boi 06MeHuBae-
tech € MAPTHEPOM 110 Gu3Hecy uesbiM psaaoM coobilieHuit. B atom ciyyae Hu
BaM, HHU BaweMy fapTHepY He NPHUAETCA HCKaTh HYKHOE COOBLICHME cpelu
MHOTHX JPYTHX. DTO TaKKe NMOMOTAET BbIAEPKHBATL KPATKOCTb M CHKATOCTH
ppH HanMcaHnu coolbiueHus, Hanpumep:

Subject: Board meeting Tema: 3aceoanue Cosema

The next board meeting will be held on Creoyiouee 3acedanue cosema cocmo-

Thursday at 10:30 am. umcs ¢ yemesepe ¢ 10 vac. 30 smun. Tlo-

Please confirm your participation. HARYUCma, noomeepoume ceoe yua-
cmie.

Thank you, Brazodapio Bac.

J. Morgan, Hore. Mopean,

secretary. cexpemapb.

KOHUe coo6uweHul
(Do not overuse conversational openings and closings)

?3 5. He anoynompeb6risiime pa32080opHbIMU Opasamu 8 Hayane u

HecMoTps Ha To, 4TO A3bIK JMIEKTPOHHON NMOUTHL — 5TO rubpun dhpas
YCTHOH pedr v npeaioxeHui NUCLMEHHON pedn, HEOBXOMMMO YYBCTBO Me-
Pbl B ynoTpeONeHUH HENPUHYXIEHHBIX NPUBETCTBUIR M 3aKIOUMUTENLHLIX
®pa3s. B anekTpoHHRIX cOOGLIEHHAX MOXKHO BOOGLIE 0BOHTHCH 6e3 HUX (cM.

TpenbIAylUmMii npuMep, rie OTCYTCTBYOT (OpMyitbl 0Bpallenus M mpoiua-
Hug).

“V& 6. Bydbme sexnusbl NIPU BLIPAKEHUU «ONTO8LIX» MPOCLE
N (Express “business” requests politely)

Hwmeiire B BUIY, UTO Jake B GU3HEC-KOMMYHHUKAUNH CTHIb MEKTPOR-
HbIX coobmenuit — ckopee HENPUHYXKJIEHHBIH WKW HEeHTpaIbLHLIH, YeM odu-
Mﬂ&_&w. JTO NO3BONSET YCTAHABIMBATL U [IOMIEPKHUBATH IpYkKe-
ke oTHOWeHNs NFoIAM © Pa3HBIM COUMaNbHBIM CTaTycoM. OaHaKo B cay-
e, ecry, HanpuMmep, CTYAEHT WM MOJIYUHEHHBI HANPABASET HPOCLOY
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npodeccopy WIH aIMUHHUCTPATOPY, HENPHHYXAECHHbIH CTHIbL HEyMecTel.
3mech ckopee HEOOXOOMM HEMTpalbHBIN HIM 0GUUHANLHO-AENOBOH CTUAL.

yTOOBI

(1) u3bexarTb HaBA3YMBOCTY,

(2) nmaTh NONYyuaTENnO BOZMOXKHOCTH BbibOpa,
(3) co3nats y Hero GraronpUATHOE BNeYaTAeHHe, Harpumep:

o
é%jé (nJ1I0X0i BapUaHT)

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 Friday. I'll
then work on it over the week-end (in-
stead of having a good time with my
room-mates -:).

Veaxcaemorii npogp. Hunvecon!

Harkouey-mo s koe-umo guioan(a),
ymobot 6ol Moz nowumame. Sl ocmae-
A0 CHMameio 6 @auiem Aujuxe 20e-
HubYow 3aempa. Haoeioce, s cmozcy no-
AYUUmMB ee HA3a0 ¢ BAULUMU ROMEMKA-
mu k namuuye. Tozoa a nopabomaro
Hao neil 8 BbIXO0HbIE (6MeCcmO pasene-
YeHuli ¢ coceoamu -;)

Kax BUAHO M3 JAHHOTO COOOLIECHMS, BCE YKa3aHHBlE TPH NpaBiia
3ech He cOONMIoAeHb!. ["0pa3 o Nyyiue Takoi BapHAHT NPOChObI:

(mpueMyiemMblii BADHANT)

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. 1 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 1
could pick it up.

Thank you.

Veaxcaemutii npoheccop Hunvccon!

Kax mot u nranuposanru ¢ Bamu, 1 3a-
konyun(a) pabomy nad cmamoeil u Xo-
men(a) 6o1 ocmasume ee ¢ Bawenr
augure 3aempa ympom. beui(a) 661 Bam
oosizan{a), ecau 6u1 Bul nauu epems
npovecme ee U @bICKA3AMb CEOU 3aMe-
Yanun 6 meuenue pabouell Hedenu.
3mo noseonuno 6ui mue nopabomans
Hao cmamoeti, npexcoe Yem s npeo-
CHIAGHI0 €@ 6 OKOHYAMENbHOM GUOE.
Toxcanyticma, coobujume mue, K020a s
emoe(na) 6ui ee 3abpame.

baazooapio Bac.
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7. Mcnonw3yidme obujeynompebumensHiie COKpaueHus
(Learn common abbreviations)

Muorue TepMUHBI U BBIDAKEHHUS COKPALLAIOTCS B IEKTPOHHBIX CO-
obiieHnaX (CM. Hawano sToro pasfena). CnUCOK COKPAEHU HOCTATOYHO
gompluo. I'masHoe, 4tobbl azpecat noHsn Bac. JlonyckaeTca HaGupats
rekcT coobulenus 6e3 3arnaBHbX GYKB, OMYCKAaTh APTHINIH H BCIIOMOTATEN b-
pele Tarofsl. Oaxo, ecau Baw anrnuiickul (B 4acTHOCTY, rpaMmaTiKa)
«XpOMaET», Jiyullle M30eraTb 3TO M MOMBL3OBATHLCA CTAHAAPTHLIM, MONHBIM
rekcToM. CpaBHUTE [1Ba BHIA OJHOTO U TOTO e COOOLUEHHUS:

Standard English: [ 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.

KOHTPONbHbIE 3AAAHUA

1. Cocraebre (hakc ¢ coobuIEHNEM O NMEPEHHUCIEHUH [IENO3UTA 33 IPo-
MUMBAHWE B TOCTHHHIE BAlUMX YYACTHHUKOB KOH(epeHUuU ¢GHpM-
HapTHEPOB, & TaKXKe O Aare ux npubsiTHa Ha xoHpepenuwio B [Ipa-
ry.

2. Hanuurare coobuleHHe NO 3MEKTPOHHOH Moute ¢ NpocbGO pac-
CMOTPETh BO3IMOXHOCTL O BbiiencHHM Bam ¢uHaHcoBoil noMoiiu
Uif yyacTHs B CHMNO3MyMe, OPTKOMUTET KOToporo otobpan Bau
JOKJIaJ ANIA BBICTYIUIEHUS B OJHOM CEKLMIA.

3. CocrasbTe (aKCOBOE COOOLICHHE OPraHU3ALMOHHOMY KOMUTETY
TOProBO-NPOMBILINIEHHON BBICTaBKM ¢ mpockboli 3abpouuposats 7
OIHOMECTHBIX HOMEPOB B FOCTHHUUE UIA YIEHOB Bawel rpynmnsl u3
pacueta He 6onee 50 nonnapos CILA B cyTku Ha 4yenosexa.

4. TloaTtsepaute no MeKTPOHHOH nouTe nomyueHue WHGOPMALMH OT
MapTHepOB Nno Ou3Heca o0 OTNpaBke NapTuu rpysa. He 3adyabre 3a-
NOJIHUTE CTPOKY «TeMa coobLieHus».

5. Coobwure napTHepam no Ou3Hecy 00 W3MEHEHWM BAlIEro JJeK-
TPOHHOrO ajpeca ¢ 1-ro uucna crelyollero Mecsla & CBi3u ¢ pe-
opraHu3auned yCuyr TeNeKOMMYHHKALHMHU B BallieM PEruoHe.
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@ lMonesrbie esipaxeHus 6 0enosol nepernucke

6. TloGnaropapute B 31EKTPOHHOM COOOLIEHNH NAPTHEPOB N0 OU3Hecy
3a CBOCBPEMEHHYIO HH(pOPMALMIO 00 U3MEHEHUH YCIOBHI 3aKyNKH
TOBApOB M0 OINITOBbLIM LIEHAM U BIPA3UTE HANEKAY HA BOIMOXKHOCTL
NpeAOCTABIEHUS CKHUAOK MOCTOSHHBIM IJIHEHTAM.

(Jinst BBIMONIHEHUA 3aAAHMI BOCHONL3YHTECH MOAC3HBIMH BLIPKEHUSAMY
B JIEJIOBO{i Mepenucke, NOMeUICHHbIMM B pasiene 5 JaHHOi yacTu yue6-

Horo nocobus.)

Pasgen 5. MNone3sHble BbipaeHUs1 B AeN0OBOU

nepenucke

(Helpful Expressions in Business

Correspondence)

JlanHblii pasfien COASPXKUT CNPaBOYHbIE MATEPUANTbI, KOTOPBIE MOTYT
OKa3aThCs MONEC3IHBIMY JU1S BBITIOJIHEHHS KOHTPOJIBLHbBIX 3aaHuil npeasity-
LMX pa3aesioB xaHHo yactu yueGHoro nocobus.

5.1. Npocbbbi (Requests)

Could you please tell me
1 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 therc anything that could be done
about this?

I would appreciate if you would send
me your new catalogue
(samples)
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A 6o 661 pad ysname

Mot 6ydem o6szanet Bam, ecau Bo
cMONceme u3GeCmums HAC

byosme 000pei, coobujume Kak MONCHO
ckopee, wceraeme au Bo

byoem paowt, ecnu Bol nanuweme nam o

TTuwy oOns mozo, umobur cnpocumo,
moxcem au Bac saunmepecosamb no-
Kyn«a

Moxcno nu npeonpunsme umo-1ubo no
amomy noeody?

Bowr 6601 Bam npusnamenen, ecau 6ot Bo
npucnaru mue Baw noewili xamanoz
(o6pasyuy)



Helpful Expressions in Business Correspondence @

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

Hpocum eviciame npednosicenue
¢ Haubonee GLIZOOHLIMU YCAOGUAMU U
CKUOKOI 30 ONIAMY HANUYHBIMU

B ceasu ¢ Bawum obvserenuem 6 ... mot
6oLt 661 padel noayuums

bydem 6aazodapuu 3a niobyro nomouss,
xomopyio But moxceme oxazame 6 3mom
Oene

5.2. BuipaxeHue coobiueHus (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

Hacmosuwum coobuiaem

Hpumume, noxcaryticma, k ceedenuio,
umo

ITozeonome coobujums, umo
Hacmoswum ydocmoeepsemen

Obpamume, noxcanyiicma, énumanue,
umo

Tuuy, umobor nodmeepoume, umo

Kax But 3naeme uz npedvioyiyen nepe-
nucku

Mot enumamensro paccmompenu Bawe
npeonoxceHue

Mui coznacnv na Bawe npeononcenue

Obpawyaem Bawe enumanue na mo,
umo

Hem npo6aem ¢ omnoutenuu
Mot npudeporcusaemces opyeozo muenus

K nucomy npunazaemes

77



@ MMonesHbie ebipaxeHus 8 0enosol nepenucke

5.3. BulpaxeHue Hagexabl (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

Haoerocw, Bot ne 6yoeme sozpaxcamo,
ecau

Quenw Hadeemcs, ymo Bl npudeme k
RONOHCUMETDHOMY PEULeHUIO OMHOCU-
meiavHo

Moi nonazaem, umo But npunoocume
6ce yeuaus ons

Haoeroce, umo 6y0dy umems ons Bac
HOBOCMU O060bHO CKOPO

Hexkpenne naoercs, umo Bot cmonceme
NOMOYb MHE @ IMOM dene

Mot paccuumwisaes noryuume eckope
Bawwu danvretiuiue npednoxcenus

Paccuumuoieaio Ha compyonuiecmeo ¢
Bamu 6 smom Hosom npednpuamuu

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

I wish to express my appreciation for
all your efforts

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

Thank you for letting me know that
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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. U3BnHeHun (Apologies)

My apologies for

Please accept our apologies for
I 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

brazodapio 3a npuenawenue nocemume
oguc Baweii hupmu:

My, umobur ewje paz nobrazodapume
3a Bawe samevamensroe zocmenpuum-
cmeo

brazooapum 3a cmons 6oavutoli exrad 6

Hpunowy ceou useunenus

Ipumume, noxcanyiicma, nawu uzeu-
HeHus 3a

Xouy npunecmu ceou camvie uckpennue
U3GUHEHUS 30

... MO, 4MO O0N20 He omeeyan Ha Bawe
RUCBMO

... 3a0epacky 6 <...>, komopas npo-
U30WLIA He NO Hawel eune

ﬂuC‘erHHe coaxxcaner, ymo

Hzeunume, no s ne Mozy nomous Bam 6
amom oene

5.6. BolpaxeHune HeynoBrneTBOpeHUs

{Expressing Dissatisfaction)

We are not happy about the terms you
suggested

1 simply cannot understand why you
did not tell us

Lam most disturbed that you will not
be able to

This sets up a chain involving several
complications

Moi ne yooenemeopenvt npedioxcennoi-
MU YCA08UAMU

A npocmo ne moey nouame, nouemy Bu
He npedynpedunu Hac

Meus oueno 6ecnoxoum mo, wmo Bui ne
cMoxceme

3mo suizvicaem yens onpedenennvix
3ampyoueHui
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I am very disappointed about this fact

This, I am sure you will agree, is nota
good way to conduct business

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

A ouens ozopuen dannuim obcmosmenb-
CMmeoM

3mo, ysepen, Boi coenacumece, ne nyy-
wull cnocob gecmu 0eaa

Boroce, nam npudemes pacmopzHynto
002060p, mak Kax

5.7. OTBeThl HAa BONPOCH! U NpeanoxeHns
(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

80

B omeem na Bawy npocweby npucnamo
Bam naw kamanoe eeicolraesm ¢ 3mum

RUCOMOM IKIEMAIAAP KAMA102a U Haode-
emcsi, umo oH 6yoem Bam nonesen

Mei 6vu1u ouenv padur noayuune om
Bac nucemo ¢ omeem Ha Hawe 06va6-
JeHue 8

Moe: evicoxo yenum Bawe npednosicenue

ITozeoneme 6ocnonvzoeamscs Imou
GOIMONCHOCMbIO, 4MOObLL NPUGLEYb
Bawe enumanue x

Mo moxcem obewyams nocmagky ¢ me-
yeHue yemvipex Hedenb, eCcAU HONYUUM
Baw 3axaz nezamedrumenoro

Haoeemcs, umo nawe npeonodicenue
3aunmepecyem Bac

Mer npuznamenvuor 3a Bawe nucomo
om 12 mas, 6 komopom But cnpawu-
saeme



Résumé, CV =

YCTPOUCTBO HA PABOTY
(JOB APPLICATION)

Paszaen 1. Kpatkas 6uorpadua (Résumé, CV)

Pesrome (B aHrMACKOM si3bIKe COXpaHseTcs (ppaHily3CcKOe HanWcaHHe
H TIPOU3HOUIEHHWE ITOTO CJI0BA) ABJIAETCH HAaCTHLIO Ipolecca YCTpoHcTea Ha
paboTy BO BCEX AHTJIOA3LIYHBIX U HPYrUX CTPaHaX.

Be3 pesiome n CONpOBOANTENALHOTO muchbMa (cover letter), koTtopomy
NOCBALUEH CIEAYIOLIMI pa3fiel, BaC NPOCTO HE NpUriacaT Ha cobeceaopanue
(interview) ¢ paGoronarenem (employer), a UMEHHO OHO M SABISETCS NOCIEH-
HHUM 3TanoM B npouecce OU3HEC-KOMMYHUKALMY TIepefl NOXyYEHHEM Kenae-
Moro mecta pabotsL.’

B stom pasmene Bbl no3HakoMmrech, TENEph yKe NO-aHCAHHCKH, C
OCHOBHBIMH TPEOOBaHUAMH K COCTaBICHHIO PE3IOME, @ TAKKE PaZMHIHLIMH
BHaamu (formats) pestoMe B 3aBUCHMOCTH OT LieNieii 1 ocofeHHocCTeil Tpyno-
ycTpoiicTsa.

' JUia Hayana — decams Hauboree MunUYRLIX OWUHOK NPH COCTARIIE-
HUH pe3loMe.

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

1.  Too long (preferred length is one page).
Cnuwxom onunnoe (npeonoumumenshutii 06bem pe3lome — oona cmpa-
Huyaj.

2. Disorganized — information is scattered around the page — hard to fol-
low.
ITnoxo npooymano (ungopmayun pazbpocana no cmpanuye, ¥mo 3a-
mpyousiem credums 3a ee UN0NCeHUueMm}.

3. Poorly typed and printed — hard to read — looks unprofessional.
IThoxo nabpano u pacnewamano. Taxoe pezrome msxceno yumamo, u
OHO GLIZIAOUM HERPODECCUORWILHO.

! IMoapobree 06 >1om cm.: B, C. Cnenosuy. Business Communication: Job Hunting in Eng-
lish. Busnec-kommyHukaums: Kax waiith paboty ¢ anraniickum sasikonm. — Mu.: TerpaCucremc,
2002,
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4.

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

Iepebop c Onunoi abzayes u npeonoxcenutl. CIUUKOM MHO20 8peMeHU
yxXodum Ha mo, ¥mobsl cKA3aMe CIUUKOM MAIO.

Too sparse — gives only bare essentials of dates and job titles.
Cruwkom Mano Hanucano, Oansl i 0amel U 3AHUMAEMble OONNHCHO-
cmu.

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

He opuenmuposano na docmuoicenue pesynemamos. He euowno, umo
KOHKPEeMHO OOCMUSHYMO NPEMeHOEHMOM Ha OaQHHOE MeCMO.

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

Cruwcom MHO20 HenyscHblx Odemaneti. Hem neobxooumocmu coob-
wame ceotl pocm, 8ec, NOJ, COCMOsIHUE 300POBbA U CEMEHHO0e NonodiCe-
HuUe.

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

Ouubku 6 opgoepagduu, onevamxu, craboe 3nanue epammamuxuy. Pe-
310Me QOAHCHO Gbimb KAK cledyem GbliUumano U Npo8epeHo U Uty no-
cre amo2o pAcReNamano u OmnpasieHo no noyme.

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

Cnumxom muoz2o ycepous. Beruyprviii wpugpm ¢ eunvemxamu, pomo-
2paghuu u IK30MUYECKoe KaHYeNAPCKoe OpopMIeHIe NUib OMENeKaon
Om SICHO2O U3TONHCEHUSL.

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 aopecy. Mnozue pesiome nocmynaiom pabomooame-
0 6e3 8CAKOU BOCMPebO8AHHOCIMY C €20 CIMOPOHbL U HE UMEIOM NPIMO-
20 omuowenus K Oawnol opzanusayuu. ConpogooumenvHble NUCOMA
HOMO2aiom U30eHcams maxKylo Cumyayuio.

U Ycrounnx: Tom Jackson. The Perfect Résumé. An Anchor Press Book, 1981,

p. 14.
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O6paseu pestoMe (6e3 ykasaHua Ha KOHKPETHbIA BUS):

(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 Associatcs, 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)

lMepeson o6pa3ya pesome:

{(Mucc) Joxyaus Jlour
220 Yacr Crpur
Heto-Tlopr, wrar Huto-Hopk 11645
Ten.: (515) 227-8562

Hexomas nomknocts: Crapiunil HOMOLWHUK MEHEDKEPR 110 KaIpam

HpodeccHonanbhbie HABBIKY:

COCTABJICHHUE U PCAAKTHPOBAHHUE TPOU3BOIACTBCHHbBIX JOKNMAO0B,
KOHCYABTUPOBAHUC COTPYAHUKOB IO BONPOCAM NOyUcHus ﬂOCOéHﬁ;
PYKOBOACTBO KYpCaMH MOATOTOBKH.
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IocayxHoii cnucok:

1997 — no Hacrosiiee Bpems ML OMOLUHUK MEHEDKEPA (HDHPMBI
“James Associates” B Heto-Hopke

- NOMOrana rotoeuth cobpaHus riepcoHana

- cocTaBnsia Gainbl JMYHBIX Aes COTPYAHH-
KOB

- TOTOBWIA MaTepUatbl N CEMUHAPOB NO
00y4EHUIO COTPYIHHKOB

1996-1997 TomolHuK-NpakTHKaHT Ha pupMe “James
Associates” B Heto-HMopke

O6pasoBanne:

1993-1997 BocroHckuii ynusepeurer, ¢ oTiiMYKEM
Bakanasp (ynpasnenue 6usHecom)

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.

v Stress what sets you apart from the crowd.

= Remember that the primary aim is to rouse the employer’s interest, not
fo 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.

Aiame 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 jobina
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
Qualifications. This summary is your chance to hit the reader directly with
your 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”,
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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 booksy, 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 [nopsanounocts] is an attribute never worth sacrificing. This ad-
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 exam-
ple, being single might be an advantage for a job requiring a lot of travelling.
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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 secking 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.

Alternative format is written as a detailed letter to a concrete em-
ployer. You focus on those areas in which you can be helpful and valuable to that
employer You demonstrate your abilities, not only describe them. You give a lot
of factual information so that you would not have to write a separate résumg.

Resumap format is new and clearly breaks with the tradition of
résumé writing. It has nothing to do with the rational, analytical and logical
tradition and manner. You have to stimulate your imagination and creativity
for this résumé to become a dynamic document.

Curriculum Vitae (CV) is best when your credentials speak for
themselves and no further information is required until the interview. Here is
a sample of a CV Format which is appropriate for a physician’s résumé,
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leading with licenses and certifications. You will find simple listing of quali-
fications, experience, and education without unnecessary details.

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

T R Ty

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 werds 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 displaying
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

Viadimir 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, 11 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, Hlinois.
Senior Accounting Manager
- reduced accounting payroll costs 41% through automation
- successfully directed conversion from an IBM system to a
Novell Network
1/94 - 6/96 Lancer Systems, Chicago, Illinois.
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, lllinois.
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
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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 1K0

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 Golt Club Ltd.

Other activities

Captain, Erindale hockey team
Treasurer, Survey Science Club

Personal information

Birth Date: September 30, 1978
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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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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, King-
ston, Ontario, K7L 3N6.
2. Mrs. Mable Williams, Administrator, Huronia Village, Penetanguishene,
Ontario, LOK 1P6
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Consulting

Research

Writing

Languages

Sports

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

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.

Did research in macroeconomics of economies in transitions. Made
a presentation at the conference of university students (1999).

Wrote business letters and reports on assistance to small businesses
in Belarus in designing their business plans.

Fluent reading, writing and speaking English. Basic French.

Played four years university basketball.

EDUCATION AND EXPERIENCE

2001 Will be graduating from the Department of International Economic Rela-
tions of the Belarus State Economic University with a Bachelor of Sci-
ences’ Degree.

1998 Internship at the TACIS representative office in Belarus.

1997 Work as a basketball coach in a summer camp in Oregon (USA).
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1999

CONSULTING

t
RESEARCH

WRITING

LANGUAGES

SPORTS

Elizaveta Silkevich

36, Altayskaya Str., Apt.145
Minsk 220075, Belarus
tel. +375-17-246-2453

Consulted managers of small companies on de-
signing business plans.

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

Did research in macroeconomics of economies
in transitions.

Made a presentation on E-commerce at the con-
ference of university students (2000).

Wrote business letters and reports on assistance
to small businesses in Belarus in designing their
business plans.

Fluent reading, writing and speaking English.
Basic French.

Played four years university basketball.

EDUCATION AND EXPERIENCE

2002 Will be graduating from the Department of International
Economic Relations of the Belarus State Economic Uni-

versity

with a Bachelor of Sciences’ Degree.

2000 Internship at the TACIS representative office in Belarus.
Office work.
1999-2000 Part-time assistant manager at McDonald’s restaurant in

Minsk.

Work as a basketball coach in a summer camp in Oregon (USA).
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5. Alternative Format.

124 West Orange Street
Rochester, NY 10934-4569

January 15, 2002

Mr. John Klingler
TELEMANAGEMENT
2390 N. Oak Street
Washington, D.C., 20018

Dear Mr. Klingler:

I believe my extensive experience in operating digital equipment might help
you to provide consulting tasks for your employees. Some of my recent accom-
plishments are:
e managed a European re-engineering and test program;
e  performed site surveys;
e developed and prepared new profiles and reports (including NBS
calculations);
e managed the transmission groups and supervised three microwave
subsystems;
e supervised all aspects of several field installations, which were ap-
proved by the government commission;

My education includes a Master’s degree from Stevens Institute of Technology
and Telecommunication courses on manufacturers’ premises.

I would like to meet with you and see how I might contribute to your organiza-
tion. I will call you in a week or so.

Very truly yours,

Peter F. Sanford
(603) 445-3210
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e Team Player — Goal Oriented
e Seasoned Trainer & Motivator
e Highly Ethical

Personal & Professional References
| & Supporting Documentation
Furnished Upon Request

S
FUND RAISER
PATRICIA RAMSTER
2335 Elm Street * Seattle, WA 91008 * (606) 569-3445
sk ok ok sk ok sk ok ok skeok 3k okok sk ok skok ok kokok ok ok kokokokokok sk ok sk sk ok sk kR ks ok ok ok
Skills: Achievements:
e Raising money e Raised over $4 million in past 5 years
Budgeting and Cost Control for *Save the
| Children” Fund.
* Raising money ® 5-year record of attending fund raising
Employee Management and Supervision targets.

® Raising money ¢ Increased donations 125%.

® Maximized donations for direct giving.

e Play pivotal (= central) role in fund raising.

PROFESSIONAL FUND RAISING — PROGRAM DEVELOPMENT 3t
NATIONAL / INTERNATIONAL CHARITIES & FOUNDATIONS
Employment: Education:
“Save the Children:, University of Michigan
Seattle, WA School of Business
Regional Coordinator MBA with Honors, 1992
1994 — Present
Fund Raiser BA in Organizational Behavier, 1989
Management Style:
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DEBBIE NORTON, M.D.

Home Address Business Address

15 Anna Ct. 1200 Sandy Lane

Vera, IL 60812 Slaven, IL 60825

(312) 448-0031 (312) 444-3912

LICENSES & State of Illinois (# 230092), State of

CERTIFICATION: Wisconsin (# 200933) Board Certified:
American Board of Anesthesiology,
571984 (#5599)

QUALIFICATIONS:

General Anesthesia Open Heart Pre-Op Consultant

Local Pain Clinic Post-Op Consultant

Hypothermia Hypotensive Inhalation Therapy

Regional Anesthesia Intravenous Nerve Blocks

(Spinal, Epidural, Caudal) Emergency Treatment

PROFESSIONAL

EXPERIENCE:

Anesthesia Associates of Lombard County, P.A., 1995 — Present
Lombard. IL

Practice of Anesthesia / Partner: Robert King Heart Institute

North Broward Medical Center, Chicago, IL 1984 — 1995
Practice of Anesthesia

Medical College of Wisconsin, Milwaukee, Wisconsin 1981 — 1982
Assistant Professor

EDUCATION:

University of Medicine, Zagreb, Yugoslavia

Degree: Medical Doctor 1971 - 1976
Internship 1977 - 1978
Medical College of Wisconsin, Milwaukee, W1 1980

Pediatric Anesthesia

University of Arkansas, Little Rock, Arkansas 1984
Obstetric Anesthesia
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Continuing Education:
Open Heart Workshops (AMA Certified, annually) 1992 — Present
TE Workshops (Vail, CO) 1994, 1997, 2001

Meet AMA Mandates for Continuing Education

MEMBERSHIPS: American Medical Association
Illinois Medical Association
American Society of Anesthesiologists
Illinois Society of Anesthesiologists

LIABILITY Over 17 years of professional practice. Never had

INSURANCE: a judgment or settlement in any professional liability
case. Present coverage: C.N.A., Professional Liability
Company.

Professional References & Supporting Documentation
Furnished Upon Request

KOHTPOJbHbLIE BOMPOCKLI U 3A0AHUA

1. Uro Takoe pestoMe U B UeM COCTOMT €r0 OCHOBHAs (YHKLMSA?

2. B uem omnunune pestome u CV (Curriculum Vitae)?

3. Kakue gopmaTsl pesroMe BaM H3BECTHBI?

4. Kaxoii dopmat pesiome Goitplie MOAXOAUT A YEJIOBEKA, KOTOpBIi
MHOrO JieT npopaboTai B 01Ol cdepe nearenbHOCTH?

5. Kakoii dopmar pesrome nogomesn 6bl CHSLUMANKCTY € IpEPBAHHBIM
cTaxem?

6. Kakoit dopmar pestome BbIGpaTh YeNOBEKY, KOTOPOMY HY’KHA KOH-
KpeTHas paboTa B onpenesnenHol Gpupme?

7. B xakoM mopsjke B pe3toMe JOKHBI ObITh PACTIONOXKEHBI AAThI, OT-
HOCALIMECH K 00pa30BaHHUIO U ONbITY paboThl?

8. CocrasbTe Hanbosee NOAXOANIIHNI LIS BAC BAPHAHT pe3ioMe.



(5] ConposodumenbHoe NucbMo, peKoMeHAamensHOE MUCLMO, 8U3UMHAS Kapmouka

Pasnen 2. ConpoBoauTensHoe NMCbMO,
pekoMmeHaaTenbLHoe NUCbMO,
BU3UTHas KapToOu4Ka
(Cover Letter, Reference, Business Card)

Lleab conpoBOAUTENBHOIO IHCbMa BBIXOIMT 32 PAMKH NMPOCTOH KOH-
cTatauuu Toro ¢axra, uto Bel noceinaere 3aspneHue o npueme Ha pabote u
6uorpadmo B Buae pesome. CONPOBOAUTENLHBIM TMCEMOM HeoBxonuMo npu-
BJIeYb BHMMaHuWe paboronarens k BauieMy pesiome, To ectsb caenats Tax, ytobml
OH 3aXOTEJNl O3HAKOMUTBCH ¢ HUM. Besb Ha cTone y pyKOBOAWTENA, OTBEYAIOLIETO
3a npyeM Ha paboTy, JIEXHUT OrpoMHas KMMa Takux nuceM. Bpall JiM kanpoBuk
CTaHeT YNTATh PE3IOME € TAKHM CONMPOBOAHTENBHBIM [THCHMOM;

Dear Sir:

I am applying for the job in your sales department, which you advertised. 1
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

Ilpusenennniit Boiuie 00pasell COTIPOBOAMTENHHOTO MNHCHLMA CKOpeEe
TIOX03XK Ha CAayxeOHYIO 33aIMCKY W HHYEro He FOBOPHUT O KaHAMJATE Ha JIOJK-
HOCTb B OTAEJe npojax. ['opa3no ynaunee cremyioluit obpasze:

Dear Mr. N:

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

A copy of my résumé is enclosed. From this you will see that [ am at pre-
sent working as a junior assistant in the personnel department at James As-
sociates. Although I enjoy my work, I feel I 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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I'lepeBo.n conpoBOAUTENTbHOIO NUCLMA:

YBaxaeMsrif r-a N!

51 Obl XOTena mojaTh 3aABNCHME HA JOKHOCTH CTApIIEr0 MMOMOLUHHKA
YNPABILIOWIErO KaApaMH, BakaHCHi HA KOTOPYio Oblia obbapieHa B «Jleiiiu
Heto3» 9 okTa6ps.

H3 Moero pesioMe, dkseMmasp KoToporo s npunaraio, Bel ysuaure, uto B
HACTOSIIC? BPeMs 3 paboTalo MAAMLIKM IOMOIUHMKOM B OTAENE Kanpos OUPMBI
«James Associates». Mue HpaBuTcst Mos paboTa, HO Teneph MHE XOTENOCH OBl 110~
paboTath B 6osiee KPYNHOH Opranusaluu u na 6oJiee OTBETCTBEHHOMN J0IKHOCTH.

A rotosa npoiitu cobecenosanuc B MoGoe Bpems. C HETEpIEHHEM KLY
Baiuero otBera.

Hckpenne Baiua,
Jixynus Jlour (Muce)

Mpunoxenne

CoBeTbl 110 COCTABACHUIO CONPOBOJIMTENLHBIX TIHCEM HA aHTMHHCKOM
A3bIKE  KAaK HEeOOXONMMOr0O W OY€Hb BAKHOTO 3EMEHTa Gu3HeC-
KOMMYHUKALHH TIPH yCTPOKCTBE Ha paboTy cBOAATCA K cheayolum. We are
going to switch over to English now.

You must include 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 lettcr 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 1 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.

Get the Reader’s Aftention

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, T 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 T 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 Seiling 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) Fwould 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.

2. 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.

() 1have extraordinary talent in mathematics.
(+) 1have consistently achieved high marks in mathematics.

(-) Iam a very good salesperson. .
(+) Last summer, although one of the youngest salespeople in the store,
I had the second highest sales total.

3. Try to bury the “I’s”,

“I”

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

(-} I worked for an accountancy firm last summer.
(+) Last summer [ 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, 1 have taken four account-
ing courses.

5. 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 éa!ary expectations in the covering letter. The interview
is a more appropriate time to discuss money.
= Don’t thank in advance. Although intending to be polite, you may seem

presumptuous,
SAMPLES COVER LETTERS (14}
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 I
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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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.

1 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. | spent many afternoons at

art museums there, and [ now possess an extensive knowledge of their collections.

1 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. | would like to meet with you to discuss some ideas on the subject,
and 1 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
Mrt. 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. I 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. [ will call you next week to arrange a meeting.

Yours truly,

Hilda Lebanon

Encl.
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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. Spetler:

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

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

You mentioned in the advertisement that the successful must have:

1) A bachelor of Arts degree 1do
2) Excelient communication skills 1do
3) Ability to work well with people at all levels Ido
4) Eagerness to leam and “pay my dues” I .am and 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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PexomeHnpgaTenbHoe nucbmo (Reference)

Pexomenoamensivie nucema 3a noanuchio Bauwx nopyvumenen (no-
AHMIMIACKK 3TO OJJHO M TO K€ CJIOBO — reference) SBIBSIIOTCS HEOOXOAHUMbBIM M
BaXCHBIM TpUNOXKeHyeM k Bawemy pestome win Cu-Bu. Kak cremyer w3 Himke-
CNEMYIOIIMX MATEPUANIOB, MMH CTOMT 3aMACTHCh Mepe]l HauaIoM Moucka paboThl.

References are a necessary instrument to help you to be promoted to
the marketplace. The majority of employers check references. So you should
treat this portion of the job search seriously. [One more meaning of the word
reference is a _person who can attest (= certify, confirm — yaocroseputs,
NoATBepANTS) to your qualifications for a particular position, a person who
can discuss your skills and attributes.}

SAMPLES OF REFERENCE LETTERS (1-7)

4

Escalibur Energy Company

P.O. Drawer 25045
ALBUQUERQUE, NEW MEXICO 87125
U.S.A.
» Office
925 Sixth NW 85
Fax: 505-344-7147
Phone: 505-344-1547
e-mail: rhe@juno.com
February 28, 2002

TO WHOM IT MAY CONCERN:
Re: A Reference Letter for Mr. John Dol

JOHN DOL was employed by this company from October 1992 through
May 1998 in the capacity of exploration geologist. During this time he proved to
be a real “oil-finder”, and his discoveries contributed substantially to the income
of this company.

John left Escalibur, with our blessing, to take a similar position with a ma-
jor oil company at a considerably higher level of compensation.

I can give John the very highest sort of recommendation for employment in
his field of endeavor. We would be pleased to re-hire him at any time. As to his
education and experience, I am certain they arc amply covered in his résumé, so
I will not touch on those matters.

Again, | can say enough good about John. but if you have any specific
questions about him, I shall be happy to try and answer them.

Very truly yours,

Carl Felter, President
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e
Belarusian Children of Chernobyl, Inc. (BCC)

(A New Mexico Non-Profit Organization}
P.O. Drawer 25045 Albuquerque, New Mexico 87125 USA

505-242-5636 e-mail: kcotter@juno.com 1-877-368-7140
www.skyboom.com/keproductions

February 1, 2002

TO WHOM IT MAY CONCERN:

I am writing this letter on behalf of Jane Doe who was em-
ployed as a Secretary with our office for a period of five years.

Jane was a very conscientious and hard-working employee
during her tenure at BCC. She was always eager to leam, went out of
her way to make our Patrons and Officers comfortable and did in-
deed make our jobs a little easier. She was good with children, and
they in turn respected and thought highly of her. She has been
missed.

If you wish a more in depth report on Ms. Doe, please don't
hesitate to contact me, and I will do my best to assist you.

Regards,

Virginia Adams, President
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@ MINNESOTA STATE UNIVERSITY, MANKATO, MN m

Department of Economics
150 Morris Hall
Mankato, MN 56001
Phone: 507-389-2969 Fax: 507-389-6377

To: Department of Economics,
American University

January 23, 2002

Re: Recommendation of Mark Friedman
(Social Security number: 477-72-0734) ,

As a professor and colleague of Mark Friedman 1 am pleased to
recommend him for the Ph.D. graduate program at American Univer-
sity. As a student in my class “Economics, Ethics and Society”, Mr.
Friedman showed a remarkable ability to understand how the eco-
nomic system in this country impacted upon the individuals involved
with this system.

Because of his work in this class, [ asked Mr. Friedman to join
with me in the Center for a Human Economy and to help me in the ed-
iting of the CenterXs newsletter. As a colleague working in the Cen-
ter for Human Economy Mr. Friedman showed editorial and writing
abilities and the necessary hard work as we together published the
Human Economy Newsletter from 1991 to 1997.

Together with his writing abilities, his ability to dig to the bot-
tom of economic issues and understand the significance of policy de-
cisions made him quite an asset to the Newsletter. I think that Mark
would be quite an asset to the Economics Department at American
University. If you would like further information, please do not hesi-
tate to contact me.

Sincerely,

Gerald A. (Lon) Smith
Professor of Economics,
Minnesota State University, Mankato, MN
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» Professor James R. White
School of Engineering
University of Western Carolina
2345 Beal Street

Tomahaven, WC 45123

November 18, 2001

TO WHOM IT MAY CONCERN:
Re: A Letter of Recommendation for Dr. John Dow

It gives me great pleasure to have this opportunity to recommend Dr. John
Dow for the position of Geophysicist (Program Director) at the National Foun-
dation for Scientific Research (Solid Earth Geophysics Programs).

I have known John for over a decade and have formed a very high opinion of
him both as a scientist/researcher and as a human being. I am sure that his re-
sume and letter of application describes his many scientific achievements and
his international reputation. I could repeat some or many of these activities to
demonstrate my conviction that he is right person for the job. However, I think
I would just

fill up a number of pages and I would repeat what is already down on paper.

[ have served on numerous NFSR Committees of the Geosciences Division
during the last three decades. In these positions, as well as a scientist who has
had extensive NFSR funding, it became clear to me that the most important
qualifications for a Program Director are (i) to be familiar with the field, (ii) to
be respected by the scientific community and (iii) to have the ability to deal
with fellow scientists in a constructive, understanding and friendly manner. 1
am convinced that John has all three of these qualities and thus is uniquely
qualified for this position.

In summary, | can recommend Dr. John Dow without any reservation. I believe
that NFSR, and the community, is lucky to have a person of John's experience
and quality to be willing to serve in this position. If you need more specific
and/or detailed information please do not hesitate to contact me via phone:
(312) 663-3456, fax: (312) 663-3455, or e-mail: jwhite@uwc.edu.

Sincerely,

James White, Professor of Geophysics
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*DOWELL SCHLUMBERGER & BROS.*
2899 Villard Avenue ¢ Dickinson, North Dakota 58601

May 27, 2001

TO WHOM IT MAY CONCERN:

It is with great pleasure that I recommend Jim Precup to you in his
search for employment. While employed with Dowell Schlumberger,
Jim was a very hard worker. Not only did he willingly and effectively
execute the responsibilities of his position, but many times performed
duties beyond what was required of him.

Jim's vast technical knowledge has been basically self-learned; how-
ever, | can speak for his technical skills with a great deal of confidence.
Jim has been employed with DS for eight years, the last five years in
sales. He has performed above our expectations. While employed with
our company, Jim has not let health or personal problems-ever conflict
with his job.

Jim has maintained high morale while working in a depressed market,
and while doing so has displayed leadership to his fellow workers.

I was forced to lay Jim off due to lack of work in our area; however, |
highly recommend Jim for employment with you and am confident he
will be an asset to your business from the first day he is employed.

Please feel free to call me at (701) 225-4477 if you have further ques-
tions or concerns.

Yours truly,

Robert C. Carpenter
Station Manager
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3674 Lindell Boulevard
St. Lonis, MO 63108-3397
Phone: 314-977-3898

Fax: 314-977-7188
E-mail; kim-hi@-lu.edu

SAINT LOUIS

UNIVERSITY School of Business and Administration
Boeing Institute of International Business

April 14, 2000

To Whom it May Concern:

1 am writing on behalf of Dr, Mikel Edwards. Dr. Edwards has taught for the past
three years at the Bocing Institute of International Business, Saint Louis University. He
taught Managing Cultural Differences for our Executive Master of International Business
Degree, and for the full-time Master of International Business Program.

Dr. Edwards spends many hours in preparing the course work and advising
students, He albso uses E-maill and Internet with students. He has received favorable
student evaluations. Dr, Edwards has a cordial working relationship with other faculty
members, students, and staff members at the Boeing Institute of International Business.

Dr. Edwards is an expert on Chinese politics, culture, and business. He has
cstablished and managed the St. Louis China Business Group, which meets regularly with
invited speakers and open discussion.

1 have been impressed with Dr. Edward’s intellectual integrity and professional
VIZOF.

Very cordiaily,

{{;f//'; 4. ///n

Seung H. Kim, Ph.D., Dmector
Boeing Institute of ln‘emancna! Business

SHK asf
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1201 MacArthur Avenue, Ringwood, New Jersey 07611-6128
¢ Phone (201) 344-5400
o Fax (201) 964-1232

September 29, 1999
To Whom It May Concern:

It gives me great pleasure to provide a most outstanding refer-
ence for Ms. Nancy Becker. Nancy and | worked together for a year
and a half (1998 to 1999) during her tenure as Vice President for
Human Resources at Megatrend Inc. During that time, Nancy re-
ported directly to me in my role as CEO.

Over the last 20 years, | have had the privilege to work with
some outstanding HR professionals. Without a doubt, Nancy was the
very finest. | make this judgment because of the unique way that she
blends three critical elements:

e Broad technical knowledge of Human Resources

¢ Outstanding people skills, and

e A sophisticated appreciation for the flexibility and innovation
required in today's business world. I'll expand on all three areas.

With regard to her technical skills, one of the attractions for me
about Megatrend Inc. was the way in which HR systems and pro-
grams worked to support the staff so that we could focus on our core
business. Between the systems that were in place and the people that
she had in place to run them, both the staff and I always knew things
would work well. Her judgment about the handling of myriad per-
sonnel issues was always right on, and 1 had explicit trust in her
counsel. She knows HR as well as anyone I've met.

In any interview with Nancy, you will come away with a sense
of her energy and commitment to people. This is not an interview fa-
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hcade, but the way I experienced her every day that I worked with her.
At times she can overwhelm you with her enthusiasm and make you
crazy with her dogged pursuit of what she believes is right for the or-
ganization. However, all the staff, both management and line, recog-
nized and respected her commitment to doing the right thing in the
right way to keep the organization moving forward. Her strong val-
ues and genuine respect for people are all too rare.

Finally, what helps Nancy stand out as an HR professional is her
knowledge of what it takes to run a business. She always made great
contributions in the development of our business strategies and then
had the creativity, flexibility, and energy to make sure that all of the
HR issues were handled in a way that would support our business ob-
jectives without compromising our strong commitment to our people.
This set of skills made Nancy a critical member of the Executive
team in every phase of our work.

It is rare to have the opportunity to provide such an outstanding
recommendation for an individual. In Nancy's case 1 do it without
reservation. I would be happy to provide any additional information
that you need. Should you need to contact me, I will be available
though August 5, and then will be leaving on an extended trip
abroad.

Sincerely,

James T. Hart CEO, Megatrend Inc. jhart@megatrend.com

BusurHana kaprouka (Business card)

B 6usnec-koMMyHHKaUM# BpPYYCHHC BH3WTHON KapTO4KH CTOJb XKe
Heo0X0AUMO M ABNSETCA OOLICNPUHAITON HOPMOM, Kak pykonoxarue. Ot-
JHYHBIM DE3YJIBTaTOM B U3MEHEeHHH Bailielt kapbepsl K JiyulieMmy Gymer, ec-
JI¥ U3 COTHH BPY4YCHHBIX BaMu kaprouex Bbl monyuure rnosioxUTebHbIH OT-
KIMK Ha OfHY unu ase. CnenoBatesibHO, KApTO4EK HY)KHO MUMETb B IOCTa-
TOYHOM KOJIMMECTBE, H OHH JOSKHBI ObITH MPABUIBHO O(OPMIIEHBI.

In the process of job hunting, you will not carry your résumé every-
where you go on a regular basis. But it’s practical to always have business
(calling) cards with you to be able to do networking. If you connect with an
individual who might be of some assistance to your efforts of career design,
be prepared to leave a business (calling) card.

115




[=] Conposodumenstoe nucsMo, pekoMmeHAamensHOe NUCbMO, BU3UMHAsT Kapmoyka

GRIGORIY LAZUK, MBA.
Finance and Accounting
Consulting Services

Koshevogo Str., 8 — 23 (home) Fax: +375-17-230-4598
Minsk 220009 Tel.: +375-17-238-5611
Belarus E-mail: glazuk@tut.by

Natallia Dudzich

-Minsk Tractor Works
Design Engineer

Dolgobrodskaya St., 9

Minsk 220009 Tel./fax: +375-17-238-4458
Belarus E-mail: nata@open.by

Tamara Novik, Ph.D.
Associate Professor of Engineering
Vitebsk State Technical University

Department of Technology

Pokrovskaya ul., 20
Vitebsk 210012 Tel.: +375-21-(2)298-551
Republic of Belarus E-mail: tamnov@vstu.vitebsk.by
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THE BRITISH COUNCIL, Russia
Simon Winter
English Language Officer

VGBIL Tel. (7 095) 234 0201 ext. 224
Ulitsa Nikoloyamskaya, 1 Fax (7 095) 234 0205 / 0207
Moscow 109189, Russia simon.winter@britishcouncil.ru
THE WORLD BANK 1818 H Street, N.W.
Washington, D.C. 20433 U.S.A.

Alan K. Rode
PRINCIPAL ECONOMIST
Europe and Central Asia Re-
gion

Tel:  202-444-9338

Fax:  202-333-8446

Telex: MC] 285099

INTERNET: RODE@WORLDBANK.ORG

ABSOLUT
Weekly Price Bulletin
Galina Zubkova
Advertisement Manager

Krasnoarmeyskaya St., 75 Tel:  +7-8462-2-427176
Samara 443041 ceny@absolut.radiant.ru
Russia
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MNPE3EHTALMU U
BbICTYNNEHUSA
(PRESENTATIONS AND
SPEECHES)

Yacmpb 1.

BeeneHue (Introduction)

Jlio6oe BLICTYIUIEHHE, TeM 60Jee HA MHOCTPAHHOM S3btKE, FOTOBUTCS
3apaHee. Jlaxe Tak HasbiBacMblil JKCIIPOMT HO/KEH MMETh CBOW «possib B
KyCTax», TO €CTb ONPENENIEHHYH0 3aFOTOBKY. B T0 %e BpeMA MbI XOTUM OTKa-
3aThCs OT HAOMBILIKMX OCKOMMHY «YCTHBIX TEM», KOTOpblE 3ay4uBAOTCA IS
3K33MEHOB M UMEIOT MaJio OGHIEro ¢ MpoLeccoM KOMMYHHKalmu. B nanHoi
yacTH Nocobus, pacCYMTaHHON Ha BNalerouuX aHIJIMHCKUM A3BIKOM B Cpell-
Hell cTereHH, ¥ YMEIOIUMX TIOHATH HECTOXHBIA aHIVIMIACKNH TeKCT, Mpeia-
raeTcst cucTemMa paboTel B ayAAUTOPHU M 1OMA Ha/( CCMBIO BHIAMH YCTHBIX
BLICTYRNE it n npesentaunii (Astop Gnaroaapur CrosaH PaiinxapT 3a npe-
JIOCTaBIEHHYIO BO3MOKHOCTb YCINO/B30BATh PAI OTPHIBKOB H3 €€ PYKOTIMCH:
Susan Reinhart. Academic Speaking Course Pack. ELI, University of Michi-
gan, Ann Arbor, 1995). Hrak:

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

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

Problem-Solution Speech, 18 sentences maximum. In this
speech you will discuss an economic problem that exists in Belarus or a prob-
lem 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 this speech you will need one visual to explain to the class. It can be a vis-
val from a text, magazine or newspaper. It has to relate your area of studies,
e.g. macroeconomics, international business, marketing, management, etc.

Possible topics: Same as in Speech 2.

S 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.

: 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.

Summary Speech, 14 sentences maximum. You will be given
an article to summarize and then present to the class. The goals of this pres-
entation 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.

v 8 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.

Paspen 1. Buabl npe3eHTauMn U BbICTYNNEHUN
(Types of Presentations and Speeches)

1.1. MuTepBblo C KONferou u npeacraBrneHne ero
ayauTopumn
(Interview and introductions)

(9 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 read-
ing it.

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:

= [n1991..
*  After he/she finished...
= When he/she was eighteen...

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.
*  Besides her studies, an important aspect of Olga’s life is her family.

. 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...

. 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 1 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:

*  Thisis....
= 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 effective?
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: . semmocomsssessssesssses
Needs work Good OK
(give comments) .| (not bad)
Introduction (got audience at-
tention)
Organization (clear, easy to fol-
low)

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

i 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. BbiCcTynneHue ¢ onucaHueMm npoodrieMbl U ee pelteHus
{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. ldentification 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:

1. Think of a problem in one of the areas mentioned above. If the problem
is very complex, limit it or choose a different topic.

2. 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
presentation. 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:

s One 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?
» s 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’m sorry, I didn’t understand that.
* TI’'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 to 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 1-2 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 resuit of the Chernobyl nuclear power station’s explosion in 1986, the
Republic of Belarus has been facing a serious ecological problem.

After the Chernobyl accident, almost 23% of the country’s territory is now
badly contaminated with Cesium-137. Most of the Gomel region has been affected by
the radioactive lodine contamination. This has led to a sharp increase of the number of
people suffering from thyroid gland cancer.

In addition to that, the air pollution makes the situation more complicated. Various

harmful substances once discharged into the atmosphere cause even more mutations than
radiation does. For example, only in Minsk 20% of all the infants are bomn with serious
health problems. Unfortunately, the govemment does not seem to be very helpful.
' In this situation, people should take care of themselves and not wait for exter-
nal assistance. First, badly contaminated areas should be closed, and agricultural ac-
tivities in all the other regions contaminated with radioactive elements should be re-
stricted and strictly 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 example, 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 better chance for survival.

(Anna F.)

2. The Impact of Foreign Financing in Belarus

Foreign financing is a kind of financial activity concerning financial funds or
assets transferred across state borders.

Normally, a state tends to attract this kind of financing when its economy is short
of its own financial resources. The Republic of Belarus, however, due to its policy in the
sphere of macroeconomic reorganization, 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 one is that of inter-
national financial organizations, such as the International Monetary Fund or the
World Bank. These organizations were established in order to accumulate financial
resources of developed countries and distribute them among the less developed ones.
The second source of foreign financing is an inter-government agreement on credits.
And finally, the third level is direct foreign investments. It is obvious that the latter
has the biggest 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 result, it is almost impossible to at-
tract direct foreign investments. Moreover, the international prestige of the country is
not the highest at the moment.

To improve the situation, in my opinion, Belarus needs to have legislation that
makes it attractive for investors to come to local market and will enable us to over-
come the economic crisis and implement market reforms.
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My understanding is that the above solution will hardiy be realistic in the near
future. As a result, the level of foreign financing will not substantially increase, which
is sad to state.

(Sergey Y.)

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 aggravated since mid-nineties,
with numerous restrictions and regulations imposed, the number of new foreign com-
panies opening in Belarus has dropped almost to zero.

The problems which occur hereby are but evident: since Belarus’ infrastruc-
ture and industrial complex are extremely underdeveloped, they require a great deal of
investment, which cannot be obtained in the domestic market; and 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
is 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 rather radical in relation to the current situation in
Belarus. So one can hardly expect these steps to be implemented, as long as the gov-
ernment sticks to the policy of utmost administrative control over the economy.

(Yura K.)

4. Monetary Policy of Belarus: Problems and Solutions

The electronic commerce over the past decade has greatly transformed the
economic landscape in the world. Information technologies and Internet influence
both on-line and off-line corporate (Business-to-Business, B2B) and retail (Business-
to-Consumer, B2C) transactions. According to AMI-Partners’ report, the number of
companies using Internet increased from 1.8 million in 1999 to 2.8 million in 2000. In
2002 there were 530 million Internet users, the so-called net-citizens, including cur-
rent and potential customers.

The situation with e-commerce in Belarus does not look so promising. Al-
though the number of Belarusian Internet users is rapidly increasing (currently it is
about 1 million), e-commerce in the country is just at the stage of development. In
2001 only 700 Belarusian companies maintained their official websites. The annual
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- turnover of all the Internet shops in the country did not exceed USD 150,000. The
main problem here is lack of B2B activities.

Nevertheless, the situation with the Belarusian e-commerce can and should be
changed. To stimulate the e-commerce development, the following things should be
implemented:

1) making the economy of Belarus more attractive for foreign investors;

2) de-monopolizing the Internet services’ domestic market combined with
stimulating the competition among Internet Services Providers, which
will eventually increase their quality and make their services much
cheaper;

3) updating the current legislation with regard to electronic transactions and
payments and harmonizing it with the existing international regulations.

The rapid expansion of electronic transactions constitutes a major opportunity
for trade and development. For the Republic of Belarus, the digital revolution offers
unprecedented opportunities for the economic growth and development. Only joint
efforts on the part of the Belarusian government and private investors (both foreign
and domestic ones) will lead to substantial improvement of all the aspects of elec-
tronic commerce, including technical, economic, legal and regulatory, as well as so-
cial and cultural ones.

(Vitali §.)

1.3. Mpe3eHTauus ¢ onucaHuem HarNAHOCTHU
(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, ¢.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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3.

4.

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:

Is my visual, graph or chart interesting yet simple enough to explam in 2-
3 minutes maximum?

Is my visual too complex for a general audience to understand? (If so,
choose another one.)

How have I organized my presentation? Have 1 chosen an organizational
plan that fits my topic?

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?

Have | practiced my speech twice and put it on tape?

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
also
just as

Contrast

but

though

yet

on the other hand
conversely

in fact

Result

therefore
consequently
hence
accordingly

Emphasis

even
surely
certainly
indeed

Summary
in summary

in brief
to sum up

not only...but also

likewise

in the same way / manner

however
nevertheless
still

in spite of
whereas
although

thus

as a result
for

SO

actually
obviously
again

in conclusion
on the whole
in short

even though
unlike

in contrast

on the contrary
despite
nonetheless

as a consequence
for this reason
because

as a matter of fact
true
undoubtedly

to conclude
to summarize

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 though 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 examnle.

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
-

o

$356
$300

(D 1987 ‘88 ‘89 ‘90 ‘92 ‘91

Price of gold 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 at $400 at the end of 1988.

The price from $400 to $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 schooi 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
Jew options too much work
afew units little equipment
a little money

Fill in the blanks with the necessary words from the above table:

___cmployees 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 baskstball at lunch.

Since we have ____ work to do we can leave early.

___ people like to work for free.

N o—

oW
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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 3475
3,465
455
Position of the Dow 345
Jones Industrial 3 445
average at 30-second '
intervals yesterday
————————————————————————————————————————————————————————— 3,435
10 AM. Noon 2 PM. 4 P.M.
3425
Source: Knight-Fiddler Tradecenter
Describe the graph filling in the spaces in the following sentences.
Choose between:
a) increased sharply (surged dramatically)
b) prices fell dramatically;
¢) sharp decline;
d) remained generally steady (fluctuated slightly);
e) they fell and then rebounded;
f) overall prices increased slightly;
g) rising sharply and continuing steadily up.
1. The graph ShOWS @......coovvinremiirinininnnicenene in prices in the last hour of
trading.
2. From 9:30 t0 10:00 PriCes .evveereriiiiiniiiieeiitcieneeieninserse st s

W

. Similarly, the hour from 10:00 to 11:00 saw Prices.......ccoeceereeriiniiienannnn.

. From noon until 2:00 PM PriCes.....c.occveiiivincininiinine et s
. Between 3:00 and 4:00.......coceerrieeieeneciniin e e s
. In the last hour of trading......c.covvireiriiiiie e s
. In general, on May 11" the DITA......ccoovvmmmminnrsenr oo

~I N A
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Making Reference to a Visual

If you use 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.

~ ™~
(The table below ( Shows
The figure above = [llustrates

kThe following ChanJ Reveals )
( As seen in ) (

As can be seen in — Figure/Table 1,

As shown in in Chart 1,
\__Asisshownin \_ J

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, ...

Ascanbeseen  Table I, ...

As was stated ____the beginning __ this unit, ...

As was mentioned ___the footnote ___ page 23, ...

As will be demonstrated ____the next chapter, ...

As is often the case __ materials ____this type, ...

As can be seen ____ comparing the two curves ____the graph, ...

As canbe 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: :

— The trend/pattern revealed by this graph suggests that...
— Hf 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

5 e A S

Greatest extremely / considerably
significantly / markedly / noticeably
a great deal

very / quite

rather / fairly / somewhat

slightly

Least marginally

The following adverbs are useful for discussing accuracy:

- A R A

T entirely .
precisely 7’
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
negligible
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
jl to be/ remain constant/ steady/ stable
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1.4. BoicTynneHue, coaepxauiee onpeaeneHue
(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. 4 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.
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STEPS TO FOLLOW

1. In preparing your speech, first ask yourself if the term you want to define

. isrelevant 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 audience 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 usually 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.

* a knowledge 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 suited 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 / no
2. I 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. [ used appropriate transition words yes / somewhat / no
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6.1 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

[ 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. BbicTynneHuve no nsyyaemon cneumanbLHOCTU
(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

LN N RN =

e

——
[\ .

—_—
|98

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?

ORGANIZE 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:

YOUF DAMIC ...ttt ettt ereees e e e e e e e
Topic of Your speech...........c.ccoeivimiriiiseeee e,
Introduction: (Make sure it is well organized)..................................
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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 | 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. I 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 important 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.

he advantages of FIGs as compared to other forms of business are as fol-

=R LN

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.
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2. A bank is interested in operating the asscts 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:

* vertically integrated (their advantage is not paying VAT)

= horizontally integrated (enterprises from the same market increase their sharc

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 fo extractive, machine-building and chemical industry. At present, there exist
about 30 formal FIGs in Russia (¢.g. Nizhni Novgorod automobiles). It also has about
100 informal ones (¢.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»s, a number of statc-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 independent 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. Npe3eHTauun-obobwenune (Summary Speech)

@ YOUR SIXTH PRESENTATION

If 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.

149



=7 Bude npeseHmauuil u esicmynnenull

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
- Bod

A.

B.

C.
- 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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to 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 is the effect of using
this instead of the or 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 a number of ways.

a) influx  b) growth  c)invasion d)rise e)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 .......cccocveeneen. 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 [ist below:

THREAT ASSURANCE
FORECAST ADMISSION
REFUSAL OFFER
OBLIGATION DENIAL
ESTIMATE DECISION
1. They said they would give us every support. This .................. 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 ...
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 a relief.
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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....cccooveennnne was greeted with enthusiasm by medical organizations.

2. Ethnic rivalries have existed in this area for centuries. ThiS ....c...ccvovveennn..
is not likely to change soon.

3. Investors have poured money into stock mutual funds over the past year.

This ..coovevienine, is attributed to the low interest rates available from other
investments.

4. The companies profits have gone down every year since a new competitor
entered the field. This .....c.coovne.. may ultimately lead to declare bank-
‘ruptey.

5. The CEO’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 .......cccceeven... 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.
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1.7. 3aknounTenbHoe BbICTYNINIEHUE N0 OCHOBHOM
M3y4yaeMoM cneunanbHOCTH
(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 wili
follow basically the same procedure as for the mid-term presentation, with
exceptions explained below.

The purpose of your final presentation is 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:

= be in an area of academic studies
*  be on a topic 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 P’ll.... Then I’'m going to .... And last I’ll...” 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.

YOUF MAME.....coiiiiiiiicc et e e e e e e ee s
.Topic of your speech...............................
- Introduction (see the instruction above)...
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Major Speech Evaluation

Name: ...

Scale: from 3 (needs work) to 5 (very good)
Content / Topic

knowledgeable about the topic

provoked audience interest

developed the topic well

Introduction

captured audience’s attention
clearly stated the topic [
well organized ‘
Organization

easy 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

pace 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

sensitive 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

audience understanding

Visuals / Board Work

clear visuals

good blackboard work

Presentation Mark: :
COMIMENTES. oovttere et ettt e et et neniaia s e ee et e atae et eaeaas
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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.

, . | want you to realize that although this was
an A+ presentatlon 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 accepted.” 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 invoives 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.

I was impressed with your level of preparation and
public speakmg skills. Overall it was an excellent presentation.

Pasgen 2. CutyaTuBHO obycnoBneHHbie ppasb!
(Phrases Used to Make Conversational Moves)

IMpeanaraemas knaccuduxauun $pas, KOTOpblE MO3BOJISIOT YCTHOMY
BLICTYIUICHHIO ObITh CBA3HBIM, @ TaKXK€ HCHOJB3YIOTCS AJIsl UHTEPAKTHRHOM
KOMMYHVMKALUU, YKIAIbIBAETCS B YEThIPE OCHOBHALIX BH/A:

(hpa3sbl, HauMHAIOWINE BBICTYTUIEHHE (Geceny, AHANOr);
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('bpa3bl, CBA3BIBAIOIUUE OTACNbHbIC BbICKA3bIBAHUS WIH YTBEPKIACHUA

* gpyr € ApYTroM;

¢pasbl, ynoTpebiiseMble NPy peardpoBaHuM HA BLICKA3bIBaHUs cole-

CENHHKA;

¢pa3bi, 3aBepIIAOLIME BBICTYILIEHHE Wik Geceny.'

Generally, the following verbal stratagems fall into four main categories:

OPENERS

| CLOSURES

open the way for you to say something; to initiate a
dialogue or conversation.

CONNECTORS fie your statement /nfo what has just been said.
RESPONDERS respond to something that has been said to keep the
conversation going.

bring the discussion or conversation to an end.

n HpuBJlequue BHHMaHHS, PCPLIBAHHE BbICTYILJIEHHUS

(Attention Getting / Interrupting)

Pardon / excuse me
Do you have a few minutes?
Just hold on a minute
‘May I interrupt for a minute
If I may say something here
‘'d like to comment on that

Pm interested in
-Could I just say something about

H3gunume

Y sac ecmv napa munym?
Toooocoume munymry
Paspewume eac npepsamse
llozeoneme 30ece 3amemumeo
Mhue 6b1 xomenoce ommemume 6
C6A3U C IMUM

Mens unmepecyem

Mooicno MHe koe-ymo ckazame o

BrickasbiBanue cBoero MHenusi (Opinion Giving)

‘As T see it

‘From my perspective
‘As far as [ can tell

~ It seems to me that
In my opinion

Hacxkoneko s nonumaio smo
C moetl mouxu 3penus
Hackonvko 51 mozy cyoums
Miuie npedcmagnsiemces, ymo
Ha morti 6321510

1C paspenienus b. UMGep na ocHose ee pykomycu: 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

May I just suggest
If you ask me (on this issue)

Perhaps we could / should

Would you consider
If T were you, I’d
Why not try

What if

Hackonexko s nonumaro

Ecnu eac unmepecyeim moe mMue-
Hue

Ecnu vl cnpocume mens

BrickasbiBaHHe npeaaoxkeHui (Suggesting)

Paspewume mue npednoscume
Ecnu evl cnpocume mena (no
IMOMY 80NPOCY)

Buoumo, Mot moznu 6et (Ham
cmouno 6wut)

He cuumaeme nu gut

A 661 Ha eauiem mecme
Tlouemy 661 Ham He

A umo ecru

Paswacuenne (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

I could use / do with

Do you happen to have

You wouldn’t happen to have ...?
Any chance of getting

What's the possibility of
What I’d really like
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Boipaxenue npock0bl (Requesting)

A umero 6 udy, umo
Bom umo s nnanupyio
C yenvio ynpowujerus
JIns unnocmpayuu moei udeu
Knaccuueckum npumepom 3moco
aengemcs
Ecnu pazeums amy muicae oanee
Bo-nepegoix
Ilozgonvme, s gam pazviacHio
amo

A 661 MO2 B0CHONTB306AMbCA
Moocem 6vime, y sac ecmo
Y eac ne 6yoem ...?
Ecmb au 603mMoxcHocme nOY-
yume
Kaxas ecmv 603mo0cHOCHb
Mue 6b1 Ha camom Oene xome-
noch
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ﬂ Coobwenue uudopmaunn (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

E VMzaoxenne no nopsaky (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

Hupopmayus, xomopoti 2 pac-
nonazaro

Coenacto (wemy-1ubo)

Hexoos uz mozo, wmo mme co-
obwyunu

Kak smo Hu  noxaxcemcs
CMPAHHBIM

Coznacrno nocneduum omuemam
Ilocnednue uccnedoeanus noxa-
3anu

TIpesicoe scezo

Haunem ¢ mozo, wmo

Ilepsoe / emopoe / credyrowee -
amo

(M) oanee

3amem

Kpome mozo

[epexoos

Tenepv dasaiime 632aHeM nHa
(obpamumcs k)

Haxroney

Kax 6yoem nokazano danee
06 smom peuv noiidem nozace

ﬂ Brinenenne raaBuoi Moicau (Highlighting / Emphasizing)

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 abou ... is that

. The significance is
What we have to remember is

B nepeyro ouepedn

I'nasnoim obpazom

Inagrnoe —s3mo ...

Ilepexoos k ocnosnomy
I'nagnan npobrema cocmoum &
moM, umo

Heno umenno 8 smom
Humepecnvim 6 ... agraemcsn
mo, ymo

3nauenue (3mozo) cocmoum g
Ham neobxooumo nomuume
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Drawing your attention to
Of primary concern is

(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
OTxioHenHe oT Tembl (Digressing)

If I may be permitted a brief digression

This is something off the point, but
To jump ahead a bit

Before 1 forget

Putting that aside for a minute

Before I continue

Although not directly related to
By the way

Incidentally

Bo3sspamenue 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
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Hpuenexas sawe snumanue x
OcHOBHBIM MOMEHINOM SGAAEMCI

Ccblaka Ha ApYrue NoJIOKEHNH BLICKA3LIBAHMYA

Kax 2 panee ommemun
Bozspawascs x evickazanno
panee morenu

Oznadeisasce Ha ygedeHHoe
Ymo kacaemes ..., o Yem 5 2060~
pun(a) panee

Kax mur yguoum, koeda Gyoem
paccmampugame

Kak a yoce ommeuan

B npomusosec nawemy nepgomy
ymeepoucoeHuo

Kax u /6 omnuyue om

Ecnu mHe no380n€HO HECKORbKO
OMKROHUMBCS OM MEMbl

Imo HeMHO20 He o meme, HO
3abezan Heckonexo aneped
HUmobwr mue ne 3a6vimo

Yx00s na munymy om OauHol
npobnemoi

Tpeoicde wem s npodonxcy

H xomsa amo npsamo ne cea3ano ¢
Meoicoy npouum

Meoicoy npovum

Bozspawasce k nawieli meme
Tax, na yem Mol 0CMaHOBUNUCH
Bo acaxom chywae
Bosspawyasce k meme
Bosspawasnce x

Hasatime 6ydem npuoepoicu-
8amuvCsl memsl
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Let me bring things back into focus

Going back to
Let's not get side-tracked

That's beside the point

Paspewume mue seprymocs k
OCHOBHOU meme

Bosspawance

Hasaiime ne 6ydem yxooums @
CMOpPOHy

Imo ne no meme

Pasmbiutienns no xony Buictymiienus (Contemplating)

It’s worth considering

I’m really not sure

In light of

On second thought

Well, on the surface it looks as if

Let’s run it up the flagpole

3aTparuBaHHe TPYAHBIX MOMEHTOB

Frankly speaking
Realistically
- The real problem / trouble is

. To put it bluntly
Roughly speaking
| I hate to say this, but

There is no other way to say this

This is a rather delicate (sensitive) matter

IAmo cmoum paccmompemso

A umo-mo ue ysepen (a)

B ceeme

Xoms, eciu nodymame

B obwem-mo, na nepewiii 832150
9mo evi2nadum, kax 6yomo 6o
Hasaiime npoitdemcs no ochos-
HbIM MOMEHMaM

(Untroducing Difficult Issues)

Omxkposenno 2060pa

Ecnu oyenueamo peanrvro

Ha camom oene, npobnema g
mom

I'py6o roBops

I'py6o rosops

Mue nenpusmno 06 smom zoso-
punte, HO

THo-opyzomy smozo ne cxaxcews
3mo 0080abHO denuxammublii 80-
npoc

‘ Cnop ¢ codecenunxom (Arguing / Rejecting)

You are missing the point
That’s not what I’m saying
In a word, no

That’s a blatant distortion

There is not a word of truth in that
That’s just not possible

Boi ne nonumaeme

A ne amo xouy cxasamop

O0Hum cnosom — nem

Omo sgHoe (ouesudnoe) ucka-
JiceHue

B smom nem nu cnosa npasdw
Bmo npocmo HeaoIMOINCHO
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You’ve just taken it out of context Bot smo npocmo evidepuynu us
KoHmexcma
Id just as soon / rather not A 6ot noocanyii

. Orrarusanune Bpemenn (Buying Time/ Hedging)

I'd like to give that some thought Mhue 61 xomenocs 060ymamep
Imo

Well, let me think about that Haiime mue nodymams Hao 3TEM

Are you asking if ... or if ... Bu enpauwusaeme ... unu ...

I'd prefer to comment on that later A, noocanyi, esickaxicyce nosoice
10 3MOMY nHOBOIY

I'd like to have time to consider that Mhe 661 xomenoce kakoe-mo
8peMms ROPAIMBIMAAMY HAO
mum

The best way I can answer at this time is  Moum ayuuum omsemom Ha ce-
200H3 6yoem .

Well, it's difficult to say exactly, but Tpyoro mouno cxazame, o0Haxo

Could we hold / save that for later? Mooicem, mor omtodicum smo Ha
nomom?

What do some of you think? A umo vl Oymaeme (no smomy
nogooy)?

. Ucnpasnenue ceds mo xony BuicTymiaenns (Self-Correcting)

Let me try to put it in another way Ioszsonvme, s amo uznoxCy uHa-
ye

What I’'m trying to convey / say is A neimaioce npogecmiu MulCib
(cxkazamv)

Perhaps I’m not making myself clear Buoumo, 2 ne coscem sicno 8vi-

- paxcaroce

What [ mean is A umero 6 sudy, umo

In other words Hpyeumu cnosamu

Maybe a better way of saying this is Mooicem  Goims,  sichee  3my
MbICTb MONCHO 8bIDA3 UMY

In order to avoid a misunderstanding JIna uzbexcanus HeOOnOHUMAHUS

Id like to go back and start again Mne 661 xomenoce eepuymbcs
Hauams cHavana.

On reconsideration Hopasmveiciue eye pas
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ﬂ ConocTtasiiense pa3Hbix Touek 3penun (Buffering)

while I'm aware of that B mo spems xax mie u3gecmio
06 amom

Perhaps it's already been mentioned, but ~ Bosmoorcro, 06 amom yorce 2060-
punoce

Though some studies show that..., others... Xoms @ pade uccaedosanuii smo
ROKA3AHO, ... MeM He MeHee, 8
opyeux

Correct me if I'm wrong, but llonpageme mensn, eciu s He
npas(a), Ho

I may have missed something here, but Bosmooicro, st 30ece umo-mo npo

: nycrun(a), Ho

I may be out of line here, but Moowem 6oime, s He coscem no
Oeny (meme), HO

.Unless I don't have the whole story Mo mex nop, noxa a ne ycrnonuy
8ce 00 KoHya

From my lay perspective A kax necneyuanucm cuumaio (¢
Moell MoKy 3peHus Henpoghec-
CUOHANA)

Please hold your objections till I'm done  [Ipowsy sac eo30epacamocs om
303pa:)fceﬂuz§, HOK A HE 3AKOHUYY

Just suppose for a minute that [Ipedononosicum Ha munymy, 4ymo
For the sake of argument, let's say that Padu duckyccuu dasaiime nped-
’ RONOICUM, YMO
‘Roughly speaking I'pybo 2oeops
Off the record He ons npomoxona (nevamu)

- Yrounenne (Clarifying / Confirming / Paraphrasing)

Could you go over that one more time? He moenu 6o 6b1 ewye paz ocma-
: HOBUMbCS HA SMOoM?
. Would you mind repeating that? He mocnu 6v1 gol nosmopumb
smo?
1 didn’t catch that fast part A ne cogcem ynosun{a) nocneo-
HULL MOMEHM
What was that again? Ymo el ckazanu, npocmume?
Now, if I understand / read you correctly  Ecau s 6ac npasurono nonsn(a)
Do you mean that Bet umeeme @ 8uoy, umo
Are you saying that Bbi xomume ckazams, 4mo
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Let me see if I'm following [Ipasunvro nu s noHumMaro

In other words Huvimu cnosamu

So, what you’re really saying is that Tax 8bl Ha camom Oene xomume
cKazame, ¥MO

To put it another way Huaue eosopa

So, according to your statement Taxum obpazom, coenacHo 6a-
wemy ymeeprcoenuio

Then would 1 be correct in assuming B maxom cayvae, npas(a) nu s,

ecnu 0enain npeononoJicenue

JHo6aBneune k ckazanHomy (Supplementing / Linking / Expanding)

And besides... H kpome mozo

Furthermore bonee moeo

Also . Taxoce (B TO xKe BpeMs)
What's more H 6onee mozo

Additionally B oobasnenue k

Building on that Hcexods uz amozo

Moreover Lonee mozo

Within the same B smom xxce nnane

In keeping with ITpudepoicusasnce
Analogously Ananozuuno

And another thing H kpome mozo

To elaborate / expand on B 0oobasnenue k 5moii meme
Not to mention the fact that He 2o060ps yoce o mom, umo

% Bonpocot u comuenus (Questioning: Information seeking / Doubting)

Do you happen to know Bwt cnyuaiino ne 3naeme

I have a question Y mens ecme 6onpoc

Could you explain why / how He moznu 6wv1 ebi 0bvsicHums,
novemy / kax

What if / about A umo ecnu / kax nacvem

What does it mean? Ymo 3mo 3navum?

I’m not sure I understand A He coscem yeeper, umo noHu-
Maw

Isn’t it possible that Paszee nem soamoocnocmiu

How is that possible? Kax amo moxcem 6vimp?

I don’t understand how / why Mhue nenonammo, xax / novemy
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Is/isn’t it true that
The question still remains as to

Yes, but will it work if

. Then what happens if / when

Pazee omo npasda / wnesepno,
umo

Bonpoc  nacyem  (...) no-
npedicHemy omkpoim

Ha, no 6yoem nu smo cnpasgeo-
nugo (cpabomaem nu 3mo) ¢ cny-
uae

B maxom cayuae umo npousoii-
dem, ecnu / koz2da

BeickaspiBanue npeanonoxenuii (Hypothesizing / Postulating)

Given that....then....

In theory

By all indications

‘Barring anything unforeseen

If that's the case
Unless
- In the meantime
If, and only if

Ecau yuecmo, umo ... moeda
Teopemuuecxu

1o scem noxasamensm
Hexmiouasn ece nenpedeudennsie
obcmosmenscmega

Ecnu ece 6ydem umenno max
Pazge umo

Tem spemenem (Mexcoy mem)
Tonvko npu ycrosuu, umo

In that / which case/ situation, we... B dannom cyuae mol

Hypothetically / theoretically speaking

The best / worst case scenario
Excluding the unexpected

) PaccyxaeHust B X0/ie BLICTYIICHHUS

As a result

Consequently

Therefore

Owing to

As a matter of fact / coursé
Thus (So)

In view of the fact that

As would be expected

It’s not surprising that

Ecnu paccyscoams  zunomemu-
yecku (meopemuueciu)

B nywwem / xyowem cnyuae

Ecnu uckmouums ece weoocu-
dannocmu

(Reasoning / Processing)

B pesaynomame

Bcneocmaue uezo

[Toamomy

bBrazooaps

Cobcemeenno 2osops

Taxum obpazom

Yuumeieas mom gpaxm, umo
Kax oxcudanocw 6w
Heyousumenvro, 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

g Bripaxenne cornacun (Agreeing)

1 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
1 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”

Boiio  6e1 enonne  HaodexcHo
nPeOnOIoICUIG

[Ipuriuman 6o eHumarue (yuu-
muoigas)

He donocho 6etme yousumenvho
Ecmecmeenno 8 maxom caydae,
umo

A nonnocmoio coznacen

A yenuxom sac noddepcuaaro
Ja, necomrenno

[loscanyit, smo sepro
Cogepuernno sepno

A yeruxom u nornocmeio 0006-
paw amo

Mhne kascemces smo enonxe noo-
XOOSAUYUM

30ece y Mens Hem go3padceHutl
He suocy 30ech nuxaxkux npo-
bnem

Tonnocmuio ¢ eamu coanacen
Jaono, ecnu 6am umeHno smo
HYJHCHO

A cxnonen ¢ amum coznacumocs
THowoem! (Coznacen!)

B Bripaxenne uecornacun (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
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Hem, 6010cb, umo nem

06 smom ne mosxcem beimb u pe-
yy

Hu 3a umo!

Kaxk sam npuwna 6 zonogy amd
udest (Moicn)?

A max ne oymaio

Mue rasicemca, eor ynycmunit
anasroe
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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 smux dosodax ecmo pad we-
CIMBIKOBOK

Moosicem, amo u max, nHo

Bui coscem He 0 mom zosopume
3Imo nuue 0dnocmoponuuil noo-
X00 Kk Oeny

Co gcem yeadxcenuem x eam
[To-moemy, ebi nymaeme 606 c
20pOXOM

Ha, no ne 3abvigaeme nu 6ol

A ne ybexcoen(a)

A He mozy smozo npunsamo

Omo manoseposmuo

He oymaro, umo evr umeeme smo
8 sudy

Mmue «kaoxcemcs, y eac 30ece
OUYEeHb WamKas RO3UYUSL

Cpasuenne u npotusonoctasienue (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

ﬁ O6o6wmenne (Generalizing)

As arule

For the most part

As a matter of course
By and large
Inevitably

As expected

C 00noii cmoponui ... ¢ dpyeoii
CMOpOHbI

B omauvue om moeo, umo mel
MO2TTU OBl 0AHCUOAM b

B nonnou npomusononoscnocmu
Coseputento é dpyeoii (npomu-
BONOIOAUCHON) NTOCKOCIIU
Ecnu amo cpasnugams ¢
Ananoeuuno

Ananocuyno

Oonaxo (mem ne meree)

Kax npasuno

B 6onvuuncmee ciyuaes
Ouesuono

B ocrosrom, 6 yenom
Heusbexcno

Kax oxcuoaemes
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On the whole
Generally speaking
Typically

B yenom
Boobwe-mo
Obbiuno

% BrickasniBanne NOANCPAKKH MJIH KOMHpOMl/ICCHOﬁ TOUYKH 3pCHHHA

(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, 1 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

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
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IMoasenenue uroros (Summarizing)

Hopazmeicaus

Hy, 6 maxom ciyuae

Pas3 evl uznazaeme smo maxum
obpazom

Xoms, ecnu nodymams 06 smom
Koneuno, nouemy 6ot u Hem?
IToxcanyii, gel u npagei

Bei ouens ybedumenvho Goicmy-
nuny Hacuem

Bmo, udumo, cmoum pacemom-
pems

ITo3eonbme mue 060ymams 3mo
Hocne oanvreiimux pazmoiune-
Hull

Bot smy muicne npogenu oueHb
YOauHO

Y menst ue ocmaemca dpyzozo
avIx00a

Hmax, oonum crosom (expamye)
f1006005 wepmy

Ecnu nodsimoosicums ckazantoe
Cymmupys 8ce 8ublUIeCKA3AHIHOE
Qaxkmuyecku (Ha camom Oeﬂe)
Kopoue 2o6opa

B yerom

Brpamye

Hmak, kax vt guoume

Cs00s gce cxazannoe 0LOUHO
Kak mb1 y6eounuce

[T0d600s umozu
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m OGpaumenue k ayauropun (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 | 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?

: BexxinBoe noanepskauue pasropopa

Really?

You don’t say so
Right

And then

I see

- You did (didn’t)!

llocne mozo kax evi ycnwuwanu
Mou coobpadicenus no dannomy
aonpocy

Kaxk evt Haxooume smo?
Omeemun(a) 1u s na eau 6o-
npoc?

Bol amo umenu ¢ eudy, 3adasan
sonpoc?

A nposcrun(a) eauu comuenun?
Moxcem, 5 ymo-mo ne nonsan(a)?
Osnaugem nu eawe monuawue,
Ymo 6bl CO2NACHbBI?

Mhue 6v1 66110 uHmMepecHo ycnbi-
Uiame 8auLy MOYKY 3peHus

A 661 xomen(a) yenvtuams eaute
MHeHue

A kax ocmanviele Oymarom?

(Attending)

B cavom oene?

H ne cosopume
Heticmeumensvho

H x momy xce
IMousTho

Bom kax! (Heyocenu?)

m Coxanenue u couyBcTBHe (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

Kax scans!

Ouenw cooicanero

Ouenv xcao!

3mo, eeposmno, 6vi10 yxcacro
ITpumume mou cobonesnosanus
(couyecmeus)

Mozy nu s eam wem-mo nomouw?

Kaxk yorcacno!
A max coxcanero
Ecnu s 6am nyocen, s 30ece
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= Llutuporanne (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

Lumupys (6eccmepmnubie) crosa
H 5 30ecy yumupyio ...

Kax cxazan ...

3aumcmays goickazviganue
Huxmo (Mano kmo) crxazan 06
amom yuuie

Kax eosopumcs

llo cnosam

Kak ommeuarom (ymsepowcoaiont)
Xuvt

X cyumaem / npednazaem, umo

Monaepxxa u ogodpenne (Complimenting / Encouraging)

Good job!

Keep it up!

I 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 see my time is up

Thank you for your attention
I appreciate your interest

Thank you for the opportunity to
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Monooey!

Tax oepocamy!

A 3nan, ymo mul smo emodxnceutsv!
Xopowasn (yoaunas) nonermra!
IIpocmo senuxonenno (3ameya-
menvio)!

Bom umenno!

Quenb xopouio!

Coseputernro sepro!

3asepiuenne Boictymsienust (Concluding)

B saxnwouenue

Paspewuume  mue  3axonyume
mem, umo

H3-3a ocpanuyennozo gpemen
3akpyenasnce

A euorcy, umo y meHs 3aKan4usa-
emcs 8pems

Cracubo 3a enumanue

A npusnamenen sam 3a nposs-
JeHHbII UHmepec

bnazooapio eac 3a 803MOJIC-
HOCMb
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TENE®OHHBLIE PA3IrOBOPbLI
N NEPETOBOPbLI

(TELEPHONE CONVERSATIONS
AND NEGOTIATIONS)

‘Jacmb V.

Pasnen 1. TenedoHHbIe pa3rosopsbl

(Telephone Conversations)

Teneonubiii pasroBop ¢ 3apyGeHBIM NapTHEPOM 1O GH3HECY Tpe-

OyeT onpeneaeHHON TIOATOTOBKM H HAaBBLIKOB YCTHOTO AEJIOBOTO OBLIEHHS MO
TeneoHy.

AW

B sTtom pa3ficjic Mbl OCTAHOBHUMCA Ha CNCAYIOHIMX MOMEHTaXxX:

[Moaroroexa k TenedouHomy pasrosopy (Preparing for a phone conver-
sation).

Kax orseTuth Ha 3B0HOK (Receiving phone calls).
Kak npunste v nepenars coobwenue (Taking and leaving messages).
Kak nepecnipocuts (Asking for repetition).

Kak octasuth coobiluenne Ha aBrootBeTunke (Leaving a message on an
answering machine).

Boibop ctuna B TenedonHom pasrosope (Choosing a style in a telephone
conversation).

[Tonesubie BoipakeHus Ias TenedoHHbIX pasrosopos (Helpful expres-
. . 1
sions for telephone conversations)

! Bonee noapobuo cm: R. Gairns, S. Redman. True fo 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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1.1. NoaroToska k TenetoHHOMY pa3rosopy.
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
useful expression in italics. What is Brenda Dyer up to?

Mr. Jackson: Good morning, Sales Department of the L.L Bean com-
pany.

Brenda Dyer:  Good morning, my name is Brenda Dyer. I'm calling
JSrom GMC in Detroit, Michigan. Could 1 speak to Mr.
Jackson, please?

Mr. Jackson: Speaking. Good morning, Miss Dyer. What can I do for
you?

Brenda Dyer: 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?

Mr. Jackson: Yes, that’s right. You send us a deposit and we produce
a proof garment from your design.

Brenda Dyer:  We are a little anxious about the delivery times. You
see, we need the goods by mid-November at the latest.

Mr. Jackson: Yes, I see. Well, if you send your order off now, you
should receive our proof garment in two weeks.

Brenda Dyer:  Two weeks?

Mr. Jackson: Well, we could make it one week if you write a note
saying it's urgent.

Brenda Dyer:  Good.

Mr. Jackson: Then if you send us the order, we can send you the in-
voice immediately.

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

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

Brenda Dyer:  Thank you very much indeed, Mr. Jackson. You 've been
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1.2. Kak orBeTUTb Ha TeneOHHbLIA 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:

- 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”. I'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! I called you the day
before yesterday.

Ah, the contract... T 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 I can help you in that, I'm
afraid. Bye-bye...

Hello, Jason Travels, how can I help you?

I’m calling to find out about group air tickets to
Minsk, Belarus, for a conference on Chernobyl.
Who is calling, may I ask?
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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.

I 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, I 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 npvHATbL M OCTaBUTL coobLerne
Taking and Leaving Messages
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—

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:

Hello, Philips Company. How can I help you?

Good morning. My name is Sergey Klimov from Minsk,
Belarus. I'd like to speak to Mr. Scherer please.

I’m sorry, Mr. Scherer is not here at the moment. Could
T have you name again please?

Yes, my last name is Klimov, K...L...1...M...0...V,
and my first name is Sergey, S...E...R...G...E...L.

Yes, Mr. Klimov from Minsk, Belarus, right?

That’s right. Could you tell him to call me back when
he’s got a moment? I wanted to check the agenda of our
meeting,

Yes, I’ll ask him to do that. Does he have your number,
Mr. Klimov?

I 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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For: Mr. Scherer
Caller: Sergey Klimov Company: didn’t say;

Phone number: 375-17-227-6534

Telephone Message
Time of call: 10:20 am

from Minsk, Belarus

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 |
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
Phone number: (available in the IMF directory)

Message: none, she will fax.

From: Fiscal Dept.
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Now, on the basis of the following phone conversation write down a tele-

’phone message.

Reception:
Chris Witt:

Reception:
Chris Witt:
Reception:

Chris Witt:

Reception:
Chris Witt:
Reception:

Good morning, “Riegling and Co.”. Can I help you?
Hello, I am Chris Witt from “Sadler and Sons Lid.”
Please could 1 speak to Mr. Jeff Smith?

I’m sorry, but Mr, Smith is not in at the moment.

I'see. When do you think I could contact him?

Well, at the moment he’s away. He hasn’t left his
schedule for today. Would you like to leave a message?
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.

I got it, Mr. Witt.

Thank you. 1 look forward to hearing from Mr. Smith.
It’s a pleasure. Thanks for calling. Bye for now.

1.4. Kax AONPOCUTL NOBTOPUTL UHPOPMALUNIO
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:

- I beg your pardon. I didn’t catch that.
- I am calling from Minsk, Belarus (repetition)
- Oh, I see (acknowledgement)

Read the following phone conversation and pay attention to the phrases
of asking and giving repetitions:

Receptionist:

Lilia Korzun:

Receptionist:

Lilia Korzun:

Receptionist;

Lilia Korzun:

Good morning, Johnson and Johnson Inc. How can 1
help you?

Hello, my name is Lilia Korzun. I recently sent you my
résumé and wrote about an interview, but [ haven’t had
any reply yet.

I’'m sorry, could you repeat your name please?
K...O0...R...Z...U...N, Korzun, and my first name is
Lilia, L...1...L...I...A.

I see. And who did you write to?

To Mrs. Lynne Wright in Human Resources.
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Receptionist; I beg your pardon, 1 didn’t catch that.

Lilia Korzun: To Mrs. Lynne Wright — Human Resources Departmen:.

Receptionist: Oh yes. Was there a date for the interview suggested?

Lilia Korzun: I thought I would be able to come on June 4™, but at thi-
point the best time would be between June 8™ and 11"
because of my final exams.

Receptionist: Right. I’ve got that now. Could you hold on pleasc
Okay, Lilia. Mrs. Wright said she would be able to scc
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 octaBuTb MH(OPMALMIO HA ABTOOTBETUYUKE

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 a few messages left on the answering machine:

= Good morning, this is Greg Martin calling, |
AR e ; M...A...R...T...I..N, from Iowa State, Ames. 1 wanted to !
check the number of orders we placed with you last week. |
Could you please call me at 512-349-8712. Thank you. l
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Hello, my name is Nikolai Pashkevich. I'll spell my last
name: P...A..S..H...K...E...V...[...C...H. [ am calling
from Minsk, Belarus, regarding the arrival time of our in-
terns to your company next week. I 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.

Hello, '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.

1.6. Beibop ctuns B TenedoHHOM pasrosope

)

4

Choice of Style in a Telephone Conversation

The choice of style (formal or informal vocabulary, grammar and
intonation) depends, in the first place, on the relationships between
the participants of the telephone conversation (formal or neutral for
people 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 talking 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?

Am 1 disturbing you? Is it a good time to call?

Sure, 1 wasn’t doing anything special. As a matter of fact, I'm
on a train [speaking on a cell phone].

Soam L.

Going somewhere nice?

I hope 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 1 do for you?

[ 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 1. At a hotel near the Zoo?

Exactly!

Hey, we might be on the same train! What can vou 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, Il be right there!

Phone Conversation 2.

P’d like to speak to George Robins please.
Just a moment.
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Good morning, Robins speaking.

This is Brenda Winter from San Diego, California.

Oh, hello Brenda.

Have you heard about the accident?

Accident? Oh yes, 1 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 1 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
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- How would you like to pay?

- I'll pay on my VISA card.

- Could you give me the card number and expiry date please sir?

- Sure, it’s 2235-2500-97664, January 20™ , 2003.

- Thank you for calling us. Please make sure you’re at the airpo
forty minutes before the flight.

- Thank you. Bye.

1.7. None3Hbie BbIpaXeHUs Anst pa3ropopa no renedoHy.

Helpful Expressions for Telephone Conversations

How can I help you?
Could I speak to N please?
Who is 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
number?

I’ve got that now.

I 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 else?

Could you give her a message?

184

Yem s mozy Bam nomous?
Mozy s nozosopume c...?
Kmo smo cogopum?

N cnywaem.

Omo NN us...

A 360110 u3...

A 360HI0 Hacuem ...

Hzeunume, s He paccavnuan, xax B.s
308ym.

Hzeunume, ne moziu 601 Bor nosmo-
pume Baw nomep?

Tenepv nousmuo.

TITonsmno, cnacubo.

Mhe 6v1 xomenoce nozogopums ¢
T1ooooicoume, noxcanyiicma.

Bei 3naeme, ezo nem ¢ kabuneme.
Hzeunume, no eco ceiivac nem.
On cettuac na 3acedanuu.

Mozy nu s nozoeopumse ¢ kem-1ubyoo
ewe?

He moznu 6u1 Bor eit ocmasume coob-
wenue?
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‘po you know when she’ll be
‘pack?
Can I take a message?

please tell (ask) him...

f’ll make sure Mr. X gets your
message.
Shall I get him to call you?

If you give me your phone num-
ber, I’ll ask him to call you later.

Would you like to leave a mes-
sage?

I’ll get back to you later in the
day.

‘Would you like to speak to his

‘assistant?
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?

'l pay on my credit card.

‘You know, we haven’t received...

iUnfortunately, 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...

But ne 3naeme, xoz0a ona eeprnemcn?

Hmo-uubyos nepedame?

Toocanyiicma,
(nonpocume e20)...

CKaseume eMy

A obazamenvro
coobwyenue 2-ny X.

nepedoam  Bawe

Hepeoams emy, umober on Bam no-
380HUN?

Ecnu Bei ocmasume Bawt nomep me-
negona, A NONPouLy ezo nepe3soHuUmb
Bam noszace.

Bor xomume umo-uu6yos nepedams?

A cozeonioce ¢ Bamu cezo0ns nonoz-
arce.

Bet 6v1 xomenu nozosopume ¢ ezo no-
MOWHUKOM?

ITonpocums ezo, umobwi on nepesso-
Hun Bam?

Imo 6bi10 bbl 3aMedamenvHo.
Umo 661 B xomenu eoiicHums?

B kaxou dopme Ber cobupaemece
paccuumbigamscs?

S 6ydy paccuumvigamscs no kpedum-
HOU kKapmouke.

Buoume nu, mu1 ne nonyuunu...

K cooicanenuro, cyugecmgyem npobne-
MaC ...

Met yorce ne nepewtit paz cmankusaem-
¢a ¢ a3moil npobnemoil.

Ecnu sma npobnema ve 6yoem pewe-
Ha, Ham npudemcs. ..
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I’m very sorry about the problem.

I’m sorry to hear that.
I’m afraid that’s not quite so.

Can | ask you a favour?

I have a question for you.

When could I reach him please?
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 or-
ders?

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...

I’m afraid I can’t come on that
day. Could we fix another day?

I think you have the wrong num-
ber.
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A ouenw coxcanero no nosody smoii
npobnemvl.

Mure ouensv srcab smo civiuame.
mo He coscem max.

Moocno nonpocumse Bac 06 odondice-
Huu?

Y mens xk Bam sonpoc.

Kozoa 6b1 s moe ¢ Hum ceazamoca?
Bot moowceme nepezsornums nosoice?
A nocmompio, umo s cmocy coename.
Kax nuwemcs Bawa ¢pamunusn?

He moznu 6v1 Boi nosmopume?
Mens unmepecyem...

A Oeticmeumenvro coocanew  of

IMOoM.

Haiime mue, noxcanyiicma, ceedenus o
pasMmeueHuu.

A Ha bonee kpynHvle 3aKa3bl €CMb
cxuoka?

Mhre 661 xomenocs nozosopums ¢ Kem-
HUbYOb Hacuem...

He moznu 6t Mol yempoums scmpeuy
Ha cnedyioueti nedene?

Kax nacuem caedyroweii cpeowt?

YV wac waswauena ecmpeua na cie-
oyroweli Hedene, HO 0el10 6 MOM,
Ymo...

Bowcw, s He cmocy npuomu 6 smom
Oenb. Mooicem, mut cmoenu 6ol HasHa-
yumo Opyzoii dens?

Mhue kascemcs, y Bac nenpasunvhuii
HoMmep menegoHa.
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ft was nice talking to you. Tpusmuo 6vin0 nozosopums ¢ Bamu.
Thanks very much for your help. Cnacubo 6onvuioe 3a novougs,

You’ve been very helpful. Bt mHe ouenv nomoznu.

Please call if you need anything THoowcanyiicma, 36onume, eciu Bawm
else. HYocHO Byoem euje umo-nubyoe.

We look forward to hearing from Byoem acoame om Bac uzeecmuil.

you.

Bye for now. Bcezo dobpozo.

APAKTUYECKOE 3AONAHUE

B OcrasbTe coobiuenns Ha aBTOOTBETUHKE CBOUM napTHepam 1o 6u3Hecy B
 CHEAYIOLMX CUTyaUMaX:

Practice leaving messages on the answering machine of your business part-

ners:

SO »>

E.

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.

& obaBbTe HEOOXOAUMBIE MO CMBICITY PEIUTMKHU B ClIEAYIOLIHE TeneOHHbIE
pa3roBOpHL.

Add the missing phrases to the following phone conversations.

Phone Conversation 1.

A: Hello. Procter and Gamble. How..............cccovvnnl. ?

B: ...

................ My name is Viktor Savin, I’'m from Minsk, Belarus.

I"d like to speak to Mr. Trent please.
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A: Oh, 'm sorry. Mr. Trent ..., Could I have your
name again please?

B: Yes, oo

A: Right, Mr. Savin. From Minsk, Belarus?

B: .l Could you ask Mr. Trent to call our office when he’s baci,
after the meeting?

A Does he have your phone number?

B: , but just in case it’s +375-17- 284-1600

A +375-17-284-1600

A: OK, Mr. Savin, thanks for calling. ..................... later today.
B: That’sverygood. ................ol

Phone Conversation 2.

A: Good morning. Denver Trade Company, how can I help you?
B: Hello, my name is Ted Treaster. I recently wrote to you about a:n
interview date, but ..........
P'msorry. cooovieiiiii ?
Yes, Ted Treaster. T...R...E...A...S...T...E...R.
All right, Mr. Treaster. ........c.cooovviiiiiinnonn. ?

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™?
.......... , if that’s OK with you.
Holdon ........ Does Friday May 14™ suit you?

9

BEEARRARASASEDE

Phone Conversation 3.

Ed Butler: Hello, Mr. Green. .........ccoevnvinns ?

Tod Green: Very well, thank you. What can I do for you?
Ed Butler: .., ?
Tod Green: Yes, Mr. Butler. We received your order yesterday.
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T
Ed Butler: The problem is that we have to change the number of
' sweaters from 25 to 40.
C Tod Green: i, ?
Ed Butler: No, the colour doesn’t matter. Please leave the same size.
Tod Green: .ot
- Ed Butler: All right, I’ll send a fax right away. Thank you, Mr. Green.
Tod Green:  ........cccvvuins et e e et e
Ed Butler: We’re going to place our orders for other items as well.
Tod Green: Feel free to contact us any time.
EdButler: i,

B Cocrasbre Auanoru (rejieoHHbIE Pa3roBOPhl ¢ MAPTHEPOM MO GU3HeCY),
NOJIb3YACh NOMEILEHHBIM BbIILE CTIHCKOM TIOJIE3HBIX BBIPAKEHMIT 118 Te-
neOHHBIX Pa3rOBOPOB.

Pasgen 2. Meperosopsbl (Negotiations)

Camasn ofwas cxemMa NeperopopoB COCTOUT M3 ONpeNENEHHOrO Mpel-
JoxeHus (suggestion), KOHTpHpe/uloXeHust (counter-suggestion), kommpo-
MHCCa WM corfiatieHus (agreement) v NOATBEPXKIEHHUA TOTO COrNALICHHS
(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 | 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)
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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]

CyllecTByeT Uenbli pAl NOAXOJ0B K BEJEHHIO MEPErOBOPOB, KaXbIii
U3 KOTOpPbIX 00yc/oBneH Toil WM curyauueil. B neperoBopax, HauemeHHbix
Ha YCTaHOBJIEHHME MOJIOCPOYHBIX [IAPTHEPCKUX OTHOLUEHWH, OOGBIYHO HC-
NOJL3YIOT (HOpMyNy, NPeNoKEHHYK HCCneloBaTessMu [apsapia, 3aKio-
HAIOULYIOCA B Npecnedosanuy COBCMBEHHbIX UHMEPECO8 RPU COXPAHEHUU XO-
POULUX 83QUMOOMHOWEHUT C TFO0bMU, UHMEPECHl KOMOPHIX He COBnadawm
Bawumu.'

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.

§6) 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’msure we can. As you know, our prices are very competitive.
- Evenso, I'm sure you can allow us a discount?

- Okay, well a discont could be possible if you agree to pay for the
shipping costs.

'Fisher, R., Ury, W. Getting to Yes, Negotiating Agreement without Giving in. .
Arrow Books, 1981.
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That sounds Okay, if the discount is a good one.

How about 4 per cent?

6 per cent would be better.

P’m sorry we can’t manage that unless you pay for the installation.
Okay, our engineers will take care of that.

Okay then. So to confirm: a 6 per cent discount but you pay all the
shipping and installation 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.

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. It 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?

Yes, that’s right. It’s fine.

Okay. So I 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? I mean sort out the next steps. ..

Yes, okay.

Well, as I 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?
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- Well, could it be April 102 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 ’'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.

- Verywell. We’re also pleased to have reached this stage.

MAKE UP DIALOGUES IN WHICH THE OFFERS MADE ARE
REJECTED. FOLLOW THE PATTERNS BELOW.

- 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 cen:
discount.

- Unfortunately, 1 can’t say how many we’ll need in six months
and certainly not in twelve. I can’t take the risk on such a large
order at this stage.

- 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?

- 1 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:'

! More in detail see: O’Connor Ph., Pilbeam A., Scott-Barrett F. Negotiating.
Longman Group UK Ltd., 1992.
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1) How

8) How

Gl Yy

to build relationships

2) How to reach an agreement

3) How to exchange information

4) How to deal with questions

§) How to generate and evaluate options

6) How to put forward and react to proposals 0

7)How to bargain and move towards agreement ‘
to close the negotiations .

SRR T e

NMPAKTUYECKOE 3AIAHVE

- 1. Haiinute oTBeTbI Ha BOMIPOCHI N0 TEME O BCTPEYax M IIEPEroBOpax
(based on: A. Lloyd, A. Preier. Business Communication Games. Oxford

Univ. Press, 1996)

QUESTIONS

ANSWERS

‘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
agréement  with  the last
speaker’s suggestion.

S. How can you politely avoid
answering a question?

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 1
ask for clarification?

Or: b) Could I come in here for a
moment?

D. a) If no one objects, 1 suggest we
leave this matter until ...

Or: b) With your approval, [ propose
we defer this until ...

E. unanimous
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QUESTIONS

ANSWERS

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?

10. You are at a formal meeting
and would like to make a pro-
posal. What do you say?

11. What is the casting vote?

12. You are the chairperson and
are opening a meeting. What do
you say?

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 onto ...?

Or: b) Now I’d like to turn to item
number ...

I. a) Could we stick to the agenda,
please?

Or:b) [ think we’re getting
tracked here.

J. a) Well, it’s rather difficult to say at
the moment.

side-

Or:b) ’m not in a position to com-
ment on that just now.

K. a) Mr./Madam Chairman, May |
have the floor?

Or: b) With the Chair’s permission, I’d
like to comment on ...

L. Nodding occasionally; smiling
from time to time; keeping eye-contact
with the speaker.

2. Ha ocHOBE MOMCHICHHBIX HWKE BOCbMH KOMIUIEKCOB IIOJIE3HBIX BBIpaMe-
HUH ois NEPEroBOPOB COCTABLTE NHANOTH, KOTOPBIE OTHOCATCSA K HHTCPC-
CleIIlCﬁ BaC TEME NEPErOBOPHOro npouecca.

MonesHble BLIpaXeHus Ans Neperosopos
(Helpful Expressions for Negotiations)

Komnneke: . 1.

Kak ycmaHaenueams OMHOWeHUR

How to build relationships

194



Negotiations [:I

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
pame (Richard).

How are you?
Very well, thank you. How are you?

This is your first visit to Belarus,
isn’tit?

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?

Paspewsume mue npedcmaeume Bam
Mmoezo koanezy Anexcanopa N.

Omo Huna N., nawarvhux naanoeozo
omoena.

30pascmeyiime (omeem mom xce).
TIpuamno nosnaxomumecs.

Mmue mooce npuamuo ¢ Bamu nosuaxo-
MUMbCA.

Kemamu, nosicanyiicma, 306ume mens
no umenu (Puuapd).

Kax noxwcusaeme (= 30pascmeyiime)
Xopowo, chacubo. A Ber?

Bol 6e0b nepewiti pasz ¢ benapycu, ne
max au?

K coocanenuio, smo ouenv xpamiuil
BU3UM, NOINMOMY Mbl HE CMONCEM MHO-
20e yeuoeno.

Cosepuienno gepro.
Kano.

B camom dene?

Kak npuxodums k coenawenuio

(How to Reach an Agreement)

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 ...)

Haeatime cetivac doeoeopumes no o6-
ueil npoyedype.

Hpeoicoe scezo, mue kaxcemcs, HyHCHO
yemanosume 0bugy1o npoyedypy.

Hawa 2naenas 3adaua — ...

Ha smoti scmpeue nam 6ot xomenocw ...

Mer 661 maxoce xomenu  obcy-
Oume... (Ewge 00na npoGrema, komopyio
Mbt Xomenau 6ot 06cyOums — 3mo ...)
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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)?

Certainly (Yes, indeed).

I think we should start by (looking at
your situation).

Weuld 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.

Komnnekc 3.

B xauecmse opyeou 3aoauu, xax Ham
npedcmaenaemes, ...

Ham maxxce xomenoce 61 002060-
pumocs o ...

Coomeemcmeyem au smo Bawum ye-
agm?

Kax Bot na amo cmompume?

Cuumaeme nu Bei smo npuemnemorm?

Moowcem au celtuac npuomu k coenaute-
Hulo (0 nopsioke 06cyxcoenus eonpo-
co8)?

besycnosno.

A dymaio, nam credyem navamo ¢ (pac-
cmompenus Baweti cumyayuu).

Bac amo yempaueaem?
3amem mot moznu Gbl...

Beposamno, mei moziu 6u. (onpede-
AUMBCA RO YEAM).

Mnue 6v1 xomenoce yaname, kaxue Bui
npecnedyeme yeau

Kakx o6menusamecs uHghopmayuel

(How to Exchange Information )

Our company was founded (estab-
lished, setup) in ...

We manufacture (produce)

Currently, we are the largest pro-
ducer of ...

Our exports now account for...

We are interested in ...
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Hawa ¢upma (xomnanus) 6euna ocro-
6aHA 6 ...

Mui npoussooum

B nacmosuyee epema mwr saensemcs
KPYynHeiuum npoussooumenem ...

Obvem sxcnopma y Hac cocmagisiem
cetiyac ...

Hac unmepecyem ...
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Our key interest here is ...

It’s vital forus ...

International cooperation is extremely
important to us.

... is of lesser importance to us.
... is a lower priority.

Perhaps I could just recap on your main
points.

I’d just like to go over your main
points.

As 1 understand it, ...

As I recall, you said ... (If  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.

1 think we should be able to help you.

Komnnesc 4.

OcHosnoll urmepec Oas Hac 30eco
npedcmaensem ...

Ham sicusnenno eaxcro ...

Mexcoynapoduoe compyoHuyecmeo
O/151 HAC YPe3BLINAUHO BANCHO.

... MeHee BANCHO ON5l HAC.
... AGIAEMCA MeHee NPUOPUMEMHbLM.

Paspewume mne cymmuposamv (no-
ObLMOJNCUMb)  OCHOGHbLIE  NOAONCEHUS
Baweit nosuyuu.

Mue 661 xomenoce npotimuce no oc-
HOGHBIM MOMenmam Baweti nosuyuu.

Hackonoko s amo ROHUMQAIO,

Kax mue nomuumca, Ber crasanu
(Ecau st ne owubaioce...)

Ha, cumyayus umenno maras.
Ha, cosepuenno sepro.

Mut nonazaem, umo Bei kax paz ma
KOMRanus, ¢ komopoi credyem obcy-
2HCOamb IMU ONPOCHL.

A cyumaro, ymo mut ecmoziu 61 Bam
0KA3aMb NOMOUYb.

Kax 3adasams eonpockl U omeedams Ha HUX

How to Deal With Questions

Can I 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?

Paspewume 3ao0amv Bam neckonvko
eonpocog 0 Bawux ocnoenvix mpe6o-
6QHUSX.

Masaiime menepv nepeiidem xk opyzomy
eonpocy.

Cxonexo y Bac npubnusumenvro ooc-
masok @ meuerue zooa?
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How important is the environmental
issue to you?

It’s our top priority.

1t isn’t important to us.

What emphasis do you place on ...7
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.

Hacxonvko saxcra Ona Bac npobrema ok-
pyxcaroujeii cpeobi?

Omo Hawa 2naenas 3a0aya.

Dmo He A6A5emcs OAs HAC BANCHBIM.
Kaxoe 3nauenue Bol npudaeme ...
3nauum au smo, wmo ...

Kocoa Bet cosopume
smo, umo ...7

..., 3HAWumM jau

Be3ycnoeno, Mul He MOXCEM OCMAGASMb
3mo 6e3 GHUMAHUSL.

Ham na camom Oene 3mo Heobxo0umo
HPUHAMb 60 GHUMAHUE.

Kak cobupams u oyeHueamsb eapuaHmebl delicmeui

(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?
Id like to start by suggesting ...

How about trying (using) ...?

Have you considered the idea of...?
We could also ...

Why don’t we go through each of these
in more detail.
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Mnue kaxcemcs, cywjecmgyem yenviit
PO HAnpaereHul, no KOMopobim Mol
Mo2nu bbl compyOHUYame.

Cyujecmgyem HecKONbKO 6apUAHMOG
ons ...

Mooicem bbimb, Mot paccmompum CHavaaa
8ect CHUCOK 6APUAHMO8, d 3amemM noopobHo
OCMAHOBUMCS HA KANCOOM U3 HUX.

Moxicem, nam cHauana credyem paccmMom-
pems 6ce udeu, npescoe uem obcyxcoamy
Karxyro-mo & demansix?

Mue Gb1 xomenoch Havamb ¢ NPeONONCEHUA ...

Kax wacuem mozo, umobul nonvimamscsi
(ucnonvzoeame) ... 7

Bot pacemampusany udeio o .7
Mot 661 maxowce moznu ...

Jasaiime paccmompum  Kaxicoylo  ux
bonee nodpobHo.
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At this stage I think we should look at
each option in turn.

1 think the main weakness of this for us
is that ...

So I’d say that was the least favourable
option for us.

The problem with ... isthat ...

Right. I 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 I see it, is
that ...

Yes, we're also interested in ..., but ...

1 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 oannom amane, xax mue xancemes,
CIoum noo4epeoHo OCMaHOBUMbCA HA
Kaxcoom eapuanme.

Ha moil 632190, ocHosuolM caabbim
36EHOM 6 IMOM O HAC AGIAEMCA ...

A1 61 Hazean smo Haumenee baazonpu-
AMHBIM OA8 HAC 6APUAHMOM.

Bea npobaema c ... ¢ mom, umo ...

Bepno. S oymaro, amo cosnadaem ¢
HAWUM GUOCHUCM CUMYayUY.

A nonazaro, 30ece Gonvuine 803MONCHO-
cmu.

OCHOBHOIM ~ CWIBHBIM ~ MOMEHMOM
<oy HACKONIBKO 51 9MO npe&cmaeﬂmo,
Aensemces ...

,Ea, Mbl MAKHCE 3AUHMEPECOBAHBL 6 ...,
HO ...

Mue kaxcemcs, mor doaxcior npodeu-
HYMbCA 30eCh euje danvlle.

Y menn ecme onpedenennvie comuenus
Hacyem ’3mozo eapuanma.

Hepsoe, umo mue noxasanoce, — smo
CAUWKOM 00PO20.

Kak ebideuzamu npednoxeHust U pea2upoeams Ha HUX

How fo 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 ...

Mot npednazaem, umobvr nogas komna-
HUS YYACME0o6ana 6 ...

Hawe npednoscenue 3axniouaemcs ¢
mom, umoboi ...

Mot npeonazaem covemamo ...

Bosmoxcro, aywwum pewenuem 6oiro
6ol ...
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It could be a good idea to ...

So, if I understand you correctly, you
feel that ...

1 see what you mean. (That’s not quite
what [ mean.)

Exactly!

Not necessarily.

I appreciate that.

I take your point about ..., but ...

That’s certainly worth considering.

I’'m not sure how realistic that could be.

Kowmnnexc 7.

co2naweHus

bviio 661 nennoxo ...

Hmax, ecru s npasunvno Bac nowu-

Maio, Bui cuumaeme, umo ...

A nonumaro, umo Bul umeeme 6 6uoy.
(Omo He cogcem mo, 4mMo A uMeio 6 GUoy.

Bom umenno!
Heob6szamenvro!
A Bam npusnamener 3a amo.

Mnue nonamua Bawa mouxa 3penus Ha-
cuem ..., HO ...

3mo, 6e3ycroeHo, cmoum paccmom-
pemo. -

A1 He ygepen, HACKORBKO 3MO Moxcem
6u1mb peanvro.

Kak eecmu mope u npodeuzambcsi K GOCMUXEHUIO

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.

That would be acceptable.
I think we could go along with that.
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Mot moznu 6vi Halimu unancupoearue
npu yenosuu yyacmus u ¢ Baweti cmo-
DOHbIL.

Ecnu 661 Bot npunsinu amu ycnogus, mol
661 onramuau NOROBUHY PACX0O06.

VY Hac He 6buio 6bi eo3paxcenuli npu
ycaoeuu, umo demanu 6oliu 6l 02060-
DeHbl COBMECmHO.

Mot 661 He cmozru, eeposmino, 2apau-
mupoeams 3mo20 GHAuARe, HO Mbl OblaU
6b1 20mosbl ...

Ecnu 661 Bor ygeauwuiu smom obvem
0o ... , nonazaio, ¥mo Mol cMo2nu 6ol
002060PUMbCS.

Omo 66110 6bL npUEMAEMBIM.

A dymaio, Mol 61 ROWAYU HA I3MO.
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o
we'll agree to this provided that you
allow us to ...

we’ll be able to deliver ... provided
that there is ...

‘If you accept ... I may be able to

Komnnexc 8.

Mot coanacumen ¢ smum npu ycaoeuu,
umo Bet nozgonume nam ...

Mbut cmoxcem ocyupecmeums nocmaexy
... NPU YCAOBUU, YMO ...

Ecau Bei npumeme ...
cMO2Y ...

s A, BO3MOINCHO,

Kax 3asepwams npoyecc nepezogopoe

(How to Close the Negotiation)

 Perhaps I could just summarize our
agreements so far.

‘As we have agreed, we’ll take care of
{be responsible for)

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
Yyou need.

A, 803moxcHO, cMO2 bl nOOGeCmU umoz
HAWUM COZRAULEHUAM HQ OQHHOM 5Ma-
ne.

Kax muvt 0ozosopunuce, mwor nozabo-
mumcst o (Byoem omeeuams 3a)

Ecmo ewye pao nepewennvix 6onpocos.

Bonpoc o ...
Humb.

ewe npedcmoum nposc-

Mot nasnawum ecmpeuy ...

Bui noayuume oanvueiiyio ungpopma-
Yuio Hacuem ...

K naweii creoyroweii ecmpeue 6ot pas-
pabomaeme npoyedypy ...

Muvt 0bcydum eonpocwr ... Ha Haweti

credyioujeii gcmpevue ...
060 6cem nu s ckazan?

Xomume au But 0o6aeums ewye umo-
HUbYOb?

Mot nasnauum ewge 0oHy ecmpeuy npu
Heobxooumocmu.

Hoxycanyiicma, obpawaiimece k Ham ¢
noboe epema, ecau Hado.
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BU3HEC-KOMMYHUKALIUA

B JENCTBUU

(BUSINESS COMMUNICATION
IN ACTION)

Pasaen 1. Yto HyXHO anA ycnexa B 6usHece
(What You Need for Success in Business)'

1.1. Mo3uTnBHOE oTHOWeEHUe (Be Positive)

Personal Success Hint:
Everybody likes a person with a positive attitude.

Smile. Look people in the eye. Make a good impression.

. 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.

H.S.: Good morning, Mr. Carey. How are you today?
T.C.: Not so great.

H.S.: 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.
R.G.: Hello, Ms. Chapman. How are you this morming?

! Based on: Lougheed, L. Business Communication. Ten Steps to Success. Addi-
son Wesley Publlishing Company Inc., 1993.
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e

J.Ch.: Never been better, thank you. How are you, Mr. Ginns?
R.G.: Very well, thank you.

1
2.
3. Do you ever have little problems? Do you talk about them? With
whom? When?

Rewrite situation 1 so that Mr. Carey would make a good impression.

4.

How a

Questions for discussion:

. Who is more positive — Mr. Carey or Ms. Chapman?

Who would you like to work with — Mr. Carey or Ms. Chapman?

bout you?

Read the following and say how often you do it: never, sometimes, always.

0N RN

I say “Good morning” to everyone.

. I give positive responses to “How are you?”’
N y

1 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

Business Hint:

You have only ONE chance to make a good FIRST impression.

Practic

e making a good impression. Look at the different responses:

Positive Responses “Middle-of-the-road”  Negative Responses

£ —

T e

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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Compiete 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 | 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. BuumaHnue k nwoasm 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.:  DP'msorry. '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.: Ifeel great, thanks.

Questions for discussion:

Who is a better salesman Jack Barnes or Bill Smith? Why?

. Which customer is more pleased Mary Kent or Bob Wright? Why?

Who would you buy something from? Mr. Smith or Mr. Barnes?
Why?

Do you ever forget a name? If yes, how does it make you feel? Embar-
rassed? Apologetic? Unconcerned?

Has anyone forgotten your name? How did you feel? Embarrassed?
Angry? Unconcerned?

-How about you? (Yes / No / Sometimes) Please explain your answer.

AW N =

Are you good with names?

Are you good with faces?

Is it important to remember names?
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, , N as in November, ,
B as in Bravo, s O as in Oscar, ,

C as in Cinema, s, P as in Paper, s

D as in David, , Q as in Question, s
E as in Echo, s R as in Ronald, s
F as in Fox, s S as in Sam, s

G as in Golf, s T as in Tom, ,

H as in Hotel, S U as in Uniform, ,
1 as in India, V as in Viktor, s
J as in Julia, , W as in Whiskey, |,
K as in Kilo, s X as in X-ray, )
L as in Lemon, s Y as in Yes, R

M as in Mike, s Z asin Zulu , s

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:
Julie Robins:
qu Wilson:

Do you have a card?

No, I'm sorry. I’'m out of cards. / Yes, here you are.

Let me write down your name and number. / Thank you.
Here is mine.

Practice the above dialogues with your classmates.

Make a card for yourself.

Julie Robins
Realtor
1212 Newton Street
Ames, Hometown, lowa 51523
USA

E-mail: jrob@aol.com
Ph.: (521) 554-6434
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Andrei 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, write
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. Watts:

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 sells computers. Jack Barnes is a potential customer. Bob writes
Jack Barnes a letter.

Complete the follow-up letter using these words:

Bames coming have  our you
call computers looking questions yours

*Energo Computers*
442 Walton 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 ,
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 nam¢
> Use the name > Write the name down.
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. Tony Cenroy: 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. I 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 pa6otath B komaHae (Be a Team Player)

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. -

. 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.
t’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. I'm the new assistant manager of
the European Sales Department.

R.H.: It’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 cormpany.

M.C.: How do you do, Mrs. Wilson?

Mrs.W.: How do you do? If you need anything, let me know.

Questions for discussion:

1. Who is a friendlier colleague — David Hunter or Ron Howard? Why?

2. Who feels more comfortable — George Monroe or Mark Curtis? Why?

3. Why doesn’t Mr. Hunter want Mr. Monroe to talk to the other em-
ployees?

4. Who would you like to work with — Mr. Hunter or Mr. Howard?

5. Why is it important to be a good team player?

How about you?

Which of these characteristics describe you 7 (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. 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 Frankliin Place, Suite 4

Norman, OK 87450
Mr. White:

It was very of you to invite 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 you to a workshop on remembering names. Write a thank-
you note to him.

Make new colleagues feel welcome.
Learn about your colleagues.

Know people’s job titles.

Write thank-you notes.

Be a good team player.
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o
4.4. 3anHTepecoBaHHocTb (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’.

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.: T’li let you get acquainted.

Sam: Weli, 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.: Bill, 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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Questions for discussion:

1. 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 heip Mr. Tenly and Ms. Chapin get ac-
quainted?

NN

How about you? (Yes / No / Sometimes) Explain your answer.
When you are with strangers,...

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.

A G alb el e

Here are two rules for making introductions:

1. A lower ranking employee is introduced to a higher ranking empio;D
2. A younger person is introduced fo an older person. l

o p——

Situation;

Ms. Jones is a retired accountant. She is 60. Mr. Brown is a Director of Sales.
He is 45.

Complete the introduction:
, I'd like you to meet . , this 18
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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.

~ Complete 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

i When you meet someone, try to find something in common. |

" Look at the following 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. I like tennis,
too!

Frank: Where are you going on vacation?

. Jeff: I’m going to London.
Frank: London is a great city. | went there last year.

* Use personal information in introductions.
®=  Try to find a common interest.
= Stay in touch.
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1.5. OpranmsoBaHHOCTb (Be Organized)

Personal success hint:
Always know your schedule.
if you control your time, you control your life.

ENSs) 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 tomorrow 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. | have an appointment.
'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.: U'm free tomorrow morning.

D.D.: Great! Let’s meet at nine in my office. First we’ll look at sales fiz-
ures. Then, we’ll plan our marketing strategy, and last, we’ll 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:

1. Why is Mr. Stevens not sure about his schedule?
2. How could Mr. Stevens become more organized?
3. What is the difference between Mark Stevens and Nancy Gordon?
4. Which person are you like?
w

- How about you? Are you organized? (Always / Sometimes / Never)

1. Is your desk neat?

2. Is your 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.Is 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, ’'m not. How about 2:30?
B: Two thirty is fine.

In the business world, everyone is very busy. Business calls are concise and
Zto the point”. Remember to be positive.

Which is the best expression?

217



% Ymo HyxHo Ons ycriexa e busnece

Situation: Mel Jones is calling to talk about his company.

1. Which of these is a good way to say “Hello”?
a. Hello. This is Mel Jones from IMT.
b. Hi! Guess who?

2. 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.

3. Which of these is a good way to end the phone call?
a. Don’t hang up yet. Just one more thing.
b. P’ll 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 I can’t find another job, I'll call you again.

Practice with your classmate making an appointment.

Make appointments.

Set agendas.

Keep a calendar.

Be direct.

Plan for changes.

s Be prepared with alternatives.
= Write “to do” lists.
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1.6. lNMyHkTyansHocTs (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.

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-
not.

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 on time 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 [?

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?

I
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?

N

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 Amo’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: ’m sorry. The bus broke down. / The plane was canceled. / The trair
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/Maybe)

1. My alarm clock was broken.
2. [t was raining.

3. The bus broke down.

4. 1 forgot what time it was.
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My watch stopped.
My watch is slow.
I'lost the address.

I missed my train.

. Icouldn’t find a taxi.
10.1 oversiept.

0 %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.: I’'min my car. There is an accident on the street. I’m sorry, I'll be
late. I’ll be there as soon as T 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.

VE N AL~
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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: 2:00p.m.
Place: Conference Room, 2" floor

You are cordially invited
to a reception

for
Mr. James Reynolds

Date: Thursday, March 28
Time: 6:00 — 8:00 p.m.
Place: Executive Dining Room

Answer the following questions abouf 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?

I.
2.
3.
4.
5.
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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.

¥

" Leave early to be sure you are not late.
* Allow extra time.

= Call to reschedule.

* Apologize if you are late.

* Accept apologies from other people.
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1.7. NMpodeccuonanusm (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.

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’mnot 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 budgct 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,
it is important to have all the facts.

Details make a presentation more interesting and more credible.

+How about you?

1ise 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.

4. You practice your ideas on others before presenting them to an audi-

You keep all your receipts.

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.

ractice with your classmates:

A: 1think we should develop a new project / redo our budget / rewrite
our catalog/ ... .
B: How long will it take o develop / to do / to write /... ?
A: 1t 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 3 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
Srom 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 ail managers have to go?

What is Mr. Crane’s phone number?

0. What day is the meeting?

SO PNV AW =

Read the model notes for the announcement. Then read the model an-
nouncement.

Business Meelmg «Starting a New Business: How much does it cost?» Frt- ‘
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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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. BexnusocTb (Be Polite)

l Personal Success Hint: It pays to be polite in business. t

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?

Mprs. Croft: Let me talk to Mr. Green. Quick.

Ms. McK.: Who may 1 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.
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Situation 2.
Jack Winston is talking to Barbara McKain, the receptionist.

Ms. McK.: Hello. Green and Sons Company. This is Barbara speak-
ing. May [ 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 are you today?

JW.: Great, thanks. 1s 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.

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 secretaries to ask why you are calling?

L.
2.
3.
4.
5.
6.
7.

How about you?

Use these adverbs to tell about yourself: always, usually, sometimes, never

1. Tam polite to strangers when face-to-face.

2. lam polite to strangers when on the phone.

3. Iam polite to acquaintances.

4. Tam 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 js (your name)”
Don’t say “I am (your name)”

Read the conversations.

A polite conversation:

A: May I help you?
B: Yes, please. Could [ speak to Mr. Carlson?

An impolite conversation:

A: What do you want?
B: Mr. Carlson.

Match the polite and impolite expressions:

. I want Mr. Fox.

. Who is this?

. Make it quick.

. Jim.

. What do you want?
Get me some help.

@ Polite expressions : :; Impolite expressions
1. May I help you a
2. Could I speak to Mr. Fox? b
3. Who may 1 ask is calling? c
4. Could you help me? d
5. This is an emergency. e
6. I"d like to speak to Jim, please. f.

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 something, 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?

I 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 I call you back later?

Practice ending phone calls with your classmate:
A: You know, I’m on my way to a meeting. Could you please call me
later?
B: When should I 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?

Situation; Somebody asked about your job.
You say: Thank you for
Situation: Somebody came to your party.
You say:
%4 Situation: Somebody helped you.
You say:
@g Situation: Somebody asked about your family.
You say: .
3 Situation: Somebody called you.
You say:
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Taking phone messages

Practice taking phone messages:

A:
B:
A:
B:
A
B:
A
B:
A:

Good morning. May | help you?

Yes. May I speak to Mr. Bill Robson?

I’m sorry. Mr. Robson has just stepped out. May [ 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.

Identify yourself on the phone.
Speak slowly and clearly.
Return your phone calls.
Express appreciation.

1.9. TepnenuBocThk (Be Patient)

Personal success hint:

Good work can take time to accomplish. |

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.: I’'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.: P’msorry. I'll fix that right away.

Questions for discussion:

Who is more patient — Ms. Duff or Mr. Decker?

Who do you want to work with — Ms. Cochran or Ms. Brooks?
Who do you want to work for — Ms. Duff or Mr. Decker?

Is making a typo a serious mistake?

Is forgetting the date a serious mistake?

Which is worse — making a typo or forgetting the date?

1.
2.
3.
4.
5.
6.

How about you?

Answer yes / no /sometimes.

To do a job right, I do it myself.
I never make a mistake.

I explain things carefully.

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”. ‘

When you give instructions, be patient. Explain how things should be done.

SR =

Positive suggestion: In this office, we use wider margins.
Positive request: ~ Could you retype this letter with wider margins?



What you need for success in business e

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. 1 really appreciate it.

Rewrite these sentences:

ﬁ 1 really appreciate your help.
Thanks for
@ I really appreciate your staying late.

§ I really appreciate your meeting me.

E 1 really appreciate your coming early.

@ I really appreciate your working overtime.

Business Hint:
“You catch more flies 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 impolite suggestion: You had better finish your refort.
A polite suggestion: You should finish your report

Practice giving polite corrections with the verbs rewrite, call gain, send
again, copy again, retype.

Practice making polite suggestions with the verbs talk, know, Jinish, write,
call.

Always say please and thank you.
Be positive.

Compliment good work.

Point out mistakes politely.

Provide clear, complete instructions.

1.10. MpepanHocTtb aeny (Be Loyal)

Personal Success Hint:

“Give credit where credit is due.”

This expression means: By sharing your succes?
you show loyalty to your colleagues,

your boss, and your company.

oy ?‘,«‘[

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. [ 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.

234



What you need for success in business &3

Situation 2.
Pam King is part of Bruce Grayson’s task force.

B.G.: Youdid a great job, Ms. King.

P.K.: |can’ttake all the credit, Mr. Grayson. [ had a lot of help from
everyone here. [t 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?

8. Do you thank people who help you?

R N

Sharing the Credit

There is a common English expression: “The whole is greater than the sum of
ts 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™?

[ 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.

SO NIU AW~

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 effort.

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 are 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.




What you need for success in business o

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. 1 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. ’

* Share the credit.
* Be a team player.
» Congratulate colleagues.
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Paszpnen 2. NpuHaTtue pewexlunt B 6M3Hece
(Making Decisions in Business)

B sToM pa3gene Ha npumepe W3BECTHbIX KoMmnaHwii (JHKOHCOH u
Jhroucon; Jlusait Crpocce; Opbyc Unnyctpyu v bouHT) © NpUMEHEHUEM Me-
Tofa “Case Study” paccMaTpMBalOTCSi HEMPOCTHIE CUTYaLMU, B KOTOPLIX He-
0OXOAMMO MPUHATUE BAKHBIX dTHYECKUX U YNPABJICHUYECKUX PELICHHUN, OKa-
3BIBAIOIMX pelarLiee BIUAHKE Ha pa3Burhe Oonbworo 6usHeca. CTynen-
TaM, H3Y4aroluM JaHHAIH Kype, npeiiaracTcst MPUHATL YUACTHE B CIIOKHOM
ripouecce NPUHATHS DTHX PeuIeHU.

2.1. Komnauus [LHXOHCOH ¥ [DKOHCOH
{(Johnson & Johnson Inc.)

Background

Johnson and Johnson Consumer Products, Inc. (J&.J)

* has its headquarters at: _
One Johnson and Johnson Plaza,
New Brunswick, New Jersey 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 is 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.

! JlamHpiit pasnien cOCTABNCH HA OCHOBE Mmarepuanos kuuru: 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 resuit, 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] fell 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 Tllinois,
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 g0
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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
Joubt that anyone wili ever collect it.

sgree or disagree:

L. 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.

“ead the sentences containing information on J&J and find expressions under
he line (a,b,c...) that mean the same as those in italics:

__ L. 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&J 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 be
negative results whether J&1J recalled the product or did not recall it.

___7. 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 fouched aff 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

¢) very difficult choice

d) very common

e) because of the slight possibility
f) suddenly started

2) 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.
2.
3.

The ethics of business decisions are discussed openly and frequently.
There is a written code of ethics, or credo.

The code of ethics is communicated to customers, stockholders, and
the media. )

In a crisis, executives of the company talk directly to news reporters. -
In a crisis, top executives take responsibility by staying in their posi-
tions, rather than resigning.

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 relatiofl}? '

department or face news reporters yourself, especially if your business has @
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 contro! 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 Meeting: A News Conference

A. Preparing for the Meeting
g 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?

% The format of the meeting:

s 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.

= 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 difficult
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:

ff 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&IJ is cooperating fully with federal and local investigators to solve
the crime.

* J&J credo will guide your actions: All Tyienol capsules will be re-
called and replaced with caplets that are easier to swallow and cannot
be opened.’

= J&J quality control prevents any tampering at the factory.

* (Add your own)

‘2 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).

For a 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&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 another. They can be opened. In con-
trast, caplets are solid pills that cannot be opened.
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1.

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 o
make a comeback after a serious safety crisis?

2.2, Komnauus «JiuBam Crpoccr» (Levi Strauss & Co.)

Background
Levi Strauss & Co.

® can be reached by mail at:
P.O. 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:

I. When was the company founded?
2. What is the basic product of Levi Strauss & Co.?
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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 to 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-doliar 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
sven 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
ibout making new products? Part of the answer is the sheer riskiness of de-
nending so heavily on a single item. The boom in jeans was in many ways a
iistorical 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
vouth: baby boomers [=U.S. citizens born immediately after World War 11
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 moving into a world of leisure suits, coats and ties. From a market-
‘ng point of view, that’s where the action would be.

Finally, the competition had been gearing up [=growing fast]. Levi’s
1ad 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,
..evi 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:

___ L. 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
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were cut somewhat. Levi Strauss executives, however, did not feel they
should s/ash the prices.

a) greatly reduce

b) quick and active

¢) very inexpensive

d) legally registered as his company’s property
e) introducing

f) clothing

g) most important concerns

h) failed

i) prepared

Jj) 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
1T 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?
*  Whai changes can we make to increase sales?
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2% The format of the meeting:

Introduction

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.

Agenda

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.

Closing

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 Roles:

Mr. Haas is going to run the meeting.

g 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)
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&% 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)

8 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)

Additional information on Levi Strauss & Co.

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-
priced 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?

The 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?

1 Spin offs are related products created to build on the success of an earlier
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 fargeted with Dock-
ers?

2.3. Komnanmﬁ «3pbyc UhaycTpu» u «BorHMN
(Airbus Industrie and Boeing Co.)

Background
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

* s a privately owned company

The customers for these planes are commercial airlines. The Boeing
and Airbus companies have many similar 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 industric 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 axrcraft"
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 government 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 resuit 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 [=reduce 1] 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 11, 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, controiling 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 italicized 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 offser 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 spof 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. Bocing 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

e) an unsuccessful competitor

f) stop
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g) developed more slowly

h) begin to compete

i) feeding

1) 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 Gevernment 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

usiness 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.

262



Making Decisions in Business 25

7% The format of the meeting:
Introduction

" To open the meeting, the mediator (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.

Agenda

-* 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.

Closing

* 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:

i The person who runs the negotiation as an impartial [=unbiased, taking no
51des] 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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£ 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

(%)

264

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? v

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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