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ITEPE/IMOBA

3anponoHoBaHMi HaBuYanbHUi MocioHuk «English for Business
Documents» mpu3HaueHo sl ayJUTOPHOI Ta MO3aayAUTOPHOI POOOTH
CTYJICHTIB  OCBITHBOTO CTYIIEHS «MaricTp» cHemiaibHoCcTi 275
«TpaHcnopTHI TEXHOJIOT11» (ABTOMOOIILHUM TPAHCIIOPT).

3aBIaHHAM [BOTO MOCIOHHMKA € PO3BUTOK y CTYJEHTIB HABHUYOK
YCHOTO W MUCHBMOBOTO JIJIOBOTO CIHUIKYBaHHS, MOTJIUMOJICHHS HAaBUYOK
pedepyBaHHS aHTIIIHNCHKOIO MOBOKO aBTEHTUYHUX AHTJIOMOBHHMX TEKCTIB
3a J1JI0OBOI0 TEMATUKOIO Ta HABUYOK J1JIOBOTO JINCTYBaHHS, MOB'sI3aHOTO
31 cheporo HaBYaHHS.

[TocioHMK ckmamaeTbes 3 8 ypokiB (UNits) 3a Takoro TEMaTHKOIO:
«3anut/BignoBine  Ha  3amuTY, «OdepTtay, «3aMOBIICHHS,
«KoHTpaktn», «YMOBM CIUIaTH Ta JIOCTaBKW», «TpaHCHOPTHI
TOKyMeHTH», «CTpaxyBaHHs», «Ckapru Ta iX yperyJroBaHHS», sKi
po3paxoBaHi Ha 60 roAWMH ayJUTOPHUX MNPAKTHYHUX 3aHATh. KoxxHUM
YPOK MICTUTh HACTYIHI PO3JILIN:

|. Glossary

Il. Information on making ...

1. ESP Skills Encrease
IV. Grammar Skills Encrease
V. Communication Skills Encrease

Po3min «Glossary» MicTHTh JEKCUKY MIJIOBHX TEPMiHIB, BUCJIOBIB
Ta CJIOBOCIOJYYEHb JJI1 aKTHBHOTO 3aCBOEHHS B YCHIM 1 NMHUCHMOBIM
MOBI 3T1JJHO 3 TEMOIO YPOKa 3 IEPEKIIAJOM Ha YKPAIHCHKY MOBY.

VY posmimi «Information on making ...» HaBeneHa iHpopMarlris 3
HalKMCaHHS JIUIOBOI KOPECIHOHJEHIIT BIAMOBIAHO A0 TEMHU YypoKa 3
MPUKJIAaMU CTAaHAAPTHUX (pa3 aHTIIICEKOI0 MOBOIO.

Posmin «ESP Skills Encrease» MicTuTh BIpaBH Ha 3aCBOEHHS
aKTUBHOI1 JICKCUKHU, 3pa3KH JIJIOBOT KOPECIIOHICHIIIT BiAMOBIAHO 10 TEMU
ypoOKa, Alajoru, sKi HasiBHO AEMOHCTPYIOTh PI3HUII0O PO3MOBHOI MOBH
Ha JI1IJI0OB1 TEMU B1JI CTHJIS JIUCTIB Ta JOKYMEHTIB.

VY posmini «Grammar Skills Encrease» - BmpaBu Ha MOBTOPEHHS
JNEAKOTO TPaMaTUYHOIO Marepialy, XapakTEpHOro JUIsl BXXKUBAHHS Y
TIJIOB1M MOBI.



Po3min  «Communication Skills Encrease» copsimoBanuii Ha
PO3BUTOK HABUYOK JAUIOBOrO CIIJIKYBaHHS. 3alpONOHOBAHA Te€Ma MOXKE
OyTH SIK TO TEMOIO JUIsl HEMJArOTOBJICHOTO OOTOBOPEHHS B ayJIUTOPII,
TaK 1 MIATOTOBJIEHOI IOMOB1I1 200 MPOEKTHOI pOOOTH CTyACHTA.

KoHTposib 3HaHb Ta HAaBHKIB CTYJEHTIB MPEJCTABJICHO y PO3JALIIL
«Test» miciist BOCbMOI'O YPOKY.

st oOJnermeHHss KOpPUCTYBaHHSI MOCIOHMKOM TaKOX J0JIA€ThCS
aHTJIO-YKPailHChKUI CJIOBHUK J1JIOBUX TEPMIHIB Ta CJIOBOCIIONYYECHb.

baxxaemo ycmixis!



UNIT 1

ENQUIRIES / REPLIES TO ENQUIRIES
I. Glossary.

Activity 1. Read and remember the following words and word
combinations.

1. Advertise (V) PekmamyBaTu, momimmaru
OT'OJIOIICHHS

2. As per 3riaHo 3

3. Associate (n) Konera, koMnaHbiOH

an associated company Jlo4ipHE MiITPUEMCTBO

4. Be indebted to smb for smth ByTtu BasuHIM KOMY-HEOYIb 3a
10-HEOY b

5. Bulk buyer OnToBUl IOKYTICIb

6. Concession / discount (n) 3HIKKA

7. Consulate (n) KoHcynbcTBO

8. Co-operative society KonepaTrBHE TOBapHUCTBO

9. Deal in smth (v) TopryBaru yuM-HeOYIb

10. Deliver (v) JlocTaBisaTu

11. Embassy (n) IToconbCcTBO

12. Enquiry (n) 3anuT

13. Get in touch (v) 3B's13yBaTUCS

14. Leaflet (n) JlucTiBKa, MPOCTIEKT

15. Maintenance (n) 3MICT, JOTJISIT, €KCILTyaTarlis

16. Pattern (n) Monenn

17. Quotation (n) 1.KotupyBanss, 1iHa, Kypc,
pO3ITiHKa
2. Ilponio3uitis, odepta

18. Quote (V) [TpusnavaTu ( 1iHY, YMOBH),
POOUTH MPOMHO3HUILIIO, TTOBIAOMIISTH

quote a price for smth [Ipy3HaunTH 1IHY Ha I10-HEOYIb.
19. Range (n) Psn, Habip, HOMEHKIIATypa
20. Reply (n) Bignosigp




21. Representative (n) [IpencraBHUK
22. Require (V) Bumaratu, norpedyBaTu
23. Retailer (n) Po3npibHE TOproBe mianmprueEMCTBO
Retail trade Po3snpi6Ha Topripis
24. Sample (n) 3pa3ok (TOpriBeIHHUIN)
25. Subsidiary (n) Dimist
26. Substantial (adj) 3HAYHHH
27. Supplier (n) [TocTayanpHUK
28. Term (usually in plural — YMOBH, CTPOKH
terms) (n)
on the terms of Ha ymoBax
29. Turnover (n) OO6ir
30. Wholesale (n) OnToBHil Mpogax
a wholesaler OnroBe TOProBe MiMPHEMCTBO

I1. Study the information on making enquiries
1. How to make enquiries

When a Buyer wants to know at what price and on what terms he
could buy the goods required by him he usually sends out enquiries to
firms, companies or organizations manufacturing such goods or dealing
in them. Often the Buyer asks the Seller to send him illustrated
catalogues, price lists or other publications and, if possible, samples or
patterns of the goods he is interested in. When asking the Seller to send
him a quotation (or to make him an offer), the Buyer gives as far as
possible a detailed description of the goods required by him.

A simple enquiry can be made by email, fax, or cable. The contents of
an enquiry will depend on three things: how well you know the supplier,
whether the supplier is based in your country or abroad, and the type of
goods or services you are enquiring about.

A first enquiry (a letter sent to a supplier with whom you have not

previously done business) should include:

e A brief mention of how you obtained your potential supplier's
name. Your source may be an embassy, consulate, or chamber of
commerce; you may have seen goods in question at an
exhibition or trade fair; you may be writing as a result of



recommendation from a business associate, or on the basis of an
advertisement in the daily, weekly or trade press.

e Some indication of the demand in your area for the goods which the
supplier deals in.

e Details of what you would like your prospective supplier to send
you. Normally you will be interested in a catalogue, a price list,
discounts, methods of payment, delivery times, and, where
appropriate, samples.

¢ A closing sentence to round off the enquiry.

2.0pening

Tell your supplier what sort of organization you are.

-We are a co-operative wholesale society based in Zurich.

-Our company is a subsidiary of Universal Business Machines and we
specialize in...

-We are one of the main producers of industrial chemicals in Germany
and we are interested in...

How did you hear about the company you are contacting? It might be
useful to point out that you know their associates, or that they were
recommended to you by a consulate or trade association.

-We were given your name by the Hoteliers' Association in Paris.

-We were advised by Spett. Marco Gennovisa of Milan that you are
interested in supplying...

-The British Embassy in Copenhagen has advised us to get in touch with
you concerning...

-The British Consulate in Madrid has told us that you are looking for an
agent in Spain to represent you.

-We are indebted for your address to Messrs." Smith & Co., Ltd., who
have informed us that you are manufacturers (or exporters) of...

It is possible to use other references.

-We were impressed by the selection of gardening tools displayed on
your stand at this year's Hamburg Gardening Exhibition.

-Our associates in the packaging industry speak highly of your Zeta
packing machines, and we would like to have more information about
them. Could you send us...

3. Asking for catalogues, price lists, etc.

! Messrs (an abbreviated form of Messieurs), the French word for — Gentlemen
(BiwimBe 3BepTaHHs 10 GipMHu)



It is not necessary to give a lot of information about yourself when
asking for catalogues, price lists, etc. This can be done by letter, fax, or
email, but remember to give your postal address. It is also helpful to
point out briefly any particular items you are interested in.

-Could you please send your current catalogue and price list for
exhibition stands? We are particularly interested in stands suitable for
displaying furniture.

-We have heard about your latest equipment in laser surgery and would
like more details. Please send us any information you can supply,
marking the letter' For the Attention of Professor Kazuhiro', Tokyo
General Hospital, Kinuta-Setagayaku, Tokyo, Japan.

-Please would you send me an up-to-date price list for your building
materials.

-We shall be obliged if you will send us your latest catalogues,
brochures or any other publications containing a description of the
following machines.

4. Asking for details

When asking for goods or services you should be specific and state
exactly what you want. If replying to an advertisement, you should
mention the journal or newspaper and its date, and quote any Box
number or department number given, e.g. Box No. 341; Dept 4/128. And
if ordering from, or referring to, a catalogue, brochure, or prospectus,
always quote the reference, e.g. Cat. no. Ai 4g; Item no. 351

-Could you please give me more information about course bl 362, which
appears in the language-learning section of your summer prospectus?

-1 would appreciate more details about the 'University Communications
System' which you are currently advertising on your website.

5. Asking for samples, patterns, and demonstrations

You might want to see what a material or item looks like before placing
an order. Most suppliers are willing to provide samples or patterns so
that you can make a selection. However, few would send a complex
piece of machinery for you to look at. Instead, you would probably be
invited to visit a showroom, or the supplier would offer to send a
representative. In any case, if it is practical, ask to see an example of the
article you want to buy

-When replying, could you please enclose a pattern card



-1 would like to discuss the problem of maintenance before deciding
which model to install in my factory. Therefore | would be grateful if you
could arrange for one of your representatives to call on me within the
next two weeks.

6. Asking for prices and terms

When asking for prices and terms you may use such expressions:
-Please let us know if you can offer us (or if you can make us an offer
for) equal to sample sent to you by parcel post (or as per specification
enclosed).

-Please send us samples of your manufactures stating your lowest prices
and best terms of payment.

-Would you be able to deliver within 5 weeks of receipt of our order

suggesting terms, methods of payment, and discounts

Companies sometimes state prices and conditions in their advertisements
or literature and may not like prospective customers making additional
demands. However, even if conditions are quoted, you can mention that
you usually expect certain concessions and politely suggest that, if your
terms were met, you would be more likely to place an order

-We usually deal on a 30% trade discount basis with an additional
quantity discount for orders over 1,000 units.

-As we intend to place a substantial order, we would like to know what
quantity discounts you allow.

-We are also interested in your terms of payment and in discounts
offered for regular purchases and large orders.

-If we place orders with you we will have to insist on prompt delivery.
Can you guarantee delivery within three weeks of receiving orders?

7. Closing

Usually a simple 'thank you' is sufficient to close an enquiry. However,
you could mention that a prompt reply would be appreciated, or that
certain terms or guarantees would be necessary.

-We hope to hear from you in the near future / We are looking forward
to hearing from you shortly

-We would be grateful for an early reply / We would appreciate a
prompt answer

-Prompt delivery would be necessary as we have a rapid turnover. We
would therefore need your assurance that you could meet all delivery
date

10



-If the prices quoted are competitive and the quality up to standard, we

will order on a regular basis

I11. ESP Skills Increase

Activity 1 Match English sentences (column A) with their Ukrainian

translation (column B)

A

B

1. We would like you to advise us
of discounts that you provide and
delivery time

a. Mu O0ynemo BaMm BasiuHI1, SIKIIIO
Bu maainuiere Ham OUTBIII
JNETAJIbHUN OIHNC...

2. We are a co-operative wholesale
society based in Zurich

b. ITIpocumo Bac Hagicnatu Ham
Bami karanoru i npecKypaHTH B
TPHOX €K3EeMIUIIpax 1 0axxaHo
aHTJIIMCHKOIO MOBOKO

3. The British Embassy in
Copenhagen has advised us to get
in touch with you concerning...

C. Mu — xkoornepaTuBHe
CYCHIJICTBO OMTOBO1T TOPTiBJIi B

Lropixy

4. If you can agree to the
concessions we have asked for, we
will place a substantial order

d. ITpocumo MOBIAOMHUTH HAC PO
3HWKKH, 1K1 Bu Hagaere, 1 mpo
CTPOKH TTOCTaBOK

5. We would like to know whether
you would be willing to grant us a
special discount

€. bputancbke 1ocoJIbCTBO B
Konenrareni nmopajauiao HaMm
3B's13aTHCs 3 BaMu BITHOCHO. ..

6. We shall appreciate it if you will
send us a more detailed description
of...

f. IIlpocumo BHCIIaTH HaM
OHOBJICHUH Ipaic-nucT Bammx
OyIiBeILHUX MaTepiajiB

7. Please send us samples of your
manufactures stating your lowest
prices and best terms of payment.

g. byas nacka, moBiIoMTe HAC, YU
MOXJIMBA NpOOHA 3aKyT1BIIS

8. The catalogue is of considerable
interest to us and we may be able
to place large orders with your
company

h. XoTiocst 0 3HATH, YU 3MOYKETE
Bu HajiaTu Ham crieniagbHy
3SHUKKY

9. Please would you send me an
up-to-date price list for your
building materials

I. Katanor Hac gysxe 3alikaBuB i

MO>KJIMBO, MU 3MOKEMO HaJIaTH
Baimiii kommagii O1J1bImi

11




3aMOBJICHHS

10. Please let us know if you allow
a trial purchase

J. 51 6 mpar 0OrOBOPHUTH MHUTAHHS
00CITyrOBYBaHHS MEPII HIX
BUPIIIUTH, IKY MOJCIb
yCTaHOBUTHU Ha (padpuiii. Tomy s
OyB Ou myxe BasuHui Bawm, sikOu
Bu nonpocwiin ogHOTO 3 Bammx
MIPEJICTaBHUKIB 3B'SI3aTHUCS 13 MHOIO
110 Tejie(poHy B HAMOMMKYl 2 THXKHI

11. We suggest that you send us
your catalogues and price lists in
triplicate and preferably in English

K. IIpocuMo HamiciaTd HaM 3pa3Ku
Bammx Bupo61B, BKazaBIu
HAWHKY1 IIHA ¥ HalWKpari
YMOBH IIJIATEXKY

12. I would like to discuss the
problem of maintenance before
deciding which model to install in
my factory. Therefore | would be
grateful if you could arrange for
one of your representatives to call
on me within the next two weeks.

|. SIxkmo Bm 3romHi 31 3HIKKAMU,
Kl MM 3alpOCUIH, MU 3pOOHMMO
3HAYHE 3aMOBJICHHS

Activity 2.

a) Complete the following sentences
b) Translate the sentences into Ukrainian

¢) Mind prepositions

1) Our company is a subsidiary of...

2) We are indebted for your address to...
3) Our associates in the packaging industry speak highly of...
4) Could you please send your current catalogue and price list for...

5) We are particularly interested in.

6) | would appreciate more details about...
7) When replying, could you please enclose...
8) Please inform us at what price, on what terms and how soon you

could deliver...

9) If we place orders with you we will have to insist on prompt delivery

of...
10) We are looking forward to...

12




Activity 3. Translate the sentences in writing

1)
2)
3)

4)
5)
6)

Mu BasuH1 3a ToBiToMIIeHHS Baroi agpecn. ..

Hawm Bac mopexkomeHnyBas...

Bbynp nacka, Bunu1iTh MeHi1 Bair HOBHit kKaTasor 1 MpenCcKypaHT 13
miamu ClO

Mu 0co0611BO 3aIlIKaBJICHI B ...

Xotiiocs 6 3HaTH, 4 3MOkeTe Bu Hagath HaMm crielianbHy 3HIKKY

Bynp macka, moBigomMuTe HacC, 3a KOO IIHOIO, Ha IKMX YMOBAaxX 1 sIK
CKOpO Bu 3M0OKeTe NOCTaBUTH. ..

7) 1 OyB Ou BOSYHMIA 32 TOJATKOBY 1H(MOPMAIIIIO TIPO ...

8) 'V cBoiii Bignosizai, He Moriu 6 Bu BkiacTH. ..

9) Mu — KoOmepaTUBHE CYCIIILCTBO ONTOBOIT TOPTIBII B

10) Tak sixk MM MAEMO HaMip 3pOOMTH 3HAYHE 3aMOBJICHHS, MU Mpariy O
3HATH, K1 KUIbKICHI 3HMKKH Bu Hamaere

11) fAxmro My 3poOMMO BaM 3aMOBJICHHS, TO MH OyJIeMO HAIOJIAraTH Ha

HETallHIA 1I0CTaBIII

12) 3 HeTepMiHHIM YeKaEMO Bij Bac IKHAWIIBUIIIOL BIAMOBI I

Activity 4. Learn the following words and word combinations before
reading and translating the examples of enquiry letters into

Ukrainian

1. Appeal 3amyqaTu

2. CIF ( Cost, Insurance, Freight) | «CI®» («BapTicTh, cTpaxoBKa,
hpaxr)

(YMOBHU MOCTaBKH, IIPH SAKUX
MpOoJIaBellb BIIMOBIIAE 32
TPAHCTIOPTYBAaHHS U CTpaxyBaHHS
BAHTAXKY)

3. Commercial Counsellor

TopriBeapHUI paTHUK

4. Competition (n)

Konkypeniiis

5. Draw ( drew, drawn) (v)
Draw one's suppliers

OnepxyBatu
3abe3nevyyBaTHCs TOBApaAMHU

6. Fabric (n)
We are wholesalers of cotton
fabrics

TkanuHa
Mu BesieMO ONTOBY TOPTIBIIIO
0aBOBHSHUMH TKaHUHAMH

7. Fire prevention/sprinkler system

CucreMa NpoOTUNOKEKHOTO
raciHHs

8. Grey cloth

CupoBa TKaHWHA, NPsSKA
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9. Importing house Immoptep

10. Printed cotton cloth HabuBHa 0aBOBHsSIHA TKaHUHA

11. Subsequently 3rofoMm, IMOTIM, Ii3HIIIe

12. Take the liberty to do smth bpaTtu Ha cebe cMIiTUBICTD

13. Theft protection 3axucT BiJ morpaOyBaHHS

14. Trade fair Apmapok

15. Trade reference Iadopmariis mpo craH cpan
(bipmu)

Example 1.

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y
England

25" February, 2015
Dear Sir,

We read your advertisement in the 'Pet Magazine' of 25th
December.We are interested in buying your equipment for
producing pet food. Would you kindly send us more information
about this equipment:

—price (please quote CIF Odessa price)

—dates of delivery

—terms of payment

—(guarantees

—if the price includes the cost of equipment installation and staff
training.

Our company specializes in distributing pet products in Ukraine. We
have more than 50 dealers and representatives in different regions and
would like to start producing pet food in Ukraine. If your equipment
meets our requirements, and we receive a favourable offer, we will be
able to place a large order for your equipment.

Your early reply would be appreciated.

Yours faithfully,
(Signature)

14




V. Smurov
Export-Import Manager

Example 2

1% July, 2012

Dear Sirs,

We understand that your firm manufactures and sells motor scooters.
We are a wholesale importing house having many customers throughout
Great Britain, both in the wholesale and retail trades.

Motor scooters are becoming very popular in this country, but we have
to point out that the competition is very strong.

We should be glad to receive your illustrated catalogues and price lists.
Please quote your export prices.

For your information: our bankers are: The England and Scotland Bank
Ltd., High Street, London.

Yours faithfully,
(Signature)
P. Gerard

Example 3

10™ April, 2015
Dear Sir / Madame

A business associate of ours, Berend Kasius of the Hilbers Company in
Albany, New York, mentioned your name and showed us your
company's brochure. We own and operate six medium-sized hotels in
Kharkiv area and are looking for a reliable fire prevention/sprinkler
system for these properties. Could you mail us your latest sales
catalogue and price list? Thank you very much.

Yours faithfully
( Signature)
F. Raval

Example 4

15




Moscow, 8" June, 2016
Dear Sirs,

We are indebted to "Kelly's Directory"” for your name and address and
take the liberty to introduce ourselves as motor cycle importers in
Moscow.

We should be very pleased if you would kindly let us have by return of
mail your prices for the various types of motor cycles you can offer,
together with the delivery dates.

We thank you for a prompt reply

Yours faithfully,
( Signature)
P. Ivanov

Example 5

Gentlemen,

When we attended the International Electronics Trade Fair in London
last month, we visited your stand and saw a very interesting
demonstration of your automatic high-security garage doors. The ability
to drive straight in and out of your garage from the comfort of your car,
as well as your emphasis on theft protection, appealed to us. We believe
that there is a ready market for this in the United States.

Our company is a subsidiary of the international Zetax Corporation,
well-known in the security and theft prevention industry.

Would you please send us your current sales literature and price list? Of
course, we will be glad to provide the usual credit and trade references if
we decide to order from your company.

Sincerely yours,
(Signature)

B. Brown
Chief Buyer

Activity 5.
a) Translate the following enquiry into English
b) Compose enquiries of your own

Kuis, 3 xBiTHs 2014
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[[TanoBH1 700pOii,
3a pekoMeHaIli€ro MaHa [BaHOBa, TOPTIBEIBHOTO PaTHUKA IMOCOIBCTBA

Kanagu B YkpaiHi, MU 3BEepTaEMOCS J0 Bac i3 3allUTOM PO MOCTABKY
JUTsl Hac OAaBOBHSHUX TKaHWH y IIIMaTKaXx.

Mu BenemMoO ONTOBY TOPTIBIIO OAaBOBHSHMMM TKAaHWHAMHU M 3BHYAHO
3abe3neuyemocs ToBapamu 31 CIA, Kanamu, Iunii. HlopiuHo 13 1ux
KpaiH MM 3aKyIIOBYEMO TOBap Ha cymy npubauszHo B 500000 §.

bynp macka, moBigomMTe HaM BHUIM OaBOBHSHOTO TEKCTHIIIO, SKi
MpU3HAYEHI JJIs eKCIIOPTY Il Y KpaiHu.

Mu Oynu O BasuHi, skOM By Bucianu HaM 3pa3ku i Ipaiic apKyIil.

Mu He oOMeXyeMO Hallll 3aKyIiBJII TEKCTUJIEM OCOOJIMBUX THIIIB, HAC
I[IKaBJIATH SIK HAOMBHA OaBOBHSHA TKaHWHA, TakK 1 IIpsKa.

Xotuiocs 0 3HATH, 4u 3MOKeTe Bu HajgaTu HaMm crieliaibHy 3HUKKY.
3 HEeTepMIHHAM YyeKaemMo Barioi sKHalmBUAIIO1 BIATOBIII.
3 moBaroio,
K. [IIeBueHkO
MeHemkep no 3aKymiBIIsX.

Activity 6. Fill in the gaps in the enquiry with suitable words given
below:

Trust, reply, advertisement, competitive, catalogues, GIF, September,
substantial

St. Petersburg, .............. 30th, 2013
Transportmaschinen Export-
Import G.m.b.H., 64,
Mohrenstrasse, Berlin W 8, BRD
Germany

Dear Sirs,

We have seen your ......... in "General Export" and should be glad
to receive your bicycle ......... with price lists. The prices should be
given..... St. Petersburg. If they are ........ we may be able to place
....... orders subsequently.

We ....... to receive an early ........

Yours faithfully.
The Modern Cycle Co. Ltd.,
(Sergey lvanov)
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Activity 7.Learn the following polite phrases used for making
requests and compose dialogues of your own using these phrases

1. Please inform us... Bbynp nacka, moBigoMTe Hac...

. We ask you to inform us... [Tpocumo Bac moBijjoMuTH Hac...
. We beg you to inform us...

Mu OyaeMo BasiuH,

2
3
4. We shall be obliged if you will...
5
K110 Bwu...

. We should appreciate it if you
will...

6. We would be pleased if...

7. Please be so kind as to ... (do ByapTe TaK Jr00'3Hi...

smth) (3pOOHUTH TIIOCH)

8. Please be good enough to send | Byap jacka, BULILTITh HaM...
us...

9. Would you be so kind as to send
us...

10. Could you send us...

11. Please send us by return of Bynap nmacka, momnuriTh i3

post.. 3BOPOTHOIO TIOIITOIO
possible (urgently)... B IIIE (TEPMIHOBO)

Activity 8. Compose your own enquiries on the following topics:
1) Enquiry for computers
2) Enquiry for machinery for coagulating, extracting and drying
synthetic rubber
3) Enquiry for a portable air compressors

Activity 9.

a) Read, translate and learn the following dialogue

b) Make up your own dialogue on the topic
Broker. Hello. Is that Rosexport? This is Mr. Simpson speaking. Is Mr.,
Ivanov there?

Manager. Mr. Ivanov speaking.

Broker. We have an enquiry for about 5,000 tons of wheat on sample
411 but it is impossible to obtain your price limit.

Manager. What figure can you get?

Broker. | think not more than 32 pounds although we are doing out best.
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Manager. This parcel is of special quality. Don't sell this wheat below 33
pounds, please.

Broker. But this means ten shillings above the price of the last parcel.
Manager. The difference is quite reasonable considering the high quality
of the wheat.

Broker. There's another difficulty. Buyers want December shipment
instead of January.

Manager. Offer them, please, 15" December — 15" January. Should
they insist on December shipment, call us up again and we'll see in the
meantime whether we can arrange tonnage. And what about barley?
Broker. There's little demand just now, as there are large stocks of maize
in Liverpool. Besides, large shipments of maize are expected from the
States.

Manager. But you've heard of our sales of barley in Rotterdam and
Antwerpen, haven't you?

Broker. Yes, | have, but the situation is different here, I'm expecting a
bid from a large manufacturer of feeding stuffs. May | agree to January
shipment?

Manager. Yes, you may.

Broker. All right. I'll call you up again tomorrow. Good-bye.

Manager. Good-bye.

IV. Study the information on making replies to enquiries

1. How to make replies to enquiries.
A reply to an enquiry from a regular customer is normally fairly brief,
and does not need to be more than polite and direct. Provided the
supplier is in position to meet his correspondent's requirements his
reply will generally:
Thank the writer of the letter of the enquiry for the letter in question.
Supply all the information requested, and refer both to enclosures and
to samples, catalogues and other items being sent by a separate post.
Provide additional information, not specifically requested by the
customer, so long as it is relevant.
Conclude with one or two lines encouraging the customer to place
orders and assuring him of good service.

Many firms make it a point to answer enquiries the very day they are
received, giving them precedence over all other letters. Even if drawing
up the requested offer takes several days, they send the customer a first
reply as soon as possible. It must be taken into account that the client
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may need the goods rather urgently and that he has written more than
one letter. Of course he will consider those replies first that come first.

2. Opening

In an email reply, the RE - abbreviation in the subject line automatically
shows that you are replying to a message. Therefore it is not usually
necessary to use a salutation.

However, letters are different. Mention your prospective customer's
name, e.g. if the customer signs his letter Mr B. Green, begin Dear Mr
Green, not Dear Sir.

Thank the writer for his or her enquiry. Mention the date of his or her
letter and quote any other references.

-Thank you for your enquiry of 6 June 2010 in which you asked about...
-1 would like to thank you for your enquiry of 10 May 2010, and am
pleased to tell you that we would be able to supply you with the...

-We were pleased to learn from your letter of 10 December that you are
impressed with our selection of....

-Replying to your enquiry of 2 June ... we are pleased to inform you
that...

3. Confirming that you can help

Let the enquirer know near the start of your reply if you have the
product or can provide the service he or she is asking about. It is
irritating to read a long letter only to find that the supplier cannot help.
-We have a wide selection of sweaters that will appeal to the market you
specified.

-Our factory would have no problem in producing the 6,000 units you
asked for in your enquiry.

-We can supply from stock and will have no trouble in meeting your
delivery date.

-1 am pleased to say that we will be able to supply the transport facilities
you require.

-We can offer door-to-door delivery services.

4. 'Selling" your product

Encourage or persuade your prospective customer to do business with
you. A simple answer that you have the goods in stock is not enough.
Your customer might have made ten other enquiries, so remember it is
not only in sales letters that you need to persuade. Mention one or two
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selling points of your product, including any guarantees, special offers,
and discounts.

-Once you have seen the Delta 800 in operation we know you will be
impressed by its trouble-free performance.

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

5. Suggesting alternatives

If you do not have what the enquirer has asked for, but have an
alternative, offer that. But do not criticize the product he or she
originally asked for.

-...and while this engine has all the qualities of the model you asked for,
the 'Powerdrive ' has the added advantage of fewer moving parts, so
reducing maintenance costs. It also saves on oil as it...

-The model has now been improved. Its steel casing has been replaced
by strong plastic, which makes the machine much lighter and easier to
handle.

6. Negative answer or referring the customer to another place

You may not be able to handle the order or answer the enquiry. If this is
the case, tell the enquirer and, if possible, refer them to another company
which can help them.

-We thank you for your enquiry dated ... but regret to inform you that at
the present time we are not in a position to make you an offer for the
goods required by you.

-As our plant is fully engaged with orders, we find it impossible to put
forward a quotation for delivery this year.

-We very much regret that we are unable to accept new orders for
delivery within the time specified by you.

-We should prefer not to put forward an offer for this machine as it is
under re-designing now.

7. Closing

Always thank the customer for contacting you. If you have not done so
at the beginning of the letter or email, you can do so at the end. You
should also encourage further enquiries.

-Once again we would like to thank you for writing. We would welcome
any further questions you might have
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-Please contact us again if you have any questions, using the above

telephone number or email address

-We hope to hear from you again soon, and can assure you that your

order will be dealt with promptly

V. ESP Skills Increase

Activity 1. Match English sentences (column A) with their

Ukrainian translation (column B)

A

B

1. Thank you for your enquiry of 6
June 2010 in which you asked
about...

a. Mu BBaxkaeMo, 1110 Bu 3po0uim
BIIMIHHMM BUOIp, 3yNUHUBIIUCH
Ha 10U JHI, 1 SK TUIBKU Bu
mo0aynuTe 3pa3kd, MU II€BEH, IO
Bu noroaurtecs 3 ii yHIKaJbHICTIO
AK 110 (paKTypi, TaK 1 MO KOJIbOPY...

2. | am pleased to say that we will
be able to supply the transport
facilities you require.

b. Ile pa3 nsgxyemo Bam 3a nwucr i
OyJieMo paJiy BiJAMOBICTH Ha Oyb-
SIKE€ TTATAHHS

3. I would like to thank you for
your enquiry of May 10 and am
pleased to tell you that we would
be able to supply you with the.

c. llkoxyemo nosinomutu Bac, mo
B I€¥ 4YaC MU HE KOMIIETEHTHI
3pobutu BaMm nporno3uiiro Ha
3anuTyBaHi Bamu ToBapu

4. | am pleased to say that we will
be able to deliver the transport
facilities you require

d. JIsxyemo Bam 3a Bamr 3anuT Bin
6 uyepBus 2010 p., y sKiM BH
I[IKaBUTECH. ..

5. We think you have made an
excellent choice in selecting this
line, and once you have seen the
samples we are sure you will agree
that this is unique both in texture
and colour...

€. MeHI npueMHO MOBIJIOMHUTH, 11O

MU 3MOKEMO 3a0e3neynTn
HeoOxigH1  Bam  TpaHcmopTHI
MOCITYTH.

6. And while this engine has all the
qualities of the model you asked
for, the 'Powerdrive' has the added
advantage of having fewer moving
parts, so less can go wrong. It also

f. [Tocmimaemo Bam mHam morouHwuit
Karajor 1 mpeickypant. ToBapw,
npo sgkux Bu  3anuTyBanu,
3raayrThcs Ha crop. 31-34 mixg

KATAIOKHUMU HoMepamu B 32-
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saves on oil as it...

B37. [Tpu oopMIIECHHI
3aMOBJICHHs, OyJb Jlacka, 3po0iTh
NOCUJIAHHS  HAa Il  HOMEpH.
3anutyBani Bamu 3pasku OyayTh
BIJIPABJICHI OKPEMOIO TOIITOIO.

7. The book you mention is not
published by us, but by Greenhill
Education. If you would care to
write to them, their address is...

g. byas nacka, mumiite HaMm 3 Oy/Ib-
SKUX IHUTaHb a00 3BEpTaMTeCs II0
3a3HAYCHOMY BUIIIC HOMEPY
Teneony.

8. Please find enclosed our current
catalogue and price-list. The units
you referred to in your letter are
featured on pp. 31-34 under
catalogue numbers Y32-Y37.
When ordering could you please
quote these numbers? The samples
you asked for will follow by
separate post.

h. I xouya mneil OBUryH Mae BcCi
SKOCT1, TIpO sIKMX Bu 3anmurtyBanw,
"[TayspapaiiB" 10 TOro )k Mae Ty
nepeBary, I0 B HBOT'O MEHIIE
YaCcTHWH, WI0 pyXalwThCs, TOOTO
MEHIIIA iXHS KIJIBKICTh MOYKE€ BUUTHU
3 nmagy. BiH Takox omaumBiiie y
BUTpPATI Macja, OCKUJIbKH...

9. Once again we would like to
thank you for writing to us and
would welcome any further points
you would like us to answer.

I. Kuaura, npo sxy Bu mnwmmere,
BHJIaHA HEC HaMH, 4 BUJABHUITBOM
«I'puaxmin - Egrokenmnn».  SKmo
Bun  Oaxxkaere iM  Hammcarw,
MOB1AOMJISIEMO aJpecy...

10. Please write to us again if you
have any questions, or call us at the
above telephone number.

J. Mu nmoBepHEeMOCS 10 OO
MUTAaHHS HAMMPUKIHII HACTYITHOTO
TUXHSI

11. We regret to inform you that at
the present time we are not in a
position to make you an offer for
the goods required by you.

K. 5 paguii mOBIIOMUTH Bac, IO
MU 3MO’KEMO HaJIaTH BaM YMOBH
TPaHCIOPTYBaHHS, sKi Bac
IKABUJIN

12. We will revert to the matter at
the end of next week

|. 51 mpar 6m momskyBatu Bam 3a
3anmuT Big 10 TpaBHA. MeHi
npueEMHO TIOBiMOMUTH Bac, mo mu
3mMoryu 0 rnmoctaButu Baw...

Activity 2.
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a) Complete the following sentences

b) Translate the sentences into Ukrainian

¢) Mind prepositions

1) We must acknowledge with regret that...

2) We acknowledge with thanks receipt of your enquiry of... for...

3) The matter concerning ... is receiving our careful attention

4) We have forwarded your enquiry to...

5) I would like to thank you for your enquiry of...

6) We can offer door-to-door delivery services

7) We find it impossible to put forward a quotation for delivery of ...this
ear

)8/) Please find enclosed our current catalogue and price-list of...

9) Please contact us again if you have any questions concerning. ..

10) We appreciate your interest and thank you for writing to ...

11) I hope that the enclosed information about .....will be of use to you
12) Delivery will be within 3 weeks of receipt of your order

Activity 3. Translate the sentences in writing

1) Mu nepecnanu Bam 3anut

2) Slxmio y Bac BUHMKHYTH MUTaHHS, Oy/Ib JJaCKa, 3B'I3yHUTECS 3 HAMU
3) 3 xajieM MM IIOBHHHI BU3HATH, II10...

4) IIutaHHs yBa)KHO BUBYAETHCS (TPOPOOISETHCS) HAMU

5) I3 BAsSYHICTIO MIATBEPHKYEMO OJIepKaHHs Baroro 3anuTy Bifl...
BIJTHOCHO...

6) CrioxgiBaemocs, o npukiaaeHa ingopmariis Oyae Bam kopucHa

7) Y BianoBiap Ha Baiil 3anuT BiJ ...paJad NOBIJIOMUTH. ..

8) IlIxoayemMoO OBIIOMUTH, 1110 HA TaHUW MOMEHT TaKOTO TOBapy HEMae
y IPOIAKY

9) HocraBka Oyjae 3po0iaeHa MPOTArOM YOTUPHOX THUAKHIB BIJT THS
OJICp’KaHHSI 3aMOBJICHHS

10) Mu mMoxxemMo HaJjaTH MOCTYTY 3 JOCTaBKH « BiJl IBEPEHl 10 IBEPEii»

Activity 4. Read, translate the examples of replies to enquiries and
try to remember them

Example 1

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

20th February, 2015
Mr. Peter Crane,
Chief Buyer
B.Cottwold & Co. Ltd.
Nesson House
Newell Street
Birmingham B3 3EL
UK

Dear Mr Crane

Thank you for your fax of February 19. Enclosed is our current summer
sales catalog for the complete range of Fairfax products you asked for,
together with full details of our liberal terms of business. As you can see
on page 3 of our price list, we allow you a special discount off all net
prices for orders of the value you stated in your fax. Delivery will be
within four weeks of receipt of your order. However, to take full
advantage of these special summer sales offers, we advise you to place
your order promptly. We expect considerable response to our summer
sale and supplies are limited.

If you have any further questions, please contact us. We look forward to
hearing from you as soon as possible.

Sincerely,
(Signature)

D. Causio
Sales Director

Example 2

Dear Mr. Brown
Thank you for expressing an interest in Elyxx/Automated Simulations.
In response to your request for further information on our product line of
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computer games, we enclose our latest catalog and price lists.

We are in the process of expanding our distribution channels
internationally as the demand for high-quality computer games
increases. Our games are unique and positioned for your market. Take a
few minutes and review the enclosures, and you will see why so many
top retailers have added the Elyxx computer games to their product mix.
Please contact us if you have any questions regarding the product line or
material enclosed.

We look forward to hearing from you in the near future.

Sincerely,

(Signature)

P. Lane

Example 3

Dear Sirs,

We thank you for your letter of March 23 from which we found out
that you are interested in "Sever" Biscuit Products.

We have pleasure, therefore, in enclosing our up-to-date price list
for this line. The prices are quoted net, no discount being granted. You
will receive three catalogues under separate cover.

We trust our offer will appeal to you and look forward to your reply
with interest.

Yours faithfully,
(Signature)

P. Lane

Director
Enclosure

Activity 5.
a) Translate the following reply to enquiry into English
b)Compose in writing your own reply to enquiry

Itanis, 10 TpaBus 2012
[ITanoBHu# n. KpenH!

Mu 6ynu pazai onepxatu Baiie 3aMOBIIEHHSI, a TaKOK JTIOB1IATUCS PO
Te, 1o Bam criogo0aBcst Hall acCOPTUMEHT CBETPIB.

Ham He Baxxko Oyje 311HCHUTH MOCTAaBKM 11 Bac 13 HassBHOTO B
HAC PI3HOMAHITHOTO ACOPTUMEHTY 3pa3KiB OJSTY, AKUWA MU CKJIaJa€EMO
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JUIS1 BC1X BIKOBUX T'PYII.

Mu moxemo 3anporonyBaTu Bam 3HUKKY BUXOSTYH 3 KIJTBKOCTI
MPOAYKIIIi, 1110 KYMY€EThCs, PO Ky Bu 3anuryBanu, y po3mipi 5% Bij
NEPBICHOI LIHU MPU 3aMOBJICHHI MPOAYKIlIi Ha cyMy moHaza 2000
JI0J1apiB, ajie 3BUYaiHUN PO3MIp TOPTrOBEJIbHOI 3HMKKHU B [Tamii
CTaHOBUTH 15%.

I3 M nuctom BucwiiaeMo Bam Hamn JiTHIN KaTtalior 1 mpercKypaHT
1iH y Jlongoni 3 o6aikom CID.

Mu neBHi, 110 Bu 3HaliieTe mMoKymiiiB HaIlol TOTOBOI MPOIYKIIii B
AHTIIII, SIK 11€ BAAETHCS HAIITUM MPEICTAaBHUKAM PO3APiOHOT TOPTIBII O
BCiit €Bpomi i B Amepuiii. Mu BupakaeMo Haito, 10 3MOXKEMO JIHTH
3rOJY MIOJO I1HU.

Cnacu01i 3a BUSIBJICHUH 1HTEepecC. 3 HETEPHIHHAM YyeKaemo B Bac
BIAMIOBIII.

[I{upo Bam,

(mgnuc)

. Kay3zno

Jlogatox.

Activity 6. Fill in the gaps in the reply choosing from the words
given below:
Interested, quoted, dated, pleasure, reply, granted, inclosing, appeal.

Kharkiv, 29" March 2011

Dear Sirs,

We thank you for your enquiry ......the 28th March from which we
found out that you are .....in "Sever" Biscuit Products.

We have....... therefore, in ...... our up-to-date price list for this
line. The prices are .....net, no discount being...... You will receive three
catalogues under separate cover.

We trust our offer will ....to you and look forward to your ...with
interest.

Yours faithfully,
Enclosure

V1. Grammar Skills Increase
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Activity 1. Study the information about modal verbs

The modal verbs include can, must, may, might, will, would, should.
They are used with other verbs to express ability, obligation, possibility,
and so on. Below is a list showing the most useful modals and their most
common meanings:

Modal Meaning Example

can to express ability | can speak English.

can to request permission Can | open the window?

may to express possibility | may be home late.

may to request permission May I sit down, please?

must to express obligation | must go now.

must Loeﬁz?ress strong She must be over 90 years old.
should to give advice You should stop smoking.
would to request or offer Would you like a cup of tea?
would in if-sentences It I were you, | would say

sorry.

Modal verbs are unlike other verbs. They do not change their form
(spelling) and they have no infinitive or participle (past/present). The
modals must and can need substitute verbs to express obligation or
ability in the different tenses. Here are some examples:

Past simple Sorry I'm late. | had to finish my math test.
Present perfect She's had to return to Korea at short notice.
You'll have to work hard if you want to pass

Future

the exams.
Infinitive | don't want to have to go.

: | couldn't/wasn't able to walk until | was 3

Past simple

years old.

| haven't been able to solve this problem. Can
Present perfect

you help?

I'm not sure if | will be able to come to your
Future

party.
Infinitive | would love to be able to play the piano.

Modals are auxiliary verbs. They do not need an additional auxiliary in
negatives or questions. For example: Must | come?, or: He shouldn't
smoke.
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Activity 2. Translate the following sentences paying attention to
modal verbs.

1. Who is to answer the letters? 2. These funds should have been
credited to our account. 3. We have to fulfill the order immediately. 4.
Must | attend this meeting? - No, you needn't. 5, You should have
shown your documents to the customs officer. 6. | asked him, but he
wouldn't listen to me. 7. You should have answered the enquiry letter. 8.
We would often sell the goods on credit last year. 9. We couldn't do this
work in time.10. Would you tell me the way to the station? 11. You
might have informed us about that. 12. May | leave a message? - Yes,
you may. 13. She should have been more attentive to her work. 14. You
needn't come so early. 15. They wouldn't answer to our letters. 16. Shall
we send you our price-list? 17. The documents shall be made in Russian
and English languages. 18. We have to sign a contract. 19. You are not
allowed to smoke here. 20. Who is able to do this work? 21. He had to
leave for Moscow earlier. 22. You are to deliver the goods by 10" of
May. 23. You are allowed to pay with your credit card. 24. They were
able to do this work in time. 25. We shall be able to make a reduction in
our prices.

Activity 3. Substitute the modal verbs by their equivalents.
Translate the sentences into Ukrainian.

1. They couldn't explain anything. 2. You must make out the order in
three copies. 3. Can you deliver the goods tomorrow? 4. The customers
may take these free catalogues. 5. You should answer the letter
immediately. 6. The contract must be signed by both parties. 7. Who
must answer this enquiry letter? 8. The flight must arrive to Moscow at
10.9. May we make changes in the contract? 10. | have an appointment.
We must meet at 10 o'clock. 11. Freight is to be paid by the Supplier. 12.
We cannot make a reduction in price.

Activity 4. Fill in the blanks with the proper modal verb or its
equivalent

1. The goods ... not be shipped last week, because they to be cleaned
at the customs. 2. You .... remind us of your order, because the goods
were already sent to you yesterday. 3. We ... handle the orders because
we were pressed with time. 4. The faulty goods ... to be replaced. 5....
you allow three days for shipment? 6. ... we discuss this question now? -
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No, we ....We ... do it tomorrow. 7. I'm glad you ... come. 8. ... you ... to
come and have dinner with us tomorrow? I'd love to. 9. Please send
them this catalogue. ... | do it now? 10. The payments ... be effected
within 24 hours upon receipt by the Buyer the invoice. 11. I won't ...to
transfer the money. 12. You ....have checked the invoice before the
dispatch.

Activity 5. Translate the sentences in writing paying attention to
modal verbs

1. KoHTpakT moBuHEH OyTH HaMMCaHUN Ha IBOX MOBaX, YKpalHChKIN Ta
aHTIIMCHKIN, 1 MATUCAaHO 000Ma CTOPOHAMH. 2. Ydopa MEHI IOBEIOCs
BIIIOBICTHY Ha BCI1 Il JIUCTHU. 3. MeH1 HanmucaTu BIANOBIIL HA LEH 3amuT?
- Tak, 3po0ith 11e, Oyab acka. 4. Mu He 3M0KeMO BUKOHATH Bariie
3aMOBJICHHS BY4acHO. 5. Bu 000B'sI3K0BO MOBUHHI NMPUIXaTH I
MOJAUBUTHUCA HAIlly HOBY BUpOOHMUY JiHit0. 6. S paguii, 110 MEHI He
JIOBEJIOCS 3aKIHYYBATH I[10 poOOTY BUOpa. 7. [HOA1 MEH1 TIOBOIUTHCS
MpaloBaTh y BUXiaH1 THI. 8. MoXHa MEH1 3aMOBUTH aB1aKBUTOK
3aznaneriap? - Tak, 3su4aiino. 9. Bam Oyso 6 ciiijg HaHeCTH MapKyBaHHS
He3MUBHOIO Gap6oro. 10. Mu 3M0KeMO BiIMPABUTH BaHTAXK y
noHeAUToK. 11. Bam He mOTpiOHO MOCHIIATH HAM KOTIIO0 paxyHKY-
daxtypu. 12. He mornu 6 Bu BiiMOBICTH Ha HAIII JIUCT SIKOMOTa
mBuame? 13. Bam nonomortu 3 ynakyBanusm? 14. To61 ue ciig O6ymo
J3BOHUTHU 1IbOMY MOCTAa4aIbHUKOBI. 15. 3T1JIHO 3 KOHTPAKTOM
[Iponasens mpoaae, a [lokymnens kymye...16. BiH, MOXIHBO, MiAMHUIIE
KOHTpAKT. 17. MoxJMBO, BiH 3acTpaxyBaB BaHTax. 18.00manHaHHs
MOCTABJISIETHCS MPOTSITOM IIECTH MICSIIIB 3 MOMEHTY oruiaTu. 19. Komtu
noTpiOHO OYyJI0 KPEAUTYBATH 3a paxXyHOK (pipmu. Asie 1bOoro 3p00JIeHO
He Oyio. 20. Bam ciij 3ragat mpo 1e y Bairii BimoBil.

VII. Communication Skills Increase

Activity 1. Support or challenge the following statements:

1) Small businesses fail more often then big companies.

2) Many businesses fail because they fall into a trap of ignoring their
cash-flow, often because they allow too generous credit terms.

3) The spirit of a company is a key to success.

Activity 2. Speak on the following:
1). If you could start up a small business, what would it be?
2) Types of businesses in Great Britain and Ukraine.
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3) Corporation as one of the most difficult and expensive for creation
form of business.
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UNIT 2
OFFERS

Glossary

Activity 1. Read and remember the following words and word
combinations.

1. Acceptance (n)

AKuenr, 3rojia (Hanuc Ha mnamnepax
PO 3rojly 3A1MCHUTH IUIATIXK 10
HbOMY)

. Bill of lading (B/L)

KoHocameHT

. C.&F. (Cost and Freight)

KA®, Bapricth 1 ¢paxt, (ymMOBHU
MOCTaBKU, TPU SIKUX MPOJABEIb
BIMOBIJA€ 33 TPAHCIOPTYBAHHS
BAHTAXKY)

4. Cash on delivery (C.0.D.) OmuiaTa TOTIBKOIO IPU JOCTaBII

5. Cash with order (C.W.0.) OmuiaTa TOTIBKOXO IPU BHAY1
3aMOBJICHHS

6. Consignment (n) [TapTis, BiiBaHTaKEHA MAPTIis

7. Document against payment Crlata 1o JOKyMeHTax  (3a

(D/P) TOTIBKY)

8. Draft / bill of exchange (n) Tparra, nepexiaHui BEKCENb

9. Ex works ®dpanHKo 3aBOJI, I11HA 13 3aBOJIY-
nocTavajabHUKa.(YMOBH IIOCTAaBKH,
IIPY SIKUX IIPOJIABEIb TOBUHCH
IIOCTaBUTH TOBApP ISl CAMOBUBO3Y
MOKYTIIIEM)

10. F.A.S. (Free alongside Ship) ®dpaHKo y310BXK OOPTY CyaHA

11. F.O.B. (Free on Board) DOB, Q)paHKO 60pT CyaHa (YMOBI/I
IIOCTaBKH, IPU SKHX IIPOJIABEIh
BIJINOBI/Ia€ 3a TOBAap /0 MOMEHTY
Horo mnoctaBkM Ha OOpT cCyjJHa
/TTaKa)

12. F.O.R. (Free on Rail) ®panko-BaroH, (yMOBHU ITOCTaBKH,
IIPH SIKHUX IIPOJJaBEllb BiAMOBIAAE 3a
BaHTaXX JJO MOMCHTY JIOCTaBKH Ha
3QJI13HUIIIO)

13. Firm (binding) offer TBepaa npormo3uItis

14. Interest (n) Bingcotku

15. Invoice (n) PaxyHok-dakTypa
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16. Irrevocable (adj)

besBinkmmunuii /6e3moBOpOTHUH

17. Letter of credit ( L/C)

AKpeauTus

18. Net
19. Net cash

be3s 3HmXKHN
T'oTiBKOIO 0€3 3HUKKH

20. Offer / quotation (n)

IIpono3uris, odepra

21. Offer without engagement

[Tpono3uriist 6e3 3000B's13aHb

22. Payment in advance

Criata aBaHCcoOM

23. Payment on receipt of goods

Cnnata micis oJiepKaHHs TOBapy

24. Shipment (n)

1. BinBanTa)keHHs, IIOCTaBKa,
2. ITapris (BiABaHTaXKEHOTO

TOBApY)
25. Spot cash /cash on the spot Heraiina omiaTa roTiBKOIO
26. Stipulate (V) OOyMOBIIOBATH

27. Stock (n)

3amac, ckiaaj

28. Subject to

Tyt - 32 yMOBHU

29. Unsolicited offer

Heszanutana npomnosuiris

30. Withdraw (v)

Bigsusatu

11.Study the information on making offers

1. How to make offers

The offers generally fall into two categories: the firm (binding) offer and
the offer without engagement. A firm offer is made by the seller to one
potential buyer only. Usually the time during which it remains valid is
indicated. If the buyer accepts the offer in full during the stipulated time,
the goods are considered to have been sold to him at the price and on the
terms stated in the offer.

An offer without engagement may be made to several potential buyers
and the goods are considered to have been sold only when the seller,
after receipt of the buyer's acceptance confirms having sold him the
goods at the price and on the terms indicated in the offer.

It goes without saying that offers should be made out very carefully.
They should contain:

1) Exact quantities, measurements, weights.

2) The quality of the goods (chemical analysis, performance,

material, brand, etc.).

3) The method of transport, if there are several possibilities.

4) The exact date of delivery or time of delivery

5) The terms of payment, for instance:
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— payment in advance,

— cash payment,

— payment by letter of credit (L/C)

— document against payment (D/P)

— payment on receipt of goods

— payment with clearing agreement

The currency in which payment is to be effected, the bank with which
you work, the place of payment, etc. should be stipulated.

6) The terms of delivery define what the price actually includes
and stipulate the mutual obligations of the seller and the buyer.
The most usual terms of delivery are F.O.B. (Free on Board), F.O.R.
(Free on Rail), CIF. (Cost, Insurance, Freight), C.&F. (Cost and
Freight) and others.

2. Opening

- ...quoting as follows for ... (submitting the following quotation...,
offering you the following goods..., enclosing our estimation for the
supply of ..., sending you our latest catalogue.

- You will be interested (in) (to hear that)...

- You will find enclosed with this letter a sample of ...

- We are pleased to inform you...

- As a result of the favourable supply situation we are able to offer

your firm.... for immediate delivery

2. Prices and terms

- Our prices are quoted ...

- Our prices include packing and carriage.

- Freight and packing cases are included in the price..

- We can offer you these goods at....( below market prices, at less than
cost, at the very special price of, on very favourable terms, at cost
price).

- Our terms are net cash (spot cash, cash within 7 days, cash on
delivery, cash with order).

- Our terms and conditions of sale as printed on our invoices must be
strictly observed.

- Our terms of payment are settlement by last day of month of receipt
of our statement.

- Payment by banker's draft ( irrevocable letter of credit, bill of
exchange) is requested.
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3. Conditions and qualifications

- We offer you the goods subject to receiving your confirmation within ...

days of the date of this letter.
- We hold (or We are holding) this offer open for your acceptance until
the 15th May.

- This offer is firm for 3 days (subject to contract).

- We offer these goods subject to their being unsold on receipt of your
order.

- This offer must be withdrawn if not accepted within 7 days.

- Please note that goods supplied on approval must be returned within

7 days if not required.

4. Supply and demand

- In view of the heavy demand for this line, we advise you to order at

once.

- This article is in great demand.

- There is no demand here for such goods.

- We should be pleased to supply you on a consignment basis.

- As we have a good supply of these machines we can effect shipment

within 5 days.

- The model you ask for is out of production, but we can supply ...

instead.

- We can offer you a wide range (choice, selection of sizes) and types

from stock.

5. Closing

- May we hear from you at your convenience

- Should you have additional questions, feel free to contact us

- We look forward to receiving your detailed offer

- May we request a prompt reply

- We would appreciate your order and promise you prompt service at

all times

I11. ESP Skills Increase

Activity 1 Match English sentences (column A) with their Ukrainian

translation (column B)

A. B.
1. We have pleasure in offering a. 3 ypaxyBaHHSIM BEJIMKOTO
you, subject to your acceptance TOMHUTY Ha IO MapTilo, paguMo
by fax, 1,000 tons ... BaMm Bigpasy poOUTH 3aMOBJICHHS
2. You will find enclosed with this | b. Mu nporionyemo Bam nocrasky
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letter a sample of

TOBapy Ha yMOBaX KOHCHUTHaIIl1

3. Our terms and conditions of
sale as printed on our invoices
must be strictly observed.

Cc.Mu nmponnonyemo Bam ToBap 3a
YMOBH OJIEPKaHHS BaIlIOTO
1JITBEPKCHHS BIIPOJOBXK. .. JIHIB
B1JI IaTH OJICPKaHHS JAHOTO JIMCTA

4. We offer you the goods subject
to receiving your confirmation
within ... days of the date of this
letter.

d. Mu nporionyemo Bawm, 3a ymoBH
Barmoro aknenry ¢gakcom, 1000
TOHH. ..

5. The price quoted includes
packing in special export cases.

e. Monenp, Ky BA 3alIMTYBaJIU, HE
BUPOOJISETHCS, alle MU MOKEMO
3aMpOIOHYBATH 3aMICTh. ..

6. This offer must be withdrawn if
not accepted within ... days

f. Jlo nucTa mogaeThes 3pas3okx. ..

7. Goods ordered from our old
catalogue can be supplied only
until stocks are exhausted.

g. Hami cTpoku i yMOBH IPOJAXYy,
K 3a3HAYEHO Ha HAIIMX paxyHKax-
(dakTypax, HOBUHHI OyTH CyBOPO
JTOTpUMaHI1

8. We should be pleased to supply
you on a consignment basis.

h. Ilst odepra aiticHa nurie B TOMy
BUMAJKY, SKIIO TOBAp I1e HE Oyie
IPOJAHUM ITICIIS OCPIKaHHS
Bamioro 3aMoBiIeHHS

9. The model you ask for is out of
production, but we can offer ...
instead

I. Y BUDaAKy HE IMATBEPKCHHS
MPOTIO3HUIIiT TPOTSATOM ... JIHIB,
BOHO Oy/Jie BIJIKJIMKaHE

10. In view of the heavy demand
for this line, we advise you to order
at once

J. 3a3HaveHa I1iHa BKIIFOYAE
yHaKyBaHHs B CIIEIiaIbHI SITUKU
JUTSI eKCTIOPTYBAHHS

11. We offer these goods subject to
their being unsold on receipt of
your order

K. ToBap, 3aMOBJICHUI 3 HAIIIOT'O
OCTaHHBOT'O KaTaJIOTy, MOXKE OyTH
IIOCTABJICHUM 32 YMOBH MOI0
HasIBHOCT1 Ha CKJIA/I.

Activity 2.

Translate the sentences into Ukrainian

1. This offer is subject to written confirmation on receipt of order

2. We are not in a position at present to make you an offer

3. As a result of the favourable supply situation we are able to offer
your firm this equipment for immediate delivery
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4. The exceptional demand this season has nearly cleared out stocks of
sugar

5. Delivery — freight paid to border

6. Packing — no charge

7. Payment — irrevocable letter of credit

8. May we hear from you at your convenience

9. We can effect shipment within 5 days

10. This is a special offer and is not subject to our usual discounts

Activity 3. Translate the sentences in writing

1. V meii MOMEHT MU HE Ma€MO MO>KJIMBOCTI 3aI0BOJILHUTH Barie
MIPOXaHHS

2. OudikyeMmo BIAMOBIAL y Oyab-skuil 3pyuHuil aiis Bac gac

3. [Ipocumo SIKHAWTITBHATIION B1ITOB1 I

4. 115 mpomno3uIlis Ma€e CUITY JIMIIE Y BUMAJKY MHUChMOBOTO
MIATBEPKEHHS MPOAaBII MICHSA OJACPKAHHS 3aMOBJICHHS

5. Mu Oyaemo BAs4HI 3a Ballle 3aMOBJICHHS i 00i1ieMo BaMm HeraiiHe
00CIIyroByBaHHS B Oy/Ib-IKHI Yac

6. Crimata — O€3BIAKINIHUN aKPEIUTHB

/. YrakyBaHHS - 0€3KOIITOBHO

8. JlogaeMo 1LIHOCTPOBAHUI KaTaJIOT 3 OITMCOM BHPOOJICHUX HAMH
BHUPOOIB

9. JloctaBka — (ppaxT CIJIaU4y€THCS 10 KOPAOHY

10. IIpono3wuiis Oyae Bigkputoro a1 Bamoro akmenty g0 15 TpaBHs

Activity 4. Learn the following words and word combinations before
reading and translating the examples of offers into UKrainian

1. A.C. = alternating current 3MIHHUN CTPYyM

Execute an order BukoHyBaTu 3aMOBJICHHS

Form an integral part CTaHOBUTH HEBIJ'€MHY YaCTUHY

2. By parcel post [TomTOBOIO TOCUIIKOIO

3. Couple [TpuennyBatn

4. Dispatch BinnpasneHus

5. Engine bed OnopHa mmra

6. Estimate O1iHOBaTH, 00YNCITIOBATH
7.

8.

9

. Heavy — oil engine HadroBuii nBuryn

10. Herein

Tyt

11. In any respect

VY sikomy-HeOyib BIIHOIIICHHI

12. On the terms and conditions

Ha Bcix ymoBax
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13. Slipring electric motor Enextpuunuii MoTop 3
KOHTAKTHUMHA KiJIBI_IHMI/I

14. Welded frame 3BapeHa pama
15. Workmanship SxicTh BUTOTOBJICHHS, 0OpOOKa
Example 1

Birmingham, 20" July, 2014
Dear Sirs,

We thank you for your telex of the 18" July

We are pleased to offer you our 8 Cylinder Heavy-Oil Engine of 800
H.P., Model 8C-9, as per enclosed specification. The net price of the
engine complete with all the necessary accessories enumerated in the
specification is £4,250 f.0.b. Hull. The cost of delivering the engine
from our works on board vessel in Hull is estimated by us at £ 65.

The engine can be supplied without the engine bed, and in that case
the above price would be reduced by £ 42. Should you prefer to order
the engine without the engine bed and manufacture the latter at your
own works, we shall supply you with the necessary working drawings.
We would like, however, to draw your attention to the comparatively
low price of the engine bed and would advise you to order the engine
with the engine bed.

The cost of packing the engine for sea transportation in 12 strong
cases 1s £ 75 extra.

Payment is to be made by you in cash within 45 days of the dispatch
to you of the Bill of Lading together with all the necessary documents.

The machine can be dispatched in the second half of September,
provided that we receive your formal order not later than July 31st.
We enclose a list of spare parts and their prices. The parts marked "S"
are kept in stock and are ready for immediate delivery. Those that are
not kept in stock can be made at short notice.
We are sending you, under separate cover, descriptive literature relating
to this type of engine, photographs, drawings, etc.
We hope to receive your order which will be carefully executed by us.

Yours faithfully,
Enclosures: Specification
List of Spare Parts

38




Example 2

Kyiv, 16th June, 2015
Dear Sirs,

We thank you for your enquiry of the 12th June concerning Paraffin
Wax.

We are pleased to inform you that today we have sent you, by parcel
post, the following samples of Paraffin Wax:

Grade A — Melting point 52°— 54° C
Grade B — Melting point 51° — 52° C

We can offer you 100 tons of Paraffin Wax Grade A at the price of
$60 per English ton and 100 tons of Grade B at $58 per English ton.
Both prices include delivery c. i. f. London. Shipment can be made from
Petersburg within three weeks of receipt of your order. The terms of
payment and other conditions are stated in the enclosed copy of our
General Conditions forming an integral part of our Sales Contract.

This offer is subject to the goods being unsold on receipt of your reply.
Please let us hear from you as soon as possible.

Yours faithfully,

Enclosure .......coovvvveeieiiinii....

Example 3

Kharkiv, 25" May, 2015

Dear Sirs,
We thank you for your enquiry of the 19" May and have pleasure in
offering you the equipment specified below on the terms and conditions
stated herein including those printed on the reverse side of this tender.
SPECIFICATION: One Portable Compressor Station Type KC3-5,
coupled with an electric motor mounted on a welded frame, designed for
supplying various pneumatic tools with compressed air:

Capacity — 5 cu. m./min. (= 175 cu. ft./min.)
Pressure — 7 atm.

Speed — 730 r. p. m.

Weight — 1,500 kg. (= abt. 3,300 Ibs.)

Overall dimensions:
Length —2,130 mm. (=6,98'ft.)
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Width — 1,030 mm. (=3,38 ft.)
Height — 1,258 mm. (=4.12 ft.)

The Compressor is delivered with a Slipring Electric Motor A. C, 3
Phase, 50 cycles, 400/440 volts, a Starting Rheostat and a standard set of
spare parts and accessories.
PRICE: The total price of the Compressor with the electric motor, spare
parts and accessories is ... c.i.f. Bombay including packing in three
strong boxes.
PAYMENT: Irrevocable Letter of Credit to be valid for 90 days.
SHIPMENT: Within 12 weeks of the date of signing the contract.
VALIDITY of TENDER: The Tender is open for acceptance within
30 days of the date of its issue.
Should you find the above data insufficient in any respect, we shall be
glad to send you any further information you may desire.

Yours faithfully,
Fred Stock

Activity 5.
a) Translate the example of an offer in writing
b) Compose offers of your own

Jlongon, 15 xoBTHs 2010

[ITanoBHI 106poOIi,

Mu pani 3podutr Bam TBeply TPOMO3HUIIIIO 11010 HATKUX TOBAPIB Y
po3mipi, sikuit Bu 3anuTtyBanu 1 Mmojeni A.

[ToctaBka mozeni B. MokivBa 32 yMOBH 1i HasIBHOCT1 Ha CKJIAI.
Mopens C., sKy BH 3alUTyBaji, HE BUPOOJIAETHCS, aJleé MU MOKEMO
3aMpONOHYBATH 3aMICTh MOAEb D.

Mogeni A. 1oCTyIHI i MOXKYTh OyTH MocTaBjieHi Bam 10 KiHIIs
JaucTonaa. Yci i MOJIeNl MOKYTh OyTH IMOCTABJIEHI JI0 CEPEIUHU
rpyass 2011, 3a yMOBH, 110 MH OJIEpKUMO Balle 3aMOBJICHHS A0 15
JaucTonajaa.

Haiini cTpoku i yMOBH MPOJIaxy, K 3a3HAYEHO HA HAIIUX PaXyHKax-
dakTypax, HOBUHHI OyTH CyBOPO JOTPUMaHI.

YmoBu nnocrasku — ®Ob Ogpeca.

Axumo Bu BigmacTe nepeBary nepeBe3eHHIO MOBITPSHUM LIJISXOM, TO 1€
MO>KJIMBO 3a J0JIaTKOBY IJIATY.

OuikyeMo BIITOBIAL y Oyb-sikuii 3pyuHuit 1u1st Bac gac.
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3 11oBaroro,
[ Jlip

Activity 6. Fill in the gaps in the offer with suitable words given
below:

Enquiry, delivery, quality, concerning, pleased, consignment, receipt,
samples

New York, 13 th June 2010

Dear Sirs,

We thank you for your........ of the 12" June....... Diesel engines.

We are ....to send you an offer for our Diesel engines models 440 and
330. You will notice that the price list states ....about ten weeks after....
of order. We should like to add that the first...could be dispatched in
August 2010.

Two ..... of Diesel engines have been sent to you separately so that you
may convince yourself of the good .....of our products. We are sure you
will like our articles, and look forward to your orders.

Yours faithfully,
Enclosure

Activity 7. Give synonyms of the following
a) free offer

b) cash on the spot
c) firm offer

d) bill of exchange
e) fixed price

f) during 5 days

g) in condition that
h) to revoke an offer
1) to make payment
J) to send

k) warranty

Activity 8.Give explanations of the following:
a) net price
b) prices are ex-works
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c) at the expense of smb.

d) free of charge

e) document against payment
f) F.O.B.

g) F.A.S.

h) F.O.R.

Activity 9.
a) Read, translate and learn the following dialogue
b) Make up your own dialogue on the topic

A. I've called on you to ask whether you could supply us with two
portable compressor stations which we need for supplying various
pneumatic tools with compressed air.

B. What type of compressor do you need? You've got our catalogue of
compressor, haven't you?

A. T have it with me and I think that Model KC3-5 would suit our
purpose. Are many Ukrainian industrial organizations using this model
and are they satisfied with it?

B. This model is used by very many Ukrainian plants. We've also
delivered quite a number of these compressors to different countries in
Europe and Asia and | must say that all our customers are very much
satisfied with their performance.

A. What type of electric motor do you deliver with the compressor?

B. The compressor is usually with a slipring A. C. motor, 3 phase,
400/440 volts. Will the voltage suit you?

A. Yes, it will do. What is the price of the compressor?

B. The total price including the electric motor and a standard set of
accessories and spares is c. i. f. Bombay.

Packing will be charged extra. The price doesn't include erection and
technical service.

A. Do you guarantee the quality of the material and normal operation
of the compressor?

B. We guarantee that the compressor and the motor are manufactured
of high-quality material and the workmanship is very good. Should the
compressor prove defective within 16 months of the date of shipment,
we undertake to repair or replace any defective part free of charge.
However, we do not accept any responsibility for damage which is due
to improper storage, careless handling and maintenance of the machine
and for damage during transit.
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A. When can you ship the compressors?

B. The compressors can be dispatched to Odessa within 12 weeks of
the date of our confirmation of the order and then shipped by the first
steamer bound for India.

IV. Grammar Skills Increase

Activity 1.

a) Consider the table of forming Passive Voice.

b) Translate the sentences in writing paying attention to the passive
constructions

Tense Passive form
Present Simple am/are/is + past participle
Past Simple was/were + past participle
Future Simple will be + past participle
be going to (future) | am/are/is going to be+ past participle
modal passive modal verb + be + past participle
Present Continuous | am/are/is being + past participle
Past Continuous was/were being+ past participle
Present Perfect has/have been + past participle
Past Perfect Had been + past participle
Future Perfect Will have been + past participle

1. ToBapu CTpaxyrThCsl MPOTH BCIX PU3HUKIB. 2. JIuct Oyze
BlANpaBieHui 3aBTpa. 3. Hac yacto npocsTe Hajiciatu karanoru 4. Ha
Balll JIUCT BIAMOBICTUMYTh 3aBTpa. 5. TeKCT nepeBoAUBCs BUOpa 13
Ipyroi A0 TpeThoi. 6. PoboTa TibKuU 110 3akiHYeHa Hamu. 7. Lle
CTpaxyBaHHsI OyJile BAKOPUCTOBYBATHCS 1] YacC MEePEeBE3CHHS. 8.
Tenerpama Bxxe orpumana? 9. ToBapu Bxke gocTaBieHi Ha ckian. 10. Y
HaIIOMY MICTi 3apa3 OyayeThcst 6arato HOBUX OyIMHKIB. 11.
TpancniopTHuii 3aci0 HamaeThesa nokynueM. 12. Ilopt npuzHaueHHs
BKa3yeThCA B KOHTpakTi. 13. Amuku, y siki BakoBaHO 0OJaJHaHHH,
MapKipyroThCs 13 TpbOX cTOpiH. 14. BaMm ckazanu nipo ne? 15. Bamn
KOTHpPYBaHHA OyJu oTpuMaHi BYopa. 16. Jleneraiiito 3yCTpiHyTh 3aBTpa
0 9 roauHi paHky B aeponopTi. 17. CoTHI HOBUX OyIMHKIB OYIyTh
noOyoBaH1 JI0 KiHIIA IOTO PoKy. 18. MeH1 3anmpomnoHyBaiu qyKe
ikaBy po6oty. 19. Komu OyB Biakputuit akpenutus? 20. [TokymiiB He
BJIAIITYyBaJja I[1HA.
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Activity 2. Put the verbs in brackets into Passive voice

1. The faulty goods (to return) to the Seller yesterday. 2. The production
of this company (to exhibit) till the end of the month. 3. Why this letter
(not /to answer)? 4. The consignment (to take) to the warehouse today,
and (to ship) tomorrow morning. 5. This room (to use) only on special
occasions. 6. Letters must (not/to type) on bad paper. 7. This letter
(not/to read) because the envelope (not/to open). 8. Hooks may (not/to
use) when loading the cases. 9. Usually the correspondence (to receive)
every day, but it (not/to receive) yesterday. 10. This letter (to leave)
unanswered yesterday. 11. Thousands of new houses(to build) every
year. 12. This computer (not/to use) for a long time. 13. The amount (to
remit) to the Seller tomorrow. 14. We (to inform) that the payee has not
yet received the funds. 15. These funds (not /to credit) to the
beneficiaries' account yet.

V. Communication Skills Increase
Activity 1. Speak on the following:

1. The impact of computers on communication in business
2. How to have an effective conference or meeting
3. How to lead effective negotiations
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UNIT 3
ORDERS

I.Glossary
Activity 1. Read and remember the following words and word
combinations.

1. Air waybill ABiaBaHTa)XHa HAKJIAHA
2. Bale (n) Trok
3. Banker's draft Tpara, BucTaBieHa OJTHUM OAHKOM
Ha 1HIITAH
4. Barrel (n) JlepeB'ssHa 6ouka, OapuiIo
5. Bundle (n) B's3ka, mauka
6. Carboy (n) basnon, OyTenb
7. Clearing agents ATCHTH 11O KIIIPUHTY
8. Confirm (to acknowledge) (v) | ITiarBepkyBaTn
9. Covering letter CynpoBiTHHIA TUCT
10. Crate (n) Smuk (pemriTyacra Tapa)
11. D/A = documents against JIOKyMEHTH MPOTH aKIIETITY
acceptance
30d/s D/A mwiaTix npotaroM 30 IHIB IIIIXOM

AKILCIITY TPATTHU NIPOTH I[OKYMGHTiB

12,

Dispatch (despatch) (n)

Bignpasnenns

13.

Draw (drew, drown) on smb

(V)

Bucrapnsitu, BunucyBatu ( mpo
TpaTTy)

14,

Drum (n)

[mmiHapruyHUil KOHTEHHED

15,

Execute (to process) an order

BukoHnaHHs 3aMOBJICHHS

16.

Forwarding agents

TpaHCTIOPTHO-EKCTISUIIIITHI
areHTH ( SIKi CIIemiai3yroThCs Ha
MaKyBaHH1 i JOKyMEHTAIli JJis
TICPEBE3CHHS BaHTaXIB)

17. Initial order [lepBicHE 3aMOBIICHHSI

18. Long-term credit facilities JI>xepena TOBrocTpOKOBOTO
KPCAUTYBaHHS

19. Monthly/quarterly statement [I{omicsuHi/KBapTalbHI 3BITH

20. Pro-forma invoice 3pazok  Qaktypu  (TomepemHs
dakTypa)

21. Sack (n) Mirmmok
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22. Schedule (n) I'padik

23. Shipping documents BaHTa)XHI JOKYMCHTH
24. Sight draft Bekcenp Ha npej IBHUKA
25. Trial order [TpoOHe 3aMOBIICHHSI

Il. Study the information on making orders
1. How to make oders

Orders are usually written on a company's official order form which has
a date and a reference number that should be quoted in any
correspondence referring to the order. If the order is telephoned, it
should be confirmed in writing, and an order form should always be
accompanied by either a compliments slip or a covering letter. A
covering letter is preferable as it allows you the opportunity to make any
necessary points and confirm the terms that have been agreed.

The guide below is for an outline of a covering letter. You may not want
to make all the points listed, but look through the guide to see what
could be mentioned.

2. Opening

Make it clear that there is an order accompanying the letter.

- Please find enclosed our Order No. B4521 for 2'Clearsound' transistor
receivers.

- Thank you for your reply of 14 May regarding our email about the
mobile phones. Enclosed you will find our official order (No. b 561)
for...

- I would like to place a trial order for the .... we discussed at the trade
show last month. Please find enclosed...

3. Payment

Confirm the terms of payment

- As agreed you will draw on us at 30 days, D/A, with the documents
being sent to our bank, The National Mercantile Bank...

- We would like to confirm that payment is to be made by irrevocable
letter of credit, which we have already applied to the bank for.

- Once we have received your advice, we will send a bank draft to...

4. Discounts
Confirm the agreed discounts.
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- We would like to thank you for the 30% trade discount and 10%
quantity discount you allowed us.

- Finally, we would like to confirm that the 25% trade discount is quite
satisfactory.

- And we will certainly take advantage of the cash discounts you offered
for prompt settlement.

5. Delivery

Confirm the delivery dates.

- It is essential that the goods are delivered before the beginning of
November, in time for the Christmas sales period.

- Delivery before 28 February is a firm condition of this order, and we
reserve the right to refuse goods delivered after that time.

6. Methods of delivery

Many companies use forwarding agents who are specialists in packing
and handling the documentation to ship goods. Nevertheless, to ensure
prompt and safe delivery, it is a good idea to advise the company on
how you want the goods packed and sent. This means that if the
consignment arrives late, or in a damaged state, your letter is evidence of
the instructions you gave.

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

- We advise delivery by road to avoid constant handling of this fragile
consignment.

- Could you please ship by scheduled freighter to avoid any unnecessary
delays?

7. Packing

Advise your supplier how you want the goods packed.
- Each piece of crockery is to be individually wrapped in thick paper,
packed in straw, and shipped in wooden crates marked....
- The carpets should be wrapped, and the packaging reinforced at
both ends to avoid wear.
- The machines must be well greased with all movable parts secured
before being loaded into crates, which should be clearly marked with
your castle logo for easy identification.

8. Closing
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- We hope that this will be the first of many orders we place with you.

- We will place further orders if this one is completed to our
satisfaction.

- | look forward to receiving your advice / shipment/acknowledgement /
confirmation.

9. Acknowledging an order

As soon as a supplier receives an order, it should be acknowledged. This
can be done by letter, or by email for speed. The following examples can
be used in both emails and letters.
- Thank you for your order No. 338B which we received today. We are
now dealing with it and you may expect delivery within the next three
weeks.
- Your order No. 6712/1 is now being processed and should be ready
for despatch by the end of this week.

10. Advice of despatch

When the supplier has made up the order and arranged shipment, the
customer is informed by means of an advice note. This may be a form
letter, fax, or email.
Although an advice note can be sent by fax or email, the customer may
need to present original documents (e.g. invoice, bill of
lading, insurance certificate) to Collect the consignment. Of course these
cannot be faxed or sent by email.
- Your order, No. d/154/t, is already on board the SS Mitsu Maru,
sailing from Kobe on 16 May and arriving Tilbury, London, on 11
June. The shipping documents have been forwarded to your bank in
London for collection,
- We are pleased to advise you that the watches you ordered-no.
88151/24 - will be on flight BA165 leaving Zurich at 11.00, 9 August,
arriving Manchester 13.00. Please find enclosed air waybill dc 15161/3
and copies of invoice Al13/3, which you will need for collection.

11. Delays in execution of orders.

We will not find the acknowledgements of orders and the advising of
despatch very difficult when you have studied the specimen letters and
phrases given below. But explaining matters such as delay in
despatch, inability to supply the goods ordered, or possibly even
accepting an order, calls for a little more care in phrasing:
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- Much to our regret, your order has been held up at the docks by a
strike of stevedores. You will appreciate that these circumstances are
beyond our control.

- Owing to delay in the delivery of raw materials, we fear we may be
unable to execute your order before 23 January. Please accept our
apologies for the inconvenience caused — we are working to capacity
to catch up with schedule.

- We very much regret that our earliest delivery date is now 1 January,
as we find it impossible to keep pace with the rush of orders this
season. Will you kindly confirm your order for this date?

12. Refusing an order

Be polite when refusing an order

- Regarding item no. 6 of your order, we regret that we do not
manufacture this in stainless steel.

- Much as we should like to do business with you, we fear we cannot
turn out brushes of reasonable quality at the price you ask.

- As we would not be able to promise delivery before next spring, we
feel we must return your order, with our apologies and thanks.

- We have a waiting list of several hundred for these machines and
can give no guarantee of delivery this year.

I11. ESP Skills Increase
Activity 1. Match English sentences (column A) with their
Ukrainian translation (column B)

1. Kindly use the enclosed order
form when you make out your
order as this will facilitate prompt
and accurate execution,

a. Sxmo y Bac € aHamoriyHui
BUpOO 13 Kpamow sKicTio, Bu
MOXXET€ TIOCTAaBUTH 3aMICTh, 3a
YMOBH, IO IliHA OyJe BHIIE HE
ouremI, HIXK Ha 10 %

2. We would like to confirm that
payment is to be made by
irrevocable letter of credit which
we have already applied the bank
for

b. ...1, Oyap macka, He 3a0yabTe, IO
JIUIIE JOCTABKa BaHTaXY JITaKOM
OyJie rapaHTIE€0 MBUAKOT
JIOCTaBKH

3.We will dispatch the goods to
you as per our agreed schedule of
delivery

C. Mu O0ynemo poOUTH 3aMOBJICHHS
W Hagami 3a yYMOBHU, IO JaHe
3aMOBJICHHS oyne BHUKOHAHO
BIJIITOBIIHO O HAIIMX BUMOT.
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4. We regret not being able to
meet you order at the present time

d. 3 HeTepIHHAM YEKaro
oaepkaHHs Bamoro
I1ATBEPKCHHS

5. And please remember that only
air freight will ensure prompt
delivery.

€. Bemuke 1npoxaHHs, mpu
CKJIaJIaHH1 3aMOBJICHHS
CKOPUCTAUTECH IIPUKIIAJIEHOO
dopmoro 3aMOBJICHHS, 110
J03BOJINTh BUKOHATH MOT0O IBUAKO

U TOYHO

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

f. Topapm OynyTh BuHCIaHI 3a
rpadikoM MOCTaBOK

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

g. byap nacka, BUILTITE yepes
HaIIUX TPAHCIIOPTHO-
EKCIIeIULIIHHUX areHTiB HACTYIIHI
TOBapH. ..

8. I look forward to receiving your
confirmation.

h. Byne macka, BUiIyduTe i3
3aMOBJICHHS T1 TOBapH, ki Bu He
MOJKETE BIABAHTAKUTHU
(moctaBuTH) NpOTITOoM 14 nHIB

9. Please send through our
forwarding agents, ........., the
following goods...

I. M1 O XOTiIH TiATBEPIUTH, IO
OIUIaTy HEOOX1/IHO 3pOOUTH 32
JOTIOMOT 00 0€3110BOPOTHOIO
aKpeAUTHBA, PO BUAAYY SKOTO MU
BIKE 3BEPHYJIHCS 13 3asIBKOIO B
OaHK.

10. There is no market here for
the higher-class cameras. Please
send only models in the medium
price-range.

J. Y Hac Hemae puHKY 30yTy Ha
BHUCOKOKJIacH1 hoToanapaTt. byab
JIacKa, BUIILTITH TIJIBKUA MOJIEII
CEpeIHbOI IIIHOBOT KaTeropii.

11. If you have a similar article
but of better quality, please
supply it instead, providing the
price not more than 10% higher.

K. Bepcrat HEOOXIAHO SIK CIIif
3MasaTy, o0 yci YaCTUHH, 110
pYyXarThCs, OyJIM yIakoBaH1 Mepe;t
3aBAaHTAXXEHHSM Y SAIIMUKH, SKi
MOBHHHI OyTH MPOMapKipoBaHi
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12. Please delete from the order |. Mu 3acMyueHi, 1110 He MOXKEMO
any goods which you cannot ship | Bukonaru Baiiie 3aMoOBIIeHHS
within 14 days

Activity 2. Translate the sentences into Ukrainian

1. Will you please arrange immediate dispatch of grain

2. Thank you for your order of 1 July, which we accept on the terms
quoted

3. We have pleasure in ordering the following articles from your winter
catalogue

4. The quality must be up to sample

5. Please pack the items ordered so as to eliminate the possibility of
damages

6. We would appreciate your approval of a payment period of 2 months
7. Please consider a quantity discount in you price quotation

8. Please note that delivery is required by 5 April without fail

9. If this first order is satisfactorily executed we shall place further
business with you

10. Our terms are net. You will appreciate that our low prices make it
impossible for us to grant you any discount.

11. Kindly confirm your order at the price quoted

12. If you think our offer meets your requirements, please let us have
your order at an early date, as supplies are limited.

Activity 3. Translate the sentences in writing

1. SkicTh MOBUHHA BIJMOBIIATH 3pa3Ky

2. IIpocuMo BUKOHATH JAaHE 3aMOBJICHHSI OCOOJIMBO YBaXHO

3. CnoniBaemMocsi, 0 TIOCTaBKa Oy/1e MPOBOAUTHCS 3a rpadikom

4.Mu 13 BOSYHICTIO MATBEPKYEMO OJiep:KaHHs Bamoro 3anury Bif...

5.Mu Oynu 0 pazai onepxatu Bairy 3rogy Ha BIACTpOUKY IJIaTEXKy Ha 3
MICSII

6. Mu 0 XOTUIM 3pOOUTH 3aMOBJIEHHSI Ha T1JCcTaBl Bamoro ocraHHbOTO

KaTaJiory

7. He mornu 60 Bu opranizyBaTu SKHAWIIBUIITY JOCTaBKY 0OJIaIHEHHS
8. I[Ipocumo Bac npu Bu3HaueHHI 11iH YCTAHOBUTH 3HIKKY 3aJI€KHO Bij
pPO3Mipy 3aMOBJICHHS

9. Inst 3a0e3neyeHHs SIKHAUIIBUIIIOL IOCTaBKK NMpocumo Bac Bucnatu
3aMOBJICHHSI aBIaTPAHCIIOPTOM
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10. IIpuitmMiTh HaIly MOASKY ¥ BUOAYEHHS, ajic MM TTOBUHHI TIOBEPHYTH
Barre 3amoBJIeHHS.

11. Byae nacka, miarBepauTe Baiiie 3aMoBIeHHS ¥ 3a3HAa4YCHI LIHU

12. TIpocumo ynakyBaTH 3aMOBJICHHI TOBap TAKUM YHHOM, 1100
3am00IrTH MOYKJIMBUM YIITKOKCHHSIM

Activity 4. Read, translate the examples of orders and try to
remember them

Example 1

F. Lynch & Co. Ltd
Nesson House, Newell Street, Birmingham B33 EL
Phone: 021 236 6571 Fax: 021 236 8592
Telex: 341641

Your ref: D/1439
Our ref; Order DR 4316

9 March 2014

Satex S.p. A

Via di Pietra Papa
00146 Rome
ITALY

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

Please find enclosed our official order, No. DR4316.

For this order, we accept the 15% trade discount you offered, and the
terms of payment (sight draft, CAD), but hope you are willing to review
these terms if we decide to order again.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham B3 ISO.

If you do not have any of the items we have ordered currently in stock,
please do not send alternatives.

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

(signature)

Lionel Crane

Chief Buyer

Enc: order form No. DR 4316

Example 2
Order form

F. Lynch & Co. Ltd
Nesson House, Newell Street, Birmingham B33 EL
Phone: 021 236 6571 Fax: 021 236 8592
Telex: 341641

Order no. DR 4316

Satex S.p.A
Via di Pietra Papa
00146 Roma
ITALY Authorized
Lionel Crane
Quantity Item description Cat. No Price
(CIF London)
50 V-neck: 30 red+ R 455 £ 30.80 each
20 blue
30 Roll neck: 15 N324 £ 20.40 each
black +15 blue
30 Crew neck: 15 N123 £ 23.00 each
green +15 beige
40 Crew neck: R 778 £25.50 each
pattern

Note: Subject to
5% quantity
discount
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Comments 15% Trade Disc. allowed. Pymt. C/D Del. 6 weeks
Date 9 March 2010

Example 3

Dear Mr Mackenzie,

The above order has now been completed and sent to Liverpool Docks,
where it is awaiting loading on to the SS Manitoba, which sails for
Dawson, Canada on 16 July arriving 30 July. When we have the
necessary documents we will transfer them to Burnley City Bank, your
bank's agents here, and they will forward them to the Canadian Union
Trust Bank.

We have taken particular care to see that the goods have been packed as
per your instructions: the six crates have been marked with your name,
and numbered 1-6. Each crate measures 6ft x 4ft x 3ft and weighs 5 cwit.

We managed to get all items from stock with the exception of Cat. No.
G16, which is only available in red, but we included it in the
consignment as it was of the design you asked for.

If you need any further information, please contact us. Thank you very
much for your order.

We look forward to hearing from you again soon.
Yours sincerely

John Merton
Sales Manager

Activity 5.
a) Translate the example of order in writing
b) Compose orders of your own

[ITanoBHMI nTaHE. burm,

Bucunaemo Haie 3amoBiieHHs Ne DR 4316 Ha cBeTpu AJ14 Y4OJIOBIKIB
1 XJIOITYUKIB 3a3HAYECHUX PO3MIpPiB, KOIBOPIB 1 Moiesie. MU BUPIIIHIH
NPUNHSTH 3anponoHoBaHi Bamu 15 % 3HMKKY I yMOBU TIJIATEXKY 1O
BHUCTABJICHUX IUIATDKHUX JOKyMeHTax. OHaK, y HaHOImK4IOMy
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MaiiOyTHLOMY HaM XOTIJI0CSI O TIEPErJISIHYTH 111 YMOBH.

Bunuiite, Oyab J1acka, CynpoBiaHI JOKyMEHTH i Bai Bekcenb Ha
npej'ssBHUKa B Michbke BiiauieHHs: HoptmuncTep bank 3a ajgpecoro: M.
bupmunrem, Jun Crpur.

Sxmo y Bac HeMae 3a3Hau€HUX y CIIMCKY TOBApiB, MPOCUMO HE
HAJICUJIATH 3aMiCTh HUX 3aMiHHU.

BynemMo BasiuH1 3a 1OCTaBKY MPOTATOM 6 THXKHIB 1 3 HETEPIIIHHAM
yekaemo Baiioro miaTBepKeHHS.

3 moBarotxo,
Jxon Mepron

Jlogatok

Activity 6. Fill in the gaps in the order with suitable words given
below:

Enclosed, crate, stipulated, packed, stock, invoice, wrapped, marked,
letter of credit.

Dear Mr Merton,

Please find .....an order (R1432) from our principals, Mackenzie Bros.
Ltd., 1-5 Whale Drive, Dawson, Ontario, Canada.

They have asked us to instruct you that the 60 sets of crockery ordered
should be ....in six crates, ten sets per...., with each piece
individually...., and the crates ....clearly with their name, the words
'fragile’, ‘crockery’, and numbered 1-6.

They have agreed to pay by....... , which we discussed on the phone last
week, and they would like delivery before the end of this month, which
should be easily effected as there are regular sailings from Liverpool. If
the colours they have chosen are not in...., they will accept an
alternative provided the designs are those ...... on the order.

Please send any further correspondence relating to shipment or payment
direct to Mackenzie Bros, and let us have a copy of the commercial
when it is made up.

Yours sincerely,
L.W. Lowe (Mrs)
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Activity 7. Match the words (column A) with their explanation

(column B)

A

B

1. Sack

a. Stronger than a carton, made
of wood, cardboard or metal,
sometimes with a  folding

(hinged) lid

2. Carton

b. This is like a case, but is not
fully enclosed. It has a bottom
and a frame, and is sometimes
open at the top. It is often built
for the particular thing they have
to carry. Machinery packed in
them needs a special bottom,
called a skid, to facilitate
handling

3. Box

c. A small metal container where
paint, oil and a variety of
foodstuffs are packed in.

4. Case

d. A larger, stronger version of a
bag, usually made of Jute

5. Crate

e. A package of soft goods
(usually textiles) wrapped in
protective material.

6. Container

f. A cylindrical container for
liquids and powders, usually
made of metal or plastic, but
sometimes wood or strong
cardboard

7. Bale

g. Made of light but strong
cardboard, or fibreboard, it has
double lids and bottoms which
are fixed together

8. Carboy

h. A very large, robust, metal
construction, varying in length
from about ten to about forty
feet. It is normally sealed at the
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consignor's factory and
transported unopened until it
reaches its destination

9. Tin I. Miscellaneous goods packed
without a container
10. Bundle J. A glass container, used for

chemicals, protected in a padded
metal or wicker cage

11. Drum k. A strong container made of
wood. For, extra strength, it may
have battens fixed to their tops,
bottoms and sides, When thin
wood is used, metal bands or
wires will be passed around it.

Activity 8. Translate the sentences into Ukrainian

1. Packing will be in crates with waxed cloth lining

2. All packages will be marked with consecutive numbers

3. In order to make the shipment sea-proof, the crates will be metal-
lined

4. Please send us the equipment we ordered in styrofoam lined wooden

boxes.

5. We have no special wishes regarding packing

6. We allow you half of the invoiced amount for packing if you return
the empty crates

7. Packing charges will be invoiced

8. In order to prevent damages, the item will be packed in wood wool
9. In order to cut down handling and shipping' expenses as much as
possible, we would appreciate your forwarding the above large order
in containers.

10. The packing of goods offered does not meet our standarts

Activity 9. Translate the sentences in writing

1. Bci ynakoBku OyyTh BiI3HA4YE€HI TOPSIAKOBUMH HOMEPAMHU

2. JIns 3aXucTy BiA YIIKOJKEHb BHPIO OyJe BIaKOBaHUW Yy JNEPEBHY
BaTy

3.ToBap Oyne ynmakoBaHH# Yy SIIIUKH 13 MPOKJIAJAKOIO 3 1IEpaTH
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4. Mu MOXeMO 3MEHIIUTH HAIMOJIOBUHY 3a3HAYEHY B PAXyHKY Cymy
Ha yHaKyBaHHS, SKIIO BU MOBEPHETE MOPOKHI SAUUKH

5. IlpocuMo BuUcCIaTH 3aMOBJICHI TOBAapU Yy JEPEB'STHUX SIIUKAX,
MPOKJIAJICHUX MHOTLIACTOM.

6. Y Hac HeMae cremiabHUX MO0aXKaHb 1010 YIaKyBaHHS.

7.PaxyHOK 3a maKyBaHHsI OyJie BUCTABJICHUI

8. Inst Toro, mo0 BaHTaX 3aJUIIMBCS BOJOHEIPOHUKHUM, SIIUKU
OyIyTh MOCTA4Y€HI METAICBOIO MPOKIATKOIO

9. Mu Oynemo BasiuHi Bam 3a BiampaBieHHsI JaHOI BEIMKOI MapTii B
KOHTEWHepax, 100 SKHaNOLIbIIe 3MEHIIUTH BHUTPATH, TMOB'A3aHl 3
HABAHTXKECHHSM 1 TPAHCIIOPTYBaHHSAM TOBapy.

10. VYmakyBaHHS 3ampONOHOBAHMX TOBApiB HE BIAMNOBIJAE€ HAIIUM
BUMOTaM

V. Study the information concerning marking
1. Marking
There are 3 principal types of marking which may have to be done on
export packages:
1. The consignees’ own distinctive marks. They include the name of
the port of destination.
eg. KRLTV
Durban Brisbane 3
Singapore

2. Any official mark required by authorities. We have special marks
demanded by the country of export or import. Some countries require
the name of the country of origin of the goods to be marked on every
package, and weights and dimensions may also be required.

e.g. FOREIGN PRODUCE OF SOUTH AFRICA

Net weight 100 kg.
Dimensions Im. x I-5m. x 2.25m.
Gross weight 125 kg.
Tare 25Kkg.
2. Special directions or warnings:
THIS SIDE UP Bepx Tyt
FRAGILE O6epexHo! (TenaiTHuit
BaHTax!)
STOW AWAY FROM HEAT 30epiratu yAaJIiHI BiJI
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USE NO HOOKS
USE ROLLERS
TO BE KEPT COOL

KEEP DRY

DO NOT DROP

HANDLE WITH CARE
GLASS -WITH CARE
PERISHABLE

TOP

BOTTOM

ACID -WITH CARE

OPEN THIS END

DO NOT STOW ON DECK
INFLAMMABLE

DO NOT REMOVE
PROTECTIVE CARDBOARD

V.Grammar Skills Increase

HarpiBaJIbHUX MPHUIAIIB.

He xopucTtyBatucs rakamu
ITepemimaTy Ha poauKax
30epiraTd B IPOXOJIOJTHOMY
MicIIi

bepertu Bix Bosioru (36epiratu B
CYyXOMY MiCII1)

He xunatn

3BepTatucs 3 00EpPEKHICTIO
O6epexHo, ckio!
[IIBUAKOTICYBHAMN TTPOLYKT

Bepx

Hwus

O6epexHo, KucioTa!
Biakpusaru TyT

He cxmamyBatu Ha mainy0i
Boruenebe3neyHo
He BUJIAISITU
yHaKyBaHHS

3aXHUCHC

Activity 1. Consider the table of forming Conditionals.

First Conditionals

We use First Conditionals to talk about events which are possible. The
Conditional clause can refer to the present or the future.

Conditional clause

Main clause

if + Present Simple
If it rains,

will + bare infinitive
we will stay at home

Other structures are possible, depending on what you want to say:

Conditional clause

Main clause

if + Present Simple
If you behave yourself,

modal verb
you can come

if+ Present Simple
If you don't work,

be going to (future)
you're going to fail.

if+ Present Simple Imperative

If you need anything, ask

if + Present Continuous will + bare infinitive
If we're leaving soon, I'll get my coat
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iIf+ Present Perfect will + bare infinitive.

If I've finished, I'll be able to come
if +Present Perfect modal verb

If you've finished you can go out
Imperative And/or + will

Eat less and you'll get slim.

Second Conditional
We use the Second Conditional for unlikely situations in the present or
future:

Conditional clause Main clause
if + Past Simple would / might
If 1 had enough money I'd retire

Zero Conditional
We use the Zero Conditional to show that one action, result, etc. always
follows another. We often use when for if:

Conditional clause Main clause
Present Simple Present Simple
If/When water freezes, it turns to ice.
When | travel by boat, I'm always sick

(just) in case

This means 'because it is possible that..." and usually comes after the
main clause :

- Paul will bring you a sweater in case it gets cold.

provided (that);

as long as

These phrases suggest that there is one vital condition:

- Provided you rest, you'll make a full recovery.

unless

We can use unless to replace if...not in Conditionals After unless, we
use a Present tense to talk about the future:

- Unless you leave now, you will be late.

- You will be late unless you go now.

Third Conditional

We use the Third Conditional to talk about an event or situation that did
not happen in the past:
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Conditional clause Main clause

if + Past Perfect would + Perfect
If Bruce had asked me | would have said 'yes'.

Here is a summary of patterns using wish:

verb form after time example (+ meaning)
wish reference

Past Simple present |l wish | knew the answer.
(= I don't know)

Past Simple present |l wish | was/were better at sports.
(= I'm not)

Past Continuous |present |l wish | was/were going with you.
(= I'm not)

could present |l wish | could give you an answer.
(=Ican't)

would future | wish you would be quiet.
(= Your talking irritates me.)

Past Perfect past I wish | had known you then.
(= but I didn't)

could have past / wish | could have explained.
(= I'wasn't able to)

Activity 2. Open brackets paying attention to Conditionals

1. If you (increase) the order we (reduce) the price. 2. If the Manager (to
be) in his office he (answer) the telephone calls. 3. If we (be able) we
(answer) your letter. 4. What you (buy) if you had enough money? 5. If
you (can send) us the samples in time we already (can order) your
goods. 6. If you (not raise) the prices we (order) more of your goods. 7.
You (be) late if you (not take) a taxi, 8. If he (not/be) so busy he (help)
you. 9. We wish they (can answer) promptly. 10. We (order) the goods if
the price (not/be) so high. 11. If you (visit) the exhibition you (see) the
latest models of equipment. 12. If you (have) a credit card you (pay)
with it. 13. I'm sure they (write) to us if they (know) our new address.

Activity 3. Translate the sentences paying attention to Conditionals
and subjunctive mood

1. If I came later | would be late for the interview. 2. | wish it would stop
raining. 3. If he had known the time-table he wouldn't have missed the
train. 4, | wish you wouldn't buy the goods by sample. 5. It would be
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better if you had agreed to a discount from this price. 6. We wish we had
known this before. 7. | wish the customers were not late as usual. 8. |
would have sent a letter to you if | had known your address. 9. If we had
met yesterday we would have discussed this matter. 10. If | were in your
place | wouldn't buy the tickets beforehand. 11.1 wish you could help me
with my work. 12. If | had known that you needed help | would have
helped you. 13.1 wish the letter hadn't been so long 14. We shall sign
contracts if they give us a good discount 15. We should sign contracts if
they gave us a good discount.

Activity 4.Translate the sentences in writing paying attention to
conditional sentences and subjunctive mood

1. SIx1110 BOHM HE MPUHUMYTh HAIIUX YMOB, MU HE HIJIHUILIEMO
koHTpakT.2. [1Iko/a, 1110 BiH HE HAIIKCaB Ha I[F0 KOMITaHIIO CKapry. 3.
[IIxoza, 10 BOHU HE MOXKYTh rapaHTyBaTH CBOEYACHY JIOCTABKY.4.
[lIxoma, Mo KIIE€HTH HE POOJIATH OUTBIIMX 3aMOBJICHB. 5. S X004y, mo0
Bu onnatuium paxyHok skomora mBuiiie.6. S xoriB 6u, mo6 Bu
BHUCTABWJIM HAM PaxyHOK y4opa. 7. Ik Ou MeH1 XOT110Cs, 100 KOHTPAKT
nepeadavaB CTpaxyBaHHsS TOBapy Bij ycix pu3ukiB. 8. SAx6u Bu Ham
3aMpOINOHYBaIN 3HIKKY, MH O 3p00OuMIN 3aMOBIIeHHS. 9. SIkOu
MOKYIIIISIM CTI0100aBCs Halll TOPIITHIN KaTaJlor, BOHU O HaaiCIaIu
3anuTH. 10. SIkOu maptis Oyna gocTaBieHa BYaCHO, MU O HE BUCTABUIIU
Bawm mrpadHi cankiiii.

Activity 5. Complete the sentences
a) If | had the chance to work abroad, I ...
b) If | had to write my own job description, it...
c) If she were invited to that conference, she ...
d)If | had a serious disagreement with my boss, ...
e) He would be promoted faster if...
f) If | thought of a good way of saving my own money, I...
h)If | were a very rich person, I ...

V1. Communication Skills Increase

Activity 1. Speak on the following:

1.The role of E-Mail in business correspondence

2. Writing effective resumes

3. How to lead an effective discussion with business partners
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UNIT 4
CONTRACTS

|.Glossary.

Activity 1. Read and remember the following words and word
combinations.

1. Amendment (n) 3MiHa

2. Circumstances (n) OOcTaBrHH

3. Clause (n) CraTTs, MIyHKT

4. Consent (n), (v) 3roja, 1aBaTH 3TOy

5. Consignor, shipper (n) BinnpaBHUK BaHTaXy

6. Contingency (n) Hemnepenbauena oOcraBuHa

7. Consignee (n) BanTaxxooaepxyBau

8. Divergency (n) P03061kHICTB

9. Equal juridical validity OpxHakoBa IOPUIMYHA CHJIa

10. Expenses incurred 30UTKH, TOHECEH]

11. Hereinafter referred to as o mani Ha3UBaAETHCS

12. In respect to VY BifiHOIIIEHHI

13. Length of duration Tepmin ii

14. Manufacturing works 3aBOA-BUPOOHHK

15. On behalf of Bin imeHi

16. Plenipotentiary representative | [lToBHOBaXXHMIA IIPEICTaBHUK

17. Span of time Binpizok yacy

18. Sub-clause (n) ITinpo3aia cTaTTi, MiIITyHKT

19. Subject matter (of the contract) | ITpenmer (KOHTpaKTy)

20. Supplement (n) Jlonatok

21. Become null and void Brpauatu cuiy

22. Corroborate (V) [lijrBep Ky BATH

23. Entitle (v) Hanatu mpaBo

24. Fulfill obligations BukonyBaTu 3000B's13aHHSI

25. Indemnify losses BigmkoayBatn 30UTKH

26. Infringe/to violate a contract [TopymuT KOHTPAKT

27. Invalidate (V) [To30aBisiTl cvutH J1ii, BTpadaTu
CHITY

28. Pertain to (v) CrtaBuTHCS 710

29. Undertake taxes and duties bpaTtu Ha cobe cruraty moJaTkiB Ta
300piB

30. Under the provision 3a ymoBaMu (KOHTPAKTY)




Il. Study the information about contracts

A contract is a business agreement on work to be done, rates to be
paid, goods to be sold or bought. It is also a document embodying such
an agreement.

Contracts are concluded either between companies in one and the
same country, or internationally, or between organizations of different
countries. In this book, naturally, the latter type of contracts is
considered. Every international contract has several standard parts which
are obligatory. Most frequently these necessary parts of the contract
include the following:

—legal addresses of the contracting parties,

—the subject matter of the contract, ( what this business agreement
is about; usually this also includes the total amount of money involved
and the denomination of goods bought or sold under the provision of this
contract (or the type of service agreed upon)),

—a more detailed description of goods: their price, quality and
quantity, packing and marking, etc.,

-- the terms of delivery

—the length of duration of the contract, ( over what span of time
the obligations arising out of it are valid),

—the terms and procedure of payment, banking details,

—arbitration,

—claims and their settlement,

—guarantee period (if any),

— other conditions.

All contracts consist of clauses, which are numbered, and
sometimes of subclauses, and even of sub-subclauses as well. In the
negotiations or correspondence one can refer to the specific clause and
subclause.

I11. ESP Skills Increase
Activity 1. Compare the following Ukrainian and English
translations. Translate first left, then right side of the page covering
them up with a sheet of paper:
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KonTpakr

KuiB «...» .....2010r

YKpaiHCbKe TOCIIPO3paxyHKOBE
3oBHiHbOTOpriBeabHe O0'€eTHAHHS
« Hiamant-tOBenipekcrnopTy,
Ykpaina, iIMeHOBaHE Hagal
IIponagenb, 3 0JJHOTO OOKY,

iMmeHoBane Hanaauni [lokymnerrs, 3
1HIIOTO OOKY, YKJIAJIM KOHTPAKT PO
HUKYCHABEICHE:

|.  IIpeamer KOHTpaKTy
[Iponaseup npoxaas, a [Tokyneus
KYIHUB Ha yMOBax ci( aeporopr......
3rigHo 31 cenudikamissmu Ne
MPUKIAICHUM JI0 A1MCHOTO
KOHTPAKTY. 3a3HaueHi crienudikaiii
€ HEB1J'€MHOIO YaCTUHOIO JIMCHOT'O
KOHTPAKTY. 3arajibHa BapTiCTh
TOBApiB 32 KOHTPAKTOM CTAaHOBUTH
....... aM. foJyiapiB. YacTkoBe
BiJIBAaHTA)KCHHS TOBApPIB HE
JIO3BOJISIETHCS.

Il. Ilina ToBapy
[{ina Ha TOBap yCTAHOBJICHA B aM.
JoJ1apax.

[1l. Skicte TOBapy

SAkicTh TOBapy, NPOJAHOIO 32 TAHUM
KOHTPAKTOM, ITOBUHHE BiAMOBIIaTH
JepKAaBHUM CTaHAapTaMm 1
TEXHIYHUM yMOBaM, 1110 ICHYIOTb B
VYkpaiHi Ha 11 ToBapH.

V. VmnakyBaHHS i1 MapKyBaHHS
YIAKOBYIOThCS B
JepeB'siH1 AMMUKA a00 AIMIUKY 3

Contract

Kyiv «...» .....2010

Ukrainian Foreign Trade
Association”
Diamantjuvelirexport” Ukraine,
hereinafter referred to as the
Sellers, on the one part,
and............ ,

hereinafter referred to as the
Buyers, on the other part, have
concluded the present Contract to
the following effect:

|. Subject Matter of Contract
The Sellers have sold and the
Buyers have bought c.i.f.
airport.....as per Specifications
No.. attached to the present
Contract. The above
Specifications form an integral
part of the present Contract. The
total value of the goods under the
present Contract makes....US
Dollars. Partial shipments are not
allowed.

Il.  Price of Goods
The price of the goods is fixed in
US Dollars.

1. Quality of Goods

The quality of the goods sold
under the present Contract shall
conform to the State Standards
and Technical Conditions existing
in Ukraine for these goods.

IV. Packing and Marking
will be

packed in wooden cases or

millboard boxes and marked as
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TOBCTOT'O KapTOHY, Ha SIKUX
MapKipy€eThCs HACTYyIHE:

1) Bara 6pyrTo;
2)HaliMeHyBaHHS 1 aapeca
OnepxyBaua;
3)HaliMeHyBaHHS i aapeca
BignpaBauka.

V. JlocraBka ¥ = nOpuiiMaHHS
TOBapy

ToBap BBAXKAETHCS 371aHUM
IIponaBiieBi U MIPUHAHATUM
[Tokymewm;

1) ITo Ba3i OpyTTO ¥ KIIBKOCTI
MICI[b- 3T1JIHO 3 Barorw i KUILKOCTI
MICIIb, 3a3HAUYCHUM B aBlaBaHTaKHIN
HaKJIaHIN;

2) Ilo Ba3i HETTO 1 AKOCTI —

3110 31 crenudikamiero [Ipomapis
JlaTo10 mOCTaBKM BBaXKAE€THCS J1aTa
aBlaBaHTa)XHO1 HakJIaJaHO1. ToBap
BIINIPABIISIETHCS 3a aJPECOIO:

VI. CrpaxyBanHs
ToBap noBuHEH OyTH
3actpaxoBanui [Iponasuem B
[Hroccrpaci Ykpainu Ha yMOBax «3
BIIOB1JAILHICTIO 32 BC1 PUBUKHU
BiAMOBIIHO 70 [TpaBu
TPaAHCIIOPTHOT'O CTPAXyBaHHS
BaHTaxiB [Hrocctpaxy Ykpainu §2,
nyHKT 1 BiA

A0 -
CrtpaxoBuii 1oJIiC BUITUCY€ETHCS HA
iM's [Tokymnis Ha %

follows:

1) gross weight;

2) name and address of the
Receiver;

3) Sender's name and address.

V. Delivery and Acceptance of
Goods

The goods will be considered as
delivered by the Sellers and
accepted by the Buyers:

1)as regards the gross weight and
the number of cases-in
accordance with the weight and
the number of cases stated in an
airway bill;

2)as regards the net weight and
the quality —in accordance with
the Sellers' Specification. The
date of an airway bill is to be
considered as the date of delivery.
The goods are to be shipped to
the address

VI. Insurance

Goods shall be insured by the
Sellers with the Ingosstrakh of
Ukraine on conditions "against all
risks" subject to para-2. clause 1
of the Transport Insurance Rules

from
fo

Insurance Policy to be issued in
the name of the Buyers for %
of the c.i.f. value of the goods.
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B1J1 BApPTOCTI Ci() TOBapIB.
CrtpaxyBaHH4 BiJ BINCbKOBHUX 1
CTPalKOBUX PU3UKIB TPOBOAUTHCS
Ha npoxaHHs [lokynus ¥ 3a Woro
pPaxyHOK.

VIl. YmoBu nnarexy

[1matix 3a ToBap OyJe MPOBOAUTHUCS
[Toxymiem npotsarom 15 aHIB 3 1aTH
I1JIMUCAaHHS IIMCHOTO KOHTPAKTy
IIUISIXOM TIEPEBEICHHS Ha PaXyHOK
3/0 «/liaMaHTIOBEIIPEKCIIOPT Y
banky st 3oBHIimHKOT Toprisii
VYkpainu B KueBi moBHOT BapTOCTI
TOBapy, AKWUW MOBUHEH OyTH
BIIBAHTOKCHUH 32 JAaHUM
koHTpakToM. He mizuime 10 nHiB 3
JATU OJEPKAHHS TIATEKY
[IponaBenp 3p0OUTH BiIBAHTAKECHHS
toBapy [lokymnuesi. Yci BUTpary,
IIOB'sI3aH] 13 IUIATEKaMH, 1
OaHKIBChbKa KOMICISI OyyTh
orutauyBatucs [lokyrmiem.

Y Bunazaky, axmo [okynens He
3pOOHUTH TPOIIOBOTO MEepeKasy y
BCTAaHOBJICHUM KOHTPAKTOM CTpPOK,
[Tokynenp 3000B'13aH CIIJIATUTH
[Iponasuesi nexto B po3mipi 0,1 %
BAapTOCTI TOBApYy, 110 MIJJIATae
MOCTABIIl 32 KOHTPAKTOM, 32 KOXKHUM
J€Hb MPOCTPOYEHHS NpOTIrom 30
naiB. [licng 3axkiguedusa 30 qHIB
HapaxyBaHHS MeHI TPUITUHIETHCS U
MOHAJ HapaxoBaHy neHto [lokymens
3000B's13aH0 crutatutu [IpoaaBiesi
HEJIOTPUMKY Yy po3mipi 10 % Bix
BapTOCTI TOBApYy, 110 MIiJJIATae
MOCTABIIl 32 TaHUM KOHTPAKTOM. Y
uboMy BUIaAKy IIponasers
3BUILHAECTHLCS B1J 3000B'sI3aHHA

Insurance from war and strike
risks to be made at the Buyers'
request and for their account.

VII. Terms of Payment

Payment for the goods will be
made by the Buyers within 15
days from the date of the present
Contract by way of remitting to
the account of
F/A"Diamantjuvelirexport" with
the Ukrainian Bank for Foreign
Trade, Kyiv, the full value of the
goods to be shipped against the
present Contract. Not later than
10 days after receipt of payment
the Sellers shall effect shipment
of the goods to the Buyers. All
expenses connected with payment
as well as bank commission will
be paid by the Buyers.

Should the Buyers fail to observe
the terms of payment stipulated in
the Contract, the Buyers shall
have to pay to the Sellers a fine in
the amount of 0.1 per cent of the
value of the goods to be delivered
under the present Contract for
each day of delay within 30 days.
After the expiry of 30 days no
further fine will be charged, but
the Buyers in addition to the sum
of the fine charged will pay to the
Sellers a penalty amounting to 10
per cent of the goods' value to be
delivered under the Contract. In
this case the Sellers will be
relieved of their obligations to
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MIOCTAaBUTHU TOBAp 3a KOHTPAKTOM 0€3
IpaBa Npea'siBIICHHS HOMY SKHX-
HEOy b MPETEeH311 32 HEBUKOHAHHSI
KOHTPAKTYy.

VIIl. ®opc-Maxop

[Ipu HacTaHHi 0OCTAaBUH
HEMOXJIMBOCTI TIOBHOT'O a00
YaCTKOBOTO BUKOHAHHS KOKHOT 31
CTOpiH 3000B's13aHb 32 JTaHUM
KOHTPAKTOM, a came, MOXKEexXi,
CTHXIMHHX JIUX, BINHU, BOEHHUX JIH
Oy1b-SIKOT'O XapaKTepy, 0JIOKaIu,
3a00pPOHU EKCIIOPTY ab0 IMIIOPTY
a00 1HIIMX 3000B'A3aHb, III0 HE
3aJIeKaTh B1Jl CTOPIH, CTPOK
BUKOHAHHS 3000B's13aHb
B1JICYBA€ETHCSITPONIOPIIINHO Yacy,
MPOTATOM SIKOTO OyAyTh AISITH TaKl
00CTaBUHH.

Sxkio 1i o0ctaBuHU OyIyTh
TPUBATHU OLIBII TPHOX MICSIIIB, TO
KOYKHa 31 CTOpIH Oy/ie MaTu paBo
BIAMOBUTHCSH Bl MOJAJIBIIOTO
BUKOHAHHS 3000B's13aHb 3a
KOHTPAKTOM 1 B ITbOMY BHUTIAJIKY
KOJHA 31 CTOpiH HE Oy/e MaTu
IpaBa Ha BIJIIIKOAYBaHHSI 1HIIOIO
CTOPOHOIO MOXJTUBHUX 30UTKIB.
CropoHa, A1 IKO1 CTBOPHUIIACS
HEMOXJIMBICTb BUKOHAHHSI
3000B'A3aHb 32 KOHTPAKTOM,
IIOBMHHA PO HACTAHHS U
MPUTIUHEHHS 00CTaBUH, IO
MePEITKOKaI0Th BUKOHAHHIO
3000B's13aHb, HETAMHO CITOBIIIATH
HIITY CTOPOHY.

Hanexaum moka3zom HagIBHOCTI

deliver the goods under the
present Contract and the Buyers
shall have no right to submit to
the Sellers any claim what so ever
with regard to non-fulfillment of
the Contract.

VIII. Force Majeure

Should any circumstances
preventing the complete or partial
fulfillment by either party of the
obligations under this Contract,
arise, namely: fire, acts of
elements, wars, military
operations of any character,
blockades, prohibition of import
or export, or any other
contingencies beyond the parties'
control the time stipulated for the
fulfillment of the obligations shall
be extended for a period equal to
that during which such circum
stances will remain in force.

If the above circumstances
continue to be in force for more
than 3 months, each party shall
have the right to refuse any
further fulfillment of the
obligations under this Contract
and in such case neither of the
parties shall have the right to
make a demand upon the other
party for compensation for any
possible losses.

Each party shall advise the other
party as regards the beginning
and the cessation of these
circumstances.

Certificates issued by a respective
Chamber of Commerce and
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3a3HAUYECHUX BUIIE OOCTAaBUH 1 iX
TPUBAIOCTI OYIyTh CIYKUTH
JIOBIAKH, BUJaBaHl BIIIIOBIIHO
ToproeeapHOIO NAJATOK KPATHU
[Iponasus a6o Iloxkymis.

IX. ApGiTpax

VYci cynepeuku abo po301’KHOCTI,
10 MOXYTh BUHUKHYTH 3 JIIUCHOTO
KOHTPaKTy a0o0 y 3B'S3Ky 3 HUM,
H1JISTal0Th, 3 BUKIIFOYCHHSIM
M1JICYAHOCTI 3araJIbHUM
CyJ1aM,BIPIIIICHHIO B apOITPaKHOMY
MOPSIKY B 30BHIITHBOTOPTOBEbHIN
apoiTpaxHiii Kowmicii mpu Toproso-
[Ipomucaosiii I1anati, BiAmoBiAHO
1o IIpaBun mpo BUpOOHUIITBO CIIpaB
y 3a3HadeHii Komicii. PimeHnns
1IbOro apOiTpaxxy Oyjie OCTATOYHUM
1 000B'SI3KOBUM JIjIs1 000X CTOPIH.

X. I ymoBu

VYci BuTpaTu, nMojiaTku, MUTa i
300pHU Ha TepUTOPIi KpaiHU
[IpoaaBiis omIauyrOTHCS
[IponaBiiem, a Ha TepUTOPIi KpaiHU
[Tokyniis ¥ TpaH3UTHOL TEPUTOPIT —
[Tokymem.

[Tokynenp 3000B's13aHO O/IEpKATH 32
CBIM paxyHOK yC1 IMIIOPTHI JIIIIEH311
1 103BUI, HEOOXIJIHI JIJISl IMIIOPTY
TOBApIB 3 YKPaAiHU B KpaiHy
[Tokyns. [IpaBo BIacHOCTI Ha
TOBap, a TAKOXX PU3UK BUMATKOBOI
BTpaTH a00 BUIAJIKOBOTO
YIIKOJIXKEHHS TOBAPY NMEPEXOAUTh
Ha [Toxymnus 13 [IpogaBiis 3
MOMEHTY Mepeaadl ToBapy B
TPAHCIIOPTHE ar€HTCTBO B KpaiHi
[TIponaBus.

Industry of the Sellers' or the
Buyers' country shall be a
sufficient proof of such
circumstances and their duration.

IX. Arbitration

All disputes or differences which
may arise out of the present
Contract and/or in connection
here with are to be referred for
settlement without recourse to the
courts of law, to the Foreign
Trade Arbitration Commission at
the Russian Chamber of
Commerce and Industry in
accordance with the Rules of
Procedure of the said
Commission, the awards of which
are final and binding upon both
parties

X. Other Conditions

All expenses, taxes, customs and
other dues connected with the
conclusion of the present
Contract levied on the territory of
the Sellers' country are borne by
the Sellers, and those levied on
the territory of the Buyers'
country and transit territory are
borne by the Buyers.

The Buyers are to secure for their
account all import licences and
permissions required for the
importation of the goods sold
from Ukraine to the country of
destination. The legal title to the
goods as well as risks of any
eventual loss or damage to the
goods will pass from the Sellers
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2KosHa 31 cTOpiH 3a CIpaBkKHIM
KOHTPAKTOM HE Ma€ MpaBa
repenaBaTH Ipapa i 3000B's13aHHS
3a JaHUM KOHTPAKTOM SIKiH-HEOy b
TPETHOI CTOPOHI 0€3 TUCHMOBOT
3rOJIY 1HILIOI CTOPOHH.

[Ticag mianucanHs JIHCHOTO
KOHTPAKTY BC1 MOMEpe/IHI
MIEPEroBOpH U Mepenucka 3a JaHUM
KOHTPAKTOM BTpavaroTh CUIY. Y Cl
JIOTIOBHEHHS 1/a00 3MiHU J0 TAHOTO
KOHTPAKTY A1MCHI 32 YMOBH, SIKIIIO
BOHHU 3p00JIeH1 B MUCHhMOBIiH (hopmi
W MmiAnycaHl yIIOBHOBAKEHUMU Ha TE
IpeicTaBHUKAMU 000X CTOPIH
KOHTPAKTY.

Micuem ykiaJeHHs 1aHOTO
KOHTpakTy € M. KuiB, Ykpaina

XI. OpuanuHi agpecu CTOpiH
[Iponaseus ....
[Tokyneus.....

[Toxynenps — (Tiammc)
[Iponasers —(migmnuc)

to the Buyers from the moment of
delivery of the goods to a
transport agency in the Sellers'
country.

Neither party of this Contract
shall have the right to assign to
any third party their rights and
obligations under this Contract
without the written consent of the
other party. After the signing of
the present Contract all previous
negotiations and correspondence
to same become null and void.
Any amendments and/or
supplements to this Contract are
valid only if made in writing and
signed by authorized
representative of both parties.
Kyiv, Ukraine is regarded as the
place of the conclusion of this
Contract.

XI. Legal Addresses

Seller.....

Buyer .....

Buyer —(signature)
Seller — (signature)

Activity 2.

1) Read and translate the example of the contract into Ukrainian

2) Compose a contract of your own

Contract

Kharkiv

27 May, 2011

Objedinenije "Kharkimport", Kharkiv, hereinafter referred to as the

"Seller" on the one part, and Messtrs..

...... hereinafter referred to as the

"Buyer" on the other part, have concluded the present contract whereby
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it is agreed as follows:
1. SUBJECT OF THE CONTRACT "

The Seller has sold and the Buyer has bought c.i.f. (f.0.b.,
for)...ooooooii. the goods specified in the enclosed appendix,
showing specifications, quantities, prices and delivery times of the
goods and constituting an integral part of the present contract.

2. PRICES

The prices are fixed in .... and are understood c.i.f. (f.o.b.,
f.o.r.)......export packing and marking included.

All expenses incurred on the territory of........ in connection with the
present contract (duties, taxes, customs, etc.) are to be paid by the
Buyer.

3. QUALITY

The quality of the goods under the present contract shall be in full
conformity either with the State standards existing in Ukraine or with
the technical conditions ruling at the manufacturing works.

4. TIME OF DELIVERY

The goods sold under the contract shall be delivered within
months after the signing of the contract.

The date of the Bill of Lading (or: Railway Bill) shall be considered
as the date of delivery.

5. DELIVERY AND ACCEPTANCE OF GOODS

The goods are considered to be delivered by the Seller and accepted
by the Buyer:

a) in respect of quantity — according to the number of cases and the
weight as shown on the Bill of Lading (or on the Railway Bill);

b)in respect of quality — according to the Manufacturer's certificate
issued by the manufacturing works or by the Seller.

6. TERMS OF PAYMENT

Payment for the goods to be delivered under the present

contract is to be effected in............ in accordance

with the Trade Agreement between the Governments of Ukraine
and.......... dated the.......... by an irrevocable confirmed Letter of Credit
to be opened by the Buyer with the Bank for Foreign Trade of Ukraine,
Kharkiv, in favour of the Seller within 10 days of receipt of the Seller's
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notification of the readiness of the goods for shipment. The Letter of
Credit to be valid......... days.

The payment of the credit is to be made against the following
documents:

Invoice.

Bill of Lading (or Railway Bill).

All expenses connected with the opening of the Letter of Credit are

to be borne by the Buyer.

Part shipment and transhipment are permitted.
Insurance to be made to the amount of 110 per cent, of the value of the
goods.

7. PACKING AND MARKING

The goods shall be secured and properly packed to withstand both
overseas and overland transport as well as transhipment.

Each package shall be provided with marking showing the place of
destination, name of Consignee, description of goods, contract number,
case number, gross and not weight.

8. GUARANTEE

Any part or parts which may prove defective through faulty
material or workmanship will be repaired or replaced by the Seller
c.1..f., fob., for........ free of charge within the period
of ...l calendar months of the date of shipment provided the defective
part or parts have been returned to the Seller's works for examination,
carriage paid.

This guarantee will be invalidated by the Buyer making, causing or
allowing any alterations or repair to the goods without the Seller's
consent and also if the damage is due to negligence or improper
handling on the part of the Buyer or to any other causes outside the
Seller's control including damage in transit from Ukraine to the place of
destination.

Rapidly wearing parts as well as parts which have suffered from
natural wear arc excluded from the guarantee.

9. CLAIMS

Claims which may arise with regard to the quality of the goods
owing to their non-conformity with the standards and technical
conditions provided for under clause 3 of this contract as well as claims
concerning the quantity of the goods will be considered by the Seller
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only if submitted within 45 days from the date of arrival of the goods at
the place of destination shown in the Bill of Lading and in any case not
later than within 90 days of the date of delivery of the goods c.i.f., f.0.b.
orfor..........

Claims which arise through faulty material or workmanship as stipulated
in clause 8 will be considered by the Seller only if submitted within the
guarantee period.

The claims should be corroborated by the Buyers' reports drawn up
with the assistance of competent organizations.

No claims put forward in respect of any consignment of the goods
can be used by the Buyer as a reason for his refusal to accept the goods
and to pay for them. This applies to both the consignment in respect of
which a claim has been raised and to all further consignments to be
delivered under the present contract.

The date of the postmark on the Buyer's letter containing the claim
and addressed to the Seller to be considered as the date of the claim.

10. CONTINGENCIES

Should any circumstances arise which prevent the complete or
partial fulfillment by any of the parties of their respective obligations
under this contract, namely: fire, acts of elements, war, military
operations of any character, blockades, prohibition of exports or imports
or any other circumstances beyond the control of the parties, the time
stipulated for the fulfillment of the obligations shall be extended for a
period equal to that during which such circumstances will last.

If the above circumstances last for more than six months, each party
shall have the right to refuse any further fulfillment of the obligations
under the contract and in such case neither of the parties shall have the
right to make a demand upon the other party for compensation for any
possible losses.

The party for whom it becomes impossible to meet their obligations
under the contract, shall immediately advise the other party as regards
the beginning and the cessation of the circumstances preventing the
fulfillment of their obligations.

Certificates issued by a respective Chamber of Commerce of the Seller's
or Buyer's country shall be a sufficient proof of such circumstances and
their duration.

11. ARBITRATION
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All disputes and differences which may arise out of the present
contract and/or in connection with it are to be referred for settlement to
the Foreign Trade Arbitration Commission at the Ukrainian Chamber of
Commerce in Kyiv in accordance with the Rules of Procedure of the
said Commission the awards of which are final and binding upon both
parties. Application to State Courts is excluded.

12. OTHER CONDITIONS

(1)Neither party is entitled to transfer their rights and obligations
under the present contract to third person without a written consent
thereto of the other party.

(2)Any alterations and additions to the present contract will be
valid only if made in writing and duly signed by both parties.

(3)After the signing of the present contract all preceding
negotiations and correspondence pertaining to it become null and void

LEGAL ADDRESSES OF THE PARTIES
Sellers
Buyers

SELLER BUYER
(Signature) (Signature)

Activity 3. Match English sentences (column A) with their
Ukrainian translation (column B)

A. B.
1.English Equipment PIc, a. byib-siK1 3M1HM, BUITPABJICHHS
London, England, hereinafter | 1 AOMOBHCHHS yMOB JIIHCHOTO
referred to as «the Seller», on | KOHTPaKTy BBaKaioThCA

the one part, and TST Systems | AIICHUMH TiTbKH B TOMY .
Ltd, hereinafter referred toas | BUITAAKY, SIKIIO BOHU 3po0iieHi

«the Buyer», on the other part, | MCbMOBO 1 HAJIEAKHUM YHHOM
have concluded the present IAMHCAHI BIIOBHOBA)KCHUMH
contract as follows... [PEJICTABHUKaMH CTOP1H.

2. The Seller has sold and the | b. Ilnarix mo qanomy

Buyer has bought the aAKpEIMTUBY B PO3MIP1 CTa
machinery, equipment, Bi7coTKIB (100%) Bix 3araiabHO1
materials, and services cyMH KOHTpaKTy IpOBOAUTECS
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("Equipment") as listed in
Appendix 1 being an integral
part of this Contract.

B aHTJIIUCHKUX (PyHTaxX MPOTHU
HaJIaHHS HACTYITHUX
BiJIBaHTA)KyBaJIbHHUX
JTOKYMEHTIB. ..

3. If the Parties do not come to
an agreement, all the disputes
and differences are to be
submitted for Arbitration in
Stockholm, Sweden, in
accordance with the rules and
regulations of the Chamber of
Commerce in Stockholm and
applying the substantive laws of
Sweden.

C. 'apanTiiinuii cTpok
CTAaHOBUTH JABaHAAIATE (12)
MICSIIIB 3 MOMEHTY ITyCKY
obOnamHaHHsA, 10 QIKCYETHCS Y
BIIMOBITHOMY AKTI,
I1IMICAaHOMY BIIOBHOBOXKCHUMH
npeACTaBHUKAMU CTOPIH, 1110
MICTATh AiicHui KonTpakr, ane
He Oinbin BiciMHaausaTH (18)
MICSIIIB 3 JaTU NOCTaBKH
oOiagHaHHS.

4. The prices are firm for the
duration of the Contract and
shall not be subject to any
revision except on account of
any mutually agreed changes or
modifications to equipment
specification and/ or quantities
listed in Appendix 1 to this
contract

d. SIKII0 CTOPOHU HE MOXKYTh
JIATH 3TOJIH, CYTIEPEUKHU U
PO301’KHOCTI IPEACTABISAIOTHCS
Ha PO3IJIA]l apOITPaXKHOTO CYly
B CtokroneMi (I1IBerris)
BIINOBIJTHO JIO TIPaBUII 1
MOJIOKEHHSIMHU ToproBeabHO1
[Tanatu Ctokronabma i 13
3aCTOCYBaHHSM BiJIIOBITHUX
3akoHiB IIBerrii.

5. The delivery date is
understood to be the date of the
clean Bill of Lading issued in
the name of the Buyer,
destination Odessa, Ukraine.

e.Konrpakt cTae
JTIACHUM 1 HaOyBa€ YMHHOCTI 3
IaTU WOT0 MIAIMHUCAaHHA.

6. Payment from this Letter

of Credit at the rate of hundred
per cent (100%) of the total
contract value is to be effected
in GB pounds against the
following shipping

documents....

f. Kommanis English Equipment
Plc Jlounon, AHrmuisg Hagamm
iMeHoBaHa «IIponaBenby, 3
OJIHOTO 00Ky, 1 KommaHiss TST
Systems Ltd, namani iMmeHOBaHa
«ITokymnenp» 3 1HIIOTO OOKY,
YKJIaJIA TaHUM KOHTPAKT PO
HIOKYEHaABEACHE. . ..
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7. The guarantee period is
twelve (12) months from the
date ,,of the start-up of the
equipment, that is reflected in an
appropriate Act signed by the
representatives of Parties to the
present Contract, but not more
than eighteen (18) months from
the date of delivery of the
equipment.

g. [IponaBens HEce Tiepen
[TokymiieM BiAMOBIAIBHICTD 3a
Oyb-5K1 YIIKOKEHHS
oOJiaJIHaHHs yepe3 Moro
HETIPaBUJIbLHE MMAaKyBaHHS

8. If the equipment proves to be
defective or faulty during the
guarantee period, the Seller has
at its expense at the choice of
both Parties either to remedy the
defects or to replace the faulty
equipment with new equipment
of good quality which is to be
delivered without delay to the
port of delivery.

h. ITpomaBens npoas, a
[Tokymnenp KynuB MaIluHH,
oOJragHaHHS, MaTeplalli i
nocyru («o0maaHaHHY),
nepepaxoBadi B Jlonatky 1, sike
€ HEB1J' €MHOIO YaCTUHOIO
niicHoro KoHnrpakry.

9. Any changes, amendments or
supplements to the terms and
conditions of this Contract shall
be valid only if set forth in a
written document duly signed by
authorized representatives of
both Parties to the present
Contract.

I. IIponaeers poOUTH
CTpaxyBaHHs 00JIaIHAHHS, 110
MOCTAaBJISIETHCS BIJIMOBIHO A0
naHoro KoHTpakTy, 1 HOKpuBae
BC1 MOB'A3aH1 13 IUM BUTPATH 3
MOMEHTY B1JIBAHTAXKECHHS
o0JiaiHAHHS 1 10 MOMEHTY
npuOyTTd ioro B mopt OJnecH.

10. The Seller is responsible to
the Buyer for any damage to the
equipment resulting from
Inadequate packing of the
equipment.

J. LliHM 3a)TMIIIAIOTHCSI
HE3MIHHUMU MPOTATOM YChOTO
TEpPMIHY A1l KOHTPAKTY U
MOXYTh OyTH MEPETISHYTI
TIIBKY Y BUNIAAKY B3aEMHOTO
MOTOJPKCHUX 3MiH Y
crienuikalili Ha o0aHaHHS
a00 oro Mmoaudikarrii, a TaKOXK
3MiHHU KIJIBKOCTI HOTO
CKJIaJIOBUX YAaCTHH, 3a3HAYEHOTO
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B Jlonatky 1 no aificHoro

11. The Contract becomes k J_—[aTOIO IIOCTAaBKH O6HaHHaHHﬂ

effective and comes into full | BBa)KAa€TbCA JaTa BUAAM1

force from the date of signing. | TMCTOT'O KOHOCAMCHTA 13
BKa31BKOKO 1IMeH1 [Iokyris i

KIHIIEBOTO TTOPTY MPU3HAYCHHS
— Opeca, Ykpaina

12. The Seller is to take care of
and cover expenses for
insurance of the equipment
under the Contract from the
moment of its dispatch up to the
moment of its arrival at the port
of Odessa.

|. SIkiio oOnagHaHHS BUIIE 3
Jay IpOTSITOM rapaHTIiHOTO
CTpOKYy, [IponaBenb NOBUHEH 3a
CBIM paxyHOK 1 IO pO3Cyly 000X
CTOpIH a00 YCYHYTH BUHHKJI1
nedekTu, abo 3aMIHUTH
001aTHAaHHS, IKE€ BUUIILIO 3
Jary Ha HOBE 00J1aIHAaHHS
BIIMOBIJTHOI IKOCTI, IKE
MOBUHHO OyTH 0€3 3aTpUMKHU
JOCTaBIICHE B TTOPT
pU3HAYCHHS.

Activity 4.
1) Translate the word combinations in writing
2) Compose sentenses of your own using these word combinations

[IpenMeT KOHTPAKTY il 3arajibHa CymMa KOHTPAKTY; OyTH HEBIJ €EMHOIO
YaCTUHOKO KOHTPAKTY; CYIPOBIJ 1 MyCK 00JaJHAHHS, 3allaCHI YaCTUHU
oOJiaIHaHHS; TOBapH, IO MOCTABISAIOTHCS 3T1JIHO 3 JaHUM KOHTPAKTOM,;
I[1HA 3aJIMIIAETHCS HE3MIHHOIO MPOTATOM YChOT'O TEPMIHY Ali
KOHTPAKTY; MiCIIe TPU3HAYCHHS 3a3HaU€HE B KOHOCAMEHTI; BIAMPABHUK
BaHTaXy W BaHTAKOOJICPKyBad; TOBapU MOBUHHI OyTH BimmpasieHi (t0
be shipped) 3 mopty 3 mepmum xe cyaaom (by the first vessel available);
CTPOK TOCTAaBKH ¥ JAaTa MOCTABKH; TOBAPH MOBUHHI OyTH MOCTABJIEHI
MPOTSATOM IIECTH MICSIIIB 3 MOMEHTY OIUJIATH; J1aTa BUJIaul YACTOTO
KOHOCAaMEHTa; KOHTPAKT CTa€ JIMCHUM 3 MOMEHTY HOro MiJIMUCaHHS;
nocTtaBka nmpoBoauThcs Ha ymoBax CIF Opeca; IIponasens rapanTye,
110 00JaJHaHHS, 1[0 MOCTABISAETHCS, 3aJJ0BOJIbHSIE BUMOTH JO1aTKa O;
HECTH BINOBiAaNBHICT Tiepes [lokynieM; MapKyBaHHsI, HAHECEHE
HE3MHUBHOIO (pap0Oo10; OrJIaTa MPOBOAUTHCA MPOTH HaJaHHS HACTYITHHUX
BI/IBAHTXKYBAJIbHUX JOKYMEHTIB; BUKOHYBAaTH KOHTPAKTHI
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3000B's13aHHS; YC1 CYNIEPEUKU ¥ pO301>KHOCTI, 1110 BUHUKAIOTH MPH
BUKOHaHHI gaHoro KoHTpakTy.

Activity 5
a) Read, translate and learn the following dialogue
b) Compose a dialogue of your own on the topic

Manager. Hello! Are you Simpson and Mills? Put me through to Mr.,
Simpson, please. Broker. Mr. Simpson speaking.

Manager. This is Mr. lvanov of Rosexport. We have some trouble with
the s.s. "Fairfield" chartered against contract 65 to load the first cargo of
wheat for Frank & Sons, Limited.

Broker. What is the matter with the boat?

Manager. We've just had a telegram from the Owners that the "Fairfield"
has been badly damaged in a collision on her way to Novorossiysk and
she has been towed to Genoa for repairs.

Broker. Is the damage serious?

Manager. Evidently it is, as they state she won't be able to arrive at the
port of loading before December 15",

Broker. What are you going to do about it? Haven't you got another boat
which could load before the 15" December?

Manager. Unfortunately, it is practically impossible to secure another
boat of the same size. We could arrange shipment by s.s. "Binta"”, which
Is a larger vessel of 6,500 tons, 10 per cent, although it would mean a
considerable change in our loading program. Will you get in touch with
the Buyers and ask them to accept against contract No. 65 a cargo of
6,500 tons, 10 per cent, instead of 6,000 tons, 10 per cent?

Broker. I'll get in touch with them at once and try to settle the matter.

The next day

Broker. I've had a talk with the General Manager of Frank & Sons,
Ltd., about the cargo of wheat against Contract No. 65.

Manager. What does he say?

Broker. I've persuaded him to accept 6,500 tons, ten per cent, although
he says that it would mean extra storage expenses for them, as they don't
need the additional quantity till February. However, he agrees to accept
the cargo on condition that it is not shipped before the 12" December.
Manager. It's all right, as the vessel is not due to arrive at the port of
loading before the 9" December. Thank you very much, Mr. Simpson.
Good-bye.
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IVV.Grammar skills increase
Activity 1. Revise the forms of Infinitive. Translate the sentences
into Ukrainian paying attention to infinitive.

W Non-Perfect Perfect
Voice

Indefinite | Continuous | Perfect | Perfect Continuous
Active to build |to be building | to have |to have been building
built
Passive to be built|  --------- tohave | = ----------
been
built

1. They seem to have plenty of money, 2. We expected to be late. 3.
Sally was made to open her case by the customs officer. 4. | would like
to get an application form. 5. She began to write an order. 6. They seem
to have finished marking. 7. He may have gone to London. 8. The
consignment was to have been delivered yesterday. 9. That firm is
reported to be conducting negotiations for the purchase of sugar. 10.
They are said to have been conducting negotiations for a long time.11.
You must write the answer at once. 12. You had better insure your
goods. 13. The amount to be paid includes the cost of packing. 14. To
produce qualified equipment is a great success. 15. | expect the goods to
be loaded. 16. | saw the captain sign a mate's receipt.17. The customs
officer allowed the goods to be discharged. 18. We expect the contract to
be to be signed tomorrow. 19. | asked to be informed of the arrival of the
steamer. 20. The steamer was known to have left port on the 16™ May.
21. The goods are reported to have been awaiting shipment for several
days. 22. The equipment is unlikely to arrive. 23. The buyers requested
the sellers to keep them informed of the position of the vessel, the
communications to be addressed to their agents.

V.Communication Skills Increase
Activity 1. Speak on the following:
1. Types of a contract
2. How to make a successful contract

Activity 2. Answer the following questions:
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1.How many incoterms do you know?
2.What do incoterms define?
3.What is the purpose of the contract?
4.What are the main clauses (articles) of the contract?
5.What sort of prices may be indicated in the contract?
6. What is indicated in the article «Dates of Delivery»?
7. How may the payment be effected?
8. What forms of the payment are usually used?
9. What are the packing requirements?

10.
11.
12,
13.
14,
15.
16.
17,

18.

What are the requirements for marking the goods?

What kind of claims are made by the Buyer?

Can the Seller be penalized for a delay of delivery?

What are the sanctions against defaulter?

How are claims settled?

What terms of insurance should be mentioned in the contract?
Name some risks to which the export trade is subject.

Is it very important to encourage competition in the insurance

business?

What is the definition of Force Majeure?

19. What contingencies are listed in a Force Majeure clause?
20. What duration is usually stated in the contract for contingency?
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UNIT 5
TERMS OF PAYMENT / TERMS OF DELIVERY

I. Glossary.

Activity 1. Read and remember the following words and word

combinations

1. 3 d/s (days) D/P (documents
against payment)

[InaTix npoTsaromM 3 AHIB TOTIBKOIO
MPOTHU JOKYMEHTIB

2. 60 d/s D/A (documents against
acceptance)

[Tnatixx npotsirom 60 JHIB HUISIXOM
aKIIeNTy TPATTH MPOTH IOKYMEHTIB
(yMoOBa mpo BUJIauy MOKYIIIEBI
BAHTAXXHUX JOKYMEHTIB MICIs
aKIENTy IM TPATTH)

3. Account rendered

CrnutayeHni paxyHOK

4. Advance payment ITepeacmnara

5. b/f (brought forward) [TepeHeceHo Ha OLIBII Mi3HIN CTPOK
6. ¢ & f (cost and freight) KA® (BapTicTh i Gpaxr)

7. c/f (- carried forward) ITepereceno

8. Cash on delivery (C.0.D.)

Crmuiata roTiBKOIO TPH JOCTABII

9. Cash with order (C.W.0.)

CnuaTta roTiBKOIO IPH BUJIavi
3aMOBJICHHS

10. Clean payment

I1natixk No BIAKPUTOMY PaXyHKY

11. Clear/settle an account

CrutatuTi paxyHOK

12. Collection (n)

Iakaco

13. Collection on delivery

Haxmanenwit miatix

14. Deferred (delayed) payment

Bincrpouenuit miatix

15. Documentary letter of credit

ToBapHU aKpEIUTUB

16. Due date

JlaTa ciatu

17. E & OE (Errors and Omissions
are Excepted)

[TomMunku 171
IIPUNMAIOTHCS

MPOITYCKHU

18. Estimate price

Komropucha 11ina

19. f.o.r (free on rails)

dpaHKO-BaroH

20. f.0.t (free on truck)

®paHKO-BaHTaXKIBKa

21. Free border

OpaHKO-KOPJIOH

22. Free harbour

DpaHKO-TIOPT

23. Free warehouse

dpaHKO-CKIIa]

24. From factory

DpaHKO-3aBOI
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25. Goods on approval/sale or ToBapu juIsI 0O3HAKOMIICHHS/YMOBH
return poJaxy abo MOBEPHEHHS
26. MT (mail transfer) [TomrroBuit mepekas

21.

N/C (no charge)

bes HapaxyBaHnb

28,

Outstanding invoice

HecnnaueHuit paxyHOK

29,

Overdue account (a/c)

[IpocTpoueHni paxyHOK

30.

Paid letter of credit

AKpeauTHB 13 BHECCHUM
MOKPHTTSIM

31. Payment by installments ITnaTix BHeCKaMu

32. Payment order/ Remittance ['pomroBwmii mepekas

33. Payment with the order CrnaTa npu opopMIICHHI
3aMOBJICHHA

34. Promissory note [Tpoctuii Bekcenb ( 6oprose
3000B's1I3aHHS)

35.

Prompt payment

CBoeuacHa crjiata

36. Remit payment ITepeBectu miary (Ha paxyHOK)

37. Revolving letter of credit PeBonbBepHUI akpeAUTHB

38. Savings account Jleno3uTHUI paxyHOK

39. Sight draft Bekcenb Ha nmpej'iBHUKA
Heraiina crijata roTiBKoO

40. Spot cash

41. Statements of account Bunmicka 3 paxyHKy

42.
Interbank Financial
Telecommunications (SWIFT)

The Society for Worldwide

MixkHapoiHa M1>)KOaHKIBChKa
cucteMa rnepenadi iHpopmarii i
3/I1MICHEHHS TIJIATEXKIB

43.

TT (telegraphic transfer)

Tenerpaduuii nepekas

44. Uniform international prices

€ 11MH1 MDKHAPO/THI

45. Working costs

ExcruyaTaliiiHi BUTpaTu

Study the information about payments
1. Invoices
Invoices are one of the main documents used in trading. They are not
only requests for payment but also records of transactions which give
the buyer and seller information about what has been bought or sold, the
terms of the sale, and details of the transaction. An invoice may be
accompanied by a short covering letter or email offering additional
information the customer might need.
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- Please find enclosed our Invoice No. B1187 for $ 329.43. The plugs
you ordered have already been dispatched to you, c/f, and you should
receive them within the next few days.

- The enclosed invoice (No. D1167) for £723.60 is for2 chairs at
£540.00 each less33% trade discount. We look forward to receiving
your remittance and will then send the chairs c/f.

2. Pro forma invoices

A Pro forma invoice is one with the words pro forma typed or stamped
on it, and is used:
e If the customer has to pre-pay (i.e. pay for goods before receiving
them), they pay against the pro forma
e If the customer wants to make sure a quotation will not be
changed, the pro-forma will say exactly what and how they will be
charged
e |f goods are sent on approval, on sale or return, or on consignment
to an agent who will sell them on behalf of the principal
e As a customs document

A covering letter may accompany a pro forma invoice.

- The enclosed Pro forma No. 1164 for £8,253.76 is for your Order No.
01334, which is now packed and awaiting despatch. As soon as we
receive your cheque we will send the goods which should then reach you
within a few days.

- We are sending the enclosed pro forma (No.H7896)for £3,960 gross,
for the consignment of chairs you ordered on approval. We would
appreciate it if you could return any unsold chairs by the end of May as
agreed.

3. Statements of account

Rather than requiring immediate payment of invoices, suppliers may
offer credit in the form of open account facilities for an agreed period of
time, usually a month but sometimes a quarter (three months). At the
end of the period a statement of account is sent to the customer, giving
details of all the transactions between the buyer and seller for that
period. The statement includes the balance on the account, which is
brought forward from the previous period and listed as account
rendered. Invoices and debit notes are added, while payments and credit
notes are deducted.
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Statements of account rarely have letters with them unless there is a
particular point that the supplier wants to make, e.g. that the account is
overdue, or that some special concession is available for prompt
payment, but a compliments slip may be attached.

Note the expression as at (e.g. as at 31 March), which means up to this
date.

- Please find enclosed your statement of account as at 31 May this year.
If the balance of £161 is cleared within the next seven days, you can
deduct a 3% cash discount

4. Methods of payment: trade within the country
4.1.Bank draft

In the case of a bank draft, the customer buys a cheque from the bank for
the amount he or she wants to pay and sends it to the supplier. Banks
usually require two of their directors' signatures on drafts, and make a
small charge.

4.2. Bank transfer
A bank transfer is when a bank moves money by order from one account
to another.

4.3. Bill of exchange

In bill of exchange (b/e) transactions the supplier draws a bill on the
customer. The bill states that the customer will pay the supplier an
amount within a stated time, e.g. thirty days. The bill is sent direct to the
customer or paid through a bank. If the bill is a sight draft, the customer
will pay immediately (i.e. on 'sight’ or presentation). If the bill is a term
draft the customer signs (accepts) the bill before the goods are sent and
pays later.

4.4. Cheque

The customer must have a current account, or certain types of savings
account, to pay by cheque. Cheques can take three working days to clear
through the commercial banks, and can be open, to pay cash, or closed
(crossed), to be paid into an account.

4.5. Credit transfer

In the case of credit transfers, the customer fills out a bank GIRO slip
and hands it in to a bank with a cheque. The bank then . transfers the
money to the supplier.

4.6. Debit / credit card payment
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Debit and credit card payments can be made either direct on the phone,
or on the Internet.

4.7. Letter of credit

A letter of credit (L/C) is a document issued by a bank on a customer's
request, ordering an amount of money to be paid to a supplier. Payments
by letter of credit can be made within the UK, but this method is more
common in overseas transactions

4.8. Cash on delivery
Cash on delivery (COD) is a service offered by the Post Office. They
will deliver goods and accept payment on behalf of the supplier.

4.9. Post Office Giro
The Post Office Giro system allows a customer to send a payment to a
supplier, whether they have a Post Office Giro account or not.

4.10. Postal order

Postal orders can be bought from the Post Office, usually to pay small
amounts, and sent to the supplier direct. They can either be crossed, in
which case the money can only be paid into the supplier's account, or

left open for the supplier to cash.

5. Methods of payment: trade outside the country

5.1. Bank transfer

The customer orders a bank to transfer money to the supplier's account.
If telegraphed, this is known as a TELEGRAPHIC transfer (TT).The
Society for Worldwide Interbank Financial Communications (SWIFT)
offers a twenty-four-hour international bank transfer service.

5.2. Bill of exchange

The procedure is the same as that for trade inside the country, but
shipping documents usually accompany bills when the bank acts as an
intermediary in international transactions.

5.3. Cheque

It is possible to pay an overseas supplier by cheque, but it takes a long
time before they get their money.

5.4. Documentary credit

When a letter of credit is accompanied by shipping documents it is
called a documentary credit. The money is credited to the supplier's
account as soon as confirmation of shipment is made.
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5.5. International bank draft

An international bank draft is a Cheque which a bank draws on itself and
sells to the customer, who then sends it to their supplier. The supplier's
bank should usually have either an account or an agreement with the
customer's bank.

5.6. International money order

International money orders (IMO) can be bought at most banks in the
UK and are paid for in sterling or dollars. The bank fills out the order for
the customer then, for a small charge, hands the 1 m o over, and the
buyer sends it to the supplier, imos can be either cashed or credited to
the supplier's account.

5.7.International Post Office Giro

Payment by International Post Office Giro can be made when either the
customer or supplier or both, do not have bank accounts. An order for
the amount to be paid is filled out at a Post Office which forwards it to
the Giro Centre. The Giro Centre will send the amount to a Post Office
in the supplier's country, where the supplier will receive a postal cheque.
They can then either cash it, or pay it into a bank account. Giros are
charged at a flat rate.

6. Promissory note

A promissory note is strictly speaking, not a method of payment but
simply a written promise from a customer to a supplier that the former
will pay the amount stated, either on demand or after a certain date. In
effect, a promissory note is an IOU (I owe you).

7. Advice of payment

Correspondence advising payment, particularly in the UK, tends to be
short and routine.

-We have pleasure in enclosing our postal order / cheque / bank draft
for £5000 in payment of your statement Invoice No....dated...

Correspondence confirming payment in trade transactions outside the
UK may be more complicated if you want to make specific points.

- Thank you for your prompt delivery. Please find enclosed our draft for
£4,341 drawn on Eastland City Bank, Sommerville. Could you please
acknowledge receipt?

- We would like to inform you that we have arranged for a credit
transfer through our bank, the Hammergsbank, Bergen, for £3,120 in
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payment of Invoice No. R1641. Could you confirm the transfer has been
made as soon as the correspondent bank advises you?

8. Acknowledgement of payment

It tends to be short

- Thank you for sending your draft for invoice No. 11871 so promptly.
We hope you like the consignment and look forward to your next order.
- Our bank informed us today that you accepted our bill (No. BE 2255)
and the documents have been handed to you. We are sure you will be
pleased with the consignment.

9. Delayed payment

Asking for more time to pay

Begin the letter with your creditor's name. Refer to the account and
apologize in clear, objective language (i.e. do not use over-elaborate
language like Please forgive me for not settling my indebtedness to you).
Notice the verbs clear and settle (an account) are used rather than pay.
—I am sorry that | was not able to clear my July account.

—We regret we were unable to send a cheque to settle our account for
the last quarter.

Explain why you cannot clear the account, but do not be dramatic.
—The dock strike which has been going on for the past six weeks has
made it impossible to ship our products, and as our customers have not
been able to pay us, we have not been able to clear our own suppliers'
accounts yet.

10. Replying to requests for more time

There are three possible ways in which you might reply to a request
from a customer for more time to settle an account: you may agree to
their request, refuse it, or suggest a compromise.

If you agree to the request, a short letter is all that is needed.

—Thank you for your letter concerning the outstanding balance on your
account.l sympathize with the problem you have had in clearing the
balance and am willing to extend the credit for another six weeks.
Would you please confirm that the credit will be settled then?

11. Requests for payment
11.1. First request
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Never immediately assume your customers have no intention of paying
their account if the balance is overdue. There may be a number of
reasons for this: they may not have received your statement; they may
have sent a cheque which has been lost; or they may have just
overlooked the account. Therefore, a first request should take the form
of a polite enquiry. Try to make the letter impersonal. You can do this
by using the definite article, e.g. the outstanding balance instead of your
outstanding balance; using the passive voice, e.g. to be cleared instead of
which you must clear; and modifying imperatives, e.g. should instead of
must. The first example will give you an idea of this style.

- We think you may have overlooked invoice No. sa lgioforJ351.95 (see
copy) which was due last month. Could you please let us have a cheque
to clear the amount as soon as possible? If payment has already been
sent, please disregard this letter.

11.2.Second request

If a customer intends to pay, they usually answer a first request
immediately, offering an apology for having overlooked the account, or
an explanation. But if they acknowledge your request but still do not
pay, or do not answer at all, then you can make a second request. As
with first requests, you should include copies of the relevant invoices
and statements, and mention any previous correspondence.

- We wrote to you on 3 March concerning our January statement, which
is still outstanding. Enclosed you will find a copy of the statement and
our letter.

State that you have not received payment, if this was promised in the
reply, or that no reply has been received.

- Since | wrote we have not received either a reply or remittance from
you.

Insist that you receive payment or an answer within a certain time.
- We must now insist that you clear this account within the next seven
days, or at least offer an explanation for not clearing it.

11.3.Third request (final demand)

Review the situation from the time the account should have been paid.
- We have written you two letters, dated

22 September and lg October, and have sent copies of the outstanding
invoices with them, but have not received either a reply or remittance.
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Let the customer know what you are going do, but do not threaten legal
action unless) intend to take it, as it will make you look we and
indecisive. In the two examples below legal action is not threatened.

- We feel that you have been given sufficient time to clear this balance
and now insist on payment within the next ten days.

In the next two examples legal action is threatened.

- We were disappointed that you did not both to reply to either of our
letters asking you to clear your account, and you have left us with no

alternative but to take legal action.

I11. ESP Skills Increase

Activity 1. Match English sentences (column A) with their

Ukrainian translation (column B)

A

B.

1. We deliver goods against an
irrevocable letter of credit (L/C).

a. Crimata noBMHHA OyTH
31ICHEHA MPOTSTOM ... IHIB MICIIS
OJIEp’KaHHS PaXyHKY.

2. Our prices are quoted net
without discount due on receipt of
goods.

b. Mu MoxeMo (He MOKEMO)
HajgaTu Bam KpeauT Ha CTPOK ...
MICSIIIB a00 JI03BOJIUTH CILIATY Y
PO3CTPOUKY

3. The payment is to be made
within ... days upon the receipt of
the invoice.

c. lllkoxyeMo, 110 B LIEH Yac HE
MOXEMO Hasatu Bam kpenurty Ha
OyIIb-SIKUX YMOBaX y 3B'SI3KY 3
poctoM il OgHak, He
BUKJIIOUEHE, 110 SIKILIO B
MaliOyTHROMY CHUTYaIlis
CTaO1Ti3y€ThCSI, MU BUSHAEMO
MOJITMBUM MTOBEPHYTHUCS 10
po3rsay Bamoro npoxaHHs.

4. We can (can not) allow you a
credit term of ... months or
payment by installments.

d. Mu nocTtaBisieMmo ToBap 1o
0€3MOBOPOTHOMY aKPEIUTHUBY

5. Please, remit the amount of the
invoice to the bank account No....

e. Hami minu € HeTTOo, 0€3 3HMKKHA
P OJICp>KaHHI1 TOBApPY.

6. We regret to inform you that

f. Iaxyemo 3a n1ucT BiJ 9
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your terms of payment do not
correspond to our usual practice.

JYcTOoNana, y skomy Bu
3BEPHYJIMCS 13 TPOXAHHIM PO
HaJlaHHS Bam MOXJTMBOCTI CILIaTU
BIIKpUTUM paxyHkoM. Ha xanb,
MU HE HAJIAEMO KPEIUTY KIIIE€HTaM,
SK1 HE MalOTh 13 HAMU
TOPTIBEIbHUX BITHOCUH MPOTSITOM
o1mbI ostHOTO pOKYy. [lIKOMY€EMO,
10 HE MOkeMo OyTu Bam
KOPHUCHHUM Y IIbOMY BUMAJKY.

7. We will try to settle your invoice
within the next four weeks.
Meanwhile the enclosed cheque for
£2,500.00 1s part payment on
account

g. Mu, 6e3yMOBHO, MOXKEMO
POOHUTH CIJIaTy B IPHU3HAUYCHUI
CTPOK, aJie Ko Bam HeoOx11He
M1TBEPIXKEHHS HAIIIO1
KpEJIUTOCIIPOMOKHOCTI, Bu
MOXETE 3BEPHYTHUCS 10 KOKHOTO 3
HAaCTYIHUX 0C10, TOTOBUX JaTH
HaM PEKOMEH/IAIi10

8. 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.

h. Mu nocrapaeMocs CILIaTUTH
paxyHOK —(paKkTypy IpoTITroMm 4x
THJKHIB. A IIOKH YaCTKOBO
BUIUIAYY€EMO MPUKIAIECHUM YEKOM
cymy B £2,500.00 Ha Bam paxyHOK

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

1. Mu 3 ’xajeM HoBIIOMIISIEMO, 1110
Bamri ymoBH muiatexy He
BIIITIOB1JAIOTh HAIIlN 3BUYANHIN
MPaKTHIII.

10. Thank you for your letter of 9
November 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

J. IIpocumo nepeBecTy crjiaty mo
paxyHKOBI-(haKTypi Ha
OaHKIBCHKHI paxyHOK No ...
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cannot be helpful in this case.

Activity 2. Translate the sentences into Ukrainian
1. Payment by irrevocable L/C in US dollars to a United States bank,
allowing part-shipment and transshipment, and valid for 90 days from
order date
2. Payment with order by banker's draft or check to a UK bank
3. Payment is being made by banker's draft in settlement of your invoice
for $500
4. Please draw $500 on us at 90 day's sight
5. May we again remind you that this account is still overdue.
6. According to our conditions of sale, your remittance was due on
March 12.
7. 1t is no doubt through an oversight on your part that settlement is
three months overdue
8. We must insist on receiving payment by 31th January; failing this we
shall be compelled to take legal action
9. Since you have always met your obligations in the past, we are
prepared to allow you a postponement of payment.
10. Please send us half of the amount by return, and sign the enclosed
acceptance for the remainder

Activity 3. Translate the sentences in writing

1. [1naTtix 3a JOMOMOT'0K0 O€3BIIKINYHOTO aKpEIUTURA

2. [IpuiimMatu BeKcelb

3. [InaTixk 6€3MOBOPOTHUM aKPEAUTHBOM, NIMCHUM TIpoTsaroM 90 nHIB
B1JI IaTH 3aMOBJICHHS, Yyepe3 Oy/Ib-sIK1il aMepUKaHChKUM OaHK

4. YacTKoBE BIJIBaHTaXEHHS i IepeBaJika (3 OJTHOTO Cy/IHA Ha 1HIIIC)

5. Ham 3maeTbes, 110 BU 3a0yjiu IMOTacUTH CBIM OOPr, CTPOK SKOTO
MUHYB 3 MicAIIsl Ha3al.

6. PaxyHOK yce 111e He CIUTaueHHU

/. Criiata 3a HaKa30M 3a JOIIOMOI'0l0 0aHKIBCBKO1 TPATTH 200 YEKOM

8. Bunuitk, Oynb 1acka, Ham paxyHok Ha 800 momiapiB 31 CTPOKOM
criaté 60 gHIB.

9. Bamr nmepexas moBuHeH OyB HaJINWTH 5 TpaBHS

10. ITnaTix Oyzae 3pobiaeHni 0aHKIBCHKUM BEKCEJIEM y TIOTalIeHHS
BAaIIIOr0 PaxXyHKYy-(akTypu
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11. Bbyas macka, TOBEpPHITH HAaM TMOJIOBUHY CYMH W TIANHIIITH
BKJIQJIEHUM aKIIEIIT Ha 3aJIUIIOK.
12. IllomicsiuH1 BUILIATH

Activity 4. Read, translate the examples of letters concerning terms
of payment and try to remember them

Example 1
R. NASH & SON LTD.
11 Mead Road, Swansea, Glamorgan 3ST 1DR
Telephone: Swansea 58441
23th November 2010
Mr, R. Cliff

Homemakers Ltd.,
54-59 Riverside
Cardiff CF 1JW

Dear Mr. Cliff

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

Yours sincerely,
(signature)

R. Nash

Encl. Order No. 81662

Example 2

10 January 2009
Herr Dieter Schubert
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Director

DVB Industries Gmbh
Correnstrasse 250
D-40000 MUNSTER

Dear Herr Schubert

| am sorry that we were not able to clear your November statement for
€5,850 and December invoice, No. 7713, for €1,289. We had intended to
pay the statement as usual, but a large cash shipment to one of our
customers in Australia was part of the cargo destroyed in the fire on the
Tippa when she docked in Bombay in late November.

Our insurance company have promised us compensation within the next
few weeks. Once we have received this, the account will be paid in full.

We feel confident that you will appreciate the situation and hope you
can bear with us until the matter is settled.

Yours sincerely
D.van Basten (Ms)
Director

Example 3

INGENIEROS INDUSTRIALES SA

Barrio de Ibaeta s/n E-20009 San Sebastian
Tel: (+34) 943 212800 Fax: (+34) 943 618590
Email: r.costello@ingenieros.co.es

D.Giordianinoomega

Viaagnello 2153
20121 Milano

Italy

Dear Sig. Giordianino

With reference to my letter of 10 August, | enclose copy invoices which
made up your June statement, the balance of which still remains
outstanding.
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Having dealt with you for some time, we are concerned that we have
neither received your remittance nor any explanation as to why the
balance of €6,000.00 has not been cleared. Please would you either reply
with an explanation or send us a cheque to clear the account within the
next seven days?

Yours sincerely

(signature)

R. Costello (Sr)
Credit Controller
Encl.

Example 4 F. O. B. INVOICE USED IN THE OIL EXPORT TRADE

Bought of V/O "Rosexport”
Moscow, 16" Apr., 2015

Invoice No....

Terms: As per contract dated 12" Feb.,2011

To shipment of Gasaoil

per m/t "Azov" (Voyage 118-6) B/L d/d Novorossijsk

14™ April 2011 8500. 10.0.0 at $ 31. 1266 per ton F. O. B. Novorossijsk
$264. 591.66

E.&O.E.

Price of Gasoil (Specific Gravity at 15° C-0.86475):

10$ 311.266 = $ 31.1266

Activity 5. Complete the invoice form.

Date (nmarta)..............

Attn: (KOMY)...............

Invoice NoO: (HoMep paxyHKY)...............

Reference: (NekoHTpakTa)................

To: (32 110 TPOBOIUTBCS OTIIATA). .. uveeenreeenereennnaennnnn.
Amount: (cyMa).............o.eeee.

Term Due: (maTa 3aKIHYEHHS CTPOKY CITIATH)  .vvvevnvreeeennnnnnnnn
Pay by: (bopma CIutaTh)..........cccoveeeeuvveenneen.

Al (Ha3Ba 0AHKY)......voveiieiaiiia ..,
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Account No. (Ne 6aHKIBCBKOTO PAXYHKY )....vvvveeeeeennnenne.
Please remit full amount in US dollars to the above address within ...
days of receipt of invoice.

Activity 6. Complete the consular invoice form.

(pTace and date)
Invoice of merchandise produced in

(place)
shipped by from to
(Consignor) (city, country) (Consignee)

of to be carried per

(vessel or other carrier)

destined for
(port of entry)

Marks and | Quantities |Description|Invoice value|Total | Consular
numbers of goods per unit correctios o
remarks

We declare that all statements contained herein and in the attached sheet
or sheets are true and correct.
(Signature of Consignor or authorised Agent)

Activity 6.
a)Translate the following letter in writing
b)Compose your own letter concerning terms of payment in writing

[[TanoBH1 100poOIi!
3 xaneM nosigoMisieMo Bawm, o Mu fotenep He ojep:xkanu Big Bac
OaHKIBChKY TapaHTIIo.
VY 3B's3Ky 13 MM MU nipariu 6 Haragatd Bam npo Bam nuct Big 20
TpaBHA B IKOMY BU npocuiu Hac 3MIHUTH aKpeIUTUBHY (GOpMY
PO3paxyHKIB, y 3B'I3Ky 13 TPYAHOILAMH W TOAATKOBUMH BUTpPATaMH,
MOB'A3aHUMH 3 BIIKPUTTSIM aKpeIUTHBA.

Posymitoun Bamn tpyasou, ¢ipma minuia Bam Hazyctpiy 1 gana
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3roJly Ha iHKacoBy (hopMy pO3paxyHKiB. Bu NpUITHSIM 3alpONIOHOBAHY
dbopMy po3paxyHKiB 1 3000B'13aIHCS IPEICTABUTU B TPUACHHUM CTPOK
rapaHTiio nepiiokjacHoro 6anky Ha 80% BapTOCTI KOHTPAKTY.

VY 3B'sI3Ky 13 3aTPUMKOIO y TIpe/icTaBlIeHHIO BaMu 0aHKIBChKO1
rapaHTii My OyJIM 3MYIIIEHO MTPU3YIUHUTH MIOCTaBKYy BUIICBKA3aHUX
3aM4acTHH.

Mu npocumo Bac HeraitHO OBIJIOMUTH Hac, KOJIU OyJie HaJlaHa
OaHKIBChbKa rapaHTis, 1 MATBEPAUTH 3T0/1y OTUIATUTH BUTPATH 1O
30€piraHHIo 3aM4acTUH y MOPTY.

3 moBaroixo.

Activity 7. Learn the International Commercial Terms for marking
terms of delivery (INCOTERMYS)

GROUP C 3a MIEPEBE3EHHS CIIJIAYCHO

CFR, C&F, CAF (Cost and KA® — BapTicThb 1 ppaxr

Freight) ( UTST MOPCHKHX 1 PIYKOBUX

+ Ha3Ba MOPTY NPUOYTTS BAHTAXKY | IEPEBE3CHB)

CIF, c.i.f.(Cost, Insurance & CHU® — BapricTh, CTpaxyBaHHS,

Freight) ¢bpaxt

+ Ha3Ba MOPTY NpUOYTTS BaHTAXY | ( 1711 MOPCHKHX 1 PIYKOBUX
NIEPEBE3ECHbD)

CPT (Carriage Paid To) TpancnopTyBaHHS CIUIa4€HE 10

+ MiClIe IPU3HAYCHHS

CIP (Carriage and Insurance Paid) | TpancniopTyBaHHS ¥ cTpaXxoBKa

+ MicIle MpU3HAYCHHS CIUTAYCHI JI0

GROUP D [Ticist npuOyTTS

DAF (Delivered at Frontier) JlocTaBieHe 10 KOPJIOHY

+ Ha3Ba MICIIS

DES (Delivered Ex Ship) HocTtasiene 10 6opTy cyaHa
+ Ha3Ba MOPTY

DEQ (Delivered Ex Quay) JlocTaBieHe 10 MpUCTaHi

+ Ha3Ba NOPTY

DDU (Delivered Duty Unpaid) JloctaBieHe 6e3 cIijiaTi MUTa
+ MicCIle IPU3HAYCHHS

DDP (Delivered Duty Paid) JlocTaBieHe 31 CIUIaTOI0 MHUTa
+ Miclie TpU3HAYCHHS

GROUP E BianpapneHHs: BaHTaxy
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Ex-Works (EXW), Ex-Mill. Ex-
Factory

DpaHKO-3aBOI

EX Ship 3 6opTy cyaHa, GpaHKO-TIOPT
PU3HAYCHHSI

EX Quay I3 mpucrani

GROUP F Hecmiauene nepeBe3eHHs

FCA (Free Carrier) dpaHKO-TIEpEBE3CHHS

+ MicClIe mepeayul BaHTaxKy

MIePEBI3HUKOB1

FAS (Free Alongside Ship)
+ Ha3Ba MOPTY BIJI 13]1y BAaHTAXKY

BinbHO y3710Bk OOpTY CyJHA
(bpaHko-00pT CyHA)

FOB (Free on Board),
+ Ha3Ba MOPTY BIJ 1311y

®OBb, ppanko-00pT

FOR/FOT (Free on Rail/Truck)
+ Ha3Ba NOPTY BIA' 134y

®paHKO-BaroH, BUIbHO Y BaroH1
a60 Ha rmatdopmi

FOA/FOB Airport

BiibHO B aeponiopTi

Activity 8. Match the INCOTERMS (column A) with their

explanation (column B)

A

B

1. Ex-Works (EXW), Ex-Mill,
Ex-Factory

a. Means that the seller makes the
goods available to the buyer on the
quay (wharf) at the destination
named in the sales contract.

2. FOB

b. Under this term of shipment the
seller's obligations are fulfilled
when the goods have been placed
alongside the ship on the quay or in
lighters. This means that the buyer
has to bear all costs and risks of
loss of or damage to the goods
from that moment.

3. EX Quay

c. This term is basically the same
as C & F but with the addition that
the seller has to procure marine
insurance against the risk of loss of
or damage to the goods during the
carriage. The seller contracts with
the insurer and pays the insurance
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premium,

4. FAS

d. The seller must pay the costs and
freight necessary to bring the
goods to the named destination, but
the risk of loss of or damage to the
goods is transferred from the seller
to the buyer when the goods pass
the ship's rail in the port of
shipment.

5. FOA/FOB Airport

e. Means that the seller's only
responsibility is to make the goods
available at his premises

(works or factory). In particular
he is not responsible for loading
the goods in the vehicle provided
by the buyer, unless otherwise
agreed. The buyer bears the full
cost and risk involved in bringing
the goods from there to the desired
destination. This term  thus
represents the minimum obligation
for the seller.

6. CFR, C&F, CAF

f. The goods are placed on board
the ship by the seller at a port of
shipment named in the sales
contract. The risk of loss of or
damage to the goods is transferred
from the seller to the buyer when
the goods pass the ship's rail.

7. CIF, c.i.f

g. is based on the same main
principle as FOB term. The seller
fulfils his obligations by delivering
the goods to the air carrier at the
airport of departure.

Activity 9. Translate the sentences in writing
1. «C GopTy cynHa» o3Hayae, 10 MpOJIaBellb MIOBUHEH 3pOOUTH
TOBapH JOCTYITHUMH MOKYTMIEBI HA OOPTY CyJHA B MICIll TPU3HAUCHHS,

Ha3BaHOMY B KOHTPAKTI.
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2. «®paHKO-BaroH, BUILHO Y BaroHi abo Ha miathopMi»-

111 TEPMIHU BUKOPHUCTOBYIOTHCS TIJILKH TOJ1, KOJIM TOBAPY MOBUHHI
MEPEBO3UTHUCS 3aJTI3HUIICIO.

3. AianepeBe3enHs @Ob 3acHOBaHa HAa TOMY K HAUTOJIOBHILIOMY
npuHnui, sk 1 @OBb. [IpogaBens BUKOHYE CBOi 3000B's13aHHS,
MOCTABJISIIOYM TOBAPH MOBITPSIHOMY TIEPEBI3HUKOBI B a€pOIOPTI
BUJIBOTY.

4. Tloniouo Tepminy KA®D, 1ieit TepMiH 03Havae, 110 IPOIaBEIb
IJIATUTh 32 TPAHCIIOPTYBAHHS TOBAPIB JI0 HA3BAHOT'O MICIIS
npu3HaueHHs. OHaK, pU3UK BTpaTH a00 YIIKOKEHHS TOBApPIB
NEePEXOUTh Bl MPOJABIIS 10 MOKYIILS KOJIU TOBapU OyJiM TOCTaBIIEHI
Ha 30epiraHHs MnepiioMy MepeBi3HUKOBI, a HE Ha OOPT CyaHA.

5. Lle#t Tepmin — Takuii ak «PpaxT ado TpancnopTyBaHHs, CIIJIayeHa
70...», aJie 3 JIOTIOBHEHHSM, 110 MPOJaBellb MOBUHEH 3a0€3MEeYUTH
TPAHCIIOPTHE CTPaxXyBaHHs MPOTH PU3UKY BTpPaTH a00 YIITKOHKEHHS
TOBapiB MPOTATOM TpaHCOpPTyBaHHs. [IpogaBens Oepe KOHTPAKT 31
CTPaxoOBOIO KOMIIAHIEIO U IMIATUTH CTPAXOBY MPEMIIO.

Activity 10.

a) Read, translate and learn the following dialogue

b) Compose dialogues of your own

( Mr. Smith, an English visitor to the Fair, approaches

Mr. Petrov, the information officer at the cars stand)

Mr. Smith: Do you speak English?

Mr. Petrov: Yes, | do. How can | help you?

Mr. Smith: I represent an English firm of importers dealing in case. I’d
like to know which items displayed here are available at short notice.
Mr. Petrov: What are you particularly interested in, sir? As you can see,
there’s quite a choice of cars here. And delivery time varies according to
the model and quality required.

Mr. Smith: I see. Well, I can’t single out any model at the moment. I just
want to get the general outline of your delivery dates. | must be sure if |
order them I can get them to my customer before the market is flooded
by more fashionable and attractive models.

Mr. Petrov: | take your point. After receiving your order, we can deliver
any model either at once, or within three to four months. For the
delivery dates of the particular model, I’ll give you a copy of this
illustrated catalogue with the price-list. The models marked in red are
available for immediate delivery.
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Mr. Smith: Thank you. I’ll take the catalogue with me and come back
when I’ve looked through it.

Mr. Petrov: Certainly. I’'m sure you’ll find some items of interest in it.
And I’ll be very pleased to help you.

Mr. Smith: Thank you. See you later, then.

Mr. Petrov: Good-bye, Mr. Smith.

IV.Grammar Skills Increase

Activity 1. Revise the forms of gerund. Translate the sentences into
Ukrainian paying attention to gerund

Gerunds are words that are formed with verbs but act as nouns. They’re
very easy to spot, since every gerund is a verb with ing tacked to its tail.
There are no exceptions to this rule.

Like all things grammar, gerunds do take a tiny bit of detective work to
spot. The problem here is that present participles also end with the
letters ing. Besides being able to spot gerunds, you should be able to tell
the difference between a gerund and a present participle. Present
participles do not act as nouns. Instead, they act as modifiers or
complete progressive verbs.

Active Passive
Indefinite writing. being written
Perfect having written having been written

1. Would you mind signing a contract? 2. | am suggested getting a
shipping note. 3. He tried to avoid answering my question. 4. | don't
fancy going out this evening. 5. Have you ever considered going to write
a claim? 6. Paula has given up smoking. 7. We can't go on cancelling
orders. 8. Don't keep interrupting me while I'm speaking. 9. | don't mind
being kept waiting. 10. She admitted having stolen the money. 11. He
has completed writing his report. 12. We are interested in importing
these goods. 13. They are responsible for dispatching the materials. 14.
After receiving our order, let us know the exact date of delivery. 15.
Loading heavy weights requires great skills. 16. | remember having been
shown the contract. 17. On receiving the answer of the firm we handed
all the documents to our legal adviser.18. There is no fear of damaging
the goods. 19. We were able to discharge the boat by using a powerful
crane. 20. This offer is made subject to receiving your confirmation
within 10 days. 21. The negotiations are still far from being ended. 22.
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The agent informed us of the buyer's having insured the cargo. 23.
Would you please stop writing to us at this address? 24. What are your
reasons for refusing to pay this amount? 25. We are grateful to you for
sending us the remittance. 26. Please excuse us for causing all this
trouble. 27. The customers thanked the bank for giving them a loan. 28.
Who is responsible for effecting due payments? 29. We insist on being
sent the documents.

V.Communication Skills Increase
Activity 1 Speak on the following:
1. Where and how to hire an employee
2. What is meant by “ professional qualification” for a job?
3. How to write a CV and a letter of interest
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UNIT 6
TRANSPORT DOCUMENTS

I. Glossary.

Activity 1. Read and remember the following words and word
combinations.

1. Addressee / consignee (n) Anpecat/ofiepKyBay
2. Air Wayhbill ABiariiiiHa HaKJaHa
3. Bulk carrier Cyxorpy3

4. Bulk commodity be3Tapuuii (HaCUITHUH,

HaBaJIIOBAJIbHUI ) BAHTaX

5. Clean B/L Yucruii / 6€3 3aCTepEIKEHb,
nepeBipeHuu, (1o ToBapu
3aBaHTaXX€H1 Ha 0OPT y TApHOMY
CTaH1) KOHOCAMEHT

6. Consignment (n) [TapTis TOBapy, BaHTaX

7. Consignment note Jlopy4eHHS Ha BaHTaX

8. Consignor (n) BianpaBHUK BaHTaxXy

9.

Consolidated cargo

30ipHUI BaHTaX

10,

Customs clearance

MutnHe opopmIIEHHS

11.

Dirty/claused/fouled/unclean
B/L

Bbpyauuii /i3 3actepexxeHHAM ( pu
nepeBipIi OyJiv BUSIBJICHI
HETOJIAJIK1) KOHOCAMEHT

12,

Dock receipt, wharfinger's
receipt

KBuraniis,
MEepPEBI3HUKOBI
HAaBaHTAKEHHS TOBAPY

110 BPYYa€ThCSA

HICIS

13.

Forwarding agents = shipping
agents

Excnienurop

14. Freight collect dpaxT crmavyeThes micis
JIOCTaBKH

15. Lighter (n) JlixTep

16. Mate's receipt [lITypmaHCchKa po3mucka

(po3nucka anMiHICTpallii cyJHa B
OJIep>KaHH1 BaHTAXKY)

17. Rail Wayhill 3ai3HUYHA HAKJIagHA
Howmep JOPYUYEHHSA Ha
18. Reference Number = Shippers' | gapanTaxenus
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Reference

19. Road Waynhill ABTOMOOIIbHA HAKJIAIHA

20. Roll-on roll-off facilities [ToTy>)HOCTI 17151 TPEUIIEPHOTO
3aBAHTAKCHHS 1 PO3BAHTAXKEHHS
CyJiHa

21. Shipment (n) ITocTaBka
BianpaBHUK

22. Shipper (n)

23. Shipping note JlopydeHHsT Ha BIlJBaHTa)XCHHS,
BiJIBAHTXXYBAJIbHE TOPYUCHHS

24. Tramp (n) BanTaxHe cymHO

25. Transhipment (n) BigBaHTa)xeHHS TOBapiB 3 OJHOTO
Cy/JlHa Ha iHIIIE B TOMY CAMOMY
IOPTY

I1.Study the information about transport documents
1. Transportation
There are four main methods of transporting goods: road, rail, air and
sea. However, consignments can be transferred from one form of
transport to another, especially when containers are used. (multimodal or
intermodal transportation)

The main transport documents are: the Rail Waybill (for the
transportation by the railroad), the Air Wayhbill (for air transportation),
the Road Wayhbill (for road transport) and the Bill of Lading (B/L) (for
sea transportation).

All these documents have much in common
2. Road transport

A road consignment note (CMR) is the main document used in road
transport. It is issued by the carrier and is the consignor's receipt. It usual
states that the goods are in good condition when the carrier receives
them, but if there is something wrong with them, there may be a clause
which states what this is. There are three original copies.

A CMR cannot be a document of title, i.e. it does not give ownership of
the goods to the person named on the document.

Delivery notes are sent with consignments. They can be signed by the
consignee stating either contents have been examined, which means the
consignee has seen the goods and is accepting them in good condition,
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or contents not examined, as a precaution against receiving damaged
goods.

3. Rail transport

Rail transport is covered by a rail consignment note (CIM).Like a CMR.
it is a receipt and not a document of title.

4. Air transport

The main document used in air transport is the air waybill, which
consists of twelve copies: one is sent to the airline, one to the consignor
and one to the consignee, each being accepted as originals. The other
copies are sent to customers and handling. Unlike the bill of lading the
air waybill is only a receipt and cannot be transferred to another person.
It acknowledges that the goods were received in apparent good order.

5. General

Consignment notes and air waybills are obtained from the freight
company by the consignor (sender) filling out an instructions for
despatch form and paying the freight charges. Charges are calculated by
size (volume), weight, or value, and sometimes also risk.

Most freight companies are private carriers, and are responsible for
taking proper care of the goods and getting them to their destination on
time.

Correspondence in transport is generally between consignors and
freight companies, or consignors and forwarding agents, who send
goods on behalf of the consignor. Customers are kept informed about
consignments by means of advice notes, which can be sent by ordinary
mail or email. They give details of packing and when goods will arrive.

In the European Union and European Free Trade Association (EFTA),
movement certificates are used, especially for container shipments
where the consignment is taken through different customs posts to
member countries.

6. Shipping

A freight account is an invoice sent by the shipping company to the
exporter stating their charges.

A standart shipping note is a document completed by the exporter. It
Is sent to the forwarding agent, an inland clearance depot (ICD), or the
docks. It is used as a delivery note or receipt and gives information
about the goods. When the goods are delivered to the docks, the driver
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hands over copies to the shipping company. One copy goes with the
goods to the consignee; two are for customs; one remains at the dock
office of the carrier; and one is used by the shipping company to prepare
the bill of lading.

A bill of lading, (B/L), is the most important document in shipping
and describes the consignment, its destination, and who it is for. It can
be a document of title, i.e. it gives ownership of the goods to the person
named on it. If the words to order are written in the consignee box, it
means that it is a negotiable document and can be traded. In this case it
will be endorsed (i.e. the exporter will sign it on the back). If it is not
endorsed, there are no restrictions on ownership. In a letter of credit
transaction the advising / confirming bank will usually ask for the bill of
lading to be made out to them when they pay the exporter, and then
transfer it to the customer when the customer pays them.

Bills of lading can be made out singly or in signed sets of two, three, or
more original (negotiable) copies, with further unsigned copies kept for
records. As soon as one of originals is used as a document of title/ other
original copies become void.

A shipped bill of lading is signed when the goods have been loaded onto
the ship Sometimes the words shipped on board a used to mean the same
thing.

Bills of lading are marked clean to indicate that the consignment was
taken on boar good condition, or claused to indicate inspection there was
something wrong e.g. the goods were damaged, or there we some
missing. The statement claused protects the shipping company from
claims that they were responsible for any damage or loss.

In any Bill of Lading the following details should be stated: B/L
Number, Reference Number (Shippers Reference), the names of the
shipper and the consignee, the name, flag and ship owners of the vessel,
the port of loading and discharge, the description of goods, the marks
and numbers, the place and date of issue, freight particulars and the
terms of delivery.

A letter of indemnity is used if the bill of lading is lost or missing. The
importer gives details of the consignment on company headed paper,
and confirms that they will responsible for the debts to the carrier
against their assets.

In addition to the bill of lading, a packing list may be required. Like a
bill of lading, this gives details of the consignment. Banks use them in
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letter of credit transactions and the customs in some countries insist on

them.

111.ESP Skills Increase

Activity 1. Match English sentences (column A) with their

Ukrainian translation (column B)

A.

B.

1. Bulk carrier

a. transport liquid bulk

consignments, usually oil.

2. Tanker

b. is a large flat-bottomed boat
which is used to transport goods
inland along rivers and canals.

3. Container vessel

c. transport bulk consignments
such as grain, wheat, and ores.

4. Passenger cargo vessel

d. follow scheduled routes and
concentrate on passenger Services,
but can also carry cargo.

5. Passenger liner

e. is used for taking goods from a
port out to a ship, or vice versa.
They can also do the same work as
a barge.

6. Roll-on roll-off (Ro-Ro) ferry

f. has special lifting gear and
storage space for the containers
(large steel boxes) that they
transport.

7. Lighter

g. is a vessel constructed with large
doors at each end so that cars and
trucks can drive on at one port and
off at another without having to
unload and reload their cargo.

8. Barge

h. concentrate on cargoes, but also
carry passengers. They offer more
facilities for loading and unloading
than passenger liners.

Activity 2. Match English sentences (column A) with their

Ukrainian translation (column B)

A.

B.
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1. The originals and the non-
negotiable copies of the B/L should
be sent by ship mail (air mail).

a. Uu mpen'saBisitoTbCsa CTaHAAPTHI
BUMOTH 10 TPAHCIIOPTHUX
HaKJIaHUX?

2. Are we permitted to enter a short
remark to the addressee on the bill

b. 3amMicTh YHMCTOro KOHOCAMECHTA

MU OJepXKadu KOHOCAaMEHT 13
of lading? 3aCTEPEIKCHHSM.
3.Are Dills of lading subject to|c. Opurinaau Ta He migIgramui
certain standarts? nepegadi  Komii KOHOCaMeHTa

MOBUHHI OyTH BHCJIaHI CYJIHOBOIO
MOIITO (aB1aMOIITOO)

4. Please note that on receipt of the | 0.  Le  uncruii  GoproBuii
goods we have discovered the | KOHOCAaMCHT

following differences against the

B/Ls.

5. Instead of the clean B/L we have |e. TouHi pO3MOPSIKEHHS IO
received the foul B/L TPAHCIOPTYBAaHHIO 3a3HAYCHI B

MPUKJIaJCHIN Komli aBlaHaKIaHO1

6. Since the validity of the L/C
ceases, please antedate the B/Ls.

f. Bynp nmacka, BigzHauTe, IO MICHIA
OJICp>KaHHS BAaHTAXXy MU BUSBUIU
HACTYTHI PO301’KHOCTI 3

KOHOCAaMEHTaMH.
7. The board receipt was mailed to|g.  Anpecar  Hamoyiirae  Ha
you by registered mail BUKOPUCTaHHI  IOCIYI  IIEBHOTO
CKCIIeTUTOPA
8. The bill of lading shows clean | h. Yu no3BosseThcss HaM 3poOuUTH
board NMO3HAUKy IS ajpecata  Ha
TPAHCIOPTHIN HaKJIaaHIA
(KOHOCaMEHT1)
9.The correct shipping instructions |i.  boproBe  cBigueHHS  OYIIO
are noted on the attached copy of | Bucmano BaM peKOMEHIOBAaHUM

air waybill

JINCTOM

10.The consignee insists on our
contracting a particular forwarder

J. OCKUIBKM B OCHOBHOMY MH

00CIIyTOBy€EMO MDKHapPO/IHI
IIOCTaBKH, OIBIIICTh  HAIIUX
BAHTa)KIBOK BUKOHYIOTh

IIEPEBE3EHHS BAHTAXy 3 MUTHOI
3aCTaBHOI.
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11. _Since we handle r_nai_nly foreign | k. V 3B's3ky 3 3akiHUKHHSIM CTPOKY
shipments, the majority of our | akpepurusa, 6y b nacka,

trucks operate under CUSIOMS | ayreaTupyiiTe KOHOCAMEHTH.
bond

12. With advance notice, a saddle || o TOTEpPETHBOMY
trailer of 12 m loading length can | popinommennro Mum  Moxkemo
be made available. HanaTu Bam Tpeiinep 3

HAaBaHTAXYBAJIBHOIO TUIATHOPMOIO
JOBXUHOK 12 METpiB.

Activity 3. Translate the sentences into Ukrainian

1. We are best equipped for handling containers.

2. We can forward the goods stored at shed by truck at any time.

3. Enclosed please find the requested legal regulations covering air
freight traffic.

4. Must the transport documents be filled out by the shipper?

5. Normally, the party turning over the goods to the railroad office must
make out the bills of lading.

6. The local trucking agent will take over certain customs handling.

7. Unfortunately, we do not handle low-bed trailer transport.

8. Neither the weight nor the measure of goods carried in bulk as well as
the conformity of all kinds with their description in this bill of lading is
checked by the carrier during loading.

9. Whether the trucking charges are to be paid by the receiver is
determined by the consignment note.

10. The franchise for shipment of wine in barrels is a part of our bill of
lading terms.

Activity 4. Translate the sentences in writing

1. Ha >xanb, MU HE MaEMO TpEHJIEpiB 3 HU3bKOIO MOCAIKOIO.

2. Mu ocHareH1 001agHaHHIM JIsl poOOTH 3 KOHTEITHEpaMH.

3. 3riIHO 3 KOHOCAMEHTOM, ITPUBE3€H1 TOBAPH HE MAIOTh YIIKO/KEHb 1
nepedyBaroTh Ha MpUYai

4. @panmmuza 3a MapTiio Macia B OOYKaX € YaCTUHOI YMOB HAaIIOro
KOHOCAMEHTA.

5. [IpocuMo MOBIIOMUTH, YU MIANHACAHUN YUCTUN KOHOCAMEHT

6. JlaTa 3a;1I3HUYHOT HAKJIQAHOI BBAXKAETHCS JIaTOIO JOCTABKHU
7.JlonaeMo 3anuTaHi IpaBoOBl JOKYMEHTH, 1110 PETYIIOITh MOPCHKI
MepeBE3CHHS
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8. Kom0OiHOBaHI nepeBe3eHHS 3a0€3MeUyI0Th 3HAYHY €KOHOMIIO
JIOJICHKHX 1 (PIHAHCOBUX PECYPCIB TPAHCIIOPTHUM KOMITAHISIM.
9. 3 1O0TpUMaHHAM YCiX YMOB, ITOJIOKEHb 1 3aCTEPEKEHb
10.KoHnocaMeHT MOBHHEH OYyTH 1HIOCUPYBAHUN BIATPABHUKOM

Activity 5. Read, translate the examples of letters and transport
documents and try to remember them

Example 1 Request for a quotation for delivery by air

BRITISH CRYSTAL Ltd.
Glazier House, Green Lane, Derby DE1 1RT
Telephone: 0332 45790 Fax: 0332 51977
15 June 2011

Cargo Manager
Universal Airways Ltd. Palace Road
London SW |

Dear Sir,

We would like to send from Heathrow to Riyadh, Saudi Arabia, twelve
crates of assorted glasswear, to be delivered within the next 10 days.
Each box weighs 40 kilos, and measures 0.51 cubic metres. Could you
please quote charges for shipment and insurance?

Yours faithfully,
(signature)
N. Jay

Director

Example 2 Advice of shipment to importer's forwarding agent

Bentley-Mason Inc.
West and Vine Street, Detroit, Michigan
Telephone: (216) 813 8532 Fax: (216) 349 0578
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22 April 2015
Mr. E. Jones
Eddis Jones Forwarding Agents
12 Dockside Street L2 1PP
UNITED KINGDOM

Dear Mr. Jones,

The following consignment will arrive on the SS America which is due
in Liverpool on 27 April.

20 'Lightning' 1000 cc motorcycles

Packed 1 machine per wooden crate

Weight 1.25 tons gross

Size6'x3'x 2

Markings Cases numbered 1 -20 I-M

Value £4,800 each

Insurance Chicago-Nottingham England (A.R.) Invoice value £96,000
Could you please arrange for the consignment to be delivered to your
clients, Glough & Book Ltd., Nottingham? If there are any problems,
please contact us immediately.

Yours truly,
(signature)
T.N. Hackenbush

Activity 6. Complete the Form of Bill of Lading used by the Baltic
Shipping Company

Bill of Lading No....
Shipped in apparent good order and condition by

on board the steamship/motor vessel called the

whereof Master is

trading under Russian flag, Owners Baltic State Steamship Line,
Carrier and now lying in

the following goods, viz.:

SUPPLIER:

(Full address)

IMPORT INSTITUTION:
TERMS OF DELIVERY:
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COUNTRY OF ORIGIN
(If F.O.B. also state port)

Licence. Transport |Order°No.| Nariad Calling
No. Instruction No. Forward No.
No.

CONSIGNEE:
'Address)

DETAILS OF GOODS:

Marks and Nos. of Total cubic Description of

numbers packages and of  measurement goods
packing

WEIGHT: Total Gross

(tons cwts. grs. Ibs.)

lotal Net
(tons cwts. grs. Ibs.)
VALUE:
Rate of freight Received on account To be paid by

of freight Consignee

Being marked and numbered as above but not guaranteed for the adequacy of
marks and to be carried and delivered subject to all conditions, terms and clauses
inserted into this Bill of Lading in the like apparent good order and condition from
the ship's deck (either into lighters or on the quay at Master's option) where the
responsibility of the Carrier for the carriage of aforesaid goods shall cease.

The goods to be delivered at the portof...................... or as near there as
the ship may safely get always afloat, to the Consignee or to his or their assigns, on
payment of freight as per margin of this Bill of Lading and all other charges due
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under this contract of carriage.

Nothing of this Bill of Lading whether printed, or written, or stamped shall limit or
affect the above-mentioned conditions. If the freight and all charges in connection
with the contract of carriage payable on or before delivery of goods have not been
paid, the Carrier, on delivery of the goods to warehouse (ware-houseman), or into
lighters (lighterman) or other custodian entrusted to hold the goods for their
Owner, shall be entitled to stipulate that the said custodian shall not part with the
possession thereof until payment has been made of full freight and any other
charges due under this contract of carriage.

Neither the weight nor the measure of goods carried in bulk as well as the
conformity of all kinds of goods with their description in this Bill of Lading are
checked by the Carrier during loading.

The shipper, the receiver of goods and the holder of the Bill of Lading as well as
any other person interested hereby expressly accept and agree to all printed, written
or stamped provisions, terms and reserves of this Bill of Lading including those on
the back hereof.

In witness whereof the Master, Carrier or his Agent has affirmed to Bills of
Lading, all of this tenor and date, one of which being accomplished the others
stand null and void. One Bill of Lading duly endorsed is to be given up in
exchange for the goods, or for a delivery order for same.

DATE:

Supplimentary vocabulary:

qgrs (quarters) kBaptep ( B Anrmii- 1kB= 12,
701kr, y CIIA -1 kB =11, 340 xr)
Ibs (pounds) BaroBi QyHTH
in apparent 13 30BHINTHBOT CTOPOHU
assign IIPABOHACTYITHUK
to affirm TYT - TiJIUCATH
tenor 3MICT
Activity 7.

a) Translate the following letter in writing
b) Compose letters of your own

18 wepBHs 2010 p.
[ITanoBuuy man H. [[xeit!
Jsikyro Bam 3a 3anut Big 15 yepBHS.
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Mu 3moxeMo BianpaBuTH Bairy naprito ToBapy B Puan npotsrom
JBOX JHIB MICJIs TOTO, sIKk By moctaBuTe ii B aeponiopt XuTpoy.

BapricTs nepenpanisiHHs BaHTaxXy 3 XUTpoy B Puaj cTaHOBUTH
3.60 ¢ynTa-ctepainra 3a 1 kinorpam mitoc 1.50 ¢pyHTa-crepiinra 3a
HakJaaHy ¥ 14 GyHTIB-CTEpIiHTIB 32 MUTHE O(DOPMIIEHHS i 0OPOOKY.
IIpo ctpaxoBky Bam goBeneThcst mog0aTH CaMHM.

3 Jlongona B CayniBchbKy ApaBito BUILIUBAE TPU PEUCH B THIKJIICHD: Y
MIOHEIIIIOK, cepeny i cy0oTy.

Bbynp nacka, 3a10BHUTE NMPUKIIAJACHUN AUCIIETYECPCHKUM OJIaHK 1 BUIILTITh
HOro HaMm 3 HAaKJIQJHOO 1 paXyHKaMu-()akTypaMu, OJUH 3 SIKUX
HEOOX1/THO BKJIACTH B TIAKET JJII MUTHOI MIEPEBIPKH.

[I{upo Bam,
P.Jlenen

(mgnuc)
MeHnemxkep no nepeBe3eHHsIX
Jlonatok.

Activity 8. Fill in the gaps in the enquiry with suitable words given
below:
Cargo, documents, services, consignments, forwarding, Excise,
destination, shipping, manifest, cleared

The (1)......... carried by a ship is listed in the (2)...... , which is a list
of the bills of lading covering all the (3)....... on that vessel for that
voyage.

It is just one of the (4)....... that are involved in the shipping of goods;
the insurance policy and commercial invoice are among the others. The
Customs and (5)............ authorities will examine all these.

Clearing and (6).......agents are often used to handle the transportation
of goods. They will arrange for the loading and unloading of the goods
and arrange all the dock (7)....... that are needed.

The (8).......... marks, which are stencilled on the cases, provide an
easy way of identifying the items in a consignment when they are
unloaded. The marks are described in the manifest, which is again

inspected when the goods are(9)............ through Customs on reaching
their (10).......
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Activity 9. Compose your own letters on the following topics:
1. A request for freight rates and sailings

2. A forwarding agent's enquiry for freight rates

3. A confirmation of shipment

4. A quotation for delivery by air

Activity 10.
a) Read, translate and learn the followingdialogue
b) Compose a dialogue of your own on the topic

Broker: Good morning, Mr. Petrov. Any news today?
Manager: So far nothing important, but | may get, later on in the day, an
order for a general cargo from London to Petersburg — about 5,000
tons. I'm told that the position required would be 20 — 30 January.
Broker: There are very few steamers of such a size and position in the
market and it will, therefore, be very difficult to cover this order. I might
arrange a steamer of about 6,000 tons ready to load about 25™ January.
Manager: | don't think it will be possible to arrange such a size, but I'll
have a word with the Shippers. Meantime, please do your best to find a
suitable steamer. What's the general news?
Broker: There are some f. 0. b. orders quoting in the market at a low rate
but Owners aren't interested unless tempting rates are offered and my
opinion is that owing to the scarcity of tonnage on the market, Shippers
will have to pay higher rates.
Manager: Thanks, Mr. Smith. As soon as | get the order, | shall
telegraph immediately.

Some hours later

Broker: Good evening, Mr. Petrov. My reason for calling you up is to tell
you that | have found a boat suitable for your cargo. It is the s.s.
"Albert”, 5,000 tons ready about 5" February. The rate is thirty-five and
six. | have the steamer firm only until 3 o'clock so you must make a
quick decision.

Manager: The steamer is rather late for our cargo, Mr. Smith, but I'll get
the Charterers on the other ‘phone and hear what they will say. What's
the actual draft (ocany) of the steamer fully loaded?

Broker: We reckon she will not more than 27'6" (twenty-seven feet and
six inches) in fresh water.
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Manager: I've got the Charterers on the other line, Mr. Smith, and they
agree to accept your steamer provided the rate of freight is reduced to
thirty-three and six.

Broker: That's rather on the low side. Can't you raise this figure to thirty-
four and six?

Manager: Sorry, it's the most they can offer.

Broker: O.K. then, the steamer's confirmed at thirty-three and six and
we'll write out the Charter-Party. Good-bye.

IVV.Grammar skills increase
Activity 1.
a) Revise the forms of Participles
b) Translate the sentences paying attention to the participles
Participle 1

Indefinite Perfect
Active asking having asked
Passive being asked having been asked

Participle 2 = Past Simple

1.We enclose the letter received from the beneficiaries requesting details
of the above transfer. 2. The letter mentioned above should be sent to the
beneficiary. 3. The payment order referred to in your previous letter has
been received by the customer. 4. We hope the amount transferred to
your bank will be duly received. 5. Sheis looking at the woman sitting at
the window. 6. Knowing English well, he can translate articles without a
dictionary. 7. While discharging the ship we found a few broken cases.
8. When signing a contract they stopped talking. 9. When drawing up a
contract it is necessary to give a detailed description of the goods. 10.
Being tired he gave up an igea of writing a letter. 11. Having fulfilled
the terms of the contract we refused to admit the claim of the firm. 12.
Receiving the fax, he rang up to the director. 13. A large number of
boxes being discharged on that ship is our order. 14. Being packed inn
strong cases, the goods arrived in good condition. 15. They sent us a list
of goods imported by that firm. 16. The ship charterered by the buyers
will arrive at Odessa next week. 17. Being damaged the box could not
be sold. 18. Having been dried and sorted the goods were placed in a
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warehouse. 19. He sent me some illustrated catalogues. 20. The captain
informed us of the quantity of wheat loaded.

Activity 2. Form Participle 1 and Participle 2 of the following verbs:
To deliver, to order, to provide, to sell, to complain, to quote, to ship, to
send, to arrive, to seek, to hold, to strive.

V. Communication skills increase
Activity 1. Speak on the following:
1. Money is indispensable in a society in which commodity exchange
takes place
2. English as a language of commerce
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UNIT 7
INSURANCE OF GOODS

I. Glossary.

Activity 1. Read and remember the following words and word
combinations

1. Allrisk policy [Tostic B yCiX pU3HKIB
2. Benefit payment BumiaTta ctpaxoBoi cymu,
JOTIOMOTH
3. Board receipt boproBa HakItaiHa
4. Bond someone [linmucyBatu 60prose
3000B'A3aHHS
5. Claimant (n) Toii, mo npexn'sBisie mpaBa
6. Consequential loss insurance | CtpaxyBaHHS BiJ HEIIPSIMOTO
30UTKY
7. Cover (n) OO0csr BiANOBIIATBHOCTI
8. Cover against I"apanTis
9. Cover note [ToB1AOMIIEHHS PO MOKPUTTS
CTPaxOBKH
10. Endowment (n) Brecoxk
11. Fidelity bonds ["apaHTis, 1110 BUIAE€THCS OJTHIEIO
0CcO00¥0 THIITOHN MPOTH 3JI0BKUBAHD
TPETHO1 0cO0U
(3000B's13aHHS JIOSUIBHOCT!I)
12. Floating policy = open cover | 'eHepanpHUi TOJTIC
policy
13. Free from particular average Be3 BiANOBIaIBHOCTI 33 IPUBATHY
(f.p.a.) aBapiio
14. With particular average C BIJIMOBIAJIBHICTIO 32 TIPUBATHY
(w.p.a.) aBapiro
15. General average 3araipHa aBapis
16. In arrears Matu 3a060proBaHiCTh
17. Incur losses 3a3HaBaTH 30MTKIB
18. Indemnification BigmkoyBaHHs, KOMIIEHCAITIS
19. Independent assessor Hesanexxuuii ominoBay
20. Pilferage (n) JlpiOHa KpajikKa, pO3KpaJaHHs 3
OKPEMHX MICIIb BAHTAXY

117




21.

Premium (n)

CrtpaxoBa npemisi, BAHAropojaa

22,

Proposal form

bnaunk 3asBku, 3aaBa

23,

Pursuant to

Ha miacrasi

24.

Special perils policy

CtpaxyBaHHS BiJl 0COOJIHMBUX
PU3HKIB

25,

Subrogation (n)

CyOporarus, 3aMiHa OJTHOTO
KPEIUTOpA 1HIINM

26. Survey (n) Orusin

27. Time policy ITomic Ha cTpOK

28. Underwriter / insurer (n) CTtpaxoBa KOMIIaHisl; CTPaxOBUK
29. Valued policy TakcoBaHMii MOJTIC

30. Voyage policy [Tomic Ha peiic

Activity 2. Read and remember some risks covered by insurance

policy:

1) bending (distortion) CKPUBIICHHS
(medopmariis)

2) breakage MI0JIOMKA BaHTAXKY

3) damage YIIKOJKCHHS BAHTAXY

4) damage from other cargo YIIKOJKCHHS, HAHECCHE
IHIIIUM BaHTaXKEM

5) earthquake 3eMJIETPYC

6) fire OXKeKa

7) hook breakage TIOPUB STKOPSI

8) looting PO3KpaJlaHHs BAHTaXy

9) loss BTpaTa BaHTAXY

10) oxidation

OKMCHCHHA BAHTAXY

11) pilfer npiOHe pO3KpaJdaHHs
12) riot 3aKOJIOT

13) robbery rpabi’K BaHTaXKY

14) rusting p>KaBiHHS BAaHTAXKY

15) sabotage

caboTax

16) seawater damage

YIIKOJPKEHHSI BAHTAXYy
MOPCBKOIO BOJIOIO

17) soilage 3a0pyIHEHHS BaHTAXKY
18) strike cTpaiik

19) theft KpaJ’KKa BAaHTaXy
20) war BO€HHI mil




21) wetness BOTKICTh

I1.Study the following information about insurance

1. General

The export trade is subject to many risks. Ships may sink or collide;
consignments may be lost or damaged. So, the goods are usually insured
now for the full value. The idea of insurance is to obtain insurance
indemnity in case of damage or loss. Insurance is made against risk.
While the goods are in a warehouse, the insurance covers the risk of fire,
burglary, etc.

As soon as the goods are in transit they are insured against pilferage,
damage by water, breakage or leakage. Other risks may also be
covered. The term warehoused or in transit means that the goods are
insured whether they are in a warehouse or in process of being moved.
The insured is better protected if his goods are insured against all
risks. The goods may be also covered against general and particular
average.

The word average as used in insurance means damage (it is derived
from the French word avarie). With average means that the insurers
pay claims for partial losses, whereas free of particular average means
that partial losses are not covered by the insurance.

With particular average means partial loss or damage accidentally
caused to the ship or to a particular lot of goods. Particular average
must be borne by the owners of the property suffering the loss, and is
distinct from general average, which is distributed over the whole
ship, freight and cargo.

General average means any extraordinary loss, damage or expenditure
incurred for the purpose of preserving all the interests imperilled-the
ship, the cargo and the freight: these are said to form a common
adventure. A general average sacrifice is when cargo has to be
jettisoned, that means thrown into the sea, to lighten the ship; when
cargo is damaged by water used to put out a fire; the cost of towing a
ship into port for repair, etc. General average is, in fact, the
application of the principle: 'that which is sacrificed for all is borne in
proportion by all interested in the adventure'. It is older than
insurance.

2. Documents used in insurance

The policy is the principal document and is the instrument embodying
the contract, but as the policy may, cover a certain period of time, or
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many shipments of goods, another document is used called the
certificate. This is issued for each shipment that is made, the
particulars of the consignment are entered on declaration form and the
insurance agents issue the certificate to the senders on behalf of the
insurers.

The policy may be known as a floating policy, that is to say, it covers
a large quantity of goods for a fairly long period, usually a year, or it
covers goods up to a large sum of money, and such a policy is
represented by certificates for each separate consignment.

There is also a procedure of insurance often used now, known as open
cover, by which there is a rather general arrangement between the
insurer and the insured that the latter will have all consignments
insured by the former.

A cover note is a small document issued by the insurance agents to
their customers, to tell them that their goods are insured, and to give
proof of this until the policy is ready.

The premium is the name given to the sum of money paid by the firm
insuring its goods, and it is quoted as a percentage. In Britain the rate
i1s quoted as so many pence for every £100 value: 25p% 1s 25p
premium for £100 of merchandise covered.

3. Overseas transport

3.1. By rail

British Rail will see to the insurance of the consignments, whether
carried by their train-ferries or by train and B.R. vessel; the consignors
can deal direct with the railway authority as they would with shipping
and forwarding agents, who will also see to all insurance formalities.
The senders endorse the consignment notes at the time of forwarding
with the words 'Insurance required for £. . ., an amount which should
represent, as nearly as possible, the gross value of the goods.

The insurances provide cover against all risks and every risk and all
damage or loss, however caused, but excluding delay and inherent
vice of the goods, at an inclusive premium.

War risk is always an extra to the ordinary all risks policies.

3.2. By air

Here again the air transport organisations and in particular the State
corporations, such as British Airways, will undertake to arrange
insurance for consignors. This is indicated on the British Airways
contract form. The consignment is insured under an open policy
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against all risks of physical loss or damage, but again excepting those
of war risks, etc.

Generally speaking, insurance for all these different forms of transport
Is the business of the same insurance companies and Lloyd's. In fact
the airlines effect insurance with marine insurance underwriters, and
individual shippers can cover their consignments independently in the
same way.

3.3.By sea

Here the most complicated form of insurance comes into operation.
This is called marine insurance, which covers ships and their cargoes.

Generally, marine insurance is governed by the International
Underwriting Association's (IUA'S) three main clauses, called Institute
Cargo Clauses. The most common is Clause A, which offers the
broadest form of cover on an all-risk basis. This is the most expensive.
Clauses B and C offer more limited cover and consequently are cheaper.
If the policy is issued by Lloyds, there are also Lloyd's( international
insurance market) own clauses, which offer different types of cover at
different rates.

The client must read the clauses carefully to make sure that their
particular cargo is covered against all the risks that the shipment might
meet. These could include strikes, war, and piracy, as well as collision
and sinking.

Valued policies are based on the value of the invoice plus insurance
and freight, with an extra percentage, e.g. 10%, on the value of the
goods. There are also unvalued policies, where the value of the goods is
not agreed in advance but assessed if loss should occur. This means the
client will, if their goods are damaged or destroyed, get the market price
as compensation. The owner of the bill of lading has the right to claim
compensation.

Goods are usually insured for a voyage on an agreed value basis.
However, if a client ships regularly with a given company, they might
ask for an open cover policy, e.g. for twelve months. The premium
would be agreed at the beginning and the client would declare each
shipment, without limit on the number of shipments they make.
Alternatively, the policy might accept all shipments without
declarations. An initial payment would be charged and adjusted
according to the number of shipments made over that period. In this case
an insurance certificate covers the agreement.

4. Insurance procedures:
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1.A proposal form is completed by the client, i.e. the company or
individual who wants insurance cover. This states what is to be insured,
how much it is worth, how long the policy will run, and under what
conditions insurance is to be effected, as the policy may not
automatically cover the insured against all risks (AR).

2.The insurance company then works out the premium, i.e. the price of
the insurance. The premium is usually quoted in pence per cent, e.qg.
pence per hundred pounds. This means that for every £100 of insurance
the client would have to pay x pence. So if you insured your computer
for £1,500 at 100 p%, you would have to pay £15 per annum for the
premium,

3.1f the insurance company is satisfied with the information given on the
proposal form, they issue a cover note to the client. This is not the
policy itself, but an agreement that the goods are covered until the
policy is ready.

4.When the policy is ready, it is sent to the client. It tells the client that
they are indemnified against loss, damage, or injury under the
conditions of the policy. As insurance is based on the principle of good
faith, and supported by laws against fraud, insurance companies accept
that the items being insured belong to the client, are not being insured
more than once, are of the value stated, and that the client will follow
the conditions of the policy. Indemnification means that the insurance
company will compensate the client to restore their original position
before the loss or damage.

5. Claims

Companies and individuals make claims for loss, damage, or accident by
filling in a claim form, which tells the insurance company what has
happened. If the insurers accept the claim, often after an inspection or
investigation, they will pay compensation.

The insurance company will not pay compensation under the following
conditions: if the claimant was negligent; if the claimant suffered the
injury or loss outside the terms of the policy; or if the claimant misled
the insurers when obtaining insurance, e.g. overvalued the article,
insured the same thing twice, or gave false information on the proposal
form.

The insurer may, of course, offer less compensation than the claimant is
asking for. If the claimant disagrees with the offer, they can call in an
independent assessor, and then, if necessary, take the case to court. But
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usually insurance companies are quite reasonable in their assessments,
and small claims are sometimes paid without question

111.ESP Skills Increase

Activity 1. Match English sentences (column A) with their

Ukrainian translation (column B)

A. B.
1. We wish to renew our insurance | a. Bamn piBeHb cTpaxoBuX Tapudis
policy on the same terms. 1 yMOBH CTpPaxoBOro IoJjica

BI/INIOB1/1a€ HAIIMM OYiKyBaHHSIM.

2. You may arrange cover for
leakage and corrosion and insure
the goods against all risks.

b. Mu nparseMo BiJHOBUTH HaIIl
CTpaxOBUW TIOJIC HAa THX XKe
yMOBaXx.

3. We require, in order to complete
an offer, the current insurance rates
for land-/sea-/air transportation.

C. lIs maptist ToBapy NOBUHHA OyTH
3aCTpaxoBaHa IO HaIlIUX
BIIKPUTHUX YMOBAX CTPAXOBKH.

4. To get compensation from
Insurance company a statement of
damage by a certified agent is
required

d. [Ilo6 oxepsxaTh KOMITCHCALIIFO
B1J] CTPaxoBOi KOMMaHIi,
NOTPiOEH MPOTOKOJ PO
YIIKOJKEHHS, CKJIaJICHUI
CTPaxOBUM areHTOM

5. Your current insurance rates and
the terms of the insurance policy
meet with our approval.

e. Bu MoxeTte 3acTpaxyBaTu TOBap
BIJl BUTOKY, KOpPO3ii il B1J yCiX
PHU3HKIB.

6. This consignment is to be
covered under our open cover
terms.

f. Ha skux yMoBax MOXHA YKJIaCTH
CTpaxoBHi IOTOBIp Ha
NEPEBE3CHHS BAHTAXY B... IPU
M0ro 3pa3KoBiil BApTOCTI ... 32 KI'?

7. We will make a claim on our
Insurance company and inform you
in due course

g. Mu BUCTaBUMO MPETEH3110
HaIlld CTPaxoBiil KOMMIaHII i
npoinpopmyeMo Bac HaneKHUM
YUHOM.

8. What are the conditions for
underwriting shipments to ... at an
average value of . . . per kg?

h. Jlus ocraTo4Hoi miArOTOBKH
IpOMO3HUIlli HAM TOTPIOHO 3HATHU

mairodi B Led  yac  Tapudu
CTpaxyBaHHS Ha3€MHUX /
MOPCBKHX / MOBITPSIHUX
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TIepEBE3CHb.

9. You will find the corresponding
rates on page . .. Please keep in
mind that in addition to the listed
premium .. .% insurance tax will be
charged.

I. Temep, micas 3aKIIOYCHHS 3
Halow (GipMOIO JOTOBOPY TIPO
3arajJibHe  CTpaxyBaHHsA,  Ballll
TOBAapU 3acTpaxoBaHl BIJ YCIX
pu3ukiB.  IIpocumo  miomicsils
NOBIIOMJIATH  MpO  Tpudym #
BIJIMPABJICHI BaHTaXI.

10. The premium rates quoted to us

J. Mu BuszHaemo Bariry Bumory mpo

do not meet our expectations. | BIIIIKOXyBaHHS 30MTKIB 1
Therefore, we are unable to sign a | mepecunaeMo  #oro  CTpaxoBii
general policy with your company | KoMIaHii.

11. Having concluded a general | k. 3asnmaueni Bamu crpaxosi

policy with our company, your
shipments are now covered against

Tapuu HE BUIPABAAIA Halll
OuiKyBaHHs. TOMy MH HE MOXKEMO

all risks. Please advise us|migmuicaTd TMOJiC Ha 3arajbHe
retroactively each month of your | crpaxyBanus 3 Barmoro
incoming and outgoing shipments. | koMIaHiexo.

12. We acknowledge your claim || By  woxere moamBuTHCS

for damages and have forwarded
same to the insurance company.

BIJIMOB1IHI Tapudu HaA CTOPIHII ....
[IpocumMo B3ATM [0 yBaru, IIo,

KpIM 3a3Ha4yeHoi CcymH, Tpeba
CILIATUTH %-BUil CTpaxOBUMI
OJATOK.

Activity 2. Translate the sentences into Ukrainian

1. We will effect insurance against all risks, as requested, charging
premium and freight to the consignees.

2. Please (insure for us) (insure us on) the following

3. Please (cover for us) (cover us on) the goods detailed below

4. The cargo is to be insured (warehouse to warehouse) (warehoused

or in transit) (against all risks)

5. This consignment is to be covered under our open cover terms

6. The goods are fully covered including handling.

7. Please forward to us your insurance rates

8. Please send us the necessary insurance forms so we can claim

damages.

124




9. According to your request, we have insured your shipment to the
border (including customs/to the final destination).

10. We are forwarding you an application form for the conclusion of a
general policy

Activity 3. Translate the sentences in writing

. ToBapu 3BHMYAITHO CTPaxXyIOThCS HA TOBHY BapTICTh

. OnepxaT CTpaxoBe BiAIIKOAYBaHHS

. ToBapu 3acTpaxoBaHi IPOTU PO3KPaAIAHHS

. CtpaxyBaHHsI MOKpPUBA€ 30UTOK BiJ] OXKEXK1

. ToBapu 3acTpaxoBaHi MPOTH BCIX PU3UKIB

. Y Toll yac sk ToBapu nepedyBaroTh Ha CKJIai

. ToBap MOBHICTIO 3aCTPaxOBaHUM, BKIIFOYAIOUH 3aBAHTAKECHHS

. 3a3qaneriib BASYHI 3a HEeraiHe HaJaHHs Bammx crpaxoBux Tapudis
. SIK1 puU3MKHM TOKPUBAIOTHCS 32 YMOBH IMOCTaBKHU BUIBHO Bij MIPUBATHOT
aBapii?

10. BaHTax € 3acTpaxoBaHUM JI0 IPUOYTTA 10 MICLIS MPU3HAYCHHS

11. Mu nocustaemo Bam OnaHk Jyist yKJIaJaHHs JOTOBOPY 3arajibHOTO
CTpaxyBaHHSI.

12. IIpocumo HamiciaaTH HaM CTpaxyBajabHI OJJAHKW, HEOOX1THI JIJIs
nojayi 3asiBU MPO CTPAXOBUI BUMATOK

OO NO N B WN P

Activity 4. Read, translate the examples of letters and try to
remember them
Example 1 A request for comprehensive insurance

United Warehouses Ltd.
Head Office, Bruce House, Bruce Street, Aberdeen AB9 1 FR
Telephone: 022441615 Fax: 022462219
Telex: 247182

15 October 2014
Claims Department
Westway Insurance Co. Ltd.
Society House
Ellison Place
Newcastle-upon-Tyne NE 1 8ST

Dear Sirs,
We would like to know if you could offer a comprehensive insurance
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policy covering us against fire, flood, accident, industrial injury, and
theft.

We are a large warehouse selling furnishings to the retail trade, and
employing a staff of thirty. The building we occupy belongs to us and is
valued, along with the fixtures and fittings, at £250,000 and at any one
time there might be stock worth .£70,000 on the premises.

When calculating the premium, would you please take the following into
consideration:

There are no open fires on the premises as central heating is used, and
we have a fully operational sprinkler system which is serviced regularly.
There are also numerous fire extinguishers strategically placed
throughout, and fire exits on every floor.

The only danger from flood would be from burst pipes, as we are some
distance from the river.

Since we began trading six years ago we have never had to claim for
industrial injury, and damage to stock has been minimal. Finally,
pilferage, which is common in warehouses, has only cost us .£400 per
annum on average.

Our present policy runs out at the end of this month, so we would
require cover as from 1 May, and we would point out that we are
changing insurance companies because of the increased rates that our
former insurers are charging. So a competitive quotation would be
appreciated.

Yours faithfully,
B. Daracott
Finance Manager

Example 2 Quotation for marine insurance

WORLDWIDE INSURANCE Ltd
Worldwide House, Vorley Road, London N19 5HD

Telephone: +44 (0)20 7263 6216 Fax : +44 (0)20 7263 6925
Email: d.adair@worldwide.co.uk

FAX
To J. Simpson - Kent, Clarke & Co.
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mailto:d.adair@worldwide.co.uk

Ref 3982/13098
Fax 020 7928 7111
Subject Delta shipment quotation

Pages 2
Dear Mr Simpson

Thank you for your fax of 15 May regarding the above cover.

I notice the net amount of the invoice is £22,000, and payment is by
letter of credit. | would therefore suggest a port-to-port AR valued
policy for which we can quote £4.35p%.

We will issue a cover note as soon as you have completed and returned
the attached declaration form.

Yours sincerely

David Adair

Manager

Quotations Department

Example 3 Reply to claim under open cover policy

Your Ref:
Ourref:MI-C16910

23 October 2010
Dear Ms Goodman
Policy No. OC 515561
| am sending you the claim form you requested in your email of 19
August 2010 We will consider the claim once we have full details.
May | point out that this is the fourth time you have claimed on a
shipmen under your open cover policy? Though I appreciate your
products are fragile, and that in each case the goods have been shipped
clean, it would b in your interest to think about new methods of packing.
| agree that the claims have been comparatively small, but in future you
will have to ask your customers to hold consignments for our inspection
to assess the cause of damage.
| should also mention that further claims may affect your premium when
the policy is renewed.
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Yours sincerely
Francis Korvin
Claims Manager

Enc. Claims form.

Example 4 Rejection of claim

WORLDWIDE INSURANCE Ltd
Worldwide House, Vorley Road, London N19 5HD
Telephone: +44 (0)20 7263 6216 Fax : +44 (0)20 7263 6925 Email:
d.adair@worldwide.co.uk

Your Ref:
Ourref:M 2-B2309
28 October 2010

Mr T.Shane

Excelsior Engineering plc
Valley Estate Birkenhead
Merseyside L417ED

Dear Mr Shane

Policy No. AR 66172241

| have now received our assessor's report with reference to your claim
CF 37568 in which you asked for compensation for damage to two
turbine engines which were shipped ex-liverpool on the Freemont on 11
October, for delivery to your customer, D.V. Industries, Hamburg.

The report states that the B/L, No. 553719, was claused by the captain of
the vessel, with a comment on cracks in the casing of the machinery.
Our assessor believes that these cracks were the first signs of the
weakening and splitting of the casing during the voyage, and that this
eventually damaged the turbines themselves.I regret that the company
cannot accept liability for goods unless they are shipped clean (see
Clause 26B of the policy).

| am sorry that we cannot help you further.
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Yours sincerely

Francis Korvin
Claims Manager

Activity 5. Complete the form of insurance policy issured by
ORANTA.

NATIONAL INSURANCE COMPANY
ORANTA Inc.
Kyiv, 85 Zhylyanska st.

Sum Insured Cargo Insurance
POLICY No.

National insurance company of Ukraine Oranta Inc. pursuant to the
Transport Insurance Rules insured

(name of the insured)
for account of whom it may concern in the sum of

(sum insured in words)
(whereof on deck )
on

(description of insured goods, number of packages, weight etc.)
valued at

(insured value)
per

(name of vessel or description of means of transport)
B/L / Way Bill dated
at and from to
with transhipment
sailing date
on the following conditions:

Premium
Issued at the . . . day of 20 ...
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National insurance company of Ukraine Oranta Inc

(Signature)
In the event of a claim under this policy

Survey clause. notice shall be given immediately to
Oranta or its Agents, if any, at the port

of arrival, previous to survey. List of
Oranta's Agents see back hereof.

Activity 6.
a) Translate the extract from the transport insurance rules of Oranta
b) Compose a transport insurance of your own

|. GENERAL STIPULATIONS

1. National insurance company of Ukraine Oranta Inc. accepts in
accordance with these Rules for insurance cargoes and also anticipated
profit and commission, freight and expenses connected with the carriage
of cargo.

[l. EXTENT OF LIABILITY

2. Under insurance contracts concluded in accordance with these
Rules are indemnified losses arising from fortuitous accidents and perils
of the carriage.

The insurance contract may be concluded on the basis of one of the
following conditions:-

A. "All risks".

Under an insurance contract concluded on this condition are indemnified
irrespective of percentage:

a)losses due to damage to or total loss of the whole or part of the cargo
arising from all perils except those specified in the items "a" — "i" of
the § 6 of the Rules;

b)losses, expenses and contributions allowed in general average;

c)any necessary and properly incurred expenses for the salvage of the
cargo and also for minimizing the loss and ascertaining its extent, if the
loss is indemnified in accordance with insurance conditions.
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B. "With particular average".

Under an insurance contract concluded on this condition are
indemnified:
a)losses due to damage to or total loss of the whole or part of the cargo
caused by fire, lightning, storm, whirlwind and other elemental disasters,
stranding or collision of vessels, aircraft and other means of transport
with each other or by contact with any fixed or floating objects,
grounding, collapsing of bridges, explosion, damage to the vessel by ice,
wetting by sea or river water and also owing to measures taken for
salvage and extinction of fire;
b)losses in consequence of the vessel or aircraft being missing;
c)losses due to damage to or total loss of the whole or part of the cargo
in consequence of accidents in loading, stowage and discharge of the
cargo and in taking in fuel by the vessel;
d)losses, expenses and contributions allowed in general average;
e)any necessary and properly incurred expenses for the salvage of the
cargo and also for minimizing the loss and ascertaining its extent, if the
loss is indemnified in accordance with insurance conditions.
Remark. In the case of carriage of cargoes by sea, losses due to
damage are not indemnified if they are under 3% (three per cent) of
the insured amount of the whole cargo under one Bill of Lading,
and when the cargo is in lighters, barges and other delivering
vessels — of the insured amount of the cargo in each vessel. This
limitation is not applied in case of general average or when the loss
Is due to stranding or collision of the vessel with another vessel or
with any fixed or floating objects (including ice), grounding, fire or
explosion on shipboard.

C. "Free from particular average".

Under the insurance contract concluded on this condition are

indemnified:

a)losses due to total loss of the whole or part of the cargo caused by fire,
lighting, storm, whirlwind and other elemental disasters, stranding or
collision of vessels, aircraft and other means of transport with each other
or by contact with any fixed or floating objects, grounding, collapsing of
bridges, explosion, damage to the vessel by ice, wetting by sea or river
water and also owing to measures taken for salvage and extinction of
fire;
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b)losses in consequence of the vessel or aircraft being missing;

c)losses due to total loss of the whole or part of the cargo in consequence
of accidents in loading, stowage and discharge of the cargo and in taking
in fuel by the vessel;

d)losses due to damage to the cargo caused by stranding or collision of
vessels, aircraft and other means of transport with each other or with any
fixed or floating objects (including ice), grounding, fire or explosion on
shipboard, aircraft or other means of transport;

e)losses, expenses and contributions allowed in general average;

f)any necessary and properly incurred expenses for the salvage of the
cargo and also for minimizing the loss and ascertaining its extent if the
loss is indemnified in accordance with insurance conditions.

3. The liability under the insurance contract begins from the time when
the cargo is taken from the warehouse at the place of shipment for
transport and continues during the whole transport (including reloadings
and transhipments as well storage in warehouses at the places of
reloadings and transhipments) until the cargo is delivered into
warehouse of the Consignee or into another warehouse at the place of
destination named in the policy, but not exceeding 60 days after
discharge of the cargo from the oversea vessel at the final port of
discharge.

4. During the delivery of the cargo in lighters, barges and other
delivering vessels Oranta bears liability only if the use of such vessels is
common according to local conditions.

5.Losses due to death or mortality of animals and fowls or accidents to
them, due to leakage and strewing of cargo, breakage of glass, porcelain,
pottery, ceramics, marble and articles made thereof, bricks of every
kind, millstones, grindstones, and lithographic stones, graphite crucibles,
electrodes and other objects liable to breakage under insurance on the
conditions specified in the items 2 and 3 of the § 2 of the Rules are
indemnified only when such losses have arisen in consequence of the
wreck of the vessel or any other means of transport.

6.Losses arising in consequence of the following are not to be
indemnified:

a)warlike operations or warlike measures of any nature and
consequences thereof, damage or destruction by mines, torpedoes,
bombs and other engines of war, actions of pirates and also in
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consequence of civil war, people's commotions and strikes, confiscation,
requisition, arrest or destruction of cargoes by order of military or civil
authorities;

b)direct or indirect effect of atomic explosion; radiation and
radioactive contamination arising from any use of the atomic energy and
utilization of fissile materials;

c)malice or gross negligence of the insured or beneficiary or their
representatives and also consequence of infringement by any one of
them of the prescribed rules of carriage, sending and storage of cargoes;

d)effect of temperature, of the air in the hold or of specific properties
of the cargo including drying up;

e)improper packing or corking of cargoes and the shipping of cargoes
in damaged condition;

f) fire or explosion in consequence of the loading with the knowledge
of the insured or of the beneficiary or of their representatives, but
without Oranta's knowledge, of substances and objects dangerous in
respect of explosion o spontaneous combustion;

g) shortage of cargo while the outer packing is intact;

h) damage to cargo by worms, rodents and insects;

1) delay in the delivery of cargoes and falls in prices, neither are
indemnified any other indirect losses of the insured except cases when,
in accordance with the insurance conditions, such losses are subject to
indemnification general average.

Under the insurance contracts concluded on the conditions specified in
items B and C of § 2 of the Rules, are not to be indemnified also losses
arising from:

J) flood and earthquake;

k) sweating of the hold and wetting of .cargoes b atmospheric
precipitations;

1) depreciation of the cargo in consequence of contamination or damage
to packing while the outer packing remains intact;

m) jettison and washing overboard of the deck cargo o of cargo
carried by deckless vessels;

n) theft or non-delivery of cargo.

7. By agreement between the parties the insurance conditions stated in
§ 2 of the Rules may be modifie amplified or replaced by other
conditions generally used in insurance practice.
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In particular, Oranta's liability for losses enumerated in item "a" of § 6
of the Rules, liability during the storage the cargo in warehouses at the
place of shipment awaiting loading and in the place of destination after
discharge m be included; the terms of liability as provided in § 3 of t"
Rules may also be altered.

When insuring under conditions stated in items 2 and of § 2 of the
Rules the liability of Oranta for loss arising from causes enumerated in
items "j", "k", "1", "m", "n" of § 6 of the Rules may be included and the
liability f losses specified in § 5 of the Rudes may be extended.

Activity 7. Translate the letter in writing

Mu onepxanu Bam nuct Bijg 3 6epesss, y sskomy Bu npocurte 3MiHUTH
YMOBH CTpaxXyBaHHs 00JIaJHAHHS, 3alIPONIOHOBAHI HAMU B MPOEKTI
KOHTPAKTY Ha MOCTABKY 00JaJHAHHS JJIs1 MAIIMHOOYIBEILHOTO 3aBOTY.
Bu xouere, 11100 KOHTPAKT TepeadayaB cTpaxyBaHHs 00JiaIHAHHS, 110
MOCTABIISIETHCA, B1J] PU3HUKIB YIIKOKEHHS BAHTAXKY MOPCHKOIO BOOIO.

Mu 3BepTaemo Bairy yBary Ha To# (pakt, mo OpaHnta HE pOOUTH
CTpaxyBaHHsI BiJl pU3UKIB YIITIKO/PKEHHSI BAHTAXy MOPCHKOIO BOJIOHO, 1110
MOCTABJISAETHCA B aHIJIIMCHKI MOpTU. Ham BiioMoO, 1110 CTpaxyBaHHS BiJ
pU3HUKIB MOKHA 3/11icHUTHU B JIoHOoHChKOMY CTpaxoBoMy CycHiibCTBI.

[Ilo cTocyeTbes cTpaxyBaHHs 00JIalHAHHSA BiJ] HIIIUX PU3UKIB, TO
30MTKH BIIITKOIOBYIOTHCS 3aJIC)KHO Bl YMOB, Ha ITIICTaBl SIKUX
YKJIAJEHUN CTPaXxOBUH AOTOBIP.

Mu roToBi 11e pa3 0OroBOpUTH YMOBU CTpaxyBaHHS.

3 moBarorxo.
B. IBaHOB

MeHemxkep BTy CTpaXyBaHHS

Activity 8. Compose letters of your own on the following topics:
1. A quotation for marine insurance

2. A claim for fire damage

3. A request for open cover

IVV.Grammar skills increase
Activity 1. Put the verbs in brackets into correct tense paying
attention to the sequence of tenses.
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1. We did not know that you already (remit) us the-amount due. 2. They
did it better than we (to expect). 3. They advised us that this amount (to
be remitted) soon. 4. The customers informed us that they (to change)
the suppliers. 5. It was decided that they (to bring) us all the necessary
documents. 6. They said that they (can) not do it without our help. 7.
The sellers advised us that they not (to change) prices next month. 8.
After preliminary negotiations it was decided that the parties (to make) a
contract. 9. | told them that | (to leave) for Minsk next day. 10. We did
not know that our bank already (to receive) your money remittance. 11.
The clients wanted to know what risks (to be covered) by the insurance
company in the future. 12. We agreed that we (to send) next party of
goods according to the terms of the contract.13. They informed us that
we (can) keep the goods in the warehouse as long as we (to like). 14. We
knew that he not (to be able) to make his work in time and (to decide) |to
help him. 15. We understood that the price for shipping by air (to be)
very high.

V.Communication skills increase
Activity 1. Speak on the following:
1. What is international trade?

2. Consumer rights
3. Competition in the insurance business?
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UNIT 8
COMPLAINTS AND ADJUSTMENTS

I. Glossary.

Activity 1. Read and remember the following words and word

combinations

1. Bring an action

30yaIuTH CYJIOBHI TTPOIIEC

2. Claim damages

BumaraTu BiaimkoayBaHHs 30MTKIB

3. Claimant/plaintiff (n)
lodge a claim with somebody

Ilo3uBau
IPEABJISITH TIPETEH31I0 10 Oy/Ib-
KOr'O

4. Comply with a request

3a710BOJIBHUTH NPOXAHHS

5. Credit note

KpeauTose aBizo

6. Discretion (n)

Poscyn

/. Do your utmost

PoOutu Bce 3anexue Bix Bac

8. File (v)

PeectpyBaru, momaBaru,
nepeaaBaTy, MpeACTaBIsATU
(IOKYyMEHT);

9. Justified/ unjustified

OOrpyHToBaHa/He OOIpYHTOBaHA

10. Letter of complaint

ITucrMoBa ckapra, pekiamaniitHun
JIACT

11. Notice of claim

3asiBa/mIOBIJOMIICHHS PO
IPETEH3110

12. Party concerned

3alikaBjieHa CTOpOHA

13. Points of claim

Ilo30BHA 3asBa

14. Refer the matter to arbitration

[lepenatu cripaBy Ha pO3IJISI B
apOITpaXHUU CyA

15. Reimbursement for

Kommnencarnis 3a

16. Short-shipment/short delivery | HemomocTtaBka
17. Sole arbitrator OnHOoOCO00BHUI apOITp
18. Support (n) [TinTBepIKEHHS

19. Take up the matter with
somebody

30y IUTH TUTaHHS TIepe]] Oy ab-KUM

20. Umpire(n)

Tperencbkuil cyaas

Il. Study the following information on making complaints

1. Unjustified complaints

Before you complain, make absolutely sure your facts are right.
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If you have to respond to an unjustified complaint, be polite and
remember that anyone can make a mistake. Below is an example of
unjustified complaint, and the reply to it. Notice how restrained the reply
IS.

-dear Sir

I strongly object to the extra charge of £9.00 which you have added to
my statement. When [ sent my cheque for £256.00 last week, I thought it
cleared this balance. Now I find...

-dear Mr Axeby

We received your letter today complaining of an extra charge of £9.00
on your May statement. | think if you check the statement you will find
that the amount due was £265.00 not £256.00 which accounts for the
£9.00 difference. | have enclosed a copy of the statement and...

2. Making general complaints

When sending a complaint, you will need to decide whether it is
appropriate to use fax or email, where privacy cannot be guaranteed, or
to write a letter. Some complaints, e.g. a mistake in a small payment or
in the number of goods despatched, can be faxed or email but a letter
should be used for larger or more serious complaints.

3. Opening

Do not delay. Complain as soon as you realize mistake has been made;
delay weakens your case and can complicate the matter as details may
be forgotten. There is no need to open by apologizing for the need to
complain (We regret to inform you ...Jam sorry to have to write to you
about...) as this also weakens your case. Simply begin:

- | am writing to complain about...

- | am writing with reference to Order No0.P32 which we received
yesterday.

4. The language of complaints

Emotional terms like disgusted, infuriated, amazed have no place in
business. You can express dissatisfaction by saying:

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

- Unless you can fulfill our orders efficiently in the future we will have to
consider changing to another supplier.

- Please ensure that this sort of problem does not arise again.
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Do not be rude or personal. In most cases correspondence between
companies takes place between employees in various departments.
Nothing is gained by being rude to the individual you are writing to.
You may antagonize someone who has probably had nothing to do with
the error and, rather than getting it corrected, he or she could become
defensive and difficult to deal with. Therefore, do not use sentences like:
- You must correct your mistake as soon as possible.

- You made an error on the statement.

Use the passive and impersonal structures

- The mistake must be corrected as soon as possible.

- There appears to be an error on the statement.

- There seems to be some misunderstanding regarding terms of discount.
Discount is deducted from net prices, not C.I.F. prices.

Do not use words like fault (your fault, our fault) or blame (you are to
blame) -these expressions are rude and childish. Do not write:
- It is not our fault. It is probably the fault of your despatch department.

Instead, write:
- The mistake could not have originated here, and must be connected
with the despatch of the goods.

Never blame your own staff, and finally, while writing the complaint
remember that your supplier will almost certainly want to help you and
correct the mistake. Suppliers are not in business to irritate or confuse
their customers but to offer them a service.

5. Explaining the problem

If you think you know how the mistake was made, you may politely
point this out to your supplier. Sometimes, when a mistake occurs
several times, you may be able to work out why it is happening more
quickly than the company you are dealing with.

- Could you tell your despatch department to take special care when
addressing consignments? My name and address are...

- | think the reason that wrong sizes have been sent to me is because |
am ordering in metric sizes, and you are sending me sizes measured in
feet and inches. | would appreciate your looking into this.

6. Suggesting a solution

If you think you know how the mistake can be corrected, let your
supplier know.
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-If I send you a debit note for £984.00 and deduct it from my next
statement, that should put the matter right. The best solution would be
for me to return the wrong articles, charging you P&P.

- Rather than send a credit note you could send six replacements, which
would probably be easier than adjusting our accounts.

7. REPLYING TO LETTERS OF COMPLAINT

8. Opening

Acknowledge that you have received the complaint, and thank your
customer for informing you.

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

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

- We are replying to your letter of 10 March in which you told us that...

9. Asking for time to investigate the complaint

Sometimes you cannot deal with a complaint immediately, as the matter
needs to be looked into. Do not leave your customer waiting but tell
them what you are doing straight away. In this case, an email or fax
message is appropriate as the customer then knows immediately that you
have received the complaint and are doing something about it.

- While we cannot give you an explanation at present, we are looking
into the problem and will contact you again shortly.

- Would you please return samples of the items you are dissatisfied with,
and I will send them to our factory in Dusseldorf for tests.

10. Explaining the mistake

If the complaint is justified, explain how the mistake occurred but do not
blame your staff. You employed them, so you are responsible for their
actions.

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

- There appears to have been some confusion in our addressing system,
but this has been sorted out.

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

11. Solving the problem
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Having acknowledged your responsibility and explained what went
wrong, you should put matters right as soon as possible, and tell your
customer that you are doing so.

-We have now checked our accounts and find that we have been sending
you the wrong statement due to a confusion in names and addresses. The
database has been adjusted and there should be no more difficulties.
Please contact us again if a similar situation arises, and thank you
again for pointing out the error.

12. Rejecting a complaint

If you think the complaint is unjustified, you can be firm but polite in
your answer. But even if you deny responsibility, you should always
try to give an explanation of the problem.

- Our factory has now inspected the unit you returned last week, and
they inform us that the circuits were overloaded. We can repair the
machine, but it will be necessary to charge you as incorrect use of the
unit is not covered by our guarantee.

13. Closing

It is useful when closing your letter to mention that the mistake, error, or
fault is an exception, and it either rarely or never happens. You should
also, of course, apologize for the inconvenience your customer
experienced.

- Finally, may we say that this was an exceptional mistake and is
unlikely to occur again. Please accept our apologies for the
inconvenience.

- Replacements for the faulty articles are on their way to you, and you
should receive them tomorrow. We are sure that you will be satisfied
with them and there will be no repetition of the faults. Thank you for
your patience in this matter, and we look forward to hearing from you
again.

I11.ESP Skills Increase

Activity 1. Match English sentences (column A) with their
Ukrainian translation (column B)

A B.

1. We discovered that case No.... | a. Mu BBaxxaeMo 3a HEOOXiTHe

was short of ,,. as compared to the |mamonsratm Ha TOMYy, MO0 Bm
quantity specified in the delivery | moscHuan 150 HEBIAMOBIAHICTD 1
documents BUTIPABIIIA TIOMUJIKY.
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2. Please send us replacements at
your earliest convenience and
advise us by return what steps you
are taking to do this.

b. V Bunaaky He TOCATHCHHS
3TOJI CTOPOHAMH PIIICHHS
BHUHOCHUTBCS apOITPaKHUM CYJI0M

3. Unless this order arrives here
by... we shall have to cancel
delivery.

C. Mu BusiBWIH, 110 B SAIIUAKY No ...
HE BHUCTAYaJo ... y MOPIBHSIHHI 3
TIE€IO0 KIJIBKICTIO, SIKA 3a3HAaUcHA B
TPAHCIIOPTHUX JIOKYMEHTAX.

4. We would urge you to explain
this discrepancy and to correct the
error.

d. Mu niepenanu Banry nperensiro
B... 1 3B'shDKeMocs 3 Bamu Binpasy
MICIIS TOTO, SIK 3'ICYEMO, Y YOMY
CrpaBa.

5. We have now taken the matter
up with... and will advise you
immediately we know the
outcome.

e. byap nacka, BULILTITH HAM
3aMIHHU 3 TIEPUIOIO K€ MOKIIUBICTIO
1l HeraitHO MOBIJJOMHUTE, SIK1 KPOKH
Bu 1o uporo noyanu.

6. We have passed on your
complaint to... and will inform you
immediately we find out what the
matter is.

f. ¥ Bamomy 3amoBeHHI Bif ...
Bu He 3raganu BUMOT 10 SIKOCTI
ToBapy. Tomy Bama ckapra €
HEOOIPYHTOBAHOIO.

7. We have for acknowledgement
your letter of... referring to the
consignment of... dispatched

to you on... (date) under your
order No.......

g. Mu HE MOXKEMO 3pO3yMITH
Bamy npetens3ito 1110710 moraHoi
AKOCTI HaIlllMX TOBApiB, TOMY 110
MU B)K€ IIPOTITOM JEKUIBKOX POKIB
0e3 npeTeHsiit noctasisgemMo Bam
TOBApH TaKOi K SKOCTI.

8.In your order of ... you did not
mention quality. Your complaint is
therefore unfounded.

h. SIkmo BaHTaX 10 IIbOMY
3aMOBJICHHIO

HE MpuOyae CIad, MH OyIeMO
3MYIIEHI CKaCyBaTH 3aMOBJICHHS.

9. We cannot understand your
claims about the poor quality of
our goods as we have been
supplying you with exactly the
same quality for years without
complaint.

I. Mu BHpIITyeMO 11€ TUTaHHS C... 1
npoindopmyemo Bac HeraitHO
MICJISI TOTO, SIK BIHO Oy/ie
BUPIIIEHO.

10. If the parties fail to agree upon

J. BinnoBimaemo Ha Barm smer
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the matter the award is to be issued | Bix... o0 mapTii BaHTaxy,
by arbitration BiampasiieHoi Bam... (1ara)
B1/IMIOB11HO A0 Baroro
3aMOBJICHHA No....

Activity 2. Translate the sentences into Ukrainian

1. The control straps are missing and the seals are damaged.

2. Evidently some mistake was made and the goods have been wrongly
delivered.

3. We cannot accept these containers as they are not the size and shape
we ordered.

4. Please accept our apologies for this delay.

5. An explanation of this delay will be appreciated

6. Any delay now will cause us a loss of business.

7. The packing inside the case was insufficient with the result that
there was some shifting of the contents and several cups and plates
have been broken. The attached list will give you details.

8. We shall be forced to hand the matter over to our solicitors

9. We trust you will not make it necessary for us to take legal action
10. We must insist on more careful attention being given to our
instructions.

11. We are extremely sorry about this delay, which you will realise
was due to circumstances beyond our control.

12. We feel that your threat of cancellation is unjustified and we shall
be obliged to hold you

Activity 3. Translate the sentences in writing
1. ToBap HE Ma€ HAJIE)KHOTO BIIAKYBaHHS, YIIIKOJPKCHUM, MOAPATIaHUH,
3aprKaBJICHUN

2. Mu 6ynemo nyxe BASYHI, SIKIIO0 Bu BUuIipaBUTE 110 TOMUJIKY.
3. Bynp nacka, npuiiMiTh HalIi BUOAuEHHS 3a 3aMo/I11H1 HE3PYUHOCTI.
4. Byaw nacka, OuIbIIe HE JOMYCKATEe BUHUKHEHHS TAKUX MPOOJIEM.

5. Sxmo Bu He Oynere edheKTHBHO BHUKOHYBATH HaIlll 3aMOBJICHHS B
MaiiOyTHHOMY, HaM JIOBEJIEThCSI 3BEPHYTHUCS J0 1HIITNX MOCTa4aIbHUKIB.
6. JIy1st MeHe HalKpaIluM po3B'I3KOM MMUTAHHAM O0yJi0 6 moBepHyTH Bam
MTOMUJIKOBO BUCJIaH1 TOBAPH 3 BIJIIKOYBAaHHSIM BUTPAT Ha BIIAKYBaHHS
! TIepECUIIaHHS
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/. Taka MOMMJIKA € 111 HAC HETUIIOBOIO, aje I MpolJeMa BXKe yCyHyTa.
8. YnakyBaHHS HalllMX TOBapiB 3apEKOMEHyBajo ce0e B yCbOMY CBITI
9. BuzHatu npereH3ito ad0 BIAXMIMTH il

10. Bumora Mae 3aKOHHY T1JICTaBY

Activity 4. Read, translate the examples of letters concerning
complaints and try to remember them
Example 1 Complaint about damage

F. Lynch & Co. Ltd.
Nesson House, Newell Street, Birmingham B3 3EL
Telephone No.: 021 236 6571 Fax: 021 2368592 Telex: 341641

Your Ref:
Our Ref: Order No. 14478
15 August 2015
Satexs.p.A.
Via di Pietra Papa
00146Roma
ITALY

Attn. Mr D. Causio

Dear Mr Causio,

| am writing to you to complain about the shipment of sweaters we
received yesterday 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 your invoice No.
18871 we estimate that thirty garments have been stolen to the value of
£150.00. 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 suggest you contact them with regard to compensation.

You will find a list of the damaged and missing articles attached, and the
consignment will be put to one side until we receive your instructions.

Yours sincerely,

L. Crane
Chief Buyer
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Example 2 Complaint about delay in delivery.

Dear Sirs,

When we made our order for machine tools (No. 2372) two months
ago we did so on the understanding that delivery would be by the 7th of
August.

We have not received the machine tools yet, and would appreciate
your immediate advice as to when we may expect them.

You have always kept to delivery dates before, and this is the first
time we have had cause to complain We have no doubt therefore, that
you will do your utmost to ensure that our consignment arrives soon.

Yours faithfully,

Example 3 Reply to the above — cause of delay and advice of shipment.

Dear Sirs,

We have your letter dated the 10th of August, and ask you to accept
our apologies for the delay in sending your order for machine tools.

The tools are in fact still with forwarding agents. We assure you
that your order has been attended to in strict rotation, but we should
inform you that ordering has been particularly heavy over the past six
months and it has been as much as we could do to meet the demand.

We have instructed forwarders to treat your shipment with absolute
priority, and we are given to understand that dispatch will be effected on
the m.v. BRECKNOR, due to arrive at Bremerhaven on the 21st of
August.

Owing to the increase in business, we are making a number of
modifications to our organization which will ensure that such a delay
need not occur again.

Yours faithfully,

Example 4 Complaint about constant disorder in deliveries

Dear Mr Bellon

We've been doing business with you for a long time, now, and | feel |
can speak frankly with you.

The performance of your shipping department over the past 5 months
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has been, in a word, poor. Of 10 shipments we received since October, 5
have been late by at least 10 days; 3 have been incomplete; and 3 have
included items we did not order.

These errors have cost us time and effort and have inconvenienced our
customers. They have simply got to stop happening.

I'd like to hear what you've got to say about this situation, how you
account for it, and how you plan to deal with it. A written response is
not necessary, but | do expect a phone call at your earliest convenience.
You've got one unhappy customer here.

During this quarter we have placed 6 orders with you. If we are going to
continue doing business together, | need to hear your plan for correcting
this very serious, very costly problem.

| look forward to speaking with you.

Sincerely yours,

Activity 5.

a) Translate the following examples of letters in writing
b) Compose a complaint of your own

1.

[ITanoBHuit nane Kaysio!

3Beprarocs 10 Bac 13 pexiamaiii€ro 13 NpuBoay MapTii CBETPIB, IKY MU
oJiep>Kajii BUOpA Ha IT1JICTaBl 3a3HAYEHOI0 BUIIE 3aMOBJIeHHS. KOopoOkw,
y siki OyJI1 BIIaKOBaH1 CBETPH, BUSBIIINCS YITKOPKCHUMU, 1 BUTJISIIAIIH,
Ha4yeOTO 1X PO3KPUBAJIH MIPHU MEPECUIIaHHI.

Buxopasuu 3 nanux Baioro paxyHky-hakTypu MOXKHa 3pOOUTH
BHCHOBOK, 1110 OYyJIO BKPaJICHO TPUILSITh IPEAMETIB OAsTy Ha cymy 150
(GyHTIB-CTEpJIIHTIB.

Kpim Toro, y pe3yiapTari NpOBEAEHOI0 MUTHOTO OISy KOPOOOK
3Ha4YHa YaCTHHA 1HIIOTO OJsTy OyJia YIIKOKEeHA ¥ 3a0pyaHeHa i y
TaKoOMYy BHU/Il HE MOKE TTPOIABATUCS SIK HOBUM TOBAp y HAIIIMX
MarasuHax.

OckiIpKH peaizallisg ToBapy MpoBOIUIIACS HA OCHOBI C.1.(. 1 B
SKOCT1 €KCIeIUTOPiB BUCTyNanu Bari areHTH, npornonyemo Bam
3B'SI3aTUCA 3 HUMHU 110 TUTAHHIO BUILIATH KOMIIEHCAITI].

JlogaemMo CIUCOK YIIKOKEHUX 1 BIACYTHIX TOBApPIB 1 TOBIIOMIISIEMO, 1110
JlaHa MmapTisi ToBapiB Oyie BIAKIaJAeHa 0 OJiepKaHHs B Bac
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THCTPYKIIIH.
[Ilupo Bam,
(minuc)
JI. Kpelin,
["omoBHMI (haxiBelpb 13 MOCTaYaHHS.

Jsikyro Bam 3a moBiJIOMJIEHHS PO YIIKOKEeHHs Bamoi mapTii
ToBapiB (MHB. No 18871). ¥V HamoMy AOCBil TOPrOBEILHUX OTEpalliil 11e
JOCUTD piikuii BUNaaokK. [IpoTe, BUCTOBIIOEMO CIIBUYTTS i3 MPUBOAY
3aMoJIITHUX HE3PYUYHOCTEH.

Bynp nacka, moBepHITH HAM yCIO MAPTiI0 TOBAPY 3 OILJIATOO 32
BIIAKYBaHHS ¥ MEpECUIaHHS 3a HAlll PaXyHOK, 1 MU 3BEPHEMOCS 0
EKCIIEIUTOPCHKOI (pipMU 3pOOUTH OTJISA]] YIIKOXKEHb NIl HACTYITHO1
BUILIATH HUMM KOMMeHcallii. HaBpsig uM 13 bOTO MPUBOIY BapTO
3BEpPTATHUCSA JI0 HAIIO1 CTPaXOBOi1 KOMIIaHii.

Sxmo Bu nparnere, mo0 Mu Bucianu Bam iHIy maptiro ToBapy Ha
BUKOHaHHS 3amMoBIieHHs Ne 14478, Oyb nacka, MOBIAOMUTE HAC PO LIE.
VY Hac Ha CKJIaJil € 11e¥l O/IsIT, 1 HaM He BaXKKO Oyl BUCJIATH 11 BIPOJIOBXK
2X THUXHIB.

Activity 6. Fill in the gaps in the enquiry with suitable words given
below:
Supplied, inconvenience, clause, due, commitments, dispute,
responsibility, backlog, arrangements, associate

Dear Mr Blackburn

Thank you for your letter of 20 June concerning your order (No. VC
58391), which should have been ...... to you on 3 June.

First, let me apologize for your order not being delivered on the .....date
and for the problems you have experienced in getting in touch with us.
Both are the result of an industrial ....... which has involved our
administrative staff and employees on the shop floor, and has held up all
production over the past few weeks.

The dispute has now been settled and we are back to normal production.
There is a ......of orders to fill, but we are using ...... companies to help
us fulfill all outstanding....... Your order has been given priority, so we
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should be able to deliver the dynamos before the end of this week.

May | point out, with respect, that your contract with us has a standard
...... stating that delivery dates would be met unless unforeseen
circumstances arose, and we think you will agree that an industrial
dispute is an exceptional circumstance. However, we understand your
problem and will allow you to cancel your contract if it will help you to
meet your commitments to your Greek customers. But we will not
accept ...... for any action they may take against you.

Once again let me say how much I regret the ...... this delay has caused,
and emphasize that it was due to factors we could not have known about
when we accepted your delivery dates.

Please let me know if you wish us to complete your order or whether
you would prefer to make other.......

| look forward to hearing from you.
Yours sincerely

Rolf Zeitman

Managing Director

Activity 7. Compose your own letters on the following topics:
a) complaint about non-delivery

b) reply to a complaint about bad workmanship

¢) complaint about low inadequate packing

Activity 8. Read and translate into Ukrainian the extract from the
rules of procedure of the foreign trade arbitration commission at
Ukrainian Chamber of Commerce

(Approved by Decision of the Presidium of the Ukrainian Chamber of
Commerce)

1. The Foreign Trade Arbitration Commission shall accept for
arbitration disputes of every nature arising from foreign trade contracts
and, in particular, disputes between foreign firms and Ukrainian trading
organizations.

Such disputes shall include disputes arising from claims concerned with
the purchase of goods abroad, the sale of goods abroad and agency
contracts, as well as disputes concerned with the carriage, insurance,
storage and despatch of such goods and other foreign trade operations.
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Such disputes are accepted for arbitration upon a written declaration by
the party concerned that the parties have agreed in writing to submit the
dispute to arbitration by the Foreign Trade Arbitration Commission.

The agreement to submit the dispute for arbitration by the Foreign Trade
Arbitration Commission may be contained in the contract from which
the dispute arose, or it may take the form of a separate agreement
concerning an existing dispute or one which may arise in future (special
agreement, exchange of correspondence, clauses in other documents
relating to the dispute in question).

2. The Points of Claim shall contain the following particulars:

a) the names of the claimant and the respondent;

b) the claimant's and the respondent's addresses;

c)the claim made stating the facts on which the claim is

based and indicating the evidence in support of the claim;

d) the name of the member of the Foreign Trade Arbitration

Commission whom the claimant appoints as his Arbitrator, or a
statement to the effect that the appointment of the Arbitrator is left to the
discretion of the President of the Foreign Trade Arbitration Commission.
3. The Points of Claim shall be accompanied by the originals or certified
copies of the documents (the contract, correspondence between the
parties, etc.) to which the claimant refers in support of his claims.

4.0n filing Points of Claim with the Foreign Trade Arbitration
Commission, the claimant shall make payment in advance on account of
the fee to cover the expenses of the arbitration proceedings to the
amount of 1 per cent, of the sum in dispute.

Such payment shall be credited to the current account of the Ukrainian
Chamber of Commerce No. 1210047 in the Bank for Foreign Trade of
Ukraine in Kyiv or paid in cash direct to the Ukrainian Chamber of
Commerce.

The receipt for such payment shall be filed with the Foreign Trade
Arbitration Commission together with the Points of Claim.

5. The Points of Claim and all accompanying documents

shall be filed with the Foreign Trade Arbitration Commission

with copies for each respondent.

6. On receipt of the Points of Claim, the Foreign Trade Arbitration
Commission shall forthwith inform the respondent that Points of Claim
have been filed, and forward to him copies of the Points of Claim and of
all accompanying documents.
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Within fifteen days after receipt of such notice, the respondent shall
inform the Foreign Trade Arbitration Commission which of the
members of the Commission he chooses as his Arbitrator, or that he
leaves the choice of Arbitrator to the discretion of the President of the
Foreign Trade Arbitration Commission.

If the parties have agreed upon other time limits, the latter must be
observed.

7.Where the respondent fails to choose an Arbitrator within the time
specified in paragraph 6 of these Rules, the President of the Foreign
Trade Arbitration Commission shall appoint an Arbitrator from among
the members of the Commission.

8.The Arbitrators who have been either chosen or appointed shall be
informed thereof by the Foreign Trade Arbitration Commission without
delay and invited to choose an Umpire from among the members of the
Commission within fifteen days following the receipt of such notice.
9.Where the Arbitrators fail to agree on an Umpire within the time
specified in paragraph 8, the Umpire shall be appointed by the President
of the Foreign Trade Arbitration Commission from among the members
of the Commission.

10. By mutual consent of the parties, the settlement of the case may, in
exceptional cases, be entrusted to a sole Arbitrator.

A sole Arbitrator is either chosen directly by the parties from among the
members of the Foreign Trade Arbitration Commission, or, at the
request of the parties, appointed by the President of the Foreign Trade
Arbitration Commission from among the members of the Commission.
11. Where an Arbitrator is unable to take part in the hearing of a case,
the Foreign Trade Arbitration Commission shall notify the party
concerned thereof and request that another Arbitrator be chosen from
among the members of the Foreign Trade Arbitration Commission
within fifteen days.

If the party fails to choose an Arbitrator within this time, the Arbitrator
shall be appointed by the President of the Foreign Trade Arbitration
Commission from among the members of the Commission.

12. Where an Umpire is unable to take part in the hearing of a case, the
Foreign Trade Arbitration Commission shall notify the Arbitrators
thereof and suggest that another Umpire be chosen within fifteen days,
the provisions of paragraph 9 of these Rules being applicable.

13.Upon the request of the claimant, the President of the Foreign Trade
Arbitration Commission may deal with the security for the claim.
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The amount and the form of the security shall be determined by the
President of the Foreign Trade Arbitration Commission.

14. The day for the hearing of the case shall be fixed by the President of
the Foreign Trade Arbitration Commission by agreement with the
Umpire or with the sole Arbitrator.

Activity 9
a) Read, translate and learn the dialogue
b) Compose a gialogue of your own

—John Cartwright.

—Hello, John. This is Victor Klimenko, from Kiev.
—Hello, Victor. Any problems?

—Yes. Did you receive our fax yesterday?

—Yes, we did.

—I'd like to know your reaction to it.

—We've carefully studied your complaints, Victor. You're perfectly
correct as to the short-delivery. Items 2.5 and 2.6 lacked in the
consignment of equipment we sent you. It was overlooked by our
controller. We apologize for the oversight. It won't happen again.
—When will you send us these parts?

—This week. By air. We'll also send you some documents to facilitate
customs clearance at your end.

—Fine. But what about the packaging? The cover of one of the
containers was badly damaged. The equipment in this container was
damaged a little too.

—It wasn't our fault, Victor. The equipment was packed in the required
way. You should take this up with the captain of the ship.

—We've already done it, John. He believes that your packing is to
blame.

-1 must disagree totally with him. Perhaps you should have been firmer
in dealing with him.

- Let's come back to this matter in a couple of days, John. I'll try to
discuss it with the shipowners. But there is one more problem: the three-
week delay in delivery of the equipment. We suffered some losses
through this delay. I'd like to remind you that according to the sanctions
clause of our contract we have the right to claim compensation.
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- I'm afraid you haven't that right, Victor. This delay was caused by a
strike in the Brighton port. We consider this strike to be a force majeure
circumstance that had a direct effect on the execution of our liabilities.
We did our best to meet the deadline.

—I don't agree, John. English ports are often hit by strikes. You were
able to foresee this complication. Moreover, to meet the deadline you
could have delivered the equipment to other port.

—We couldn't have done it owing to circumstances outside our control.
—If we don't reach mutual understanding, our company will have to go
through arbitration procedures.

—There's no need to get aggressive, Victor. There will be a meeting of
our top executives at 11 o'clock where your claim will be on the agenda.
I'll try to settle it and ring you back after the meeting.

—All right. I'm waiting for your call, John.
—Bye, Victor.

At the meeting in Brighton

—The next point on the agenda is the claim of TST Systems. Could you
bring us to date on this problem, John?

—Yes. There was a three-week delay in delivery of the equipment for
them. They want us to pay compensation.

| don't think that their claim is

well-grounded. The delay was caused by that strike at the port. They
won't win if they refer their claim to arbitration. I think we should reject
this claim.

—I'm not sure about that. I've just spoken to Mr.Klimenko, the
Commercial Director of the company. He's ignored all my remarks.
They're ready to start taking legal action to show that they're serious.

—If they do that, we'll have to get our lawyers in.

—I don't think it's a good idea, Mr Rogers. They are going to place a
large order with us next year. If we decline their claim, we may lose this
order.
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—How much do they want us to compensate for the delay?

—Approximately 5000 pounds.
—Perhaps we shall offer them half the sum.
—That's a good idea. I'll try to settle it with Mr Klimenko.

—Yes. But if they disagree, we'll have to reject their claim ... And
negotiate a longer delivery time with them next year.

Activity 10. Translate the sentences in writing
1. Mu yBaxkHo BuBYMWIM Bami npetensii, Bikrop. Bu abcontoTHo npasi
BITHOCHO HegomnocTaBku. [To3wuttiit 2.5 1 2.6 mificHo He OyJio B mapTii
oOnagHaHHsA, ke MU Bianpaswin Bam. Lle Henornsia Hamoro
KOHTpoJiepa. My MPUHOCUMO CBOi BUOAUEHHS 3a 1[I0 TOMUJIKY. Y
Maii0yTHOMY IIbOTO O1JIbIIIE HE TPAIIUTHCSI.
2. Mu Ttakox BunuiemMo BaM gfedki JOKyMEHTH [JIi TOTO 1100
MOJIETIIUTH PO3MUTHEHHS IIbOTO BaHTAXY.
3. Moxe Oytu, y po3mMoBi 3 HUM Bam ciig Oyno BUSBUTH OUIbIITY
HaIOJIErIUBICTh?

4. 51 cipoOyro0 OOTrOBOPUTH 11€ MUTAHHS 13 BJIaCHUKAMHU CyJIHA. AJie B HaC
3aJIMIMIIACS e OJHA MpoOyiemMa: 3aTpMMKa MOCTaBKU OOJIaJHAHHS Ha
TpH THXHI. Uepes 110 3aTpUMKY MU 3a3Haju 30UTKiB. S 6 mpar Haragatu
Bawm, 1110 3rilHO pO3/idy HAIIOr0 KOHTPAKTY, IO CTOCYEThCS CaHKIIIM,
MU Ma€eMO IIpaBo BUMaratu y Bac komneHcariito.

5. Mu BBaxkaeMo, 110 1e¥ cTpaiik 0yB (hopc-MaKOPHOIO 0OOCTAaBUHOIO, SIKa
Oe3nocepeIHbO BIUIMHYJIA HA BUKOHAHHS HAIMX 3000B's13aHb. Mu
3pOo0uUIIM BCE Bl HAC 3aJIEKHE JIJIsA, TOTO, 00 YKIACTHUCS B CTPOK

IV.  Grammar skills increase
Activity 1. Change direct speech into indirect speech. Translate in
writing
1. Bin ckazag: «[lapomnnaB npuOyae HanpUKIHIN THXHSY. 2. MeHekep
ckazaB MeHI : «IleperoBopu 1ie He nmoyanucs». 3. Bin 3anuraB Hac:
« CTpaxoBky Bxke opopMmmiin?». 4. JlupekTop NpUrpo3us: « Y MOBHU
JIOCTAaBKU IMOBUHHI OyTH BUKOHAH1 3T1THO 3 KOHTPAKTOM». 5. BoHa
nockapkuiacsi: « Mu uekaeMo Haill TOBap 3 MoHeauika». 6. Mu
B1IMOB1LIH : «I{e BOHM TOBUHHI OYJIM OIUIATUTH JOCTABKY BaHTaXYy». 7.
Kanitan 3anuTtaB : « Yu noTpiOHO MEHI NiANUCYBATH KalliTAHChKY
KBUTaHII110?» 8. BiH cka3aB : « S yekaro mpuOyTTsS BaHTaXy OChb BXKeE
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qotupH AHI». 9. Bona 3anutana : «4Yomy BCl 3apa3 YUTAIOTh

nokymeHTu?». 10. upexrop npoiHdhopMyBaB HAC
MOBUHHO OYTH MiAMMCAHO BYACHOY.

V.Communication skills increase
Activity 1. Speak on the following:
1. Organizational structure of an enterprise
2. Types of letters in business correspondence
3. Telephone etiquette

: « KoHTpakr

153



TEST A (Units 1-4)
I. USE OF ENGLISH (grammar and vocabulary)
Task 1. Two points for each correct answer Total 10 points
Give English explanation to such notions. Translate into Ukrainian:

D/A
F.O.B.
F.O.R.
F.A.S.
L/C

Task 2. One point for each correct answer Total 10 points
Choose the correct word to fill in the gaps.
We are a co-operative ...society based in Kharkiv

A. associate

C.retailer

B. wholesale

D. subsidiary

2) Please inform us at what price, on what ...and how soon you could

deliver the goods

A. terms

C. range

B. quotation

D.agreement

Our terms are cash with ...

A. delivery

C. payment

B. invoice

D.order

4) We hold this offer open for your ...until the 15th May.

A. acceptance C. accept
B. taking D.gratitude
5) I would like to place a ...order

A. satisfactory C. cash

B. discount D. trial

6) We will dispatch the goods to you as per our agreed... of delivery

A. shedule

C. time-table

B. schedule

D. time
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7) Kindly confirm your order at the price ...

A. quote C. quoted

B. stated D. state

8) ...charges will be invoiced

A. package C. packing

B. marking D. pack

9) If the above ...continue to be in force for more than 3 months, each
party shall have the right to refuse any further fulfillment of the
obligations under this Contract

A. consignee C. subject

B. contingency D. circumstances

10) And we will certainly take advantage of the cash...you offered for
prompt settlement.

A. delivery C. discounts

B. order D. per cents

Task 3. Two points for each correct answer Total 20 points
Translate the sentences into English

1) Mu MOBHHHI HETAHO BiJITPABUTH 3aKa3

2) Bam caig Oyio kpaliie mpoYruTaTH KOHTPAKT

3) OpuriHaia KOHOCaMEHTY TOBUHEH OYTH BIJINPABICHUN MOKYIIIEB1
4) HeoxiaHo, 00 ToBapu Oyiu 3alaKoBaH1 Y KApTOHHI KOPOOKH.
5) OuukyI0Th, 10 00JaHAHHS JOCTABJIATH BYACHO.

Task 4. Two points for each correct answer Total 10 points
Complete the sentences with the correct form of the verbs in brackets

1).The consignment (to ship) tomorrow morning.

2) This letter (to leave) unanswered yesterday.

3) The faulty goods (to return) to the Seller before the manager arrived.
4) If you (not raise) the prices we (order) more of your goods

5) What you (buy) if you had enough money?

Task 5. Two points for each correct answer. Total 10 points
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Complete the gaps with suitable word from the box. There is one extra
word.

A. require. B. acknowledge. C. amendments. D. applied. E. promptly.
F. accepted

1) We hope to hear from you again soon, and can assure you that your
order will be dealt with ...

2) | am pleased to say that we will be able to supply the transport
facilities you ...

3) The payment is to be made by irrevocable letter of credit, which we
have already ...to the bank for

4) Any ...and/or supplements to this Contract are valid only if made in
writing and signed by authorized representative of both parties.

5) The goods are considered to be delivered by the Seller and ...by the
Buyer:

Il. READING
Task 6. Two points for each correct answer. Total 10 points.
Read the following text. Compose five different types of questions on the
content

Dear Mr Merton

Please find attached an order (R1432) from our principals, MacKenzie
Bros Ltd,

1-5 Whale Drive, Dawson, Ontario, Canada.

They have asked us to instruct you that the 60 sets of crockery ordered
should be packed in 6 crates, 10 sets per crate, with each piece
individually wrapped, and the crates marked clearly with their name, the
words 'fragile’ and 'crockery’, and numbered 1-6.

They have agreed to pay by letter of credit, which we discussed on the
phone last week, and they would like delivery before the end of this
month, which should be no problem as there are regular sailings from
Liverpool.

If the colours they have chosen are not in stock, they will accept an
alternative provided the designs are those stipulated on the order.

Please send any further correspondence relating to shipment or payment
direct to MacKenzie Bros, and let us have a copy of the commercial
invoice when it is made up.

Many thanks
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Linda Lowe
Enc. Order No. R1432

1. SPEAKING
Task 7. Two points for each correct answer. Total 20 points.
Write English equivalents to the following:

1) Bynap nacka, MOBiIOMTE HAC, YW MOJKJIMBA MPOOHA 3aKyITiBIIs

2) Xortinocs O 3HaTH, 4yu 3MOKeTe By HagaTu HaM crierianbHy
3SHIKKY

3) Mu Bas4Hi 3a moBigoMieHHS Barroi aapecu dipmi «Heckader,
sKa npoiHdopmyBasa Hac npo Te, o Bu — iMmnoprepu KaBu B
VYkpaini

4) 51 paguii MOBIJOMMTH Bac, 1[0 MM 3MOKEMO HaJaTH BaM YMOBHU
TpaHCIIOPTYBaHHS, K1 Bac mikaBuiu

5) llIxoxyemo noBimomutu Bac, 1110 B 1eii yac MU HE KOMIICTCHTHI
3pobutu Bam npomno3uiito Ha 3anutyBaHl Bamu ToBapu

6) Mu nporonyemo Bam ToBap 3a yMOBH 0OJIep>KaHHS BaIllOro
MIATBEP/KEHHS BIIPOJIOBX S HIB BIJI IaTH OJICP>KaHHS JJAHOTO
JINCTAa

7) Jns 3a0e3neueHHs SKHAWIIBHMIIION JOCTaBKH IpocuMo Bac
BHCJIaTH 3aMOBJICHHS aB1aTPaHCIIOPTOM

8) IIpocumo ymakyBaTH 3aMOBJICHHI TOBAp TAKUM YHHOM, 1100
3am00IrTH MOXKJIMBUM YIIKOXKCHHSIM

9) Mu M0keMO 3MEHILIUTH HAIOJOBUHY 3a3HAYCHY B PAXYHKY CYMY
Ha yIaKyBaHHS, SKIIO BU TOBEPHETE MOPOKHI SIIUKH

10) CtopoHU 3BUIBHSIOTHCA B1Jl BIAMOBIIAILHOCTI 3a MOBHE a00
YaCTKOBE HEBUKOHAHHSA CBO1X 3000B's13aHb 32 CHPABKHIM
KoHTpakToM, SKIIO Take HEBUKOHAHHS OyJI0 BUKJIMKAHO (opc-
Ma)KOPHUMH 00CTaBUHAMU

V. WRITING
Task 8. Total 10 points
Compose an enquiry of your own( 10 sentences) using the words from
the box:

Birmingham, supply, bill of exchange, conditions, terms.

TOTAL.: 100 points
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TEST B (Units 5-8)
I. USE OF ENGLISH (grammar and vocabulary)
Task 1. Two points for each correct answer Total 10 points

Give English explanation to such notions. Translate into Ukrainian:

1) DDP
2) C.0.D.
3) E&OE
4) f.o.t
5) SWIFT

Task 2. One point for each correct answer Total 20 points
Choose the correct word to fill in the gaps.
1) A customer must ...an account within 2 working days

A. clean C. cloose

B. clear D. pay

2) We hope you like the ...and look forward to your next order
A. consignment C. consignor

B. consigment D. konsignment

3) We can allow you a credit term of 3 months or payment

by....
A. delivery C. installments
B. remit D.order

4) This account is still ...

A. over C. due

B. overdue D.overdone

5) bills of ...are subject to certain standarts

A. lading C. landing

B. discount D. ladding

6) The ... of goods will be made according to your instructructions
A. shipment C. shipmant

B. ship D. consingment

158




7) A ...policy is represented by certificates for each separate

consignment

A. floating

C. quoted

B. benefit

D. floated

8) You may arrange ...for leakage and corrosion and insure the goods

against all risks

A. over

C. survay

B. survey

D. cover

9) Have you already sent us the ... receipt?

A. consignee

C. board

B. customs

D. cover

10) Losses arising in consequence of warlike operations are not to be...

A. identified

C. indemnifyed

B. indemnified

D. idemnified

Task 3. Two points for each correct answer Total 10 points
Translate the sentences
1. We insist on being sent the documents
2. When drawing up a contract it is necessary to give a detailed
description of the goods
3. Having been dried and sorted the goods were placed in a warehouse
4. BiH HE MIT HE CIUIaTUTU PaXyHOK
5. Mene ue AUBYE, 10 napTi}o TOBApPy AOCTAaBWJIN CBOE€YACHO

Task 4. Two points for each correct answer Total 10 points
Open brackets using the rules of indirect speech and sequence of
tenses

1. We were glad that our representatives (finish) the talks by the end of
the week.

2. The sellers hoped that the customers already(discussed) that problem.
3. They said: («We will sign the contract tomorrow»).

4. He asked: («Did your goods meet buyers requirements?»)

5. The buyer asked the seller: («What discount can you give us?»)
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Task 5. Two points for each correct answer. Total 10 points
Complete the gaps with suitable word from the box. There is one extra
word.

A.draft. B. IMO . C. .short. D. delivery. E. average.
F. shipper.

1) ...can be bought at most banks in the UK and are paid for
in sterling or dollars

2) Thank you for sending your ...for invoice No. 12312 so promptly

3) The transport documents must be filled out by the ...

4) The goods may be covered against general and particular....

5) Iam writing to you to complain about the ...-shipment of goods.

Il. READING
Task 6. Two points for each correct answer. Total 10 points.
Read the following text. Compose five different types of questions on
the content

Kharkiv, 2" June, 2010
Dear Sirs,
Special Cluster Drilling Machine. Order No. 23876

We regret to inform you that our Clients have experienced serious
trouble with the above machine.

After a short period of operation the teeth of two bevel gears and one
wheel were crushed and the second wheel was broken.

We enclose 4 photos illustrating these defects. As the machine was
brought to a standstill due to this damage, our Clients were compelled to
manufacture replacement parts in order to prevent delay in production.
We enclose a statement showing the expenses incurred by our Clients in
manufacturing one bevel gear with shaft, another bevel gear and two
wheels as well as the cost of dismantling the machine, assembling and
fitting the new parts. The expenses of our Clients amount to £ 1000 and
we shall be glad to receive your remittance of this amount in due course.
Yours faithfully,

Enclosure.

I1l. SPEAKING
Task 7. Two points for each correct answer. Total 20 points.
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Write English equivalents to the following:

1. TIpocumo MOBIIOMHUTH, UM MIAMACAHUN YUCTHN KOHOCAMEHT

2. PaxyHOK yce I11€ HE CIIJITaYeHUM

3. Ilnatix Oyzae 3po6sieHnit 0aHKIBCHKIUM BEKCEIEM

4. Mu He MOkeMO 3po3yMiTH Barry npereHsito o0 nmoraHoi sikocTi
HaIlIUX TOBApIB

5. 106 oxepskaTu KOMIIEHCAIIIIO BiJl CTPaxo0BOi KOMITaHii, MOTPiOEH
MPOTOKOJI PO YIIKOHKEHHS, CKJIAJICHUM CTPAXOBUM areéHTOM

6. Bam piBeHb cTpaxoBux TapudiB i yMOBH CTPaXOBOT0 MoJjica
BIJIMIOB1J]a€ HAIIIUM OYiIKYBaHHSM

/. Illxoayemo, mo B 1€l yac HE MOKEeMO HajaaTu Bawm
KpEAUTYy Ha OyJIb-IKUX YMOBAaX y 3B'I3KYy 3 pocTOM 1H(IAIIT
8. Ilpocumo mepeBecTH CIjIaTy MO paXyHKOBi-(hakTypi Ha
Hall OAHKIBChbKUN pPaXyHOK.

9. boproBe cBigueHHs OyJI0 BUCIAHO BaM PEKOMEHIOBAHUM JIUCTOM
10. Mu BuBumiu Bamii mpeteH3ii 1 BUSBUIOCH, 1o Bu
a0COJIOTHO MpaBl BIJHOCHO HEJAOIMOCTABKHU.

IV. WRITING

Task 8. Total 10 points

Compose a letter asking for an insurance quotation( 10
sentences) using the words from the box:

October, cover, premium, soilage, underwriter

TOTAL: 100 points
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Acceptance (n) /

Account rendered /
Acknowledge (v) /
Addressee (n) /

Advance payment /
Advertise (v) /

Air Waybill /

All risk policy /
Amendment (n) /

As per /

Associate (n) /
Associated company /

b/t ( brought forward) /

Bale (n) /
Banker's draft /

Barrel (n) /

Be indebted to smb for
smth /

Become null and void /
Benefit payment /

Bill of lading (B/L) /
Bill of exchange /
Board receipt /
Bond someone /

Bring an action /
Bulk buyer /

INDEX

A

AKI11enT, 3rojia (Haruc Ha mnamnepax
PO 3ro1y 3A1MCHUTH IIATIXK 110
HbOMY)

CnnaueHni paxyHOK
ITlinTBEpIKYBATH
Anpecat/oaepxyBau
[Tepencnnara

PeknamyBaTu, moMimaTu
OTOJIOMIEHHS

ABialiiiHa HakJaHa

[Tomic Bij yciX pU3HKIB

3MiHa

3rigHo 3

Konera, koMmnaHbMoH
JlodipHe MIAIPUEMCTBO

B

Ilepeneceno Ha OLIBI Mi3HIM
CTPOK

Trok

Tparta, BUCTaBIE€HA OJJHUM OAHKOM
Ha 1HIINH

Hepes'ssna 6ouka, Oapuio

byTu BAsSsUHUM KOMY-HEOY b
3a MOo-HeOy b

Brpauartu cuny

BumnaTa ctpaxoBoi cymu,
JOTIOMOTH

Konocament

Tparra, nepexiagHuii BEKCEIb
bopToBa HakiagHa
[linnucyBatu 60prose
3000B's13aHHS

30y IUTH CyIOBHUH MPOIIEC
OnToBul MOKYIElb
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Bulk carrier / Cyxorpy3

Bulk commodity / be3TapHuii (HacCUITHUI) BaHTaX
Bundle (n) / B's3ka, mauka
C

C.&F. (Cost and Freight) / KA®, Bapricts 1 ¢paxt, (yMOBH
MOCTaBKH, MPHU SKUX IPOJIaBEIlh
BIIMOBIJIA€ 3a TPAHCIOPTYBAHHSA

BAHTAXY)
c/f (- carried forward) [Tepenecene
Carboy (n) baon, 0yrenb

CnaTa TOTiBKOIO MpHU
A0CTaBIl

Cnnarta roTiBKOI MPU BHUIAY1
3aMOBJICHHSA

Heraiina omiaTa roTiBKowO

Cash on delivery (C.0.D.)
Cash with order (C.W.0O.)

Cash on the spot

Circumstances (n) OO6cTaBUHH

Claim damages Bumaratu BiIIIKOIyBaHHS
30UTKIB

Claimant (n) [To3uBau

Clause (n) CraTTs, MyHKT

Clean B/L Yuctuii / 6€3 3aCTepeKeHb,

nepeBipeHuid, (1110 ToBapu
3aBaHTAXXEH1 Ha OOPT y TapHOMY
CTaH1) KOHOCAMEHT

Clean payment [InaTix MO BIIKPUTOMY
pPaxyHKY

Clear/settle an account CriaTuTy paxyHoK

Clearing agents ATEHTH TIO KITIpUHTY

Collection (n) Iukaco

Collection on delivery Haknagenuit mmatix

Comply with a request 3aJI0BOJIBHUTH IPOXAHHS

Concession (n) 3HMXKKaA

Confirm (v) [linTBEepKYyBaTH

Consent (n), (v) 3roja, 1aBaTH 3roay

Consequential loss insurance ~ CtpaxyBaHHS BiJl HEIPSIMOTO
30UTKY

Consignee (n) BanTtaxkooepikyBau

Consignment (n) [TapTis ToBapy, BaHTax

163



Consignment note
Consignor, (n)
Consolidated cargo
Consulate (n)
Contingency (n)
Co-operative society
Corroborate (v)

Cover (n)

Cover against
Cover note

Covering letter
Crate (n)

Credit note
Customs clearance

D/A = documents against
acceptance

Deal in smth (v)
Deferred (delayed)
payment

Deliver (v)

Dirty B/L

Discretion (n)
Discount (n)
Dispatch (despatch) (n)
Divergency (n)

Do smb’s utmost

Dock receipt,

Document against payment
(D/P)

Documentary letter of
credit

Draft (n)

Jlopy4yeHHs Ha BaHTaX
BignpaBHUK BaHTaxXy
30ipHuUii BaHTaX
KoHcynbcTBO
Henepenbadena oocrtaBuHa
KomnepaTuBHe CycnijibCTBO

[linTBEepMKYyBaTH

OOcsr BIIIOBITATBLHOCTI
["apanTis

[ToBigOMIEHHS PO MOKPUTTS
CTPaXxOBKH

CynpoBiAHUN JTUCT

Smuk (pemriTyacra Tapa)
KpenauTose aBizo

MurHe opopMICHHS

D
JIOKYMEHTH NMPOTH AKLENTY

TopryBatu 4uM-HeOy b
Bigctpouenuit miartix

JlocTaBasATH

bpynuuii /13 3actepexxeHHs M ( pu
nepeBipIl OyJiv BUSBIICHI
HETOJIaJKH ) KOHOCAMEHT

Po3scyn

3HUXKKA

Bignpasnenns

Po301KHICTD

PoOutu Bce 3anexHe BiJl KOTOCh
KBuranis, 1110
MePEBI3HUKOBI
HAaBaHTAKCHHS TOBApY
Crniata mo  JokyMeHTax  (3a
TOTIBKY)

BPYYaETHCS
ICIIS

ToBapHUU aKpEeoUTHUB

Tparra, nnepexyiagfHuil BEKCEIIb
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Draw (drew, drown) on

BucraBnsatu, BunucyBaTtu (

smb (v) Ipo TPATTY)
Drum (n) HuniaapuaHUil KOHTEHHED
Due date JlaTa cruiatu
E
E & OE (Errors and Omissions TTomwiku i IIPOITYCKH
are Excepted) IPUAMAIOThCS
Embassy (n) [ToconscTBO
Endowment (n) Brecoxk
Enquiry (n) 3anuT
Entitle (v) Hanatu mpaBo

Equal juridical validity
Estimate price
Ex works

Execute an order
Expenses incurred

F.A.S. (Free alongside Ship)
F.O.B. (Free on Board)

F.O.R. (Free on Rail)

f.o.t (free on truck)
Fidelity bonds

File (v)

OnHakoBa OpUIUYHA CUIA
KomropucHa 1iHa
dpaHKO 3aBO/I, 111HA 13 3aBOJTY-
nocrayajbHUKA.(YMOBH MTOCTABKH,
IIPH SKHUX MIPOJIaBellb TOBUHECH
MOCTaBUTHU TOBAP JIJIsi CAMOBUBO3Y
MOKYTIIIEM )
BukoHyBaTH 3aMOBJICHHS
30HUTKHU, HOHECEH]

F
®dpaHKO y3/10BXK OOpPTY CyaHA
®OBb, ppanko 60pt cyaHa (yMOBHU
MOCTaBKU, TPHU SKUX MPOJIaBEllb
BIJINIOBI/IA€ 3a TOBAp /10 MOMEHTY
HOro moCTaBKM Ha OOpT cCyJHa
/miTaka)
dpaHKo-BaroH, (YMOBHU MOCTaBKH,
P SIKUX MPOAaBellb BIAMIOBIa€
32 BAHTAX J10 MOMEHTY JIOCTaBKH
Ha 3aJI13HHUIIIO)
®OpaHKO-BaHTaX1BKa
["apanTis, 110 BUAAETHCSA OJTHIEIO
0c00010 1HIIION TPOTH
3JIOBKUBaHb TPETHOI 0COOU
(3000B's13aHHS JIOSUTHHOCTI)

PeecTpyBaru, nogasaru,
nepenaBaTH, IPEACTABIATH
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Firm (binding) offer
Floating policy
Forwarding agents

Forwarding agents = shipping

agents
Free border

Free from particular average

(f.p.a)
Free harbour

Free warehouse
Freight collect

From factory
Fulfill obligations

General average

Get in touch (v)
Goods on approval
Hereinafter referred to as

In arrears

In respect to

Incur losses
Indemnification
Indemnify losses
Independent assessor
Infringe a contract
Initial order
Interest (n)
Invalidate (v)

Invoice (n)

(IOKYMEHT);

TBepaa npomno3uiris
['enepanbHUil moJtic
TpancropTHO-EKCTISAUTTIIHI
areHTH ( SKi CIIeiaTi3yOThCs Ha
MaKyBaHHI ¥ JOKYMEHTAIi JJIs
IIEPEBE3CHHS BaHTaXIB)

Opranizartis, Mo eKCIeIupye

OpaHKO-KOPAOH

be3 BinoBiAaIbHOCTI 32
MPUBATHY aBapir0
OpaHKO-TIOPT

dpaHKO-CKJIA]

dpaxT crIa4y€eThCs MiCIs
JIOCTaBKH

dpaHKO-3aBO]
BukonyBaTu 3000B's13aHHS

G

3aranbpHa aBapis
3B's3yBarucs

ToBapu 1714 03HAMOMJIEHHS
[Ilo manai Ha3UBAETHCA

I

Martu 3a00proBaHICTh

VY BiHOIIIEHHI J10

3a3HaBaTu 30UTKIB
BiamikoayBaHHs, KOMIIEHCALTIsS
BigmikoayBatu 30UTKH
Hesanexuuii ominroBau
[TopylinT KOHTPAKT
[IepBicHE 3aMOBJICHHS
BincoTtkn

[To30aBnsaTH cuiM Aii, BTpadyaTu
CUITY

PaxyHok-(akTypa
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Irrevocable (adj)
Justified/ unjustified

Leaflet (n)
Length of duration
Letter of complaint

Letter of credit ( L/C)
Lighter (n)
Lodge a claim with somebody

Long-term credit facilities

Maintenance (n)
Manufacturing works
Mate's receipt

Monthly/quarterly statement
MT (mail transfer)

N/C (no charge)
Net

Net cash

Notice of claim

Offer / (n)

Offer without engagement
On behalf of

Open cover policy
Outstanding invoice
Overdue account

Paid letter of credit

Party concerned

be3BiaknnyHuii /0e31moBOpOTHUI

OOrpyHTOBaHa/HE OOTPYHTOBAHA

L

JIucTiBKa, IPOCMIEKT

Tepmin aii

ITucemoBa ckapra,
peKIIaMaIiiHuN JTUCT

AxpenuTus

JlixTep

[Ipen'sBnsTu npeTeH31ro0 10 Oy1b-
KOT'O

JI>kepena TOBrocTpOKOBOTO
KpEIUTYBaHHS

M

3MiCT, IOTJSI, €KCIayaTalis
3aBOJI-BUPOOHHK

[IItypmaHcbKa pO3IHCKa
(po3mucka aaMiHICTpallii CyJaHa B
OJIEp’KaHH1 BAHTAXKY )
[I{omicsiuHi/KBapTaabHI 3BITH
ITomToBuit nepekas

N

be3 HapaxyBaHb

be3 3HmKKH

['oTiBKOIO 0€3 3HMKKHU
3asBa/TIOB1IOMJICHHS TIPO
MPETEH3110

O

[Ipono3uis, odepra
[Tpomno3uiiist 6e3 3000B's13aHb
Bix imeni

["enepanbHuii moJic
Hecrutauenuit paxyHok
IIPOCTPOYEHUI PAXYHOK

P

AKpeIUTHUB 13 BHECEHUM
NOKPHUTTAM
3anikaBjieHa CTOpOHa
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Pattern (n)

Payment by installments
Payment in advance
Payment on receipt of goods
Payment order

Payment with the order

Pertain to (v)
Pilferage (n)

Plenipotentiary representative
Plaintiff
Points of claim

Premium (n)
Pro-forma invoice

Promissory note
Prompt payment

Proposal form
Pursuant to

Quotation (n)

Quote (v)

Quote a price for smth
Quotation

Rail Wayhbill

Range (n)
Refer the matter to arbitration

Monennb

[I1aTix BHECKaAMH
Cmutara aBaacom

Crmutata micis oJiepKaHHs TOBapy
['pomoBuil mepekas
Cnnarta npu opopmiieHH1
3aMOBJICHHS

CraButHcs 1o

Hpi6Ha kpamixkka,
pPO3KpaJaHHS 3 OKPEMHUX
MICIIb BAaHTAXYy
[ToBHOBaXHUI ITPEICTABHUK
ITo3uBau

ITo3oBHa 3asBa

CtpaxoBa npemis, BHHaropojaa
3pazok  daktypu (momepeaHs
(axrypa)

IIpoctuii Bexcens ( 6oprore
3000B's13aHHS)

CBoeuacHa cruiara

brank 3asBKH, 3asBa

Ha migcrasi

Q

1.KoTtupyBaHHs#, L1Ha, KypC,
pO3IiHKa
2. [Ipomo3unis, opepra
[Ipu3znavatu ( iHY, YMOBH),
poOUTHU MPOMO3UILITIO,
MOBI1IOMIJISATH
[Ipr3HaUYUTH LIHY HA WIO-
HEOYIb.
[Ipomo3uiis

R
3aii3HUYHA HaK/IagHa
Psan, HaOip, HOMeHKIaTypa
Ilepenatu cpaBy Ha poO3risa B
apOITpaXKHU Cy[
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Howmep JTOPYYECHHS Ha

Reference Number HABAHTAXKCHHS

Reimbursement for Komnencaris 3a

Remit payment [lepeBectn nmary (Ha
pPaxyHOK)

Remittance ['pomoBuii mepekas

Reply (n) Binnosiap

Representative (n) [IpeacraBHUK

Require (V) Bumararu, moTrpebyBaTtu

Retailer (n) Po3apiOHe ToproBe miAmprueEMCTBO

Retail trade Po3apiOHa TopriBis

Revolving letter of credit PecBonbBepHUH aKpeaUTHB

Road Wayhill ABTOMOO1IbHA HAK/IAIHA

Roll-on roll-off facilities [ToTy>XHOCTI JIJIs1 TPEHIEPHOTO
3aBaHTAKCHHS M PO3BAHTAKCHHS
CyJIHa

S

Sack (n) Mirox

Sample (n) 3pa3ok (TOpTiBEeIbHUI)

Savings account Jleno3uTHui paxyHoOK

Schedule (n) I'padik

Shipment (n) 1. BinBaHTaXeHHs, TOCTaBKa,
2. maptis (BiABaHTa)KEHOTO
TOBapy)

Shipper (n) BinnpaBHuK

Shipping documents BaHTa)XHI TOKyMCHTH

Shipping note JlopydyeHHsIT Ha BIJIBAHTaXKEHHS,

BIJIBAaHTa)KyBaJbHE TOPYUCHHS
Short-shipment/short delivery  Hemomocrabka

Shippers' Reference Homep OPYUEHHS Ha
HaBaHTaKECHHS

Sight draft Bekcenp Ha pea'sBHUKA

Sole arbitrator OnHOOCOO0BHIA apOiITP

Span of time Binpizok wacy

Special perils policy CtpaxyBaHHS BiJ 0COOJIMBUX
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Spot cash
Spot cash

Statements of account
Stipulate (V)
Subrogation (n)

Support (n)
Survey (n)

Take up the matter with
somebody

The Society for Worldwide

Interbank Financial

Telecommunications (SWIFT)

Time policy
Tramp (n)
Transhipment (n)

TT (telegraphic transfer)

Umpire(n)

Underwriter (n)
Uniform international
prices

Valued policy

Voyage policy

With particular average

(w.p.a.)
Wharfinger's receipt

PHU3UKIB

Heraiina cmiara roTiBKOIO
Heraiina omiara roTiBKOxO
Bunucka 3 paxyHKy

OOyMOBITIOBATH
CyOporarusi, 3aMiHa OJHOT'O
KpeauTopa 1HIIM
[TinTBEepAKEHHS

Oruasan

T

30y 1UTH TUTaHHS TIepe]] Oy ab-
KAM
MixnapoaHa MiKOaHKIBChKa
cucrema nepeaadi iHgopmartii i
3MIMCHEHHS JIATEXKIB
[Tomic Ha cTpok
BaHTtaxxne cy1HO
BinBanTa)xeHHs TOBapiB 3 OJHOTO
CyJHa Ha 1HILIE B TOMY CaMOMY
OpTY
Tenerpaduuii nepekas

U
Tperencbkuu cyaas
CtpaxoBa KOMMaHIs; CTPaXOBUK
€IuH1 MIKHApOJAHI 1HU

TaxkcoBaHHI ITOIC
[Tomic Ha pelic

W

3 BIJIMOBIAAIBHICTIO 32 IPUBATHY
aBapiro

KBuTaHiiis, 1o Bpy4aeThes
MEePEBI3HUKOBI MICIIS
HaBaHTaXEHHS TOBapy
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