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BBEAEHUE

Hacroauee yyeGHoe nocobue npesacrasnser coGoli HOBBIE Ans
OTEHCCTBEHHBIX M3AaHHI Moixoa K OU3HEC-KOMMYHWKALMK KaK OT-
ACNEHOMY KypCy B chcTeme Ousnec-o6pasosanun. Mmenno Tax rpax-
TYETCH 3TOT Kype B yunsepcwretax CHUA, rae ou sasnsercs obasa-
TCMBEHLIM NPEAMETOM NNA BCEX, KTO CNELHANTHUIHDYETCH B ofnacru
MEHELKMEHTA W On3Heca. 3HaHUS W ONbIT, NPHOGPETEHABIE ABTOPOM
BO BpeM# Hay4yHoii CTAXHPOBKU Mo nporpamMe Pynbpaiita B Mudu-
FAHCKOM yHWBepcuTete (r. AHH ApGop) B ClIIA, 3BMAHCH OCHOBHKIM
HCTOYHUKOM TpH paoTe HAA NaHHBIM KYPCOM., KOTOpbIH aapecoBan
KaK CTYACHTaM MpPH U3YHEHWH Kypca AENOBOro aHrfMiCKoro, TaK M
BCEM TEM, KTO MO POAY CBOSH HCATENLHOCTH HMEET AENIOBBIE KOHTaK-
TH! ¢ 3apYOCIKHBIMM NAPTHEPAMMH,

Copaepxanue yuebHOrO nOCOGHA OXBAaTBLIBAET PAIMHUHLIC
chepsl aenoBoro obilleHus Ha aHTHUHCKOM A3bIKE: NENOBYIO TIepe-
FHCKY B IMCbMaX, akcax W N0 MMEKTPOHHON nouTe, YCTPoiicTBO Ha
paboTy, NMpe3eHTauyH W BLICTYNNENHS HA AENOBLIX BCTPEMax, TCNc-
GoHHBIC Pa3roBOpLl H REPEroBOpHI, A TAKKE pPeaNbHBIE CHTYalUuH,
BO3HHK&IOLLHME B Nnpouecce OH3HEC-KOMMYHHKAUMK, C IOMOILBIO KO-
TOPLX GOPMUPYIOTCA HABBIKH, HEOOXONUMbIC ANA AOCTHKEHHA YCHIE-
xa B GushHece.

Hapsany ¢ yueOHBIMK TeKCTaMK, ANANOrAMA K YIIPAXKHEHUAMH
Mo (GOpMHUPOBAHHIO HABLIKOB AENOBOrC OOLIEHH Ha AHTINHCKOM
A3bIke gaHnoe yuebHoe nocodue CoAepxUT LIMPOKHE AHANA30H npak-
THYECKUX W CPABOYHLIX MATCPHATIOR B BHAE BbIPAKEHHI, CHTYATHE-
HO ofycnopneuHbIX pas # pekoMenfaumii, KOTOpble HCOGXOAMMO
HMETL 1107, PYKOH DPH COCTABAGHHM ACNOBLIX NUCEM U COOBLIENHI,
MOAYOTORKE JOKYMEHTOB 118 TPYAOYCTPOHCTB2 B 3apyOciknyo dmp-
MY WIH MERAYHAPOAHYIO OPIaHM3aIM0, BEACHUH TencOHHBIX pas-
TOBOPOB U NEPETOROPOR, FIONFOTORKC K (IPE3CHTAUMAM M MX 00CYH e~
HUIO, a TalKE ANF O3UAKOMACHAN ¢ PCRNIME B NPABHAAMH cOBpe-
MCHHOH BH3HEC-ROMMYIIXRIHNA.



OCHOBHBIM METOAHYECKHM NOZXOJACM B NAHHOM Y4eOHOM Tio-
CcOOUM ABNACTCA AKTHBH3ALMA PCUCMBIC/IMTENbHOM NIEATEILHOCTH Ha
HHOCTPAHHOM R3BIKC MEPE3 TY HAM MHYIO KOMMYHWKaTHBHYIO Npo-
OneMy, a He 3ayunsanve gopmyn H xave. Kpome Toro, npu ycsoe-
HHMH Kypca HEQOXORAMO TIOMHUTS, 4TO OM3HEC-KOMMYHMKAUYS, KaK U
noboli ppyrodl BBA OOLIEHHA, ABAACTCA «YIHUER C ABYCTOPOHHHM
IDBIGKEHNEM», [TO3TOMY BAKHO YYHTHIBATE KOHKPETHOro ajapecarta M
NPEABHAETL EFO PEakL{HIO Ha HCHMEHHOE WAM YCTHOE BLICKA3bIBA-
HUe.

Tocrpoenue nocofua onpegenseTcs NOrukoit peyesBod Jes-
TENLHOCTH, BEAYIlEH M eHBCTREHHON (QyHKLMEH KOTOPOro, Mo MHe-
umio suipaiouierces newxosora CJI PyGunuireiina, sBnaercs xosemy-
HuKkamuenasn,

TTuchbMendan GuzHec-koMMyHukauma (yacru I u IT) npeacras-
fena B nocobuM nepeoil B BHIE ACNOBOH MEPEnMUCKH ¥ AOKYMEHTa-
MK, HEOOXOAUMON AAA ycTposicTsa Ha paboty. C TOUKH 3PCHHR NcH-
xonorun ofienns, >To Gonee npoctas hopMa KOMMYHHKAUMH. Ota
He TpelyeT OQHOBPEMEHHOIO YHETA FOBOPCHUR W CiryLIAHMA, & TAKKe
BuicTpoi nepecrpoiiku B npouccce oblueHus, Kpome 10ro, cobmopas
(IPUHUHR «OT Gonee NPOCTOro X OONEC CROKHOMYY, 1ida 11AYAALHOM
YTane UMeeT MECTO COMOCTARICHHC AHFTIHHCKOTO TEKCTA ¢ PYCCKHM.

Yernas Ournec-kommynuxanua (vacru I, 1V u V) npeacras-
seda TeneOHHLIMH Pa3rOBOPAMH W TIEPETOROPAMH, OCHOBAMH CO-
CTABNCHMA NPSICHTALMIE H BLICTYNACHHH, @ TAKOKC MOACAAMN PEUERO-
IO fI0BEACHHA B TCX HIH HHBIX CHTYAlHAX ¢ NOMObIo meToaa “Case
Study”, xoTopbiii 32KTIOYACTCA B ANEKBATHOW OUCHKE CHTYaMy Y
pearipoBaliy Ha HEe NYTeM HPUHATHA pertleiinyd. AsOyka nenosoro
o0lieHHA NPeANaracTca s YCBOCHHR B BHAS JCCHTH WIANOB Ha ITyTH
K ycriexy B Gu3Hece, DIABHBIN W3 KOTOPHIX — MO3MTUBHOE OTHOUISHHE
Kk cobeceminky. OcoGeHHOCTH GHanec-KOMMYHUKALIMH, KOTOPBIS Che-
AYET YUMTHIBATL TIPH NPUIATHH PCICluit 8 DM3hece, paceMaTpupa-
IOTCA HA NPUMEPE TAKNX WIBCCTHLIN KOMNATIUH, Kak «J[KOHCON 3Hi
Jxoucony» (Johnson & Johnson ne.), «Jiugait Crpocen (Levi Strauss
& Co.), «Ipbye Winycrpwn (Aithus Industric) u «bomn» (Bocing
Co)



Leiter Structure <

NENOBAA NEPENNCKA
(BUSINESS
CORRESPONDENCE)

Pasfien 1. Cypykrypa nucbma
{Lelter Structure}

Jenosoe NHCHMO MEXAYHAPOIHOTO 006paILA UMEET HETKYIO CTPYKTY-
py, onpeaencHubiil Habop PEXBHSHTOR W CTAHNAPTHOS DACHONONCHHE K-
nmoro u3 HuX. [Tonkwil GopMmyasp nNHCbMa MEXAYHAPOAHOIO 00Pa3La HMeeT
CHEAYIOIME COCTAB W PACNONOWCHIE PEKBHINTOB!

{ 1) 3aronoBok {aIpec oTNPaBHTEIR)
(2) Homep mokymenta | (2) Homep aokymenta
(3) Hlata S fara
{4) Creupannibie NOYTORLIC OT-
METXH
{5} ¥Yreaomneniue o KOHPUACHIMH-
ANBHOCTH
6) Anpecar
(7) Yrazanse Ha »Kenareiniocts
O3HAKOMJICHHA
(8) O6pawenne
9) 3aronoBoK K TEKCTY
(16) OcHOBHOI TERCT NHCKMA

_{11) 3amepuwenue nucema (11)3asepiuchye nucoma
| (12) Moanucs (2)Tonmwew,
|_(13) ITomerka 06 ucnonnuresay

(14) Npunoxeine
| (15) Konau mvicsma
L{16) NocTcxpuntym




& Cmpykmypa nucoma

(1) Letter head (Sender’s address)

(2) Reference (2)Reference ...
(3) Date B)Dae T
(4) Special mailing indication
(5) Confidential
(6) Inside address
(7) For the attention of
(&) Salutation
{9) Subject (Re.:)
{10} Body of the letter

11) Close ncClose

(12) Signature (12)Signature ...

(13) Initials of persons in charge
{14} Enclosures

{15) Copies

(16) PostScript (P.S.)

[omeineHHoe HibKe NUCHMO OT YaCTHOFRO Anua M3 Hanun Opurancoi
d)}IpME COOEPKHT pAa yka:;auuux BRHINIE PEKBHIHTOR CTAHOAPTHOMO OCNOBO-
ro neceMa

U Crpyirypa TRHHORO M PAAL APYIHX MOCM Jaeted Ho kuure: A. Ashley. o
Handbook of Commercial Correspondence. Oxtord University Press, 1992,
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Bredgade 51, adpec omnpasumenn
DK 1110
Copenhagen K
DENMARK
{2May20 oama
Ultrasonic Ltd., adpecam

Warwick House,
Warwick Street,
London SW23 1JF
United Kingdom
YRaIAHUE RAY
For the attention of the Sales Manager HCCTAMETOROCTID
Brumaniio menedxcepa no npodaxcom oIHAKOMACHUA

Dear Sir or Madam, obpawenue
Veaxcaemuri/an 2-n/2-ocal

QCHOGROI mexcm

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

I am particularly interested in the Omega range of equipment that
you specialize in,

Hoocanyiicma, Guitinume Mue ORUCanue Keadpadonivx 36yKo-
SWX CHCIMEM, KOMODLIC PEKIAMUPGEATUCE G UIOHBCKOM HOMepe
"Caynd Mawncru". Meus & ocobennocmu unmepecyem obopydo-
ganue "Oxmeca”, na xomopox Ber creyuanusupyemece.

Yours faithfully, iaeepuicnue
Hewpenne Bawa / C yeancerem

(nodnuce)
Brigitta Kaassen {Bpwryrra Kaaccen)




04 Cmpysmypa nucema

1.1. 3aronoBoK, UK afpec oTNPaBUTENA

(Lettor Head / Sender's Address)

3a2roncBoK NYCEMA NOMEMAETCR B RepXHedl 4acTH  JMCTa B
COOTBETCTBHH ¢ paspaboTaHHIM 3apanee MAKETOM. DNCMEHTAMHU 33rotOBKA
ABNAKTCA:

~ hupmeHHLIN 3HaX (noroTrng,

- HauMeHOoBaKRKue (PMPMBI UITH CpranM3alnm,

-~ NONTOBLIA appec,

- aBoHeHTCKME HOMEpa ONePaTHEHBIX CPEACTB CEBRA3W
{renedona, renediakca, TENEKCa, a TAOHE agpHC
INSKTPOHHON NOUTLL).

TR e e RN Ars

Ecnu dupma seaseTcs DUAKAROM, YKa3HIBACTCA OCHOBHAR KOMMNAHMA-
yupeauTens. B HexoTopoix chyvasx B 3aronopox BKAIOUAIOTCA CBEAEHHA 00
OCHOBHOM HamnpaBiicHHH AEATENBHOCTH.

Bo uibexanue meperpysxi cnpaodtoi Hudopmauneil YacTe caene-
rui, Hanpumep aCoHEHTCKWE HOMEPa, HHOMAA REPeHOCAT B HHKHIOW 4ACTh
aincTa.

[puMepoM TaKOTG PACcTONOKEHHA CIIPAROYHON MIGOPMALEH MOXET
CITY¥CHTE MHCbMO 8BTOLY NAHHOTO Y4eOHOro nocolHA OT HCMOAHMTENLHOIO
aupektopa Coseta Mo MeXAyHapoAHOMY oOMeHy YUEHLIMH ¢ cooBmieHnEM o
OPUCYKACHUH CTUNEHAHK MMEHU cexatopa MDynbpaifta Ins MPOXOKICHWH
HayuHo-HeCnenosaTenscko craskuposki B CLIA.
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b
Council for International Exchange of Scholars
May 8, 1995

Dr. Viktor Slepoviich
/o Janet Demiray
Public Affairs Officer
American Embassy
Minsk

ment of State
Washington, DC 20321-7010

Dear Dr. Slepovitch:

_On behalf of the Council for Internationat Exchange of Scholars. { congratulate
you on your selection by the §. William Fulbright Foreign Scholarship Board for an
award under the Mutual Educational Exchange (Fulbright) Program. This Council
cooperateg with the United States Information Agency and organizations abroad in
the a;:lministralion of the Fulbright program for university lecturers and research

ars, .

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

Please read carefully the enclosed materials. particularty the "Terms and Condi-
tions of Award," as listed on page 2 of the grant document. If you have any ques-
tions relating to your grant or program in the United States. Georgene B. Lovecky.
Your CIES program officer {tel. (202) 686-6251]. will be most happy o assist you.

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

We look forward 1o welconting you to the United States and hope you will have an
enjoyable and successful stay.

Sinccrely,

Jody K. Olsen Executive Director
closures

3007 Tilden Street, N.W., Suite 5M, Washington, D.C. 20008-3K9
Tel. 202/686-4000 « Fax 202/362-3442 + Internet: info@ciesnet cies.org

. Affiliated with the American Council of Learned Societies




¥ Cmpykmypa nuchMa

Dupmentblit 620K DHCbMA ¢ 3aroNOBKOM AaeT Sonbluyio undopma
UM © Qupme (OpraHH3auMK). B 3aronoBKe YKa3blBAETCA THN KOMNAHHK
Hanpunsiep, cokpawenne Lfd. (ot Limited fiability) rosopur o Tom, uT0 7%,
komnanus (o6mlecTBO) C OrpaHHYeHHDH OTBETCTBEHHOCTBIO, TO eCTh npi:
OaHKPOTCTBE BAAZEHLIBL KOMIIAHHY WIH €€ YACTH HECYT OTBETCTBEHHOCT:
AMIID 33 TOT KAMMTAN, KOTOPLIA OHU BHeCHH NpH obpa30BaHHy KoMNaHu
Jna kpeAuTOpoR 3TO HPelyNpPEKACHHE O TOM, HT0 NPH GAHKPOTCTBE OH::
CMOTYT MONYMHTS OT KOMNGHWM Jitulb TO, YeM OHA BAANEET, 38 HE NHYHbI
cpeactea pep:karened ee akuul. B CLUA B 3toM cnyyae mcnonn3yercs ad
Spesnartypa Inc. (ot Incorporated). Coxpatienne PLC (Public Limited Com
pany) 3HaYHT, YTO AKUAN KOMNAHHA MOYKHO KYITHTb B OTKPHTONR npoaaxe,

{Tpumepel wassaskil kommannil: Johnson & Johnson fnc.; S
Whelesalers PLC; Hartley-Mason Inc.; Levi Strauss & Co.; Ultrasonic Ltd

Coxpawenve & Co. roBOPHT © TOM, YTO KOMTAHMA RBISETCH RAP]
HepcreoM (partnership) asoux unu Gonee aozeii. Ecam 210 cemeiiHbIil koH-
uepH, nobasnaoT crora Son (CuiH), Sons (ceinoBea), Bros (Brothers) (6pa-
TbA). Y napTHepcTaa MOXKeT OblTh KK OrpaHHueHHaN, TAK B HEOTPAHNYEHHAS
oteeTcTReHHOCTL. Hanpumep, F. Lynch & Co. Lid. win R. Hughes & Son
Lid,

B 3arongBke nHCbMA, HAPALY ¢ MOMTOBBIM aapecoM KOMNAHMM, Yka-
3uiparoTcA TenedioH, (Pakc 1 appec anekTpoHHol nourte (E-mail). Tepen wi-
MH MOI'YT YKA3LIBATLCR (PAMWNHH Npencenareia (Npe3HaenuTa} KOMMaHMY I,
4NEHOB COBETA AMPEKTOPOB.

Npx oTcyTcTKH BRaika AucsMa C HasBasHeM PUPMbL WIH Opratnsa-
LMY aApec OTNPABUTENA NOMELLALTCA B [IPABOM BEPXHEM Yrily CTPaHHLbI,

Ha puc.| npurogstca ofipasusl 3aronoBKoB Ha GraMKax iad nhceM v
akcoeblx coobieHUN MeXIYHAPOAHBIX (PUHAHCOBLIX Opranniaunii (MBJ:
u BeemupHoro 6anka):

10



Letter Struclure 54

i INTERNATIONAL MONETARY FUND
@{? WASHINGTON, 01 C. 20431

/Y The World Bank BELARUS OFFICE
[ INTERNATIONAL BANK FOR RECONSTRUCTION AND DEVELOPMENT
INTERNATIONAL DEVELOPMENT ASSCCIATION

TELEFAX TRANSMITTAL SHEET

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

SUBJECT:

MESSAGE

If you experience problems with this transmission, call us back as soon as possible.
2 Gertsen Street, Minsk 220030, Republic of Belarus
Tel.: (375-17) 226-5284; Fax: (375-17) 211-0314

Puc.1. 3arononku nucem MB® u dakcorbix coobinennii Beempyoro Ganxa.

1.2. Homep aoxymenTa (Reference)

Howmep nokymenra yxasisaerca ana yaoGcrea pabore ¢ Koppecnos-
ZeHunel. Hampumep. npr norydernn nnceMa (Your Ref) 1 npu oTBeTe Ha
THCEMO (Our Ref.). "IT0 COOTBETCTBYET PYCCKHM 0G03HANEHHAM BXOASIIEH H
HEXORAWEH KOPPeCTIOHAEH LN,

Homep nokymenta moxer Gutte undposoil (Hanpumep. 661/17, rac
661 — nopaakonmii HOMEP JOKYMEHTA, a 17 - noMep oriena wn foapatie-
Nehua), Gyxeennmii (nampumep, DS/MR, rae DS - 310 ausvMaIL aBTOPA. A

= HHHUHANG CeKpeTaps), MRH cMewatol, Gyksenno-umdporoii (our
ref.: mb/AP/101).



2 Cmpyxmypa nucsma

DONALD & SONS, INC., )
XRXXNXRXKKEXNKRAKKK ;

i
Our Ref. 221/1 -

1

November 12, 2000

1.3. Ratra (Date)

Jata yxazslpaeTcs NOA alpecoM OTNPABMTENS B NPABOH WIH Jteroii
MACTH cTpahnilbl. Hioraa mexcy aaroit u aapecom oTnpaeutens mponycka-
ercs cTpoka. Ecnui uMeerca Onani HpMsl ¢ anpecoM, aara Tamke obuiuHo
YKa3bIBagTCA B MPABOM YTty CTPAHMUbL.

Mecall B AaTe He chclNyeT nucath B BHAE YKCIa; Hanpumep, 11.01.93
osnavaer 1 ausapa 1993 r. 5 BennkoSpurannu u | noadpa 1993 r. s CLIA,
He cremyer Tamke cokpaliaTh HazBaHHe MeCsla, Harpumep, NOV. BMECTo
November. 310 Birnaaut HebpexHo. He Tak cnokHO HANKUCATE NORHOCTLIO
IATY, ¥ TOTAZ BALUIE IUCHMO HE 3ATEPACTCH H NONAAET B HYKAYIO Naniky.

YacTo B NOPANKOBBIX UHCRHTENLHLIX Ofyckaercs 'th' nocne umcna.
Hanpumep, 24 October Bmecto 24™ October. MHOMIa Ha3Banue Mecsua cTa-
gutca sravane: October 24. J1o aeno suiGopa, HO HEOGXOAMMO NpUIEPKH-
BaThCA KaKOH-TO oaHOH (hOPME! HAMMCAHHS BATel,

RIEGLING BROS. LTD.
KAXRXXXXNKKNIAKK XX

t March 2001

1.4. CneunanbHbIe NOYTOBLIE OTMETKW
(Special Mailing Indication)

Ecnu nAcLMO nockLiaeTes He 06uivHON mouToit, 06 3TOM MOKET GLITS
CAERAHO CNELHANLHOE YKA3AHHE NI0A CTPOKOH ¢ AaToH, HanpuMep:

12



Lelter Structure 04

R

January 10, 2001
EXPRESS MAIL

1.5. Yeeaomnenue o koHpuaeHyuwansHocTr (Confidential)

HanHoe YBEAOMAEHHEC O3HAYACT, HTO NUCHLMO MOXET ObiTh BCKPLITO
TOALKO RAPECATOM MITH JIOBEPEHMLIM AHLOM. 3anHch AenaeTcs NOA AAToH
HITH aJpecoM, a TaXXKe HA KOHBEPTE.

January 21, 2001
CONFIDENTIAL

1.6. Appecar (Inside Address)

Anpec RonyJarens yxassidaevcs MOA AApecoM OTAPAaBHTEAS HA Rpo-
THBOTIONOXHOH CTOPOHE CTPARMLRL,

AnpecHble CBENeHHS VKA3LIBAIOTCA B TOH ke NOCNCAORATENLHOCTH,
9TO M HA KOHBEPTE, HANIPHMED:

Prof. Priscilla S. Rogers,

School of Business Administration
University of Michigan

Ann Arbor, M1 48109-1234
USA

Ecau uma u panusng aopecama u3gecmnst, OHM (BMECTE ¢ BEXAH-
Bo#i PopMoti 0GpaLleHNA WiTH 3BAHMEM) YKAIHIBAIOTCS NEPEl 2APecom;

Mr. LE. Snsith wim Mr. John Smith. a ue npocto Mr, Smith
Cymecrsyior cnenyroive sexanesie Gopust obpalenuns;
Mr (¢ Toukol nin Ge3) xak COKpalleHre OT mrisfer NpH OBpalleHHH K

MyXunHe;
Mrs. TIPU ODPaILCHHU K 3aMyHCHEH KENUIHHE;



& Cmpyxmypa nucoMma

Ms moxer ynotpeGnaToca npu obpalieskn kak K 3aMyskhell, Tak 4
He3aMyxHeil eHuIHE;

Messrs xak cokpatlienune ot (pamitysckoro Messieurs ynotpebnaercs
npu ofpalieHnn K ABoMM W Gonee myxyuHam (Messrs P. Jones and B.
Parker) vunu B HazBanud dupMet (Messrs Collier & Clerke & Co.).

Cyuwectayer uensiii paa crnelyansiutx dopm ofpaluennil, xotophle
BKMIOYAIOTCA B anpec, HanpHMep yueHbie, MEAHLMHCKHE H BOEHHbIE 3BAHMA
{B 3TOM Cciyuae oun ynoTpebnaoTcs evecno Mr, Mrs, Ms),

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

Ecau umn adpecama Heu3Gecmyig, MOXHO HCTIONL3OBATH €10 AOMK-
woctb B dupMe (The Finance Director, The Sales Marnager). Eciin usBectHO
Jinib Ha3saHue GUPMBI, MOXHO alpecoBaTh MHCLMO Ha ee UMa: Soundsonic
Ld.

O6patuTe BHUMAHKE Ha PeKOMEHAYeMbIll MOPANOK HANMKMCAHUA anpeca
ROJYYATeNA;

Haspanwe noma waK 31aHua

Homep aoma H Ha3RaHWe YAHILL TPOCIEKTA U T.I.
Fopoa v cro noutossiil wHACKe

Crpana

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

B nekotopkix esponeiickux aapecax (8 Tom uucae, s crpanax CHIN)
HOMEP IIOMA CTABHTCA NOCHE Ha3BaHus YAuibl. He HYXKHO nepecTarnsTh ero
ne ofipasuy CIHA u Beauxobpurasim:

Agentwra Caroling
Atberiov 7

128 60 Prague 2
CZECH REPUBLIC

14



Letter Struchire B4

4.7. YKa3aHUe Ha XeJaTeNLHOCTL O3HAKOMNEHUS

For the Attention o

. VkasaHue For the attention of 03Ha4aeT XKeNaTENLHOCTE O3HAKOMIE-
HHA ¢ COACPKAHNEM AHCLMA, BAPECOBANNONG OPTanHIaiiN, KaKoro-TO ofpe-
neAeHHOTo Jala. OHO MOXeT ObiTh HEODXOUHMO B CyYadX, Koraa oTnpaBH-
Teanr He ofnamaeT nonHof wadopmauneit o6 agpecare. ObuvHO Takoe yka-
33HKE TOMELUACTCA NOR BHYTPEHHHM aapecoM;

International Industries Lid.
1-5 Greenfield Road
Liverpool £.22 OPL
UNITED KINGDOM

For the attention of the Production Manager
[coxpautennuiii sapranT: Attn.: Production Manager]

1.8. OGpawmenue (Saiufation)

OGpaitieHue, KOTOpoe SBAfETcd Taicke GopMoil NpUBeTCTRUA, HOMe-
WABTCA NOA BHYTPEHHHM aApecoM Ge3 OTCTYNa OT Neseli rpaHnubl TEKCTA.
Kouxpernan $popma obpaluerus 3aBHCHT OT anpecara:

Dear Sir: {VeaxaeMmuiii rocnofuu!) — Apy oOpaleHiW K MY@YHHE,
AMA KOTOPOrO BaM HEHIBECTHO.

Dear Sirs: (Veaxaembie rocnioaal} —~ opu o0palleHHY B OpraHH3aLHIO
($rpmy).

Dear Madam: (Y saxaeMad rocfiowal) — npy oBPALIEHHE K KCHILKNE
(3eMyxneh wn HE3AMYKHET), MA KOTOPOH BAM HEW3BECTHO.

Dear Sir or Madam: (Yeaxaemblivas rocnofud/rocrioxat) — npa of-
Pallienny k wesioneky, VMs H IOA KOTOPOTO BAM HEW3BECTHDI.

Dear Mr. (wam Dr., Prof) Smith: (Ge3 viHutaios WIH HMEHH) —~ NPH
obpamenmn k nenosexy. (amMINiAg KOTOPOIO BAM H3BECTHA.

Gentlemen: (Tocnonal) — npy obpalienny e opraunsaumio (pupmy) B

.



B Cmpykmypa nuceMa

1.9. 3aronoBok Kk rexcry {Subject)

B 3arofioBre K TEXCTY iIHCBMA 0AETCH €ro KPaTKOe B TOUHOE HA3B:-
nre. OH noMernaeTes nocne o0palieHns « ApecaTy ¥ OTKPLIBASTCA CNOROY
"Subject” unm coxpamenuem "Re." (ot "regarding”, "oTHOCAWMIACH K"), Ha-

npuMep:

Dear Mr Thomson:
Subject (Re.}): New Enrollment Rules

1.10. Texcr nnucema {Body of the L etter)

TexeT nuckMa pasOueaerca Ha ab3ausl, OTAENASMBIE OHUM CTpOU-
HuM npobenoM. B uavanpiom abzalie peKOMEHRYETCE WIROKHTH CVIHHOCT
npolsieMbl MAH ONPEASTHTE COCTORHHE AN, @ B 32K0UNTETbHOM — TI0/BeC -
TH HTOT ¢ YMETOM W3A0XeHHON Bhiwe undopmaudv. Ecnu cyTh Acnosor.
nuCLMA NpocTa, oo odopmngetca B BHZe oaxore abzaua. B Tex cayuas:,
KOrAla OTNPABHTENE 3aUHTEPECOBAH B cKopelilleM OTBeTe, TEKCT 3aBEpILAe: -
¢ cooTBETCTEYIOWEH npockboii: "l am looking forward to hearing from
you soon"’.

1.11. 3asepwenne {Close)

Ecnu nuceMo nauunaercs ¢ Dear Sir, Dear Madam, Dear Sir o+
Madam (To ¢cTh Ge3 yKazaHHa WMEHN), OHO 3AKAHYKRASTCS CACBAMH YOUur:
faithfulty, mocne xoTOpHIX HWKE cneXyeT NOANMCHL OTIPABHMTENA M el
CTPOUKOH HUKE — UMA W PAMUTHA OTAPABUTENA.

Ecnu nuchmo Hauntdactes ¢ Dear Mrs. Robinson, Dear Prof. Swales - -
OHO 3aKaH4YHBRETCA CnosaMu Yours sincerely (Sincerely yours). B CIIIA na-
*e oHluAanLHble THCEMA HHOMIA 3aBepwaroT cnoBaMu Yours truly (Trul
yours), TIUCEMO HENPUHYXACHHOTO CTUIA MOKNHO 3aBEPLINTE cnosami Bes:
wishes unu Best regards.

16



Letfor Structure B

e

1.12. Roanucek (Sianature)

Jina AoanucH ofLMHo OCTABNAIOT TpoGen B 3-5 CTPOUHBIX HHTEDBA-
nob. TlomuMo coBCTBEHHO TNOARNCH, B BROK BXOANT yKasanke MMEHH H da-
MEJIHM aRTOPa COOBIIERNA, €TO NOMKHOCTH WITH 38aHUN, HANDUMER:

Yours faithfully, 1701 Yours sincerely,
{moamHcs) {noamuce)

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

Huorna B aenosoii nepenucke neped nodnuceio crout abopepuatypa
p.p. (ot "per pro” - "for and on behalf of* — oT Umery, 3a). Cexperapu vacro
CTABAT 3TOT TePMHH, KOrla NOANHCEIBRIOT NHCEMA OT HMEHY CBOMX HAYaNkL-
HEKOB, Hanpuamep: -

“Yours faithiully,
(noanucs Mary Thomson)
p.p. 1. Mill
Managing Director

1.13. NomeTxa 06 ucnonauTennx

{Initiais of Persons in Charge)

IMomerka 06 WCNONHKTENAX B BHAE WHHLHANOB 4aCTO UCTIONbL3YCTCA B
KPYNHLIX KOMNAaHUAX H OTAeNaxX MR COXpaHeHus WHPOPMaUUH O TOM, KTO
KOHKPETHO M3 COTPYAHHKOR COCTARIAA W Habupan TtekcT. UnHuMans! cocta-
BHTENR ficuaTaloTcs MPORUCHbIMK OyKBAMH, 2 MHHUAANG MAIHHHCTKH HAK
OnepaTopa — cTpoYHsIMA, HanpuMep: MM:pd; CIR/ur.

Eciu nucbMo COCTABNANCSS U NMEYATAAOCE OAHUM AHLIOM, JOCTATOHHO
YKazaTe ToNLKO HHHIMANE MAHHHCTKH (OnepaTtopa).

17



B Cmpyrkmypa nucLMa
1.14. Npunoxexuns (Enclosures)

EciiH K MACBMY MPHIAraoTes AOTIOMHATENLHLIE MATEepPHANLL, HAanpH-
Mep, MPOCAEKTH, NpeHCKYPanTsl M T.H., B KOBHE NWcbMa (B HWKHEM NeBOM
yray) of 3Tom nenaerca rnometka; Enclosures (mnu cokpaluennas dopma:
Enc., Encl) Ecv 370 pS3 JOKYMEHTOB, OHA MOTYT BbITh NepeyHcaeHb:

Encl.: 2 120))7] Enc.: Applicaticn forms (2 copies)

1.15. Konvu nucnma {Copies)

Konun 0ZHOM0 NUCEMa MOFYT PacchiNathCs HECKOABLKAM nuilaM. TTpw
3TOM ACMAETCA NOMETKA .0, {carbon copy). Hanpumep,

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

B Tex cnyuasx, xoraa mHGOPMalNA O PACCHLINKE KOMMIL, O MHEHHIO
OTTIPABHATENA, HEWCAATENLHA, HA BHELUHEH WCXONAMEH KOPPECHOHACHUKM
OHa OITycKaeTced, & Pa BHYTpeHHell gaetca ¢ nomeTkoil b.e.c. (blind carbon
copies).

1.16. NocTckpunTtym (PostScript = P.S.}

TlocTckpHATYM — AONONHUTENBHAA HHGOPMAUNKA B KOHLE MUChMA, 10
KaKIM-THGO NpHYUHAM He BKAIOYENHAR B OCHOBHOI TekeT. OHa paimeluaet-
€S BCErNa KaK 3aiIOUHTETLHbIN CTPYKTYPHLIH 3NEMEHT NHCLMa ¢ OTCTYNOM
OT MPEABLIAYILErO WIEMEHTA B 2-4 CTPOTHLIX wHTepBana. Hauano nocrexphn-
TYMa oTmedaetca abbpesnarypoll "P.S." TIpu noAroToBKe TEKCTa HA KOMIB-
HOTEPe NIEPEKOMNOHOBKA TEKCTOBLIX GNOKOB HE NPEACTABAAET KaKUX-THGO
3aTpy/iHEHHH, MOITOMY NOCTCKPUATYM B JENOROH Nependcke UCnoAs3yeTcs
cxopee AN Toro, 4robhl NMWNHKA pas NONYepkHYThL Haubonee Baxnylo ne-
Tanb coofileHus.

Hixe naetca obpaseu DENOBOTO NHCbMA, B KOTOPOM COAEPMMTICA OT-
BCT HA NpHBEACHHOC B CAMOM MAyane NUCLMO OT KNUCHTA M3 H&HHH. Oﬁpa-
THTS BHHMAHWE HA CYPYKTYPHBIE DIEMEHTEI MHChME H OTKPBITYIO NYHKTYa-
LIHIO, YTO CYMTAETCS HOPMOH.

ig



Letter Structure B4

ULTRASONIC Lsd. '
Warwick House, Warwick St., London SW2 1JF
Telephone {081) 566 186! Fax (081) 566 1385

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

Date: 1T May 200_

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

't Dear Ms Kaassen,

Thank you very much for your enquiry which we received today.

1 am enclosing our catalogue and price-list for the equipment you said you were
interested in. 1 would like to draw vour attention 10 pages 31-35 in the catalogue
where you will find full details of the Omega range.

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

Yours sincerely,

Kay Reynolds (Ms) .
p-p- D. Sampson

Sales Manager

Enc.

TlepeBog TEKCTOBO YacTU AUCHMA;

Bﬂamnapum 34 3AMPoC, KOTOPLIA MbI CEROAHA BOMYHMAH.

Nockinato naw karanor u npefickypanr obopynosanus, xotopoe Bac uxre-
Pecyer. Xoten 6w o6paruts Bame sanManve sa crpanntnt 31-35 katanora,
TZe Bui watinere sce noapoGrocTy oGopynoranns "Omera”.

ByXeM u B gannuciiviem paast mobeiM Bawssm 3anpocam. [iokanyiicra. 06-
Patgaitrecs k Ham.



E CodepxaHue U CMile NUCHME

B mocaenuem ofpasue nucbma JaHHOTO pasilena umeroTea noda-
BOUHBIE JNEMEHThl NENoBoiH nepenuckd. Hasopure Kakapi u3
HHX.

UVLTRASONIC Ltd.
Warwick House, Warwick 8L, London SW2 [IF
Telephone (081) 566 1861 Fax (081) 566 1385

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

Date: 11 May 200 _

Ms. B. Kaassen
Bredgade 51

DK [110 Copenhagen K
DENMARK

Private and confidential

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

1
1 am sorry to sce that, despite several reminders, you have not yet paid the above |
mentioned invoice. Unless, therefore, the account is cleared within 14 days of the ¢
above date, I shall have no alternative but to place the malter in the hands of the '

solicitors. i

Yours sincerely,

Kay Reynolds (Ms)
p.p- 1. Sampson
Sales manager

Paszpgen 2. CogepxaHue u CTHNb NKUCbMA
(Letler's Contents and Style)

2.1. Pazmep nucbma (Letfer Size)

PazMep nMuCbMa 3aRUCHT OT ero teMbl. TlpasuisHO BHIOpakKbIi pas-
Mep NHCHMA COASPMHT HYxHbiH 06bem nadopmauru. Hanpumep, npu oTee-
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Letter’s Contents and Style 18

R

e Ha 38npoc MOxKHO BLIGpaTL cnenytontuii pasmep ndcbMa (YkasanHble B
KkBAIpaTHBIX CKoOKax HoMepa GNOKOB MUCHEMA KOMMEHTHPYIOTCA B CAEAYIO-
meM 33 3TaM nolipasznene 2.2 «llocTpoeHte nHcbMan )

—
Dear Mr Brown,

Veancaemuilr 2-1 bpayn!

in Thank you for your enquiry of 3 November.
Brazodapum Bac 3a sanpoc om 5 wosbpa.

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

Borcvtraes Bant wawe sumanil kamaroe u npelickypanm, 20¢ But natideme
nedpobryw undopsatiuio o rondonckux yenax c.i.f. fcost, insurance and
Jreight — yena, srMGUAIOUan CIIOUMOCHb, PACXO0L NO CMPAXOSAHIG U
dipaxm}, cicudcax u damax docmagxe.

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

Xoms et camu yeudune, umo Mot APLONAAeM WHDOKUE ACCODMUMERIn
wacos, xomeroce Get obpamume Bawe enunanue na cmp. 23-28 u 31-36
Hauie2o KamAroea, 20€, NA HaM 6324R0, narodumen mo, ymo nauboree
coomeemcmeyent unmepecyioujesmy Bac punxy. A Ha cmpanuije 25 Bet
Yeuoume nauiit ROCTEORNLE MOJRAY HACO8 HA YENOYKE, KOMOPbE celiuae
GXOORM 8 MOGY KaK Y MYNCSt, MOK 8 NCEHUUN,

[4] As you are probably aware, all our products are fully guarantced and
backed by our world-wide reputation.
Bawv, oueeuouno, H3Gecmuo, 4ma 603 HAWA NPOOVIYLA TAICCH NOANVIQ 20~
POHMLIG 1t ROABIYRMER perymaynell 60 éees smupe.

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

Eeau Bam weobxoduma Karaa-nudyov OORONRUMERbNAR UNQODMALUR,
roxcanyicma, obpatyaiimecs x nam. C ventepnerues wdem Bawezo exa-
Pozo amgema.

Yours sincerely,
Hexperwe Baw,
—— e
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B cosepxanue u cmums nucema

2.2, NocTpoenue nucbma (Letter Composition)

l'lpuseneﬂ HOC BbILIE MHCLMO COCTARNSHO NC CNENYIOLIEMY [N1aHY!

610k 1 — noATBEpAACHHE TIONYHEHHOTO 3aNpoca;
67102 — COOBIIEHHE O BEICHITAEMBbIX BMECTE ¢ TTHCBMOM KaTanore H
nipeii ckypaHTe;
610k 3 — ofpalicHHe BHHMAHKA T-Ha DppaHAa Ha Yachl, KOTOPEIC €r0 HHTe-
PecyIoT, a Takke Ha NOCNEAHHE MOICITH;

4 — ynoMuKasye 0 rapaHTMH K penyTaLAR;
6/i0k, 5 — npurnauiente K TanbHEHLIHM KOHTAKTAM.

fepeuriz 6aox (ab3an) ABNACTCA BAKHBIM, NMOCKONLKY OH 3aAaeT TOH
TIHCEMA U HAET BOIMOMHOCThL HHTATENMO COCTABHTL NPEACTABIEHHE O BAC M O
Ballel koMnaHuu.

O6uMto B neppoM ab3aue G1aroNapaT aapecaTa 3a ero MACLMO (eCnH
3ITC OTBET Ha 3anpoc), NPencTaBAMIOT CBOK $UPMY pu HEOGXOAMMOCTH, CO-
of1aI0T 0 Lenn NHCLMA!

Thank you for your enquiry dated 8  Lrazodapunm Bae za nticomo om 8 wons,
July, in which you asked us about our ¢ xkomopom Bu unmepecosanuce na-
range of cosmetics. As you have WUM  ACCOPMUMEHRIOM  KOCMEHIUKH,
probably seen in our advertisements Kax Bam, seposmuo, uzeecmuo uz na-
in fashion magazines, we appeal to a well peKnaMbl 6 MYPHARAxX Mod, Mbt
wide age group. oGpaaeMca Kk WUporoll eo3pacmuol
apynne.

Cpedunnsie baoxu nipencrasnaior cobolt OCHOBHYIO YacTh NHcbMa. B
HHUX H3NOXKCHO TO, YTO HeoOXooUMO COODIIHTE — OTBETH Ha TTOCTABJIECHHBIEC
BOMNPOCH, ONPEACACHHY0 HHPOPMALAIO HAH BOTIDOCH], KOTOPBIE HYWHHO 3a-
HaTh KNHEHTY. 3AECh BAXKHO TINATEALHO CIUTAHMPOBATH COACIHKAHME ITHX
I5.111.'!!]((‘.']?., ACHO W U€TKO WINOXKHTE €70 B JOrHYecKoh nochHecAoBaATCNBEHOCTH.

Jarmogumensnumi 6:10x (ab3al) BNIOYAET c1oBa GHArcGAAPHOCTH 32
NMHCLMO (€CH 3TO He OblIc CAENaHO B NEPBOM al3alie) H NPUTNalUeHHe K
AanbHEHWeMy COTPYAHHYECTBY. MOXHO TAKCKe KpaTKO NMOBTOPHTH OCHOB-
Hbi€ MOMEHTBI NHChMA:

22



Letter's Contents and Style  [B

e

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

e msins - mspsrge -

Ewye paz cnacubo 3a mo, ymo Bot wam
nanucann.  loxcanviiema, obpawyaii-
mecs, ecau Bac uumepecyem donoany-
mershan undpopmayus. Kpamxo nodm-
MONCUGAR  OCROGHRE MOMEHMb, XOWY
HANOMHLNG, MO 00CMAsKa OCyuiecme-
AREMCA ¢ MeEyeHie Wecit Hedeny nocre
ROAVURHUR 30KAT, O ORAAMY HEODXOOU-
MO cleramob GauKoecKuM nepevuCient-
eM. C nemepnenuem Xcdy Bauiezo cro-
pozo omaema.

- 2.3. A3k u cTunb (Language and Style)

flpocmomga. Jlenosas TepenHcKa 4acTo CTPamaeT YCTapeBlUM M
TPOMO3AKAM CTWIIEM HTOWEHHA, MTO YCHOKHAET TOHUMAHHE OCHOBHOH
Mbiciu. Crapaiiteck nHcaTs npocmo.

Hmke naetcs ofpasen HanMcaHKHOrO NPOCTHIM CTHAEM MHCbMa-
IBBHHEHUS 33 HECBOCBPEMEHHYIO ONNATY BRICTABICHHOTO CYETA, BbI3BAHHYIO
00BEKTHBHON NPHYIMHOK, K KOTOPOMY NPHIAraeTCs HeK Ha HeoGX0AHMYIO
CyMMY:

ﬁm Mr Craig,
Lam replying to your letter of 15 July

Yeancaeswii 2-u Kpetiz!

Omeeuaio wa Bawe nucomo om 15
oA ¢ npocvboli paccuumamsen 3a

asking us to clear our June balance.

Lapologize for not scitling the account
Sooner, but due lo the unfortunate
death of Mr. Noel, our accountant, we
were not able to seitle any of our out-
Standing balances.

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

Yours sincerely,

e e i
T —— .,

HIOHb,

flpunonty useunenus sa Hececeepe-
MENNVIO ORRAMY, HO U3-30 KOHALHbE
nawezo Gyxzazmepa a-na Hoan mw
He CMOZRU 3anRamumes Hu no 00ROMY
HPEALRAREHHOMY CHemy.

fTocowaen Bam wexe wa cymmy 3620 u
RPOCHM RPUHRMG HOWMY NIGHNENUR 30
npuvusennoie nevdobemea.

Hexpenne Baw,
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& Codepxanue u cmunb nucsma

Bexcnucocms, Hpocrorra H3N0KEHHUA HE IHAYUT, OAHAKO, HTO MOMH

npeHeBPErarTh BEKINBOCTLIO. CHHILIKOM KpaTKoe H MPOCTOS MHCLMO MOXE!

oKasaThea rpydbiM;

Dear Mr, Rohn,

I have already written to you concern-
ing your outstanding debt of $590. This
should have been cleared three months
ago. You don't seem 10 want to cooper-
ate in paying us, and therefore we will
sue you if the debt is not cleared within
the nex! ten days.

Yours, glc.

Yeancaesmutit 2-1t Poul!

A yvxce nucar Baw wacwem Bawezo

doaza ¢ pazmepe $590. Ezo uyxcno 6u-
20 nozacume mpu secsya nazad. Ka-

xeemcA, Bol e »yceraeme ¢ Hamu co-
MPVORUYGNTD € SoiHAame doR2d. 8 CanzH
¢ wear woi Bac npusaeven x cvdy, ecau
dosz we Gydem nozauten & mewenne
Omiryeatiuinx decanti dxell.

Baw, wm.a.

To #e MuceMo Gnaronaps CTHAMCTHHMECKAM DPHEMAM BBICTALUT Go-

nee BEKJIUBBIM (MCTIONB30BAHUE CNOMHONOAYHHEHHLIX, Gonee AMUMHHBIA
RpeanoXeHtit ¢ colo3aMu;, ynotpedneHue KOHCTPYKELIAH NAacCHBROTO 3anora
BMECTO AKTHBHOTO; HCTIONBLIOBAHKE MONHBIX rpaMMaTudeckux dopm BMECTO

COKPatUEeHHRIX ):

Dear Mr. Rohn,

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

Yours sincerely,

Veaxcaesurit 21 Pou!

Obpaumo Bawe cnuasanue na nucemo

om 1) oxmadpa, ¢ komopam Bac npo-
ciutn nozacime doxe 6 pamepe 3590,

wtieafiquiica 3a Bamu ¢ wonn. flo- !

cxoroxy Be

we oOomeemuaxw na mo .

RUCHOMO, MHE HUYER() HE OCMAECMCA, KaK |
nepedame deno adgoxamam. Mue, 0d- .
HAKO, B2CHMT HE XOUERICR MO DERGMY,
u A npedocmagtno Bam donosnumens-

Huwil  decamudnecunti  cpox,
PACCHUMAMbCA NO dor2aM.
Hexpenue Bow,

umobot

Hciocms. Baut kOppecnoOHAEHT ACMKEH TOYHO TIOHHMATh Hamucan-

woe Bamu. Hcnonesyiite Tonbio Te aG6pepuaryphl, KOTophie ABNSIOTCH 06
WENPHHATLIMH U NOHATHEIMK 80 BCeX crparax. Hanpumep, c.i.f. (cost, insur-
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Letler's Contents and Style 12

———

ance and freight) nmu f.o.b. (free on board) meectHbl Beem, KTo 2aHUMaeTca
mexAYHAPOLHOR TOProBNei, W OHN Baxe NPOH3HOCATCA OAHUM CJIOBOM, 3 He
1o Gyksam: cug u Hob.

BynbTe BHHMATENBHBL ¢ uuchamu, B CHUA # BemikoOputaHuu Touka
oTRenser Uenoe OT AeCATHUHOH Npobu (8o Opanumun 1 Poccun, Hanpumep,
ANA 3TOTO MCNONb3yeTca 3anatas). 2.345 — 1IBe URNLIX H TPHCTY COPOK TATHL
mcadfbix (8 CLUA W BenmkoOpuTanim) 1 iBe ThICAIH TPHCTA COPOK NATH (B
Poccan 1 cTpanax CHI).  naoGopor: 10,245 — necaTh Thicst ABECTH COPOK
mate (B CIIA # BenuxoGpHTanun) U DecATh UENBIX H ABECTH COPOK TATH
teicayssiX (B Poccuu u ctpanax CHI).

Tounocms. Bynbie TOUHBI NPM HANHCAHMH AQMKHOCTH W 3BAHHR B
agpece d MpUBeTCTBHA. ECnu BR HE yBEpeHBl, KAKOro Moja Ball afpecar,
sydame sanucatt Dear Sir or Madam.

[Tpu oTBeTe Ha nHCvMO 00A3aTENbHO HesialiTe CCHUIKY HAa NOAYy4YeH-
HY0 KOPPECTIOHAEHIIMIO,

He pormyckaitre neTouHoCTEH B YKa3aHHHl LigH, pasMepoB, Beca H Apy-
THX CHELM(HKALHIE,

TlposepeTe Hanuuue Bnoxernil (MPHAGHKEHNH), ECAH B KOHLE TTHCHMA
Bl nocTaanmi "Encl.” (Enclosures).

KoRTpoAsKEle BONPOCHI H 3313HHA

. OsHakoMmBUIKCL CO CTPYKTYPOi MHCBMa H obpa3uaMK nuceM Mex-
IDyHapoadoro ofipasua, nHaGpocaiite Ha JncTe SymMard peKBH3HTBI
NECLMa B NopAAke HX cnenosaHua. Jlaitte avrnuiickue 3kBHBanen-
ThI HazBsaHuii peksH3nToB, TpoBepbTe cela no TexcTy pazaena 1.

2. Hazosure OpuTaHCKHil 1 aMeprKaHCKUll HKBHUBANCHTE pycckod ab-
6GperuatTypst OO0 (061ECTEO ¢ OPAHHYEHHOK OTRETCTBEHHOCTHIO).

3. Kak B Ha3BanMu (UPMbI OTPAKAETCS TO, 4TO OHA NPEACTABNIAET CO-
Ooit napraepcTeo IBYX Wi Gonee monei?

4. Yro ykasbiBaercs B 3aronoBKe nuckMa?

5. O ueMm rosopHT HoMep JoKyMeHTa?

6. The u Kax ykasbiBaeTcs AaTa MHCbMa?

7. Kax nuwercs BHYTpeHHHI aapec (aapec nomyuarena)? Kakue newx-
NaBsie Gopmel abpallieHns (W B KakHX CAYYaAX) YkaspiBalwoTcs ne-
Pex damunuii anpecara? Hanumure npoussonbHLIR BapHauT aape-
€a nonyuareas & CILA, BennkoOpuranun, KaHaae, oanoit ua crpan
Esponua,
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8. Kak HaumHaeTcs M 3aKaHYHBACTCA TMHCLMO, €CAH QAMWIHA M i1y

aapecara 88M HEH3BECTHBI?

9. C xakoft uenuio Ha caemytomelt cTpoke nocne oGpamenns CTaBH: oy
cokpawexre Re: v uro oxo 0GosHauaet?

10. Yte nmimerca 8 vavanbHoM ab3aue muchma? Haifre ceoki BapHiuy
HayansHOro afsalla MuchbMa, KOTOPOE BRI MULIETE B OPraHM3aling
no MexAyHapoaHoMy ofMeHy cTyZeHTamu ¢ npockboit coofumuim,
BAM YCJIOBHA Y9acTHUA B NTPOTPaMMe JNETHEro obmeHa W BO3IMOXHO-
¢t nopafoTaTh B neTReM narepe s CLLIA?

Paznen 3. Buae! nucem (Types of Letters)

3.1. 3anpocw: (Enquities)

Huxe noMenieHbl HECKOMLKO BHIIOB NMHCEM-3aNpOoCaB,

KpaTkwii 3anpoc:

Dear Sirs,

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

Yours faithfully,

Drear Sirs,

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

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

Thank you.
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... Brazodapio Bac.

Yeamcaemue zoenoda!

Hoocanviiema, evtutrume sne Baw -
CEHHUE KAMaNoZ ¥ npeficxypanm ¢ yen.r-
mu c.u.gh. nopma Taep. Brazodapio Bac.

Hewpenne Baw,

Yeaxncaemeie zocnoda!

A 6t xomen nosyuums unopmayuic 0
Bawux xypeax awemuiickoso  Asbikl.
KOMOP6ie HAUUNTIONICA 6 WORE C.2,

Hoocanyiicma, eviuhume Mue npe-
crexm, PACHeHKN u unopMayuio 7
pazmenjenun @ Jlowdone na nepuod
wore no dexabpe. Ectu amo gozmon -
HO, A Obl XOmen dHenmb 6 aHamuilen:
cemoe. :
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3anpoc npeacTaBuTens PO3HUYHON TOProBNw
3apyOenHOMy NPOM3BOAUTENIO!

B, Cottwold & Co. Ltd,

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

Satex S.p.A _ Your ref:
Via di Pietra Papa Our ref: C 351
00146 Roma
ITALY 6 February 200_
Dear Sirs,

We were impressed by the selection of sweaters that were displayed
on your stand af the "Menswear Exhibition” that was held in Hamburg last
month, :

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

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

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

Yours faithfully,

e 1 b e

L. Crane
Chief Buyer

b,
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3.2. Oreetsl Ha 3anpockl (Replies)

B oTeeTE HA 3anpoc NOCLURAIOT NUCbMA, COCTABICHHBIC NO CNER} :)-

HieMy MmnaHy:

Havuano, OGpaTutech K KIHEHTY Mo KMeHN. ECNi KNHEAT ROAMHCLicy
Mr B. Green, nainure THCEMO ¢ Dear Mr. Green, a e Dear Sir, 4T0 031:a.

9an0 Obl, 4TO BbI HE NOMHHTE €10 HMA.

MoGaaroaapkTe apropa nuckMa 3a cAenaHHui 3anpoc. Ofs3arentio
YROMAHHTE HATY TIHCHMA KIMHEMTA H HOMED HOKYMEHTA!

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

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

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

... Brazodapum Bac 3a Baw 3anpoc om
wronn 1997 2., @ Komopon eel BHMED -
cyemeco...

EBrazodapusm Bac 3a nucomo NJ 169..
KOMOPOE Mul. HOTVMURl CC200HA Y
POM....

.. xomes 6w nobrazodapums Bac 1.
sanpoc om 10 man. Mue npuamuo ¢
obugume Bas, amio e cvozau Bw
cmaetimy Bax...

Hodmeepycienue 2omognocmu oKazams HomMows. KaK MOXHO chr
pee AaiiTe MOHATH KAWEHTY, MTO Bbl B COCTOSHHH NPENOCTABMTL ampauti-

BACMYIO YCITYTY.

... We have a wide sclection of sweat-
ers that will appeal 1o all ages, and in
particular, the teenage markel which

you specified...

I am pleased to say that we will be
able to deliver the transport facilitics
you require.

28

Y nac umeemca wupoxuli eahbop ceti
mepos OAR 6cex GO3PACIOG, U G YacnHt-
HOCHIY, PACCHUMANKBIE B HOOPOCMKG"
Gl PUIHOK, KOMOpPoiii Bot ynomswys...

Mye npuamo coobujume, uwmo
choxcem  obecnevume  neobxoduMun
Bam mpancnopmuwie yoryau,
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Hpodguicerue sawiezo moeapa. Bol A0WKHb YOeAUTb CBOETO KNHEHTA B
RPCHCKTHBHOCTH JEOBEIX OTHOLLICHRI ¢ Baleit koMNanuei. Henocratouno
AL COOGLINTE, YTO Y BAC HMEETCA MCKOMbIH ToBap. BO3MOXHO, KTHEHTY
NOHRACOHTCA CHENaTh ¢ ASCATOK ApYrux sanpocos. Hanuunre o cBoux npe-

AMYMISCTBAX H FapaHTHAX:

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

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

bt s it i a0 4 L - . e mee

Mur cuumaem, wmo Bw coerany omauynoiii
6uib0p, OCMANOSUEIHICE HA SO AUNUL, 1
rax morero Bu yeudume obpasybl, Mo
yeepenu, wmo Bu cozracumecs ¢ ee yiu-
KABHOCHbIO Kar NO armype, max u Ho
yeemy...

Mowcem 2asepums Bac ¢ mos, wmo Omeza
2000 & nacmonujee gpema  AsARenica 0o~
HOME U3 COMDX AYYULHX MOUUN Ha POIHKE, U
HAW  YEePEHHOCHE  NOOMBepICOaemcs
ApeSoCMasnAemMoll  Hami capanmueit na
nAMs AeM....

Ipeonoxcenue ansmepramusioix eapuainos. Llpn oTcyTCTBHR 3a-

npaMBaeMoro Toeapa (YCNyrH), €CIH ¥ BaC CTh AIbTEPHATHBLLIH BapHaHT,
NPRINOKHTE €10 KAHCHTY. an ITOM HE HYAKHO KPHTHYCCKH OT3LIBATLLE O
TEPBOHAYANLHO 3ANIPOWIEHHON KIIHEHTOM NPORYKUHH:

.8 Xomf 3mom Oeuzamets obaadaem
GCeEMY  Kauecmeamy, © Komopwx Bu
enpamveany, “layapdpaiie” ecobasox
uMeem mo RPENMVH[CCMBo, YMO Y He20
Meliolite OGUNCVIGUXCR ¥acmel, mo ecmy
MENBUIeE UX RORUNECMED MONCem @utiimu
u3z cmpos. On maryce JoHoOMHee 8 pacxo-
de Macaa, ROCKORBKY...

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

~The modcl has now been im-
Proved, its steel casing having been
Teplaced by plastic which is fighter,
more durable and stronger...

e i

Hannas sodeap cefivuc ycogepuencmsa-
GaNQ: €€ CMAILHOU KAPKAC 3amenen na
HAGERMACCORN, KOmopsii Asiremca bo-
HEE RECKUAL HPOUHGIM 1 HUOSHCHBIM.
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Onemara xauenma K Opyzomy ncomounuxy, Ecni Bbl He Moxeis
NPEANOKUTEL KIHENTY 3aMIPAIHBAEMELH TOBAD WIH €r0 aNbTEPHATHBHEINA Bi-
PMaHT, HATIBILMTE eMY, TE OH MOXKET CHENATH 38Ka3:

The book you mention is not pub-  Keuza, o xomopoii Bet nuwente, udany
lished by us, but by Greenhill Educa-  we namu, o usdamenvcmeom «Ipunxuns
tion Ltd. If you would care lo weiteto  Ddvoxestiun JImd.». Ecan Bu wceraeny
them, their address is... M nanucame, coobuaem adpec...

Kamanozu, npeiickypanmsi, npocnexmes:, ofpazyst. Y8enwntech s
TOM, 9TO YNOMAHYTHIE BAMH B HWCHME MPWIOKEHUA B BUE KATATOTOB, Npeii-
CKYPAHTOB M T.H. DeHCTBHTENLHO BAOXKEHE! B KOHEEPT. ECAN BbI nochimac:e
ofipastin oTmensHo noyTol, coobimure 06 ITOM B NKCLME, 3anucu o npi-
TOKEHAAX H OTAENBHOMN MepechIKe ReNaroTca CheAyiomuM 05pazoM:

Please find enclosed our current cata-  Hocoagem Bam waue mexyuwputi xamu-
logue and price-list. The units you re- a0z u npedickypanm. Tosapel, o xomo-
ferred to in your letter are fealured on  puix Bot chpawueany, ynomunaoms
pp. 31-34 under catalogue numbers wa cmp. 31-34 nod xamarowcmsinr:
Y32-Y37. When ordeting could you  womepanu Y32-¥37. flpu ogopmse
please quote these numbers? The sam-  wun saxaesa, nowarviicma, cdeaaints
ples you asked for will follow by sepa-  ccotiky na omu womepa. anpawuu-
rate post. saemuie Bamu obpazywi Bpdym ont
| nposaenst omoenoHoll nOYMOR.

3asepueniue. B koHUe MUChMA cIenyeT MOGNaroAapuTh KMeHTa 2
TIPRCAAHHKI 3aTPOC, 2 TAKKE NPUINACHTD K faNbHeHIeMY COTPYARMUECTS?

Once again we would like 10 thank you * Euje pas 6racodapum Bac 3a nucoar -
for writing to us and would welcome any  u 6ydes pade: omeemume H@ RGO
further points you would like us to an-  sonpoc.

Swer.

Please write to us again il you have any  Moowaryiicma, muaume wam no s
questions. or call us at the above tele-  Howm gonpocan wau obpaupatimecs -
phone number. VRUAHHOMY BT HOMEDY MEREP O
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OBpaset MHCLMA, B KOTOPOM COASPMUTCA OTBET Ha 3anpoc:
e
Satex S.p.A.
Via di Pietra Papa, 00146 Rome, Italy
Phone: 769910 Fax: (06)681 5473 Telex 285136

Mr, L. Crane, Chief Buyer Your ref.; C361

B. Cottwoid & Co. Ltd. Qur ref.; D/1439

Nesson House

Newell Street 21 February 200_

Birmmingham B3 3EL

UNITED KINGDOM

Dear Mr. Crane,

We ave pleased o receive your enquiry, and to hear that you liked our range of
sweaters.

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

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

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

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

Yours sincerely,
(signature)

D. Causio
Enct,

et

TiepeBon TOXCTOBOMW YaCTH NUCLMA!
Ypamaemnit r-a Kpeliu!

Mus Grini pansl TOAY4YHTs Ban 32Ka3, a TAXKE ¥31aTh 0 Tom, yTo Bam no-
CA Ball aCCOPFHMEHT CBHTEPOB.

Ham ne cocrapur Tpyiia ocymecrenTs nocrasku s Bac w3 MMelowenocs
Y Hac WHPOKOr0 ACCOPTHMEHTA 0DPAIOR OACKARL, KOTOPLIL MBI cocTaniAeM ANk
BO3pacTHEX rpynn.
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Mut MoskeM NpeRnoxuTh 3aM CKHAKY HCXO0IA K3 KOMHYCCTRA MOKYNAeH- i
TIPOYKLMK, 0 KoTopoH Bt capanmeany, B pasMepe 5% or neppoHasansHol uc: o
MPH 3aKa3¢ MPORYKUHH HA CyMMY cBuitie 2000 monnmapos, Ho 0ObMTIAR BEAKMYL:Y
Toprood ckHarU B Mraws cocraspaer t5%.

C M NHCEMOM BLICKIAACH Bam Haw nethut karamor o mpedckym: o
uen 8 JlownoHe ¢ yueToM C.i.f.

Mz yBepennl, yro Bw walinere nokynateneit namelf roronoli mpoayxi.
B ANMAMM, KK ITO YAASTCH HAUIMM MpPCACTABUTEMSM posinunol TOprosau o
uceii Erpont v n AMEPUKC. Mul BHIPAKASM HAACKAY, YTO CMOMEM AOCTHYEL .-
PRAWEHUA OTHOCHTEALHO LICHEL

CnacuBo 3a npoasicHuui irrepec. C HeTepneHuesm *AcM 0T Bac oTsesr:..
WUekpenne Baim, '

(noanuce)
. Kayauo

Tpunoacenne,

3.3. 3aka3m (Qrders)

OGpMHO 3aKa3bl pasMelAlT Ha cNeuranbHeiX Giankax Gupmel, o
TOpEIC TPHIATAIOTCH K CONPOBONMTENBHOMY NHCEMY. B nHchMe yxaswBac icd
Ha npanaraeMsif 3akas:

-
Please find enclosed our Order No. C macmosujum nuceMox Py
i

B452t for 25 'Clearsound’ iransistor re-  naue 3axaz M B4521 na 25 mpan -
ceivers. © cmopnbiy apuemHuxos “Clearsound” |

The enclosed order (No. R154) is for 50 Mpurazaemwiti 2axas Ne RIS# gx.n
reams of A4 bank paper. uaem 50 cmon [480 aucmog Hyai. 8}
Kapcopeii] Gymazu gropmama A4

B nHceMe HeoGX0MMMO MOATECPANTS YCIOBHA MUIATEXKA:

-

We would like to confirm that payment  Me 6 xomenu nodmeepdume, :.--.mi
is to be made by irrevocable leller of  omramy weoBxoduao npouszsecan: €°
credit which we have already applied o nomoubio Bessozspammozo axxpe:d- -
the bank for, MUEs, 0 QWOANE KOMOPOZD Mul 1.

obpamuruce ¢ saraxoit ¢ Gank. '
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- OTrOBOPEHHRIE CKHIKH TAKXKE A0KHH GBITH NOATBEPXKACHDI:

_.and we will certainly take advantage
f the cash discounts you offered for
prompt setilement.

WU Mbl, BEIVCROBHD, EOCHORLIVEMLA
npednoxcennoli Bamu exudroil onra-
mw npit Gbicmpo  RPON3BEOERHLIX
pacyemas.

B cOMposoaMTEnLHOM AUCLME OrOBAPMBAIOTCR NaTa H cnocob Aoc-

TABKH.

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

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

D - -y A s, A 5=

Baxcno, wmobu docmaera mosapov
6uia ocymecmenena 00 Havara noabpA,
ymobnt yonems 00 poxroecmsencrol

cyemsl.

U, RONCQEYlicma, ue zabyovme, umo
Mets docmaexa apysa camonemor by-
Qem zapanmueli 6m:mpou docmaexu.

e L e B

O6paTHTe BHIMaHAE NOCTABILMKA Ha CROCOD YNAKOBKE:

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

szt o - JUSTU —

Cmansu weobxodumo xax credyem nod-
gepzymy cMaice, smob ece Ooudcy-
wueck vacmu buau npedoxpanenst ne-
pec nozpysKotl 6 RUuKl, Komopole
doaNcHul Gttt npauapxupoeauu.

- e

3aBepmenye CONPOBOIHTENLHOTO HCHMA MOXKET OBITL TAKHM:

We will submit further orders, if this
one is completed ta owr satisfaction.

ge‘f;a%oods sell as well as we hope,
| send further ordérs in the near
fiture,

1 Jook forward to receiving your con-
on.

‘Mut Gydes Oenamb 2axa3w # € Oanv-
wetigeM npU YOROGiN, WMo Sanneili 3a-
xaz Bydem SuNORHEN & COOMGEMCMGHH
¢ Kautin mpeboaanusye.

Ecau mosapu 6ydym peaauzoeandl &
COOMBEMCMEBUY ¢ HAULUMY RRAHAMY, Mbl
oopuum u Opyzue saxazs: § Grudeaii-
wem Gydyuiem.

C nemepnentiem ¥cdy noayuenus Bawe-
Z0 HOOMEEPINOeHUR.
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OBfpa3sey cONPOBOAKTENLHOTO NKCLMS U 3aKa3a:

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

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

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

ITALY 9 March 20--

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

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

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

Would you please send the shipping documents and your sight deaft 1o Northmin-
ster Bank (City Branch), Deal Street, Birmingham B3 15Q.

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

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

Yours sincerely,

(signature}
Lione!l Crane
Chief Buyer

Enc.: order form No. DR 4316

ORDER No. DR 4316

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

Satex $.p.A

Via di Pietra Papa

00146 Roma

ITALY Authorized...........oveeens

34




Types of Lelters

S
T

Quantity Item description Cat. Price

No. ¢.i.f, Lopdon

50V Neck 30 Red/20 Blue R 432 £ 13.80 each

30 Roll Neck: 15 Black/15 Blue N 154 £9.40"

10 Crew Neck: 15 Green/15 Beige N154£16.00"

40 Crew Neck; pattern R341£1260"

Note: Subject to 5% quantity discount

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

MNepeson TEXCTOBOH YACTH NUCLMA:

Bricsinaem Hans 3akas Me DR 4316 ma cexrepa A My®YHH H MAIBMHKOB Yia-
MHHBX PASMEPOB, LBeTOR H MoAenel. Mul polIran DpHHATE npeatowentuie BaMy
{5 % o M YCNOBUA NAETEHA MO BHICTABNCHHLIM MTATERHEM HokyMenTaM. Ox-
HaKO, B Omixcalirem OyaylicM HaMm XoTenocs OBl (TEPECMOTPETH ITH YCI0BUA. Bt
HIARTE, TOAanylcTa, CONPOBOAHTEMLHEE JAOKYMEHTEL M Baw sekcenb Ha npeansen-
TCRE B ropoOnlckoe oraenénue Northmminster Bank no aapecy: r. Bupmuuren, Jun
Crpir. Ecnit y Bac ner ykasanHbIX B CIMCKE TOBAPOE, TPOCUM HE NPHCHUNATE BMECTO
HHX 3aMcHEL Byaem npusnaTesbHui 3a LOCTABKY B TEYCHHE 6 HEAETE H C HETEPNEHE-
M xaeM Bamero nonreepskaenns.

3.4, Pexnamayuu (Complaints)

Ecna BaM npHXORMTCA NHCATL MHCEMO-peKnaMaupio, Aenafite aro
Pasy nocne obHapyxerna owubky, Gpaka 1.1 Her neobxommmocTn Ha-
THHATL THCEMO ¢ M3BKHeHHi (We regret to inform you...unu I am sorry fo
to write 1o you about...). 310 UL 0CRAGHT BAIY NO3ULGIO.
_Hanane macsMa MOKET GbiTh TakuM:

[ ——
We would like 1o inform you... Xormum Bam coobugums...
Lam writing to complain about... fTuwy Bam 013 escmasnenus pexaq-

Mayi ..

{,;'2]1 Writing with reference to Order No.  Tuuy Bam no nosody nosysennozo
“walch we received yesterday... evepa saxasa Ne P32 ...

. o e
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Cmuno nuchMa-pexiaMalAd nomkeR OuTh HeliTpankdpiM, He ng.

myckafire rpybaix BupaxeHuii u cnos (infuria

(LI ]

, "entaged"). MoXHO 3y,

PAa3NTL CBOE HEYAOBICTBOPEHHE TAKUM 00pazom:

occurred, and we are far from satisfied
with the service you offer.

other sources of supply.

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

W L R i e ¥ Eg e

This is the third time this mistake has

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

—

Hanwan ownba npousowaq yxce
mpemuti pas, & HAC COBEPUENHO i

YooaremsopRion npeorazaeMuy
Bamu yeaven,

Ecru Bor we Oydeme sghdermusnio
SHHORMAME HAWL 3aKkassl ¢ Gyoi-
WpeM, HOM NpuSemcs otpamumecs «
Jpyzum ROCHASUIKAM,

Homcanyiicma, Gorvuie He donve-
KQUme BOIHUKHOGEMUR IMAKHX Hp-
Grem.

Ecny# Bam H3BECTHO, NO KaKOH APHIMHE NPOU30IENA OLEHOKE, BEWNH

BO YKAXKHTEC Ha HEC ROCTABIINKY:

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

Bydumme dolpw, nonpocume Baw onr
Jex CHEMOE SHUMIMEADHD YINOUHDG
Modl ko0 @ Banxe. Homep moezo cuemn
246-642, a onu nocelrgom Mire o
uemnnle OOKYMeHmut & HoMepoM 6+.0-
246.

Ecan est 3HaeTe, KAK MOXHO Henpasutb ommbKy, coobmmute 06 »roM

NIOCTaBILIKY:

The best solution would be for me to
retum the wrong articles 10 you, post-
age and packing forward.
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. fTpu oméeme na pexramayuio cooGlMTe KNHEHTY O NONYICHWH *a-
noGs  TIOGKATONZPUTE €0 32 HHOpMaNHIO:

Thank you for your letter of 6 August  Bsazodapum Bac sa nucemo om 6 aszy-
informing us that... cma, & xomopom But coobaeme o ...

We would like to thank you for in- Mot xomenu 60t nobaazodapume Bac za
forming us of our accounting esror in  coobusenue 0b owubxe e wawel om-
your letter of 7 June. venmuocmu ¢ Bawem nucome om 7 uions.

, Ecau pexnamanusn aeanemcn obocnosannoil, oGbiACHUTE TPOKCXOX-
BeRsic OmMKUOKH, NPH 3TOM He 0OBMEAS CBOHX COTPYIAHHKOB (pa3 BW MX B3ANH
A palfioTy, Bbi OTBEHAETE 32 MX AeHCTBIA):

The mistake was due to a faull in one  Quuubra npousowia no aune cbor e
of our machines, which has now been  wawux mawunax, romopuisi Yowe uc-
corrected. Apaeter G HACMOAWEe BPeMs.

It is unusual for this type of error to  Taxan owubra sensemes R HAC Hemu
asise, but the problem has now been  nuunoil, Ko ama npobresa yxce Yempa-
dealt with, HeHa.

B P L -

ITpusHas cBOIO OTBETCYBEHHOCTE B OGBLACHNS, YTO MPOHIOILND, Te-
TEPE KAK MOKHO CKOPEe HCTIPABLTE OWHCKY R COODLLITE 06 3TOM WIHEHTY:

The material you complained about  fipedvsenenncii Bamu na pexsamayuio
has been withdrawn. Its fault was in MAMEPUAR YVHCE CHAM © Peaiusayui.
' Weave of the cloth, and this was  TTpuvuna saxaovaracs € neperaemenuu
0 a progtamming error in the  wumeii ¢ mxany, awzeauNbIM OWHEKOI 6

Bg machines themselves. This  mpozpammuposaiim mxaxux cMaHKog.

ttn corrected. and replacement  Jma owubra yempadena, u Mol Goice-

3 are now being sent on 0 faem Bam esamen noeoiii mamepuan.

H“—m"-‘ b L PR
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Ecau ew ne coznacut ¢ pexiaManpneti, GyabTe TBEPALY, HO REAKAHEL,
Ho zake npu oTpuLiasnK ceoeH OTRETCTBEHHOCTH FONBITaliTech nars 0Gbsuc.

HeHHe No CYIECTRY Npobnems:

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

tee,

Huowe npednpunmue npouseeno npoeep-
K MYILIKarbHo20 yenmpa, komopeiii By
HAM Gepryau na npownoil nedene. Hae
NPOURMOPMUDOSARR O MOM, MO anii-
pamypa bulrg HCnoRb3I0BUHA © ROOKAMK)-
VCHUEM HE MEX Z2POMKOZO080pumMEncl,
YN0 NPUBEAD K NEPEHANPRANCERUN G 0-
mu. Mo Moxcem OMpeMORMUPOGTNiL
amy annapamypy, wo Bam npudents
IGNAAMUMG 30 PEMORM, ROCKOALKY irg-
ApastabHoe oBpaljeHue © MEXHUKOL e
BXOIUN & YOROGUA HOUET 2aPARITHY.

T w1 PO

B jaxuousmensnoil yacmu NHCLMA CIEAYST HAMKCATDh, YTO TIPOhi0-
LWEALAS CIOUOKA ABIAETCA AOCATHRMIM HCKIEOYCHWEM, H H3BMHMTLCA 32 RpU-

YHHEeHHbIE ReyAobcTBa:

In closing we would fike to apologize
for the inconvenience, and also point
out that this type of fault rarely occurs

in the Omega 2000.

Finally, may we say that this was an
exceptional mistake and is unlikely to
occur again. Please accept our apolo-
gies for the inconvenience.

B zawarovenue mur xomenu Gor usci-
Humbea 3a docmaenennvie Bam neyoci-
CMSE ¥ ORIMEMUNb, MO MAKO20 Poi
OB BCMPeNaionca Kpaiine peoKo 8
cayuae ¢ annapamypoii “Omeza 2000

Haxoney, nossonvme 3agepums Bac @
MOM, YO M0 UCKIIONUMERbHO pedi. A
cwubra, u ee NogMopente Mar0ser-
amno. Hpocum npunsme nauiy useic-
Hua 3a docmasrennvie Heydobemaa.
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O6pa3sen NUCLMA-PEKNAMAUKA NO NOBOAY NONYYEHUA
MOBPeXOSHHOIC TOBAPA;
B. Cottwold & Co. Ltd.
Nesson House, Newell Street, Birmingham B3 3EL
Telephone: 021 236 6571 Fax: 021 236 8592
Satex S.p.A. Your Ref:
Via di Pietra Papa Our Ref:
00146 Roma
ITALY Date: 15 August 200_
Dear Mr. Causio,

Our order No. 14478

-] 1am writing to you to complain about the shipment of sweaters we received yes-
terday against the above order. The boxes in which the sweaters were packed were
.damaged, and looked as if they had been broken open in transit. From you invoice
No. 18871 we eslimate that thirty garments have been stolen to the value of £150.
And because of the ummaging in the boxes, quite 2 few other garments were
crushed or stained and cannot be sold as new articles in our shops.

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

Yoirs sincerely,
{sigrinture)

L. Crane,

Chief Buyer

I e

MlepesoA TEKCTOROH YACTH NUCLMA-PBKNAMALINY:

Yeamacmuiii rocnoaun Kaysuo!

“ e Obpamaiocs k Bam ¢ pexnamaumelt no NoBody MApTHH CBMTEPOB, KOTOPYIO
TRAYYHIH Buepa HA OCHORAIIHH YKA3RHHOTO BHUuE 3akass. Kopobka, B koTopeie
— YHAXOBAHL CBHTEPA, OKAZANHCH TIOBPEKACHHLIMH, H BLPILAEAR, KaKk GYATO HX

H NpR nepecuiike.
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Hexoas uz aanselx Bawero cucta-fanrypul MOXHO CREAATH BBIBOA, MTO . -
70 YKPARCHO TPHALATE NPEIMETOB OASXL] Ha cyMMy 150 dyHTOB-CTEpARRTONR,

Kpome TOTO, B pe3yNsTaTe NPOBEASHHOTO TAMOKCHHOTO AOCMOTPA KOPOT. 1k
FHAMHTENLHAN YaCTh APYIOR ONCKNb! ObiNa NOBPEXAEHA K TANAYKAIIA U B TAKOM Bi* 1
HE MOMWET NPOAARATECA KUK HOBLIN TOBEP B HAWMNHX MAYasHHAX,

Mocronuky peanusmmid TOBApa MPOBOAMNACH HA OCHOBE C.if M B Kauec: ..
IRCOEAXTOPOS BLICTYRAMY Baltk arewrs, npenaaracs Bam CBA3aTECS © HEMY 010 ).
DPOCY BHANATH KOMITCHCAIHA.

Flpuaaraem cncok NOBPEHUIEHHMX W HEIOCTAOUINX TOBAPOE H COOGUED. v,
4TO ABHHAA MAPTHA TOBAPOE GYAET OTIOWMEHA A0 NOAYYEHHA 0T Bac vnerpyxunil,

Hckpeme Baw,
{ROAMKCH)
Ji. Kpeiin,

CnapHpid cricuBansicT no cHafxenuo.

O6pa3zel 0TBETA HA PAKNAMAUWIO;

Dear Mr. Crane,

Thank you for informing us about the damage 1o our consignment {Inv. N
18871}. From our previous transactions you will realize that this sort of problens -
quite unusual. Nevertheless, we are sorry about the inconvenience it has caus.?
you.

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

If you want us to send you another shipment as per your order No. 14474
please let us know. We have the garmenis in stock, and it would be no trouble i
send them within the next fortnight.

Yours sincerely.

D. Causio ]
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nepeBO.q TEKCTOBOM YACTH NUCLMA-OTBETa Ha pexnamaumo:

Braroaapto Bac 3a coofieHHe 0 noepexacmpr Bawell naptis Torapok (HuB,
e 18871). B HauieM ONBITE TOProBwX onepauuti 310 secyMa penxusi cnyuait, Te He
MEHES, BHDAKAEM COXANEHHE N0 NOBOLY NMPHYKRHEHHBIX HeyAoGoTh,

Moxcany#icTa, REPHUTE Ham BCIO TTAPTHIO TOBApa ¢ OTUIATOH 33 YHAKOBKY W

32 HALE CHET, H Mbi 0OPaTHMCS K SKCUCAUTOPCKOH GHpME HPOMIBCETH OC-

MOTP NOEPERAEHHA ANA nocnenyiomed BeINAATH HMH KoMiéncaliny. Bpaa as no
TOMY TIOEOAY CTOMT OGPAIIATLCR K HawekH crpaxorol xOMIAHMH,
: Ecmi B xorute, yrolur Mpz Bricramy Bad APYryio napriio ToBapa Bo we-
noxrcane 3akasa Ne 14478, noxanyiicra, coo0maTe Ham o6 IteM. Y rac Ha cknajie
€CTH 9T OfEKA, U HAM HE COCTABUT TPYHA BRICAATE ©¢ TCYEHUE ABYX HEAEMD.

3.6. Kpeawr (Credit)

‘B nepeom afzame nnckMa, COAEpRaLero npockdy o NocTaBke Trosapa
B KPEIHT, HeoOXOAUMO Cpasy We YTOUHUTE, kakas (opMa KPEOHTE BAC HHTE-
pecyer:

Lam writing to ask if it would be possi-  Ofpawaioce k Baw no eonpocy o

ble for us to have credit facilities in the  sosmomcnwocmu  npedocmacrenus

form of payment by 60-day bill of ex-  wawm xpeduma ¢ aude aexcess: ¢ yo-

change, RosteM nocuutenun ¢ meyenue 60
dwetl.

Thank you for your catalogue and letter.  Erazodapiwo sa Bawu xamaroe u
there was no indication of your credit  nuceso. Hockoreky 6 nuceme we Gbi-
terms, could you let me know if you  ro ykasawus na yenoeun npedocmac-
would allow us 1o seitle on monthly  senus xpedums, ne sozwu Ow Bu
Statements? COODUIUMb MHE, MONCHO AN HAM POcC~
CHHIMBIGAMBCR POZ 8 MECRY NG OCHG-

8¢ BUICHIUGREHHBEY CHEN06?

Bawa 3apaya np 3aKka3e TORAPOE B KPSAUT COCTOHT B TOM, 4TOGHI
o Mbs NOCTARIIMKA B BAlEH HAAHKHOCTH KAk maprdepa. B nuceMe heol-
Mo YUOMAHYTL APEKHMA OTIBIT CASNOK ¢ NOCTABUIMKOM:
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As we have been dealing with you for
more than a year, we feel that you know
us well enough to grant our request.

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

Hocxosbky mui eedes ¢ Bamu oe-y |
yare Gosee 20da, ram npedcmaein-
emcr, umo But sHaeme nac docm;..
BIOURD XOPOWD K MONeme Yoogic.
meopumb hauty npocofy.

B mevenue ROCREOMUX HECKOABKLY
MECAYES MOPIOBHLLY COBAOK Mbl GCv-
200 HEMEORCHHO APOUIGOOUM Do -
Yembz, NOINOMY Mbt CYUNIIEM, “AHD
mMoxcem obpanmumecs x Baw o
npocvboil o npedocmassenuu Goace
bGrazonpusmusx YeRosui xpeduma.

WA P e LR 11 e e

CTOHT HaNHCATh O CBOSH PEmyTAlMH H UMEIOLIMXCH PEKOMEHALA ;

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

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

S S s o a i

Mo npedcmaensem dupmy ¢ yemudi-
yueoll perymayueii ¥ npu Keobxodi-
MOCHH MOXCEM NDedoCmasuits peso-
MEHOGMERLHIE MUCHMA.

Mu, Be3ycnosro, Modicem npousn-
Oume onIamy € NORONCERHUIE CPos,
Ko ecny Bam neobxodumo noomee)»-
odentie Hawell  Kpeoumocnocos:
cmi, Bu momceme obpamumtocs K
RIOBOMY U3 CACOVIOWUX RUY, 20MOE. X
QA HaM peroMendayin.

& e i g e

R Rt

Jaxmonumensnan yachs NHUCcLMa ¢ npocsGolt 0 BeImeNeHUY Kpes- T2

MOXKET ObiTh TAKOH:

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

ply.

Please follow up the references we have
submitted. We look forward to your con-
firmation that payment by 30-day bill of
exchange is acceptable.

42

Hadeemer wa nosoxcumenshoe po:
cxMompentie wawedt npocobet u ¢ .-
mepnenuesm wcdem Bawezo omeenmuy

Obpawgaem Bamwue evumarnie sa np
docmaghennbie  HaME  Perosend:
menonpie nucema. C wemepnenue.
adeM neOmeepNCOeH moz20, k-
Bot cozracHst RG ORAGMY GEKCERRAT
€0 cpoiox nozauienus 30 Oned.
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« Ecnu x gam obpayaomca ¢ npoceboli 0 NOCMABKE MOBAPOS & Kpe-
dum, BAII OTBET MOXKET G5ITE NONOKHTENBHLIM HIIH OTPHUATEILHBIM.

B capuae HoroMcumensio2o omeema, eciii Bbl HE CHUTaeTe Heohxo-
DAMBIM NpOREPATE PCKOMEHIOALHH, OTBET O HEIAMELINTEIBHOM BbIASTIEHHN
m MOMXET BBIFTMAACTE TAK:

As we have been irading for over a year  fTockorexy mul oQyrygecmensem nrop-
references will not be necessary, and  coswme onepayuu ywce Goree zoda,
you may clear your accounts by 30-day  meobxodumocmu e pexomendament-
bill of exchange which will be sent to  wwix mucwarax wem, u Bui moxceme
Bumley's Bank (Queens Building, Ca-  paccuumamecn eexcesem ¢ 30-
thays Park, Cardiff CF1 9UJ) with ship-  Ouéanvim cporkos nozauenus, xomo-
ping documents for your acceptance, peiti Gyoem omocran @ omderenue
) banka Burnley's Bank no adpecy:
Queens Building, Cathays Park,
Cardiff CF1 9UJ emecme ¢ conpogo-
OUMEAbHOIMY  COKYMEHMAME O NO-
CROEKe mocapd Ha Baie uma.

Ecnu BRI cuutaete HeOOXOAHMEM HanUuMe pexkOMeHAalMi, To B Ka-
9eCTBE NOCTABLIMKA Bbl LOATBEPKIAETE NOAYUCHHE NPOCLOLI 1 3aTeM Haere
TONHBIH OTBET MOCTE NONyHeRKi pekoMeHaalki:

We have now received the necessary ref-  Mw yoice nomywuny  neobrodumue

crences and are pleased to say that from  pexomendayuu # padu: coobujtms,

your next order payment can be made on  mo saNunas co credvioujeze 3axasa

2 quarterly basis against statements. But modceme ocyiecmensme pacue-
mol pa3 8 REAPMAT ROCRE NOTYNCHUR
CHEMO8 HA ORAGMY.

Hipu omuaze ¢ Kpedumoeanuyt NOCTABKH TOBApOB NOCTABUKK A0/~

*en apryMeHTHpOBaTL CROS peliekne. [IpMmiKHbl MOTYT ObITH pasHEIE, HO B

M Cnyuae oTBeT HOMKEH OuITh TUHATENLHO NpoayMaH, 4ToOb He oOu-
KnueHTa:
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Thank you for your letter of 9 Novem-
ber in which you asked to be put on
open account terms. Unfortunately, we
never allow credit facilities to customers
until they have traded with vs for over a
year. We really are sorry that we cannot
be helpful in this case.

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

Brazodupum 3 Mucamo om 9 Hoabps,
¢ xomopom Bwr ofipamuauce o
npocvboi o npedocmacaenun Baw
GOIMONCKHOCIN ORRAMBI OMRDLIRBIN
cuemon. K coxcarenino, Ml He npe-
docmagaRem Kpeouma  KaueHmax:.
KOMOPDWE HE UMRION C NOMI MOP2c-
guiX omeouenuli & mevenue boaee
odnozo 200a. CodcareeM, umo He
MoNcesm Ouime Bam nogesnw 6 oan-
HOM CRYHGe.

Coxcareem, ymo 8 Hacmonugee 6pe-
MR He Momcem npedocmasume Bai
Kpeduma g xiobobx YOROGUAR 8 CoR3l
c pocmom unghasyun. Oowaro, ue
uCKAIONERO, MmO ecau & Oydyuen
cumyayus  CEaGUAUIUPYeMCR,  Min
CONMEM GUIMONCHBIM BEPHYMBLA K
pacesompeno Bawei npoceGet.

HHorga nocTaplidK MOXET NPEANOKHTb KIMEHTY KOMRPOMUCCIG

sapuanm tgpedumosanux:

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

However, 1 am prepared o offer you set-
tlement against monthly statemenis. Per-
haps you will let me know if this wonld
be acceptable.

Coxcarera, umo y Hac REM 6OIMONC-
wocmu evidesume Bam xpedum no
CPOK Pl MECAYA, ROCKOALKY ORH
HAC MO BYOem IOHOMUYECKH HEGb-

200¢0. i

Odnaro, 1 2omoe npedrocumy Bax:
BOIMONCHOCHIL RPOU3GO0NME DaCYHE-
HIbE @HCEMECTUNG HQ OCHOBE BhiCMAs-
asemelx cvemod. Coobugtime, nowea-
Aylicma, npuesmnemoe 3y smo o Bac.
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OBpaaely NMCbMa ¢ NPOELGOI 0 BOZMOXKHOCTH ORNATLE
OTKPbITLIM GYETOM:

R. NASH & SON LTD.
11 Mead Road, Swansea, Glamoergan 38T 1DR
Telephone: Swansea 58441 VAT No. 215 2261 30

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

34-59 Riverside

Cardiff CF1 1JW

Dear Mr. Cliff

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

by monthly statement, which would be a more convenient method of payment for
me,

As we have been dealing with one another for some time, I think you have

engugh confidence in my firm to allow open account facilities, but of course I can
supply the necessary references.

Yours sincerely,

{signature)
R. Nash

Encl. Order No. B1662

Meposon TEKCTOBOH MACTH NWCLMA:

Hociaio sakas Ne... eme na 7 xposareit “CannkoM$u™, MONE3yIOWHecs
SMPOCOM, W ONAETY 38 KOTOPHIE A, KAK 0BLIYHO, NPOH3REAY IO CueTy-faxType.
Mse 611 XOTENOCh Y3HATH, ONHAKO. CMOTY /1M 4 B CYRYILEM DACCUHTHEBATSCH eXeMe-
M0, 410 Gring Git ylotnee Ann Meus. [ToCKONEKY MBI Y3Ke COTDYIKKYAEM KAKOE-TO
ToAarao, y Bac ecrs nosepue x moelt dupme, 1 By paspeunare Ham paccym-
C MOMOLLLK) OTKPHITORO CYeTa. Besycnoaito, 2 MOTY npeiocTaguTh neebxo-

THMLIE pexomenganmm.
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OB6pasely NONOKMUTONLHOrO OTEHTA C PA3PEIBHHOM NONLA0BATL-
CA KPEAUTOM NPU OMNITATE 33 TOBAPL] OTKPLITRIM CHETOM:

HOMEMAKERS Lid.

54-59 Riverside, Cardiff CF1 1 JW
Telephone: (0222) 49721 Registered No. C135162
Telex: 38217
Mr. R. Nash 24 July 200_
R. Nash & Son Lid.
11 Mead Road
Swansea
Glamorgan 3ST 1DR
Dear Mr. Nash,

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

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

The enclosed invoice will be included in your next statement.

Yours sincerety,

{signature)
R. Cliff

Encl. Invoice DM1113
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MepeBOn TEKCTOBOH YACTH NOMOLEHHONC BhIlig NWCHLMA
€ NONOXUTENLHLIM OTBATOM:

VamkacMblit r-H Hour!

Brarozapio Bac 3a 3akas Ne B1662, kotopelii Gyacr seicnan 3apTpa.
[onb3YACE CAYHAEM, C STHM HHCLMOM BBICHLENAI0 CHET-hakTYDY.

Yro kacacTca Bawredt npockGul 0 mpeAocTABNEHHH BOZMOMHOCTH GKEMECHTHON On-
ABTH C [OMOULIG OTKPBITOrO CHETA, MHE NPEACTABASCTCA, 9To Bam Gymer yaoGuee
HOABIOBATECA 3% CKHAKOJ [PK ONAIATE HANHHYHLIMH B TEYEHHE CEMH AHeH noche ro-
Aywerus cueta-daxTypul. Tem He MEHee, 8 NOTOS NPEAOCTABHTE BOIMOKHOCTE CHe-
mecAyHoll ONNATLL TIPHYEM AAR ITOro HeT HeoOXOAHMOCTH B peKOMEMAAUHAX, MO-
cKONBKY BSI ARMIRETECH MOCTOAHHBIM KNHCIITOM.

Bercrumenmsidi cuer-thaktypa Syner smoucs B Baw chefyiouni cyer a onnary.

. Nepeeog TekcTOBO#N HaCTH NOMOLISHHOTO HNXKE NMUCHMA C OTKA3OM B
' npockBe o NpegOCTaBAeHWN TOBAPA B KPEAWUT:

Yoaxaemuilt r-n Xepap!

Braronapio Bac 3a nuceMo ov 3 nekaps, B koTopoM Bbi mHTEpecoBanKch npeaoc-
TRENCHMEM KPERHTS.

Mu npusratensun Bam 3a To, uro Bu B TPOLLTOM JEAANH ¥ HAC 3aKa3el, H HE CO-
MHEBacMea, aTo N noakepxky Baweif npock6u Bm mowete npencTaBHTh pexo-
Meagaunn. Tem we Mence, Bbl, ONEBHAHO, NOHMMAETE, YTO HAIUH KACCETHL M KOM-
HAKT-THCKH NPOJAIOTCA 110 OWEHL HMIKHM LieHAM, KOTOpEIS MIOIBOAKIOT HaM HMETE
ARIE HeGONEIWYIO HPHOELTH, M 3TO HE JIAET HAM BOIMOMHOCTD NPEAOCTABTATE HAITHM
HKRITHKAM TORAD B KPEAMT.

Quens, comaneem, 1o He HMEEM BOIMOXHOCTH Nomoub Bam s RAHHOM CIyYae, HO
Se3ycnonHo, nOHATHEI NPHYHHE! 3TOTO.

‘ Extie pas Graronapum Bac 3a nHeeMo H xaem o1 Bac cooSuienms.
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0O6pasel NHCLMA C CTKA30M B NPackEe 0 NPeRoSTABNEHUM
TOBapA B KPCAUT:

R.G. ELECTRONICS AG
Havmarkt 601
D-5000 Bonn 1
GERMANY

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

P. Gerard ’ 8 December 200 _
Disc S.A.

251 rue des Raimoniers

F-86000 Poitiers Cedex

FRANCE

Dear Mr. Gerard,

Thank you for your letier of December 3 in which you enquired about credit fac:i:-
ties.

We appreciate that you have placed a number of orders with us in the past, and 2
sure that you can supply the necessary references to support your request. Hos.-
ever, as you probably realize, our tapes and CDs are sold at extremely competiti-c
prices which allow us only small profit margins, and this prevents us offering any
of our customers credit facilitics.

We are very sorty thal we cannot help you in this case, but are sure you understa:J
our reasons. Once again, thank you for writing, and we look forward to hearing
from you soon

Yours sincerely,
{signature)

R. Gerdt
Sales Director
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3.6. Nepenncka ¢ 6anxom (Banking Correspondence)

B nmxecneayoiem o6paslie nuckMa HanokeHa npockGa sxcroprepa
g3 AHrIRA cBocMy GaHky B JloHnone nepecnats Bekceab Gakky WMnoprepa
8 ABCTPTHH C NIOPYUEHHEM BhIAATH ROKYMEHTH: 1O FIONTYMEHUN:

:r——
’ Crichton Manufacturing Ld,
Panton Works, Hounstow, Middlesex, TW6 2BQ

Tel.: 081 353 0125 Registered No. England 266135
Fax: 081 353 6733

The Manager 4 July 200_
 Midiand Bank Lid.,

Portman House,

Great Portland Street,

London WIN 6LL

Dear Sir,

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

Yours faithfully,
(signature)

'| D Panton

| Menaging Director
Encl,
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ABcTpanuiickuii MMNOpTEP, 0 KOTOPOM LINg Pedb B BHILLEYKAZAHHOM
NHCEME, HAeT NOpy4YeHne ceoeMy GalKy NPHHATEL BEKCEND:

J.K.B. PRODUCTS Py.

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

Telephone: 02279611
Telex: 21260

Date: 18 July 200_

The Manager

National Australian Bank
632 George Street
Sydney NSE 2000

Dear Sir,

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

Yours faithfully,

(signature)

L. Cormn
J.K.B. Products Pty.
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Jipa HIDKeCNEeAytOWHX MHChMa NpencraenaloT coboi (1) obpaenne
pumoprapyolliedt dupMbr H3 Hosoli 3enawmvm "N.Z. Business Machines
" B cBOH OaHk ¢ NOpyueHHEM OTKPHITH OT ee HMCHHM KpeluT {upme-
maprrepy "Delta Computers Ltd.” 8 Aurnun 1 npocs6oit nporndgopmupo-
paTh MO 3aBEPIICHHH OTEpaumR, a Takke (2) oTBeTHoe coobeHue Ganka
Hogoli 3eNaHmMN O NORYYEHUH BEXCENS M NpoH3BeNneHHo# Reurnol onepa-
IH CO CUSTOM KiidewTa ¢ HauMcaeHueM 280 HOBOIENAMECKMX JOANApOB 33

yeayra.

N.Z. Business Machines Pty.

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

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

The Manager Date: 3 May 20
' New Zealand Bank

Takapuna House
Takapuna Avenue
Wellington 8
Dear Sir,

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

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

{signature)

M. Tanner

N.Z. Business Machines Pty.

Encl, Application for documentary credit
e —
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R

(2]}

New Zealand Bank
Takapuna House, Takapuna Avenue, Wellington 8

Telephone: 448 $35/6/7/8
Telex: Newban NZ 28131

Fax: 807358
29 May 20__
Mr. M. Tanner
N.Z. Business Machines Pty,
127 High Street
Wellington

Dear Mr, Tanner,

In accordance with your instructions of 3rd May our agents, Eastland Bank, Lon-
don, accepted a draft for £22,000 drawn by Deita Computers Ltd. on presentation
of shipping documents for a consiginment sent to you on 24th May.

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

¥ ours sincerely,

{signature}
1. Close
Managet
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3.7. TpaHcnopTuposka rpyaa (Transportation / Shipping)

Hayante 06pasubl NHCEM, B KOTOPBIX 3anpalIMBAETCA WIH coofwaeT-
o4 HHPOPMALHA O TPAHCNIOPTHPOBKE IPY3a.

(1)

Mpocb6a CoOBUIMTL CTOWMOCTL AOCTABKW IPy3a RO BO3AYXY.

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

- Cargo Manager 15 June 200_
-Universal Airways Ltd.

Palace Road

London SW1

Dear Sir,
We would like to send from Heathrow lo Riyadh, Saudi Arabia, twelve boxes of
ssirted glass wear, o be detivered within the next fortnight. Each box weighs 40
kilos, and measures 0.51 cubic metres. Could you please quote charges for ship-
ment and insurance?
Yours faithfully,
(Signature)
| N.ay

Director

e

Nepeson TOKCTOBOH YACTH NUCLMA;

.M" 6t xorenu ornpaeuTs 12 AUIMKOB CTEKTONPOLYKLUMH B ACCOPTHMCHTE HI apo-

Xurpoy e Puaj (Cayzorckas Apasua) ¢ AocTankoit R Teuchue GmoxaHimx

Ayx Henens. Bee kaxioro suwka — 40 kr: obbes — 0,51 ky6.M. TIpocAM cooGumrs
b ICCTEBKH H CTPAXOBKH. '
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OTBeT aBMAKOMNAHKM O AOCTABKE IPY3a N0 BO3AYXY:

Universal Airways Ltd.
Airtine House, Palace Road, London SW!

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

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

Glazier House

Green Lane

Derby DE1 IRT

Dear Mr. Jay.

Thank you for vour cnquiry of 15 June.

We will be able to send your consignment to Rivadh within two days of your de-

livering it to Heathrow. The cost of freight Heathrow/Riyadh is £ 3.60 per kilo, |
plus £1.50 air waybill, and £ 14.00 cusioms clearance and handling charges. But

you will have to arrange your own insurance.

There are three flights a week from London 1o Saudi Arabia. Monday, Wednesday,
and Sawmrday. -

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

Yours sincerely,

{signature)

R. Laden

Cargo Manager

Enc.
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MepesoA nucbMa;

¢8 wions 200_r.

YaaxaeMeit rocnoaun H, Jixeii!
Laaronapio Bac sa 3anpoc or 15 mous.

Mu cmokem oTtrpasute Bany napraic Torapa s Puan B Tevenune AByx
AHel Tocie Toro, xak Bul octaBuTte ee 8 asponopt XuTpoy.

CTOHMOCTL NEPENPagKn 1Py u3 Xurpoy B Puax cocrapnser 3.60 dyuTa-
crepannita 3a | knnorpavm rwnoce 1.50 dyura-crepnura 3a Hakaaauyio u 14 dya-
TOR-UTIMHTOR 33 TamoxenHoe ofiopmacuue H obpaborky. O crpaxoexe Bam
npriC e 103800 TUTHCA CaMUM,

H3 Jionnona B CayZoBCkylo ApPaRHID CIEAYET TPH peiica 8 Hellemo: B no-
HEALILIIGK, cpeny u cy0GoTy.

Howatyficra, sanonHuTe npunaracmsiit ancnerdepcexul 6rank v BRILIIHTE
€rO Jitu ¢ HAKAAAHOW H CHETAMH-(DAKTYpAME, OAMH H3 KOTOPHIX HEOOXOAMMO
BEOAKTE B {1AKCT ANS TAMOKEHHOH NPOBEPKH,

Hckpenne Bam,

CHOATHEL)
B Jeitien
Meunecawep no nepesozkaM
Hpunoxkenne,
e ———
Mes 3 HHXeC/ieaylolleM THCBME AMEPHKAHCKad Komnanua «Bentnu-
SHC

i i Hukopnopeitren» (Bentley-Mason Inc.) cooBiaer Gpuranckomy
o ?Uéﬂ.upy 00 oTnpaBke BOAHLIM TPAHCMOPTOM MAPTHH MOTOLUKIOB AN

CHUNV0IHER nocTaBKM CBOEMY KAWEHTY — dupMe «[noy sux Byx JInMH-
el ttilough & Book Ltd.).
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Benttley-Mason Inc.

President: 1.R. Mason Dircctors: P. Bentley, A. Bentley Jr.
618 W. Vine Streel. Detroit, Michigan
Telephone: {216) 813 8532 Fax: (216) 349 0578

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

12 Dockside Street

Liverpool L2 IPP

UMNITED KINGDOM

Dear Mr: jones,

The following consigament will arrive on the S America_which is due in Live:.
pool on 27 April. !

20 ‘Lightning’ 1000 cc motorcycles

Packed 1 machine per wooden crate

Weight 1.25 tons gross

Size 6'x 3'x 2

Markings Cases numbered 1-20 HM

VYalue £4.8300 each

Insurance Chicago-Noitingham England (A.R.)

invoice value £96,000

Could you please arrange for the consignment 1o be delivered to your clieni-.
Glough & Book Lid., Nottingham? If there are any problems, please contact 1. .
immediately.

Yours truly,
{signature)

T.N. Hackenbush

Nepeson TEKCTOBON YaCTH NUCLMA:

Creayoumii rpy3 npubyaer Ha rpy3oBoM CyaHe “AmepHka”, KoTopoe Ae. -
HO OTAALTL #3 nopra Hurepnyns 27 anpens:

20 morounknos “JNaitrnwnr™ (Lightning) 1000 ky6. cm.

B xaoxanti Acpepasikii AIMHK ynakosara | MamuHa

Bec: 1,25 ToHHu 6pyTTO

Pazmep: 6' x 3' x 2' (5 Jmoitvax)

Mapxaposka: Ha supikax apocragacne novepea ¢ 1 no 20 HM
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CtonmocTh: 4800 GyNTOB-CTEPAHUTrOD KaXILIT MOTOUHK]
Crpaxosxa: Chicago-Nottingham England (A.R.)
Cuer-daxrypa na cymmy 96000 dyerros-crepmauros
Tlewanylicta, obecneusTe doctasky Ipysa Bawemy xmuenty — dmipme “I'noy
o1 ByK Jira,” w3 Horruurema. TIpw BosHHKHOBeHUE nPoGRem TPOCHM 06pamAaTLea K
N HeMGATICHHT.

3.8. Npoune BuaL: nuceMm (Miscellaneous Corresponderice)

1.8.1. Ycnosusa pacuetoe / nnarexa

{Terms of Settiement / Payment)

Dear Sirs:
Much to our regret, we have to inform you that so far we have not reccived a bank
guarantee from you.

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

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

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

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

Yours faithtully,

e e ——

——

flepeson;
- Yeaxkacmbie rocnogal
C coxancuueM coobitaem Bam, 4To 10 ML) 10 CHX Nop He NoNyYunw ot Bac

&H‘Oncx_ylo TapaHTHIO,

c B cpsizH ¢ 3rum Mut xoTenu Gu HanioMitaTs Bam o Bamiem nucsme ot 20 mas
T B koTOpom B TIPOCHIY HAC H3MCHHTL BXKPCAHTHRRYKY (POPMY PACUETOR, B CBA-
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3 ¢ TPYAHOCTAMH ¥ AONOMHHTEREHBIMK PACXOAAMH, CBRSRHHBIMH C OTKPBITHCN iy,
KPEARTHER.

MNounmazr Banm Tpyanocts, dupma nouna Bam HABCTPeMY H Dana coi g,
cne Ha HHKAccosyio GOpMY paceeTon. Bl npruanu npeanoncHuyo Gopmy pacu.: o,
1 0DA36AUCH NPEACTABHTS B TPEXAHEBHEIH CPOK IAPAHTHI) NEPBOKIACCHOTD Sank:, 1y
80% cTOMMOCTH KOHTpaKTA.

B canau ¢ zanepwxoii B NpeacTapneHHH Bamn GaHkosckod rapanTui
651AR BEHYMICHH NPHOCTAHOBHTD TIOCTABKY BLIIEYKAZAHHBIX JAMYACTEH,

Mu npocum Bac sesamennurensHo cooSmumTh HaM, korna Symet npe e
TaBAcHa GAHKOBCKAS MAPAHTHA, # TIOATREPIATE COFAACHE ONMATHTE PACXOAH! NG *pa.
Hermio 3anyactell B nopry.

C yeameHueM,
3.8.2, CrpaxoBaHue (Insurance}
Dear Sirs:

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

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

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

Yours faithfuily,

Nepeson:

Voaxaemsie rocrnofa!

Mui nonyqnan Batre nactMo ot 3 MapTa, B KoTopom Bl ipocuTe naMen#Ty
YCNOBHA CTPaXoBaHHR O0OpYASBANNS, NPEAAOMCHHLIE HAMH B TIPOSKTE KOHTpaKT:! Hi
NOCTABKY OGOPYNDBAHWA IR MAWAHOCTPOHTEILHOND 3aBoAa. But xorure, 4ra0H
KOHTPAKT MPEAYCMATPHBA CTPAXORAHAE NOCTABNACMOe 000PYR0BAHUS OT PHCK:R.
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Met ofipamaesm Bawe sHumanve Ha ToT Bakr, yro MuroceTpax we mpouiso-
i CTpaXOBAHKE OT ... PHCKOB TORAPA, MOCTABIACMOTO B ... TIOPTH. HaM WinecTHo,
0 CTPAXOBAHHE OF PUCKOB MOXHO OCYHIECTBHTS B Jloraonckom CrpaxopoM OBwe-

Yro KACACTCA CTPaX0BaHMs OGOPYNOBAHHA OT APYTHX PMCKOB, TO YORITKH
eIAIOTCA B 3ABHCHMOCTH OT YCNIOBHH, HA OCHOBAHHM KOTOPBIX JAKIONMCH CTpa-

x0BOH AOTOBOP.
MBEt TOTOBRI €118 pa3 0OCYAHTE YCROBHS CTPAXOBAHHN.

C ¥YBAKEHHEM,

3.8.3. dopc-maxopHbie oCCcTOATENLCTBA

{Force-Majeur Circumstances}

Dear Sirs:

| This is to advise you that due to force-majeur circumstances (because of a heavy
storm) port Klaipeda is temporarily closed and we shall not be abte to place our
vessel for unloading.

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

We hope this short defay will not affect the schedule of deliveries.
Yours faithiully,

flepesoa:
Yaaxaemuie rocnosal
Hacroawmm coobinaem, YT0 BBUIY HenpelBHACHHLIX 0GCTOSTENLCTE (M3-33

SHAsHOTO TrTOpMa) Topr Talinena BPEMEHHO JAKPLIT, M MEL HE CMOMEM NOCTARHTE
Bauze cyzuo noa pasrpysky.

Mu Gyaem Bam ouens npusnarenshu, ecin Bu sanepsxkure oTrpysky oGopy-
ZOBAMHS 10 HAERO YBSIOMICHHS © MPEKPALICHUA dope-MakopHLX 06CTOSTENLCTB.

Haneemea, 41O YTa KPaTROBPEMEHHAA 330€PHKKA He CKKETCH OTPHUATEALHO
Ha rpadwxe nocrasok.
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3.8.4. Pexnama (Advertising)

Dear Sirs:

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

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

A prompt reply would be appreciated.

Your faithfully,

—————— e e e

Mepesog:

‘Veakaembic rocnozal

Braronapum Bac 3z muckmo oT 23 aHBaps, B kOTOpoM Bul npeanoxii-
MY HaM YCIyrd NpH pasMEUleHUY 3axa308 Ha NMyONHKANWIO PEKNaMHBIX 06hb-
ABNEHIR HALIUX KITHEHTOR B XKYPHAIAX, #3AAIOWLNKXCA BO DPanLLm.

Hawwn knuentsl 3auHTepecosansi B Bawem npemnomenda v xoretH
61 NOAY4MTE NONHYIO MHPOPMALLED B OTHOWIEHHH XYPHANOB, B KOTOpIIX
Bbl HaMepeHbl TOMELATS WX pexniaMiibie o0bABICHHS. B HacTHOCTH, OHK %0-
TeNN Gbl 3HATE KPYr UX YWTaTenel, THPaX M PacUEHKY 3a nybnnkatmio -
HOPAZ08bLIX PEKNAMHLIX 00LARNEHUIA.

C nerepnennem xaem Bawero ckopelituero otsera.
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.3.8.5. Pexomenpaums (A Lefter of Recommendation)

————
Jo whom il May Concern:
Dear Sirs:

1 am writing 1o introduce Nikolai Nadezhdin, our post-graduate student, in
the hope that you may be able to offer him some assistance.

INikoIai is doing research of education system of Great Britain, and 1
| wouid appreciate if you would provide him with any information which
will help him carry out his research work.

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

J Yours faithfully,
Nepeson:
flo mecmy mpebosanus.

VeaxaeMble rocrniona!

A nawry Bam, uto6nl npeacraente Hikonas Hapexauna, Hawero ac-
“BHDAsTa, B Hadexae, 970 Bhi cMoNeTe 0Ka3aTh My BEKOTOPYIO [IOMOLIb,

Hukonait 3anuMaerca necnenoBannamn B ofjtactu cHeTeMsl ofpazo-
Baikn B BesrncoGpHTanna, ¥ a Gyny Bam npwsHatenen, ecnu Bol npenocta-
BETC eMY NONe3HYI0 HHGOPMALIKD AN IPOBEAEHNUN €10 HayYHOH paboThL.

Ecan y Bat BOHHKHYT KakHe-THGO BOTIPOCHI, TIOXKAnyHcTa, CBAKH-
TeCh CO MHOIE.

C ypaxeHnem,

L PP —
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O3HAKOMBTECk C IONHBIM TEKCTOM NMHCLMa npesuneHty Porapit kivg,

8 Mukcke ¢ pexoMeHIauMeR 0 NPUHATUNA B UieHH Kny6a HOBOTO KAHAML; 5
oT xaaners no Porape kmy0y uz ropona-noGpatuma B Kanudopuun,

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

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

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

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

Such generosity is consistent with the ideals of the Rotary. Because of this.
I feel De. Skuratovich would make an excellent Rotarian, and I would hope
you would give serious consideration to admitting him as 2 member.

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

Thank you for the oppertunity to provide this recornmendation.
Sincerely,

(signature)
George A. Ogden
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3.8.6. NosppaBnenue Congratulation

Gentlemen:

We have learned from the press that you have opened a new branch office

in Rochester, NY. We wish you success and good luck. We also want to express

lbe hope that our business relationships will continue to develop in the same pleas-
.nt and trusting manner.

Sincerely yours,

P,

Mepeson:
Tocnoga!

Myt y3uanu H3 npeccht, Ym0 Bl 0TEpLUIM HOBOS OTOeneHre KOMNAHHH B Po-
gecTepe, Nrrat Huo-ﬁopx Heraem Bam ycnexa vt yaaun. MeI TakKe BHIpaXacM Ha-
HEREY, 9TO HAWM ZIEOBLIC OTHOMWEHIA OYAYT NpONOMKATH DAIBHBATLCS B TOH e

" ipHETHON aTMoCdepe B3AHMHOTO A0BEPHA,

Hekpenne Bain,

J

Deér Mr. Johnson:

F am delighted to hear of your new appointment to the Board. The years
‘you have worked for the company have been rewarded, and I am sending you my
veq_{ best wishes for the future.

-~ Yours sincerely,

Nepeeon:

Veaxkaemuiit r-u JIxoucon!
MHe ouens npuatHO yaHars o Bamem nosom nasnauenwu g [Tpapnenne au-
PexTopon. Baw MuoroseTHHH TPYA B XOMDAHKE NOCTONHO BOSHAMPAXICH, H 3 WO
hoxenanue ycnexos B aansheiiwed paGore.

Hexpenne Bamu,
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3.8.7. Coboneanosanue (Condolence)

Dear Colleagues:

1 was grieved to hear of the death of NN, and wish 10 express my heart
sympathy to you and to the members of your firm,

My colleagues join with me in expressing deep regret at hisfher pas.; @
away.

flepeBopg;:

Hoporue koanern!

A 6u riyGoko onevanet HIBeCTHEM ¢ cMepTH NN U X0y BRIPAIHTH MOV c-
KpEeHHWE CotyBCTBNE Bam 1 coTpyRnnkam BaweH GHpMer.

Mou konrern pasnensior Moe rnyGOKOE COXANEHHE M0 NOBOAY Sro/ec
YHHE,

Dear Sirs,

I have just heard with profound regret of NN's death after a long ilfness. 13
you know, we enjoyed NN’s friendship and hospitality on so many ova-
sions that we feel his passing in a very personal sense and well underst-d
how greatly you will miss him. You have our deepest sympathy.

Yours very truly,

Nepeson:

Cocronal

A Toapxo 4TO ¢ THYGOKHM coXanchHeM Y2uan 0 koHuMHe NN nocae oo
RpofomRNTeNLHOH Gomesny. Kak Bul 3aaere, Mul 000 B APYRECKMX OTHOUlgH: 3 H
NOALIOBAIHCEL FOCTENPUHMCTEOM NN BO MHOFHX CHYMAAX, NOITOMY €ro yxo - MH
ourymiaeM Kak NOTEPI), H Mbl XCPOINC ocolHaeM, xaxk Bam Gyaer ero me xpu. b
[Tpumirre Hame royfokoe couyacTsue.

Hckpenne Baui,
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3.8-8' BnarofgapHocThL 3a rocTenpu¥MCcTBo

{Lotter of Thanks for Hospitality)

—
Dear Prof. N: ) J

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

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

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

Once again, thank you for your gracious hospitality.

Yours sincerely,

—————————————

flepeson:

Yaawaemuit mpodeccop N

) Or HMEHH MOHX Konner # oT celt aHuio & Obl XOTEN ALpasUT: Graroaap-
Hoors Bam W Bawmm corpyanikam 3a rocrenprHMCTBO BO BPCMA HAILEIO HENABHEND
EOYHTA Ha Bam daxynster. Ha uac npouseeno GomLN0E BICUATIEHHE BCE, YTO Mbi
YEHAeny, # HawH GeceAsi RO BpeMS xvaTkoro npelmBanng y Bac Geim 0McHL HHTe-
PecHEIMM.

HaM Gruro G ovenn npusTHe Nokasars Bam Hame oGOPYIOBAHNE HA MECTS,
5 Ecnu y Bac nnu y Bawmx konner Gyaer soammoxnocrs nobumars & Bena-
PYCH, b Gyzem pansi noxasars Bam Haw HOBWIE KOMIUICKE.

Eie pas Grareaapuss Bac 32 HCkmounTehno Tennsil npuem.

Hcxpentie Baur,

e — - o
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Drcar Mr. N:

Now that my colieague and 1 have returned to Minsk, we would once ag-.ip
like to thank you for the arrangements which you so kindly made on .
behalfin fixing appointments for us,

We hope or our next visit to London to have the pleasure of seeing ..y
once more.

Yours sincerely,

[ PP —

Mepeson:
Ypawaemstii r-u N!
fTocne rosppamenus B MUHCK 2 ¥ MO KOJTEra XoTenKH 6b BHOBE M0G:.ro-

napvts Bac 33 yeTpocHHLIE BETPEMH, KOTopbie BE OPranu30saIM oT HAUIETO Muei,

Haneemcs, uro 8o Bpems chedyiomeh noesak B JIoHAOH Ml GyAeM wasery

YAOBOMLCTBHE enle pas ¢ Bamu Berperursen.

HMcxpenae Baar,

. ———————————

3.8.9. EpoxunpoBalue rocTHHNYb {Hofel Reservation)

Dear Sirs:

We would like to make reservation at the “Holiday Inn” for our five
employees who will take part in the annual teade exhibition in Helsink: to
be held on November 11% o 15™,

Since our delegation is composed of one lady and four gentlemen, ple-ise
make reservations for one single and two double rooms for the period o 4
days {see fhe dates above),

Please find enclosed a banker’s draft for $ 350 as a deposit. Could 50
please acknowledge a receipt.

Yours sincerely,

ettty e e

Encl.: banker’s draft
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Nepeson:

ypaxieMble rocrofal

Mgl xoTenn Gui 3a6poHEpORATE MeCTa B rocTHHHUE «Xonuaeh Hum s na-
JABUIEX COTPYAHHKOB, KOTOpHIS GyAyT NpHHEMATD YHNACTHE B EXRETOAHOMN TOProBo#H

::wranlw p XenscHHKkH ¢ 11 Ao 15 vonGps.

[locKONBKY HAIIA JENErauns COCTOMT M3 OARON MEHINMHBI W NATH MYHHH,

3afpORHPOBATHL A9 HHX OZMH OAHOMECTHEN Y ABA JRYXMECTHLIX HOMSPA Ha
4 AR (CM. paTel BLILIE).

Mpuazracy GankeBeknil 4K Ha 350 nonmapoe B RavceTee Acno3HTa, [losa-
ayitors, MOATBEPAMTE €0 MOY4CHHE.

Hoxpenne Bain,

Dprnokerue: Gankoscknh yex

PR

-~

¥d  KOHTPONBLHLIE 3ANAHUS

1. Cocrapbte NECLMO-2aNpOC OT ¢BOel OpraHH3IalUKN O BOIMONHOCTH NO-
cTaBkH cnoptusHoit o6yeu ming oHowel ¥ nesyLIek.
2. HamutuuTe OTEET Ha 330POC O MOCTABKE CMOPTHBHON ofysM ¢ noa-
. TBePKAEHEEM NOTOBHOCTH OKA3aTh NOMOIL W monsiTkol! ybeants Ho-
_'BOTO KJIHEHTA B NEPCNEKTHBHOCTH OTHOWIEHHU ¢ Bael xomnaxHeH.
3. Caenafite 3axas #Ha NapTHIO TOBApa ¢ NOATBEpXKACHHEM YCIOBHHA nna-
. Texa, o0paTHB BHUMAHNE NOCTABLUNKA HA CNIOCO6 YNAKOBKH.
4.  Hanwure nuUCEMO-pexnaManyio NO NMOBCHY NOTYHEHHA NOBPLEKIEHHO-
O TORApA.
3. OmsersTe napTHepy No GM3HECY HA €10 0BOCHOBAKHYIO PEKIAMALHIO IO
NOBOAY HecBOEBpEeMeHHOH NOCTABKH NAPTHH TOBAPOB.
6. ' OBparurect B GHpMy, nocTasnMOLIYI0 0BOpYAOBAaHHE A NPOU3BOL-
emea mebenu, ¢ pockboli 0 NPEROCTABNEHUN BOIMOKHOCTH NOMYYUTE
© HX MpPOAYKUMIO B KPeANT, Yennre nOCTABIIMKA B BalweH HAALKHOCTH
- KaK napTHepa.
1. Cocraenre NHCHMO-3aNPOC ¢ BOIMONHOCTH M YCIIOBHAX TPAHCIOPTH-
' POBKH Ipy3a o *ene3xoii 1opore.
CooGiuure cBOEMY KAHEHTY-AMNIOPTEPY 00 OTIPABKE rPY3a aBTOMO-
OHILHiM TPaHCIIOPTOM, YXKa3aB ASTANH YIAKOBKH, BEC, CTOMMOCTE 1
Npoyle meTand CONPOBOANTENLROH NOKYMEHTALKH,
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(& oaxc v anexmponras nowna

9. Tlopyunte cpoeMy BaHKY CACHATE NEPELUCICHEE 32 NAPTHIC TOBAp:.
10. Hanumuwute ceoumM napTHepasm no GU3HECY KPATKHE NHCHME:
= ¢ IO3APABACHHEM 110 NOBOLY YCNEWIHOTO YJACTHA B BBICTABKE;
- C BoIpaXetiHeM COOONE3HOBAHUS F10 THOBOAY KOHYHHB! FEHEPANS o,
JNHpeKTOpa;
- ¢ GRarOZAPHOCTHIC 33 NPHEM BAUIMX COTPYAHHKOR BO BPEMIA H* yo.
MaHAHPOBKH,
- € W3BHHCHHEM 33 SAfEPXKY INOCTABKY MPONYKUKMH, BEIIBAlLyg
$opc-MaNOPHBIMH 0OCTOATERLCTRAMM,
- © NPUMAWEHHEM NPHHATL YHACTHE B TODWECTBAX MO NOBOML: ().
neThs Bamei YUpMLL;
- C pexoMeHaanKel Baliero KOJNETH ANS YYacTHA B NIEPErOBOD: - 1
HHTepecylowmeii obe Bamy hupmel TemaTuke,

(i BLINONHEHUA 3aA2HKH BOCTIONLIYHTECH NONESHBIMH BLIPEREH My
B ACNOROM NepenHcke, NOMEHIEHRHMH B pazacie 5 AAHHOH H4acTH \ref.
HOTO NOCo0uA.)

Pasgen 4. Pakc U IM1eXTPOHHAA NOoYTA

{Fax and E-mail}

3nexTpoRrHLie BUbl AcforoH nepenuckk (TenierpamMma, TeNeke, fake,
ACKTPOHHAA TIOYTA) AABHO CTANH HEOTHLEMICMOH 4HacTBIO NOBCERHC:HOH
xoMMmyHuxaukn & chepe Ousneca. B maHHOM paznene paceMaTphERiOTH
HanGonee ynorpeSumule M3 BHX B HaCTOALICE BPEMA — (aKC ¥ INSKTPoHHM
fO4TA.

4.1, ®ake (Fax)

Qaxc (hakcaMUTBEHAN CBA3L) KAK BU/ TENEKOMMYHKKAUUHA D038 HET
B TenePOHHOM pekUME NepeaaTh HANHCARHOE COOOWICHWE W NOMYYHTY ok
TEEpHACHHE ero npHema. B 3aBHCHMOCTH OT OTHOWICHWH Mexay ywa: fHE
KamM¥ TPOUECCca KOMMYHHKaUMA CTils GakcoBuX coobmenuil moxer vl
ofpuumansHo-genoesM {formal) unu Henpuuyxaennsid {informal), Ouesitt
Ho, B cdepe OGm3xeca NPEANOYTHTCILHO WCHONB3OBAHWE OHLIMAIILHY
Aenosoro ctint. Dakc, Kak ¥ AuCHMO, OBLIMHO OTApaBngiOT Ha OnaHK
TpeANPHATHA.
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Fax and E-mail la}

"-""".——.__
HeoOXORAUMEIME JMONORHUTEALHBME (N0 CPABHCHHIO ¢ MHCLMOM)

aeMeHTAMH $akcoBoro CoofINEHNS ABNAIOTCA:

1. moMerka Ha Gnanke “Fax transmission™ noa aapecom oT-
NpaBdTENA;

2. YKa3aHHE UMENH H JOMKHOCTH TOAydYaTeNs W OTNPapHTens
no obpasiy:

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

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

3. yxazaHue HOMepa dakca NONydatTeas M OTNPABHTEns (€CaM
dakc ornpasnseTca He Ha dUpMeHHOM Gaanke oTnpaBUTeN,
rae OH 00a3aH GbLiTb):

. Fax number: 8-10-101-567-2245
4. para ornpasicHua no oGpasuy:
Date: January 12, 2041

3. yxasauwe KONWGESCTEZ CTP2HHL, BKHOMSR 3arsasuyro (cover
sheet):

‘Number of pages: 5 including this one.

Ecns B oTnpasasemMom $axce HECKOILKO CTPainii, B NIPABOM BEPXHEM
YIRY xaknol CTpaHRHLI CTORT ROMETHTS €€ NopaaxoBbiit Homep. HanpumMep,
B Coobmenun W3 nATH cTpaRMU 3TH NoMeTKHM BYAYT BLITIAAETS Kak 1/5, 2/5,
315, 45, 5/5, T0 ecTh cTpaHHLa I-an w3 5, 2-29 W3 5 W T.A.

6. Ecau daxcoBoe cooGllUeHHe BKIIOYAET B cels KakoH-To oT-
yer, TabnuLp WM Apyryio cayxebiyio mhdopmaunio, cex-
peTaphk Ha 3araghol CTPAHKLE NOCNE NPHBETCTRHR MOXET
OrpaHuUTLCS $pasol:
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['f_l]] QaKe U INeRINPOHHER oYma

Please find enclosed our annual report.
{(MToceiraro Bav raut exce2o0wuill omyem.)

WiIH:

Please find attached the updated tables from section 2,
{{Toceinaro Baxt ymounensore mabnuys us pazdena 2.}

Obpa3zew thakconporo coobermn:

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

FAX NSMISSION
Message for: Ms. Julia Collard, secretary, Main Office, School of Business,

Essex University, UK,
Fax number: 8-10-44-181-893-3516
From: Nikolai Kapustin, Head, International Division.

Date: May {1, 2000
Number of pages: 2 including this one

Dear Ms. Jutia Collard:
In accordance with our previous agrecment. I am sending you a list of 13 persens
(12 students and one professor) who will garticipate in your school’s sumtmer :a-

tenship programme in the period of July 5" - 217,

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

Pilease find attached the above list with the participanis’ surnames, first names s
dates of birth on page 2 of this fax.

I took forward to receiving your reply at your earliest convenience.
Yours sincerely,

{signature)
N. Kapustin

Head, International Division,
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Fax and E-mail

flepeBsopn TexcTOoROMW YacTV pakca:

Veaxaemas r-xa Jixynna Konnapa!

. B cooTBETCIBHM ¢ HaweH npeasapuTensHol AOrOBOPEHHOCTBLIO NOCHINAID
Bant CHACOK H3 13 uenopex (12 cryaenTos u | ApenoxasaTent), koTopwie GyayT yya-
CcTPOBATH B MPOTpaMMe neTlieH npakTakn Bamwelt wikonst & nepros ¢ 5 no 21 Hiond.

] Jinn o6paiens 34 BU3AMH B IOCONBCTBO BenukoOpurannn HaM noHanoliT-
¢ OPRIMATLHOS NPRTAALICHAC {OpHTrHAN) ¥ TIHCLMO B TIOCOIBCTRO O BHIOROK NOA-

[Ipunarae Yxa3aHHEH BRIIE COMCOK © YeataHues Damumal, wMmen w Bamu
pOMACHHA YUZCTHHKOB MPOTPAMMLL KA CTPANHUE 2 aanuoro axca.

C uerepnennes KAy cropeiuere oraera.

Hexpenune Bam

{RonmucE)

. Kanycran,
HAYRIEHHE MEXIYHAPOAHOD OTASNA.

4.2. AnexTpoxsas nouta (E-mail)

DFeKTPOHHAA NOUTA, KOTOPAA Y NO-PYCCKH CTANA ¢ NOMOLULI> METONR
CIpARCKpUOHPOBARUA HasBiBaTheA «M-Maiin», 3a nocaesHHe HECKONMLKO neT
"GYKBAILHO 3aBOCBANTA PEIHOK NOJILIOBATENEH KOMIBIOTEPOR.

Mone3oBatenam AMEKTPOHHON NOYTOH Ha aHrIMHCKOM A3bIKe ClefyeT

3HATE, YTO B INEKTPOHHLIX COOBUIEHHAX HCTIONb3YeTeA GONLILIOE KONIMYECTRO
-coRpalneuit, HanpaMep:

ASAP as soon as possible KOK MONCHO CKOpEe

BTW by the way MENCAY RPOYUM
. FYI for your information ons Gautezo caedenua
- RSVYP répondez s’il vous plait  roowcanyiicma, omeemome

(tppann.)
~2) smile yroibra
=( frown cosunymote Gposu
BLPANCEHUE HEOOBVRBCMEA

" Mon Monday nOHEeOeNbHUK

" B aaHHomM paszgene HinaralOTcA OCHOBHLIE NPABHIA NMOILIGBAHHS
HHodl nourod kaxk CPLICTBOM KOMMYHHKALHA B GuHznece wan, 1o
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& Dokt U INSKTNPOHHEN NOWTa

XpaitHeii Mepe, MEXIY JIOABMY C DATHLIM COLMANLHLIM CTATYCOM, KOTOPS: . .
CHIY 3TOTO HAXOIATCA B OQuyuateno-0croseix omuoutenunx. 10 xacac:
obiendn no «M-saitny» Epyici, TO ecTh MIOkeil, HAXORKIMMXCA B renpu
NCOERHOIX OMNOWIEHUAX, 3TO MX JIWJHOS EA0, H BONPOC 0 KAKHX-TO N
718X B 3TOM CITyHae He CTaBUTCH.

Hrax, nasnmii pasnen nocBAItEH ITHKETY RONbL3OBAHKA JACSKTR: .
4Ol NOuTOH, a He TeXHWYeckoR cropoHe (HaNPHMEP, KAK CBA3LIBATLC: -
NpoBAHACPOM, YAANRTL HEHYIKHbIC coobuledMhs, OTKpHIBATH agpec B 1 .
TepHETE W T.1.).

i 1. CaoeapesenHo omeeyailme Ha 8Ce ONYYONHEIG CO06L{eH s
' \‘*} (Respond fo all personal messages promptly)

Jaxe ecnn BaM Heuero oTReTHTH NO CYWECTBY, NPOCTO HANMULI .,
uro Bt nonmy4Him oTripasaeHHoe coodlienke (message), HanpHMep:

Thank you for your message. 1 will get to you ASAP.
Cnacubo 3a Bawe coobujenue. H ceaxcycs ¢ Bamu ¢ Gruxcaifieee gpen -

Thank you for your suggestion. | am thinking about it.
Cnacubo 3a Bawe npednoxcenue. A oBdymuieaio ezo.

2. Bydnme 0OCMOPONHE! HACHEM NePECHINKY STUYRBIX

coobujenul
{Be careful about forwarding personal messages)

{lomHuTEe O TOM, 9TO NoAyYerHoe Bamu coobuienue Guno anpece-i-
ko Bam mumHo. [Ipexne uem nepecnats ero komy-nuGo, noaymaiire, o.1.5
prn 66l 3TO OTTIpABHTEND BAHHOTO cCOOBUEHN.

3. Npocepsme HaNUCaHHBLIG COOBUIONUS, NpeX0e YyeMm
OmMNPAGHRAMb UX
(Check outgoing messages before posting them)

OcobeHnocTd MexTporHoift NOYTH COCTOAT B TOM, MTO Hakds 18
Akonxy “send” (oTnpasurb), BaM yike HeALIN OTMECHHTBL 3TY KOMaHAy, “o)
61 uTo-nuGo HcTpaBuTh. [TOITGMY HY)KHO BHHMMATENLHO BLIYNTATE To-+T
cOOOIICHHA, MIPEKIC HEM €rO OTIPABHTS.
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Fax and E-maif [l

--"""-‘.—.-.__
4. Henopsaylime cmpoky «mema coobuWeHUR»
E {Use ihe subject line to indicate the topic)

VKazaHHe TeMbl Coodllenns 0coGeHHo BAKHO, Korta Bu obMenuBae-
rech ¢ MAPTHEPOM NO GusHecy uenuiM paaoM coobuienuit. B 3ToM cnyyae Hut
BaM, HH BawieMy NapTHEPY He NPUUETCA HCKaTh HyxkHoe coollleHue cpenn
MBOTHX JDYTHX. 37O TAKKE NOMOFAET BLAEPKHBATL KPATKOCTL M CKATOCT
pi HATIHCAHHM COOGLLEHUA, HAnpUMEp;

Subject: Board meeting Tema: 3acedase Cogema

The next board meeting will be held on Credyioujee 3acedanue cogema coemo-

Thursday at 10:30 am. umen 6 vemeepe ¢ 10 vac. 30 mun. Tlo-

Piease confirm your participation. Jearvicma, RoOmeepOume ceoe yua-
cmie.

Thank you, brazodame Bac.

J. Morgan, Howe. Mopzan,

secretary. cexpemaps.

ﬂ 5. He anoynompeGnnaiime pa32oeopHbLIMU (DPA3aMU @ HAYANG i
' KOHUe coobgenull

(Do not overuse conversational openings and closings)

HecMoTps Ha T, 4TO A3bIK 3EKTPOHHOM NOMTH - 310 rubpun dpas
YCTHO#H peust 4 NPERNOKESHHH FTUCHMEHHON Pedn, HEOOXORIMO YYBCTBO Me-
Pbl B YROTPeONeHIM HeNpPHHYXACHHBIX NPUBETCTBUA H 2aKNIOUNTENLHBIX
$paz, B anexTponnsix coofmeHnAx MoxHO BooGuie obotiTHeh B3 HHX (CM.

TpeAMAYIMA TIpUMeED, rie OTCYTCTRYIOT (opMynst 0GpalLeHHs M npowa-
Hux).

6. Bydnme sexuebi Npu BLIPINEHUY «DA0BLIXY APOCLE
{Express “business” requests politely)

Hwmelite B ray, 4To Nawe B GAIHEC-KOMMYHHKALMK CTHIb SNIEKTPOR-

KUl — € HEeNPHHVKASHHBIE MK 1He bHBIE, Yem odu-
M&Am. 370 NOIBONKET YCTAHARANBATL M NORASPIKHBATL NpPYkKe-
© Ok othowenus moaaM ¢ Pa3HbIM COUMANRBHLIM CTATYCOM. OAHAKO 8 Cy-
©CIM, HanpuMep, CTYNEHT MM NOJMHHCHHLI HanpaBaser apoceby
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QAKC U ANGATRPOHHSA NoWNa

npodeccopy HAH AOMHHWCTPATOPY, HENPHHYKICHHuI! CTHIL HeyMecTew.

3mech ckopee heobxoanm Heltpanberiht Wi oduuvanbHO-ZeNoRofi cTuas,

4yTobmM

{1) wu3bexars HABASIKBOCTH,

(2) EaTh NOAYHATENIO BOIMOXKHOCTE BR0OPa,
(3) co3maTs ¥ Hero GMaronpHUATHOS BEUATISHHS, HANPHMED:

(nnoxoii BapuaHT)

Dear Prof. Nilsson,

Finally, 1 have prepared something for
you to read. I will leave my paper in
your mailbox some time lomoirow.
Hope you'll be able to give it back to
me with your comments by Friday. I'll
then work on it over the week-end (in-
stead of having a good time with my
room-mates -1).

Veaxcaemutii npo. Hunvccon!

Haroney-nto 2 roe-ymo  goidan{a),
untobns gt Mozay nowtimante. 4 ocmas-
A0 CHICMBI? 6 GauieM RujuKke 20e-
nubyow saempa. Hadesocw, & cmozy no-
RYuunit ee NA3Ad C BAULMU NOMEMKA-
Mmté & mamuuye. Tozda s nopabomainw
Hao neli 8 esxodnuie (éMecmo pazate-
vewnuli ¢ cocedamu -;)

Kak BUARO M3 AaHHOTe COOGIIEHHA, BCE YKA3AHHLIC TPH NPaBHnA
3feck e cofmofienbl. l'opasfic nyyite TakOH BAPHAHT MPOCHObI:

| (npremnemuiit BapranT)

»

Dear Professor Nilsson,

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

Thank you.

Veaxcaemuiii npogheccop Hunvccon!

Kar mut tt nagnupoeary ¢ Bamu, 7 3a-
Konuuafa} pabomy nad cmamoeti u xo-
meafa) Get ocmasums ee & Bawem
Aupuxe saempa ympou. Eoia(a) 6or Bar
obnzanfa), ecatt 6ot Bw nguiru spems
npodectits £¢ # GICKaIANL OGO 3aMe-
uanus ¢ mevenue paboweli  wedern.
3mo nozeoauno bt Mue nopabomamv
wad cmameetl, npewcde vem 3 nped-
CMAGRIO €2 @ OKORUQMERLHOM 6UJE.
Hoxcanyiicma, coobugume mne, Ko20a 1
cmoz{na) 6ot ee 3abpame.

brazocapo Bac.
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Fax and E-mail  (5)

"

7. Henonsayiime oGieynompeSumensHLIe COKPaeHUR
{Leam common abbreviations)

MHorue TepMHHBI ¥ BBIPAKEHHA COKPALLAIOTCE B NEKTPOHHBIX CO-

ofnieHNsX (CM. Ha%ano s7oro pasfena). CNHCOK COKPANICHHH JOCTATOMHO
gonpwoh. [nasuoe, qrobul anpecar nowan Bac. Jonyckaercs Habupath
rekcT coofuennr Ge3 3arNaBHBIX DYKB, OTYCKATh APTUKITH H BCTIOMOTATENb~
pule rraroas. Opxaxo, ecnu Baw anrmdickull (B 4aCTHOCTH, rpaMMaTHRE)
£XPOMACT», AYUYUIE H3beraTh 3T0 M MONK3OBATLCA CTAHAAPTHLIM, MOJHLIM
1excToM. CpaBHHTE ABa BAIA OJHOTO H TOFO XKe COOBIEHHA:

Standard English: [ have read your message regarding {about) John’s pres-

entation. I will try to read his paper as soon as possible
and return it to your mailbox. Thank you again.

E-mail style: Read yr message re john's pres. will try to read his pa-

1.

per ASAP and return it to yr mailbox. Thanx again.

KOHTPONBHLIE 3ANAHUSA

CocrasbTe dakc ¢ coobiLeHHeM 0 NEPEYNCNEHAW AEN03UTa 3a Npo-
HHBAHHE B TOCTHHHLE BAWNX YHACTHHKOB KoHdepeHUHU dupM-
NapTHEPOB, & TAKKE O AaTe uX NpudsiTHA Ha xoudeperuuio 8 fpa-
ry.

Hanumare coofiuenue no anexTpoHHoll noute ¢ npocwhGoit pac-
CMOTPETE BOIMOXHOCT O BhiAenewun Bam dmEHaHCOBOH ROMOLIK
ona YYsCTHA B CHMMO3HYME, OPTKOMHMTET KoToporo otobpan Bawm
AOKNAT JUIA BRICTYHNEHKA B OAHOH cerumii.

Cocraspre dakcosoe coofillesye OPraHU3aUHOHHOMY KOMMTETY
TOProBO-NPOME LTeHHOH BLIcTaBkH ¢ npockOoil 2abpounposars 7
ORHOMECTHLIX HOMCPOB B FOCTHHUUE JAsA YNEHOB Bawmeh rpynnet k3
pacueta ne Honee 50 nonnapor CLUA B cyTen Ha yemonexa.
[loaTsepante no 3MeKTPOHHOH MouTe MOAYUEHHE WHPOPMALMH OT
NapTHEPOR no GH3Heca o0 oTnpaske NApTHH rpysa. He zabyavte 3a-
NOAHHTD CTPOKY «TeMa CoobLIEHUs.

Coofure naprHepam no Gu3Hecy o0 M3MEHEHMH Bamero anex-
TPOHHOMO anpeca ¢ 1-ro qucna clegyloLero Mecilla B CBI3K C pe-
oprasmauHel yenyr TENEKOMMYHHKALHY B BAUIEM PerHoHe,
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@ Fonesnme epipaxaenua @ 0enoeold nepenticke

6. TloGnaronapure 8 MEKTPOHEOM COODILEHUH NAPTHEPOR N0 HH3MeCY
33 CBOCBPEMEHRAYIO HHdOpMALLINO 06 MIMEHEHHH YONOBHH 3aKyRKN
TOBAPOR 110 ONTOBLIM LEHAM W BRPA3HTE HAAEKAY HA BOIMOMHOCTE
NPEAOCTABICHHA CKHAOK MOCTOSHHEIM KAHEHTAM.

(Hns sHINONHEHUS 3ATARAH BOCHONL3YHTECH NONEIHBIMH BLIDDKEHUIMH
B AcNOBO# Nepenmncke, NOMEIIEHHLIMKA B pasiene 5 AadHol dacTu y4eb-

Horo nocobus.)

Paznen 5. MoneaHble BuipaXeHus B AeNOBOM

nepenucke

{Helpful Expressions in Business

Correspondence

Hansbtit paznen CORSPRUT CNPABOUHLIC MATCPUANBE, KOTOPHIE MOTYT
0Ka3aTheA NONC3HBIMH ARR BHINCIHEHNAS KONTPOALHLIX 32Ma Kl npensiay-
UIKX pasfenos naakol uacti yuedroro nocobus.

5.1. Opockbnl (Requests)

Could you please tell me
T would be glad to know

We would be obliged if you could in-
form us

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

We would be pleased to hear from you
concerning

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

Is there anything that could be done
about this?

T would appreciate if you would send
me your new catalogue
- {sampies)
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Bydome dobpur, coobiyume, noxcanyiicma
A bown 6w pad yaname

Mot 6ydem obfagiwt - Bam, ecau Bw
CMONCENIE H2GECTUNTD HAC

Byoeme dobpui, coobijume xax MowcHo
cxopee, wcesaeme su Bot

Bydem padet, ecpu But wanutueme nam ¢

fluy oas mozo, umobwm cnpocumy,
Maxcem au Bac sauwmepecogamb ho-
Kynka

Moowno au npednpunsme umo-nubo no
amomy nosody?

By 6w Bam npusnamenen, ecau 6ui B
npucaasu mue Bme noewiil xamano:
(obpasyo)



Helpful Exprossions in Business Cormespondence @

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

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

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

Tipocus seickame npedsoxcenue
€ HauboORES GLIZOOHLIMY YCROSWAME U
CKUOKOL 3G ORAGIMY HARUYHVMU

B ceasu ¢ Bawmum obvaesenuem ¢ ... Mol
Betry Gor padet nogywume

Byoesm Gaazodaprw 3a Aobyie nomows,
xomopyio But moxceme oxazame 8 smom
dexe

§.2. BoipaxeHue coobuenus (Expressing Information)

We hercby advise
Please be advised that

Let me inform you that
This is to certify that

Please take note that

I am writing to confirm that

*" Asyou know from previous cotrespon-
. dence

" Wehave carefully considered your pro-
posal

We agree to your proposal

. We wish to draw your attention to the
_ fact that

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

" Please find enclosed

Hacmomuyum coobusaem

IIpusmume, noxcasylicma, ik ceedenuso,
wmo

Toseoneme coobugume, ymo
Hacmonuum ydocmosepsemes

Obpamune, noxcasyiicma, enumanie,
umo

Ty, ymobur nodmeepdums, smo

Kax Bul 3naeme u3 npeduidyuyeil nepe-
NuUCKu

Mot snusamensiio pacemompeny Bawe

npeoroNcente
Mu: coznacner na Bawe npednoxcenue

Qbpatyaem Baue enumanue na mo,
wmo

Hem npobaex ¢ omuoutenuu
Mot npudepicugaenmca dpyzozo Muenusn

K nucomy npunazaemcn
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& Moneskbie ebpaxerus & denosoil nepenucxe

5.3. ButpaxeHue Hanexabl {Expressing Hope)

I hope you won’t mind if

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

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

fore too long

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

We look forward to hearing your fur-
ther proposal soon

T ook forward to cooperating with you
on this new venture

Haoewcw, Bot ne Gydeme gospancame,
ecru

Quens nadeemcn, ymo Bu npudeme x
RORONCUMENDHOMY PEUICHUID OMROCH-
measio

Me: noaazaes, wmo Bt npusoocume
eCe Youaun onx

Hadewco, ymo 6ydy umems oas Bac
HOBOCU COBORLHO CROPO

Hexpenne naderoce, vmo But cronceme
ROMONE MHE G 3MOM Oene

Mot paccyumbisaesm noayeums scxope
Bauwu danvuetiniue npednocenus

Paceuumbieaio Ha COMPYOHRYECEo ©
Bawmu 8 smom Hosom npednpusmuu

5.4. BnaropapHocTh {Gratitude)

T am writing to thank you very much
indeed for

It is very kind of you to

May I take this opportunity of thanking
you for

T wish to express my appreciation for
all your efforts

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

Thank you for letting me know that
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TTuwy, umotul cepdesno nobaazoda-
pume Bac 3a

Ovens mobesno ¢ Bawell cmopons:

ITo3608bme GOCROALIOCAMLER CRYHAEM,
ymobu nofrazooapums Bac 3a

Xouy guipazume GRG200GPROCTL 30 6CF
Bawu ycunus

A ovenv Grazodapen Bam 3a nomouye
{Baut cosem)

Brazodapro 3a coobujenie o mom, \mo



Heipful Expressions in Business Correspondence @

Thank you for inviting me to your
company office

1 am writing to thank you again for your
wonderful hospitality

Thank you for contributing so much to

| 5.5. Uasnnennn (Apologies)

My apologies for
Please accept our apologies for

T wish to offer my sincere apologies for
... taking so long to answer your letter

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

* Fsincerely regret that

. Tam sorry, but ! cannot be of assistance
to you in this matter

Brazooapio 3a npuzacuenue nocemime
ouc Boweli dupmu

Ty, vmobw ewpe pas nobrazodapums
3a Bawe 3amevamenbuoe zocmenpuiim-
cmao

Epazodapum 3a cmans Banvutoii exiad &

fpunowy caou ussunernus

Hipupume, noxcanyiicma, nawu usey-
Henun 3a

Xouy npunecmu caou camvie uexpennue
UIGUNEHNA 30

. 0, YMO COR20 HE OMEeYaR NG Bawe
HUCBMOQ

- 3A0EPHCKY € <., KOMOPAR NPO-
USOWLNG He N0 Haluelt aune

A uckpenne coxcaner, ymo

Hsenuume, wo st ue Mozy nomovs Bam e
IMoM depe

5.6, Bulpaxenwe HeyaoBneTBOpeHUA

{Expressing Dissatisfaction)

- We are not happy about the terms you
. suggested

1 simply cannot understand why you
did not telt us

I am most disturbed that you will not
be able to

This sets up a chain involving several
complications

Mol He yooeremaopens npednoNcen -
MU YCROSUAMU

A npocmo ne mozy nonsme, novemy Bu
He HpedyRpedutt HAac

Mena ouens becnoxoum mo, ymo But ne
cMoNceme

Imo ewisuiaacnt yens oRPeCeReHNbIX

sampyonenil
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1 am very disappointed about this fact

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

1 am afraid we'll have to cancel the
agreement, as

A ouenv ozopuen dannsim obemormens-
CHIGOM

Imo, yeepes, Bul coznacumecs, e syw-
wuti cnocob eecmu dera

Bowcy, vam npudemen pacinopzryms
do2080p, maK Kax

5.7. OTBeTLI HAa BONPOCHI W NPeAN0OXeHUA
(Responding Questions and Proposals)

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

We were very pleased to receive your
letter in reply to our advertisement in
We much appreciate your proposal
May we use this opportunity to draw

your attention to

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

We hope our offer will interest you

We are obliged for your letter of 12
May in which you enquire
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B omeem na Bauy npocsby npucaams
Bam wat kaMAs02 BLICLIRACM C SPIUM
RUCLMOM IKICMNAAP KAMATO2A ¥ HAE-
emcn, wmo o bydem Bam noresen

Mur Beuan overs padst noRYyNUmMS OM
Bac nucemo @ omaem na nawie 06vae-
aenue 8

Myt goicoro yenum Bawe npedsoxcenue

Ilozs016me 60CNOTBIOBAMBCR IMOH
BOIMONCHOCHIBI), ymobol npuereds
Bawe snumantie x

Mot moxcem obeupame NocMAagry & me-
YEHUE HeMBIPEX HEOERD, ECAY ROAVNUM
Bawt 2aras ne3aMmediumenvao

Hadeemcn, umo nawe npedromcente
zaunmepecyen Bac

M npusnamenvist 3a Bawe nucomo
om 12 maa, & komopom Bet cnpau-
gaeme
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YCTPOWCTBO HA PAGOTY
(JOB APPLICATION)

Pazgen 1. KpaTkan 6uorpadma (Résumé, CV)

Peatome (B anrnuiickom asmne coxpansercs GPaMIysCXOe HANMCAHRC

H NPOH3HOMICHWE 3TOrC CNORA) ABIACTCA HACTHO NMPOHECCA YCTPOHCTEA Ha
pafoTy BO BCEX AHIMIOAILITHEIX H IPYFHX CTPAHAX.
. Be3 pesome N CONPOBOAATENLHOTO RchuMA (cover letier), xovopoay
NOCBALLCH CelyiouHit pasaen, Bac APOCTO He IPHINACAT Ra coleceaosative
(interview) ¢ paGorozatenem (employer), 3 HMENHO OHO M ABRASETCA NOCACA-
HHM 3TanoM B Npouecce GH3HEC-KOMMYHHKALMM NEPEH NONYHSCHHEM Kenae-
Moro Mecta paGorer.’

B stom pasmene Bl fo3HaXOMATECHL, TEREPhL YAXE NO-AHINHHCKM, C
OCHOBHEIMH TPCOOBRHHAMM K COCTARNCHMIO PEIOME, & TAKKE PazwHIHLIMM
puaamu (formats) pesiome B 32BUCHMOCTH OT uencit W ocobenrocTell Tpyno-
yerpoficTea.

' Jlra Hauana - decames HOUGOREE NIUNUNRMX OMEBOR NP COCTARNE-
HUH pe3ome.

Yes, it's worth while having a look at the tew mosf comumon résumé
writing mistakes:

1. Too long (preferred length is one page). '
Cruwrom orunnoe (npednovmumenbiuii obbem pesome — 0Ora cmpa-
Huya), '

2. Disorganized — information is scattered around the page — hard to fol-
low.

Iinoxo npodymano (ungpopuayur p@bpocana no cmpanuye, Mo 36~
mPyOHsEm CIOUMD 3G €2 HIRONCEHNEM).

3. Poorly typed and printed — hard to read — looks unprofessional.
Iiroxo nabpano u pacnezamaro. Taxoe peslone maxceno uumanme, ¥
ORO GHZAROUM HERPOGerCUoORanLrD.

! NompoSuee o6 1om om.: B, C. Crenosir. Basiness Communication: Job Henling in Eng-
lish, BusnecwxommyHurauns: Kax Hafith paGoty ¢ anranficsom xauxom. — Ma.: TerpaCucresic,
2002.
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Kpamxan Guozpaus

4.

10.

Overwritien ~ long paragraphs and sentenices — takes too long to say too
little.

Hepebop ¢ dsunoii abaayes u npednoocenuil. CAUMIKOM MHO20 6DEMENU
yxoount Ha mo, 4mobsl CKAZAMb CIUUIKOM MANO.

Too sparse — gives only bare essentials of dates and job titles.
CruturoM MGRO HAMUCEHE, OaNbl Al dambl ¥ 3qHUMAMble OORNCHO-
cmu.

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

He opuenmuposano na docmuxcenue pezyavmamos. He eudwno, umo
KOHKPEMHO QOCIUZHYINO NPEMEHOCHMOM HA OGHHOE MECO.

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

Crunmixom MH020 Henydcnwx Oemaneil. Hem wneobxodumocmu coob-
wams ceoll pocm, 8ec, noA, CoCmoHue 300POSHA U cemetince nonoice-
Hue.

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

Outnbru ¢ opgozpachuu, oneuamry, craboe snanne 2pavmanmuicy. Pe-
310Me QOINCHO Dbimb kax credyem GaINuUMANO ¥ NPOGEPENoO 1 Mitb no-
CRE ANO20 PACRESAMANO U OMNPAGHEHE RO NoYMe.

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

Cmnuxom mHoz0 yeepdus. Bouypnotii wupum ¢ gunvemamyu, homo-
2paghuy u KIOMUNECKOE KAHREATPCKoe ODopMACHUE Aulits OMBREKTIOMm
OmM ACHOZ0 HITONCEHNA.

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

Hanpaeneno ne no adpecy. Muozue pesiome nocmynawm pabomodame-
2o 6z gcaxoli 6oCmpebosaHHOCHY C €20 CIMOPORY U HE UMEIOM NPAMO-
20 omNouterust k Oannoit opzanusauyuu. ConposoOumenvHue NuchbMa
ROMOZMIOM U3bENCams MaKkyio CUmyayuio.

1 Uerounuk: Tom Jackson. The Perfect Résumé. An Anchor Press Book, 1931,

p. 14.
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Obpa3seuy pesiome (5e3 ykazaHMsa Ha KOHKPETHLIA BUL):

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

Job Target: Senior Assistant to Personnel Manager

Capabilities: Write and edit professional reports;

Provide consultation to employees on benefits;
Manage training courses.

Work history:
[997-present  junior assistant manager, James Associates, NYC.
- helped preparing staff meetings
- arranged fites of the employees
- prepared materials for the training serninars
1996-1997 assistant-trainee, James Associates, NYC
Education:

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

Mepeson ob6pa3sua pesome:

{(Mucc) Jorynus Nour
220 Yacr Crpur
Huto-Tlopr, wrar Huio-Hopk 11645
Ten.: (515) 227-8562

Hekomasn AONKHOLTR C1"apmaﬁ NOMOLUHHK MEHEISKEPA 110 KAADEM

HMpodeccuonanshnie HaBLIKH:

COCTABNICHHE B PEIAKTHDOBRHME MPOHIBOACTECHHBIX JOKNALOH,

KOHCYABTHPORAHHE COTPYAHMKOB NG BOTIPOCAM MOEYYeHus Focobul;
PYKOBOACTEO KYPCAMH TIOATOTOBKH.
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Tlocayanoil cnucok:

1997 — no Hacrosiee Bpema M. noMoIAHK Meremxepa dHpME]
“James Associates” 8 Huo-Hopxe

= MCMOTana roTOBUTH COOPaHHA nepcoHana

- cocrapaana (aitibl IHYHLIX Zen COTPYAHH-
KOB

- TOTOBWIA MAaTepHansl IAa CEMHHAPOB NoO
OBYUEHUIO COTPYAHHKOR

1996-1997 TTomowHuK-NpakTUkaHT Ka (upme “James
Associates” B Huto-Plopke

Oopazoeanne:

1993-1997 BOCTOHCKUI YHHBEPCHTET, C OTIIHYHEM
Bakanasp (ynpasnenue GusHecoM)

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

An application package consists of a résumé and a cover (covering)
letter. :
Experts say that the most effective approach is to try to get a personal
introduction to someone in a specific company. Face-to-face is the best way
to sell yourself.

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

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

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

Stress what sels you apart from the crowd.

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

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

N;ame and Address

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

Present Employment

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

Job Objective

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

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

Summary of Qualifications

Some consultants recommend to place a capsule “Profile” of one or
two sentences before the more detailed listing of your experience or
qualifications. This summary is your chance to hit the reader directly with
Your most important attributes for the job, for example, “an energetic and
skilled communicator”, “a specialist with the ability to analyze needs and

¥

implement solutions”, “full of entrepreneurial spirit”.
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Education

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

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

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

Work Experience

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

However you arrange the section, follow this guoide:

|. Make the information action-oriented. For example, write:

» peviewed customer service procedures;
* organized employee training seminars;
v prepared budgets for the promotion department.

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

3. Be honest. A small lie in your résumé is enough to wipe out the em-
ployer’s trust in you, even if it is discovered well after you have the job.
Integrity [nopapounocts] is an attribute never worth sacrificing. This ad-
vice does not mean that you should write about all your faulis and draw
attention to errors. But you should not misinform the reader.

Personal Information

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

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

RESUME FORMATS

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

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

of your target.

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

Combination Format offers a quick synopsis of your market value
(the functional style} followed by your employment chronology. This format
fs very well received by hiring authorities.

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

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

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

THE & P's of RESUME WRITING

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

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

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

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

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

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

opportunities.
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SAMPLE RESUMES

1. Chranotoglca! résumé.

Vladimir M. Kudsrevich
Manager, Forcign Transactions Department, “Belpromstroibank™

Mailing address:
Kozlova Sir., 8-34
Minsk 200034
Belarus

office: +375-17-262-4526
home: +375-17-236-4786

Profile:

Possess high energy level and excelient communication skills, ability to ana-
Iyze needs and implement solutions. Fluent in English and German.

-1 Work history:

1997 — present Manager, Foreign Transactions, “Belpromstroibank™
Managed all foreign transactions of the bank

1956-1997 Assistant manager, Foreign Transactions, “Belpromstroi-
bank”
Assisted managing foreign transactions, wrote and edited
reports.

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

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

versity of South Carolina at Columbia {USA)
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‘Charles Carey
Accounting manager

2223 August Square Road
Barrington, 1l 60093

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

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

BARRY LISTER

Address before May 7, 1999 Address gfler May 7, 1999

T House G, Erindale Campus 24 Kilbarry Street
University of Toronto Ottawa, Ontario
Mississauga, Ontario KOB KO
L5C 1C6 (613) 6322150

(416) 826-3000

an Ontario Land Surveyor.

Summer, 1998 — Tree planter for Roots Ltd. T British Columbia.
Summers, 1996-97 — Groundsworker for Hillsview Golf Ciub Lid.

Other activities

Captain, Erindale hockey team -
Treasurer, Survey Science Club

Personal information

Birth Date: September 30, 1978

Job objective: Junior of a survey crew, with the ultimate goal of becoming

Education
1999 — Will complete 2™ year of a Bachelor of Science Degree at
the University of Toronto.
Major: Survey Science. Grade average: B.
Major courses: Introduction to Surveying Science
Land Planning
Survey Law .
1997 - Completed one year of Architectural Science at Ryerson
Polytechnical Institute (Grade Average: B)
Work experience

%1
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a. Targeted résumé.

Ward Ganfuey

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

Job target: Management position in materials Science.

Capabilities:

— Write, edit and approve professional reports.

— Provide consultation and support to the government on contamination prob-
lems.

— Manage programs in materials and component development.

— Conduct corrosion studies.

Achievements:

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

Work history:
1981 — Present  Gage-West Corp. Supervisor, Analytical Chemistry Labo-
ratory ’
1978-79 Darnell Electronics, Consultant
1976-77 RET Surface chemicals, Consultant
Eduacation:
Hofstra University 1974 Business Administration
Long Island Uaiv. 1971 M.A. Chemistry

1969 B.A. Microbiology
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5 Functional format résumaeé.

SUSAN HERTZ

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

Job Objective:  Public relations trainee

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

Communication Skills

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

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

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

| Leadership

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

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

Initiative

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

| References

1. Prof. Michael Hughes, Queen’s University, Dcpartment of English, King-
ston, Ontario, K7L 3N6. )

2. Mrs. Mable Williams, Administrator, Huronia Village, Penetanguishene,
Ontario, LOK 1P6
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0. Funetional format résumé|

Consulting

Research

Writing

Languages

Sports

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

Consulted managers of small companies on designing business
plans. Developed and designed a scheme for business plans as part
of internship at the TACIS representative office.

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

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

Fluent reading, writing and speaking English, Basic French.

Played four years university basketball.

EDUCATION AND EXPERIENCE

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

1998  Intemship at the TACIS representative office in Belarus.
1997 Work as a basketball coach in a summer camp in Oregon (USA).
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. Combination Format,

CONSULTING

I
RESEARCH

WRITING

LANGUAGES

| SPORTS

2002

2000

Elizaveta Silkevich

36, Altayskaya Str., Apt.145

Minsk 220075, Belarus
tel. +375-17-246-2453

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

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

Did research in macroeconomics of economies
in trangitions.

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

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

Fluent reading, writing and speaking English.
Basic French.

Played four years university basketball.

EDUCATION AND EXPERIENCE

Will be graduating from the Department of International
Economic Relations of the Belarus State Economic Uni-
versity with a Bachelor of Sciences’ Degree.

Internship at the TACIS representative office in Belarus.
Office work.

1999-2000 Part-time assistant manager at McDonald’s restaurant in

1999 Work as a basketball coach in & summer camp in Oregon (USA).
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124 West Orange Street
Rochester, NY 10934-4569

January 15, 2002

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

Dear Mr, Klingler:

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

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

1 would like to meet with you and see how 1 might contribute to your organiza-
tion. I will call you in a week or so.

Very truly yours,

Peter F. Sanford
(603) 445-31210
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5. Resumap Format.

FUND RAISER

PATRICIA RAMSTER
?}35 Elm Street * Scattle, WA 91008 * (606) 569-3445

Skills: ‘Ricvements:
* Raising money » Raised over $4 million in past 5 years
Budgeting and Cost Control for “Save the
1 Children™ Fund.
& Raising money + S-year record of attending fund raising
Employee Management and Supervision targets.
o Raising money o Increased donations 125%.

* Maximized donations for direct giving.
¢ Play pivotal (= central) role in fund raising.

PROFESSIONAL FUND RAISING - PROGRAM DEVELOPMENT 1t
NATIONAL / INTERNATIONAL CHARITIES & FOUNDATIONS

Emplovment: Education:

“Save the Children:, University of Michigan

Seaitle, WA School of Business

Regional Coordinator MBA with Honors, 1992

1994 — Present

Fund Raiser BA in Organizational Behavier, 1989

M ement Style:

e  Team Player — Goal Oriented
#  Scasoned Trainer & Motivator
.«  Highly Ethical

gt Personal & Professional References
‘| & Supporting Documentation
Fumished Upon Request
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7. Curriculum vitae.

DERBIE NORTON, M.D.
Home Address Busin
15 Anna Ct. 1200 Sandy Lane
Vera, IL 60812 Siaven, 1L 60825
{312) 448-0031 (312) 444-3912
LICENSES & State of Tlinois (# 230092), State of
CERTIFICATION: Wisconsin {# 200933) Board Certified:
American Board of Anesthesiology,
571984 (#5599)
QUALIFICATIONS:
General Anesthesia Open Hean Pre-Op Consultant
Local Pain Clinic Post-Op Consultant
Hypothemmia Hypotensive Inhalation Therapy
Regional Anesthesia Intravenous Nerve Blocks
{Spinal, Epidural, Caudal) Emergency Treatment
PROFESSI
EXPERIENCE:
Anesthesia Associates of Lombard County, P.A., 1995 — Present
Lombard. IL
Practice of Anesthesia / Partner: Robert King Heart Institute
North Broward Medical Center, Chicago, IL 1984 ~ 1995
Practice of Anesthesia

Medical College of Wisconsin, Milwaukee, Wisconsin 1981 - 1982

Assistant Professor

EDUCATION:

University of Medicing, Zagreb, Yugoslavia

Degree: Medical Doctor 1971 - 1976
Internship 1977 - 1978

Medical College of Wiscongin, Milwaukee, W! 1930
Pediatric Anesthesia

Unjversity of Arkansas, Little Rock, Arkansas {984
Obstetric Anesthesia
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ducation:
Open Heart Workshops (AMA Certified, annuaily) 1992 — Present
TE Workshops (Vail, CO) 1994, 1997, 2001

Meet AMA Mandates for Continuing Education

HIPS: American Medical Association
lllinois Medical Association
American Society of Anesthesiologists

lllinois Society of Anesthesiologists
r.
LIABILITY Over 17 years of professional practice. Never had
INSURANCE: a judgment or settlement in any professional liability
: case. Present coverage: CN.A., Professional Liability
Company.
Professional References & Supporting Documentation

Furnished Upon Request
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s KOHTPONBHLIE BONPOCHI U 3BARAHUA
1. Yro Takoe pe3roMe 1 B U€M COCTOUT €ro OCHOBHAA (YHKUMA?
2. B uyem otmuane pestoMe 0 CV (Curriculum Vitae)?
3. Kakue (popMmaThi pesiome BaM HIBeCTH5I?
4. Kakoii ¢opmar pesiome Gonpliie NOAXOANT ANA YENOBEKA, KOTOPBIf

MHOTO NleT npopaboTan B oaHol cdepe AcarenHocTH?

5. Kaxoit ¢opmar pesioMe nosomen bl ClICUMANHCTY C TIPEPRAHHBIM
cTaskem?

6. Kaxoif gopmar pestome Beifpath 4enosexy, KOTOpOMY HykHa KOH-
KpeTHan paboTa 8 onpeaeneHHol pupme?

7. B kakoM nopaaxe 8 pesioMe AOMKHB GbITs PaciONOXeHsl BATH, OT-
HOCRIMECA K 06pasOBaHAI0 H OMBITY paboTh?

8. Cocrasbre HauGonee NOAXODAMEUI A% BAC BAPUAHT PEIIOME,
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Pasgen 2. ConpoBoguTennHoe NUMCLMO,
pexoMeHAaTeNnLHOe NUCLMO,
BU3UTHAas KapTouka

{Cover Letter, Reference, Business Card)

Liese CONpOBOMHTEALHON MHCEMA BAIXOAMT 33 PaMKH RPOCTOl KOH-
cTaTalfuM Tore ¢akTa, 4ro Bu noceinaere 3aqmneHHe o npueMe Ha pabote u
ﬁmmafhm B BHIE peaioue QMMWW

BHHMaHKE Pa - 3 EROME, TO ECTh CAGNATE TAK, HTOGb!
oummwmmmcum Bem,mcrm:eypymnommm, OTBEYAIOLLIETO

33 npueM Ha pafoTy, JEXUT OrpoMHai KuMA TAKMX nuceM. Bpaa i KanpoeHk
9 BO, M [THCHMOM;,

Dear Sir;

1 am applying for the jab in your sales department, which you advertised. }
am graduating from college this year and would like a job in sales. Please
find enclosed my résumné. 1 hope you will find me suitable and that ¥ will
hear from you soos,

Yours faithfully,

Salty Gray

Npheenernnifi puime 00pasell CONPOBOIMTENLHOND ITHCLMA CKOpee
AOXO0X Ha cnyx:eﬁuy:o JNHCKY H HAYEN) HE MOBOPHT O KAROHAATE HA JOnK-
HOCTH B oTAene npofax. ['opasao yraunee cnenytouinii oGpaser:

Dear Mr. N:

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

A copy of my résumé is enclosed. From this you will se¢ that [ am at pre-
sent working as a junior assistant in the personnet deparunent at James As-
sociates. Although I enjoy my work, [ feel 1 would now like to take on a
position with more responsibitity and in a larger organization.

¥ can be availabie for interview ai any time, and | look forward to hearing
from you.

Sincerely yours,
Julia Long (Miss)

100



Cover Lelter, Reference, Business Card [«

lMepeBoa CONPOBOAUTONLHOIO NIMCHMA:

Yeamaemnit r-p N?

A 66 xoTena NoJaTL 3ANBACHYWE HA AOMKHOCTH CTAPIICTO MOMOIIHNMKA
YRPABARIOWETO KARPAMH, BAKANCHA HAa KOTOPYIO Owuta obuammena B «Jlchian
Huio3» 9 oxTalps.

H3 moero pezome, dxieMnusp xoToporo a opuiarao, Bur yeuaHTe, uto B
.| nacrosuick BpeMs 4 paGoTalo MAAMKM NOMOWHAKOM B OTAGNE KAZPOR (PUPMBI
wlames Associates». Mae HpabwTcR MoR paboTa, HO Teneph MHE XOTENOCH Bbi no-
pabotath & Sonee kpynHoH OPraHH3aLHH H ha 5oNles OTBETCTBEHEOH A0NKHOCTH.

41 rotosa nmpoittu cobecenopante B moGoe spema. C HeTepnenpenm xay
Bamero oTBera.

Hexpeune Banra,
Toxynua Jlour (Mycc)

TNpunoxecnue

CoBeTbl 110 COCTARACHHIY CORPOROANTENLHBIX THCEM HA AHIIHHCKOM
A3WKE KaK HEOOXOAMMOrO M OYeHh BAXKHOTO 3INEMEeHTa OGu3mec-
KOMMYHHKallMH NpY YCTpoiicTee Ka paoTy cBOASTCA X cheayomuM. We are
going to switch over to English now.

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

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

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

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

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

Get the Reader's Attention

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

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

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

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

State Your Purpose

Don’t beat arotnd the bush and merely imply that you are applying for a
job. Be specific. 1f you are responding to an advertised opening, say so. Remem-
ber that a reader who is uncertain about your purposes is unlikely to act.

Giva a Brief Summation of Your Seiling Points

You may create a second paragraph for this part, but keep it as short as
possible. A covering letter (like a résumé) should not exceed one page. The
er.

Here are some tips:

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

the emplover.
Which sentence from a student would appeal to you most?

{a} 1 would like to work for < ... > this suimmer to up-grade my qualifica-
tions and gain some practical experience.
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{b) I believe the courses in < ... > | have taken will help me to make a use-

2.

)
)
)
)

30

ful contribution to your summer work.

Sell yourself without seeming egotistical.

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

I have extraordinary talent in mathematics.

1 have censistently achieved high marks in mathematics.

I am a very good salesperson.

Last summer, although one of the youngest salespeopie in the store,
I had the second highest sales total.

Try to bury the “I's”
‘You cannot avoid wsing “I”, but you can place it after some word:

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

4.

Place your weaknesses in s subordinate position.

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

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

5.

ing courses.

Don’t apologize.

If you don’t think you can do a specific job, don’t apply for it. If you
think you can, be confident in outlining your qualifications. Avoid
such phrases as “I'm sorry”, “I regret” or “unfortunately” when re-
ferring to your background or skills.

Ask for an Intorview

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

tion that you will telephone the employer rather than ask the employer to get
in touch with you.
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Two final tips:
= Don’t mention §alary expectations in the covering letter. The interview
is a more appropriate time to discuss money.

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

SAMPLES COVER LETTERS {1-4)

31 Lonbard Drive
Edmonton, Alberta T6H 1C3
Mr. R. Jones
Personnel Director March 1, 200!
Computer Systems Inc. ) '

Dear Mr, Jones:

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

In addition to my univessity courses, I have had work ¢xperience in programming
and operating computers. Last summer 1 implemented programs for the design of
loudspeakers at Nortec Industries.

At you convenience, | would like to meet you to discuss how my qualifications
could benefit Computer Systems. Next week 1 will call you to try 1o arrange an in-
terview {to set up an appointment).

Yours sincerely,

-

Helen Graham
Endl.
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(2}

" | and 1 will cail you in 2 week to ten days to sel up a meeting.

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

January 23, 2000
Ms. Sandra Breuer L
Curator of Impressionist Art
Museum of Modern Art
11 West 53 Strect

New York, NY 10020
Dear Ms. Breuer,

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

I have recently graduated from Washington Square College at New York Univer-
sity. While attending, 1 was fortunate enough o spend one semester abroad. I be-

' came very involved with Amsterdam, mainly in the art. 1 spent many afternoons at

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

1 feel that my knowledge of Van Gogh’s work, the city of Amsterdam and my gen-

eral background in arts could be of value to you to in promoting this exhibit to
young people. | would like to meet with you to discuss some ideas on the subject,

| Yours truly,

. | Ken Tyson

{ Encl.
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29-24 Crescent Bivd.
Forest Hills NY 11433
Tel. 212-646-3654
October 12, 1999
Mr. John Terrielt
Accounting Manager
General Office Supply Co.
412 Norman Avenuc

Wharfield NY 11352
Dear Mr. Terriell,

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

As 2 member of the Forest Hills Communication Committee, [ have gained experi-
ence in all phases of book-keeping as well as purchasing. Your product lines are
very familiar to me, as you have supplied us with materials for our evening semi-
nars.

With my knowledge in these areas, | am sure that I could make a contribution to

your company in the new branch in Forest Hills. T would like to meet with you to
discuss some of these ideas further. | will call you next week to arrange a meeting.

Yours truly,

et it

Hilda Lebanon

Encl.
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Nelly Nickleby
225 Hartman Drive
Portsmouth, NH 03801
{603) 555-4606

Mr. Howard Speller, General Sales Manager

Speller Automobiles, Lid.

315 Rolling Woods Highway

Dover, NH 03723 January 22, 2001

Dear Mr. Speller:

[ am a recent college graduate with 2 B.A. Degree in Automotive Market-
ing & Management. | have also been part of a family-owned distributorship for
nearly all my fife, so cars are my lite!

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

You menticned in the advertisement that the successfil must have:

1) A bachelor of Arts degree Ido
2) Excellent communication skills 1do
3) Ability to work well with people at all levels Ido
4) Eagerness to leam and “pay my dues™ I am and [ will

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

Thank you for your time and consideration, and 1 look forward to speaking
with you next week.

Sincerely,

. et e

Nelly Nickleby

107



(w] CoRpoeodumensHoe NUCHMO, PEXOMEHIAMELHOE NUCLMO, GUILMHAR KIproJkd

PexomenpaatTenbroe nucbmo (Reference)

Pexovendamenonoe nucoma 33 noanucelo Bawux nopyuumeneit (nio-
AHTANICKH 370 OfHO H TO XK€ CROBO — reference) ABIAAOTCA HEOOXOAHMBIM H
BIKHLIM NPUAOKeHWeM K Bawemy pezome mnu Cu-Bu. Kak cnefyer w3 Hinke-
CREAYIOWMX MATEPHANOR, MK CTOUT 3aNACTHCE (el HAUANOM NOHCKa paboTsl,

References are a necessary instrument to help you to be promoted to
the marketplace. The majority of employers check references. So you should
treat this portion of the job search seriously. [One more meaning of the word
reference is a_person who can attest (= certify, confirm — ynoctoeepuTs,
noxTBepAMTSL) t0 your qualifications for a particular position, 3 person who
can discuss your skills and attributes.]

SAMPLES OF REFERENCE LETTERS (1-7)

(1)

Escalibur Energy Company

: P.O. Drawer 25045
ALBUQUERQUE, NEW MEXICO 87125
U.S.A,

» Office
925 Sixth NW 85
Fax: 505-344-7147
Phone; 505-344-1547
e-mail: rhe@juno.com

Febraary 28, 2002

TO WHOM IT MAY CONCERN:

Re: A Reference Letter for Mr. John Dol

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

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

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

Again, T can say erough good about John. but if you have any specific
questions about him, 1 shall be happy to try and answer them.,

Very truly yours,

Carl Felter, President
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(2)
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Belarusian Children of Chernobyl, Inc. (BCC)
{A New Mexico Non-Profit Organization}
P.O. Drawer 25045 Albuguerque, New Mexico 87125 USA

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

February 1,2002

IO WHOM IT MAY CONCERN:

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

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

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

Regards,
Virginia Adams, President
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@ MINNESOTA STATE UNIVERSITY, MANKATO, MN =

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

To; Department of Economics,
American University

January 23, 2002

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

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

Because of his work in this class, 1 asked Mr. Friedman to join
with me in the Center for a Human Economy and to help me in the ed-
iting of the CenterXs newsletter. As a colleague working in the Cen-
ter for Human Economy Mr. Friedman showed editorial and writing
abilities and the necessary hard work as we together published the
Human Economy Newsletter from 1991 to 1997,

Together with his writing abilities, his ability to dig to the bot-
tom of economic issues and understand the significance of policy de-
cisions made him quite an asset to the Newsletter. 1 think that Mark
would be quite an asset fo the Economics Department at American
University. If you would like further information, please do not hesi-
tate to contact me.

Sincerely,

Gerald A. (Lon) Smith

Professor of Economics,

Minnesota State University, Mankato, MN
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P Professor James R. White
School of Engineering
University of Western Carolina
2345 Beal Street

Tomahaven, WC 45123

November 18, 2001

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

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

I have known John for over a decade and have formed a very high opinion of
him both as a scientist/researcher and as a human being. 1 am sure that his re-
sume and letter of application describes his many scientific achievements and
his intemational reputation, I could repeal some or many of these activities to
demonstrate my conviction that he is right person for the job, However, I think
[ would just

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

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

In summary, [ can recommend Dr. John Dow without any reservation. I believe
that NFSR, and the community, is lucky to have a person of John's experience
and quality to be willing to serve in this position. If you need more specific
and/or detailed information please do not hesitate to contact me via phone:
(312) 663-3456, fax: (312) 663-34535, or e-mail: jwhite@uwc.edu.

Sincerely,

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

May 27, 2001

TO WHOM IT MAY CONCERN:

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

Jim's vast technical knowledge has been basically self-learned; how-
ever, 1 can speak for his technical skills with a great deal of confidence.
Jim has been employed with DS for eight years, the last five years in
sales. He has performed above our expectations. While employed with
our company, Jim has not let health or personal problems-ever conflict
with his job.

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

I was forced to lay Jim off due to lack of work in our area; however, 1
highly recommend Jim for employment with you and am confident he
will be an asset to your business from the first day he is employed.

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

Yours truly,

Station Manager
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3674 Lindell Boulevard
§t. Logis, MO 63108-3397
Phone; 314-977-3898

Fax: 314-977-7188
E-mail: kim-h#d-lu.edu

SAINT LOUIS

UNIVERSITY School of Business and Administration
Boeing Institute of Intemational Business

Aprit 14, 2000

To Whom it May Concern:

1 am writing on behalf of Dr. Mike) Edwards. Dr. Edwards has taught for the past
three years at the Boeing Institute of internationat Business, Saint Louis University. He
taught Managing Cultural Differences for our Exccutive Master of Internationsl Business
Degree, end for the full-time Master of international Business Program.

Dr. Bdwards spends many hours in preparing the course work and advising
students, He also uses E-mall and Internet with students. He has received favorable
student evaluations, Dr, Edwards has 2 cordial working relationship with other faculty
members, students, and staff members at the Boeing Institite of Inteenational Business.

Dr. Edwards is an expert on Chinese politics, culture, and business. He has
established and managed the St. Louis China Business Group, whick meets regutarly with
imvited speakers and open discussion,

) 1 have been impressed with Dr, Edwand’s inteSectyal integrity and professional
vigor.

Very cordially,
7 )
Jog 0. T,
Seung H. Kim, Ph.D,, Director
Boeing Institure of Tnternationsf Business
SHKasf
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(7))
@EGATREND INC

1201 MacArthur Avenue, Ringwood, New Jersey 07611-6128
+ Phone (201) 344-5400
# Fax (201) 9641232

September 29, 1999
To Whom It May Concern:

It gives me great pleasure to provide a most outstanding refer-
ence for Ms, Nancy Becker. Nancy and 1 worked together for a year
and a half (1998 to 1999) during her tenure as Vice President for
Human Resources at Megatrend Inc. During that time, Nancy re-
ported directly to me in my role as CEO.

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

* Broad technical knowledge of Human Resources

¢ Quistanding people skills, and

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

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

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

Finally, what helps Nancy stand out as an HR professional is her
knowledge of what it takes to run a business. She always made great
contributions in the development of our business strategies and then
had the creativity, flexibility, and energy to make sure that all of the
HR issues were handled in 2 way that would support our business ob-
Jectives without compromising our strong commitment to our people.
This set of skills made Nancy a critical member of the Execntive
team in every phase of our work,

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

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

Buaurnan kaprouxa {Business card)

B GM3HeC-KOMMYHRHKAUHH BPYYCHHE BASHTHOM KAPTOUKH CTONbL XKe
Heolxcaumo u apnserca obmenphuaToii HOpmol, kak pykonoxarue. Or-
JHYHEIM PE3YNBTATOM B H3MeHeHHU Bameil kapreph k myuwemy Gymer, ec-
JIM B3 COTHH BpYYeHHBIX Bamu kaprouex Ber nonyunre nosoxHTeNLHLH OT-
KNHK HA ONHY HIH IBe. CNefoBaTeAbHO, KapTodex HYXKHO WMETh B IOCTA-
TOYHOM KONHYECTEE, H OHR BOMKRELI OWTH NPaBUWIbHO ODOPMICHSI.

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

(1)
GRIGORIY LAZUK, MBA‘.
Finance and Accounting
Consulting Services
Koshevogo Sir., 8 — 23 (hoime) Fax: +375-17-230-4598
Minsk 220009 Tel.: +375-17-238-5611
Belarus E-mail: glazuk@tut.by
(2 )

Natallia Dudzich

- Minsk Tractor Works
i ineer
Dolgobrodskaya St., 9
Minsk 220009 Tel./fax: +375-17-238-4458
Belarus : E-mail: nata@open.by
(3)

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

Department of Technology

Pokrovskaya ul., 20
Vitebsk 210012 Tel.: +375-21-(2)298-551
Republic of Belarus E-mail: tamnov@vstu.vitebsk.by
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(4)
THE BRITISH COUNCIL, Russia
Simon Winter
English Language Officer
VGBIL Tel. (7 095} 234 0201 ext. 224
Ulitsa Nikoloyamskaya, 1 Fax (7 095) 234 0205 / 0207
Moscow 109189, Russia simon.winter@britishcouncil.ru
(5)
THE WORLD BANK 1818 H Street, N.W.
Washington, D.C, 20433 U.S.A.
Alan K. Rode
PRINCIPAL ECONOMIST
Europe and Central Asia Re-
gion
Tel:  202-444-9338
Fax:  202-333-8446
Telex: MC1 285099
INTERNET: RODEGWORLDBANK ORG
(8)
ABSOLUT
Weekly Price Bulletin
Galing Zubkova
Advertisement Manager
Krasnoarmeyskaya St., 75 Tel:  +7-8462-2-427176
Samara 443041 : ceny@absolut.radiant.ry
Russia
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NPE3EHTALUU U
BbICTYNNEHUA
(PRESENTATIONS AND
SPEECHES)

Beegenme (introduction)

JhoGoe BRICTYIIEHRE, TeM (ofee Ha HHOCTPAHHOM S3bIKE, TOTOBHTCH
3apanee. Jlake Tak Ha3uBaeMblli IKCOPOMT KOMKEH HMETh CBOA «pOsNE B
KYCTax», TO €CTb ONpeNEAHHYIO 3ar0TOBKY. B TO Xe BpeMs MbI XOTHM OTKa-
33ThCA OT HAOUBIIHX OCKOMMHY «YCTHBIX TEM», KOTOPHE 33y4HBAlOTCA ANA
3K3GMEHOB M HMEIOT Malio OGILEro ¢ APOLECCOM KOMMYHHKALMM, B narHOH
4acTH NOCOOHA, paccuuTaHHON Ha BRANCIOMUX AHTAHIACKHM A3BIKOM B Cpen-
Hell CTeneHy, W YMEIOIUHX TIOHATb HECHOXHbIH aHTHiACKMH TeKCT, npeana-
raerca chicTeMa paGoThl B ayIHTOPHM W OMA HAX CeMBI0 BHAAMH YCTHBRIX
BHICTYIUIEHHIt B npe3enTaunii (Arrop Gnaronaput Crozan PalinxapT 3a mpe-
JOCTABNEHHYIO BOZMOXHOCTS HCTIONb3OBATh PAN OTPLIBKOB W3 €€ PYKOMHCH!
Susan Reinhart. Academic Speaking Course Pack. ELI, University of Michi-
gan, Ann Arbor, 1995). Hrax:

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

AUDIENCE

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

TIME LIMIT

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

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

118



introduction 77

SPEECHES

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

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

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

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

Possible topics; Same as in Speech 2,

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

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

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

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

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

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

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

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

Pasaen 1. Buabl npeseHTauwi ¥ BhICTYNNOHUR
(Types of Presentations and Specches)

1.1. UuTepBLIo C XONAETOK W NpeAcCTaBNeHue ero
AYANTOPUN

(Interview and introductions)
€ YOURFIRST PRESENTATION

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

SPECIFIED MAXIMUM LENGTH: 10-12 sentences.

STEPS TO FOLLOW:;

1. Select a partner to interview.

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

3. For homework think about:

a) an introduction to your speech (see below)
b) what material you will include or omit
¢) how you wiil organize the materia! you have collected (see below)
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4. Practice your speech. Remember, you cannot read it to the class. You can,

however, have a few notes written on a smali note-card.

At home record your speech 2 times on an audio cassette without read-
ing it.

Listen and evaluate your presentation using the check sheet (see below),
Also, count the number of sentences to make sure there are no more than
12 of them,

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

ORGANIZING YOUR SPEECH

There are several different ways you can organize your introduction

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

1.

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

= |n 1991...
= After he/she finished...
= When he/she was eighteen..,

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

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

Organize your speech by listing your partnet’s achievements. Use simple
transition words for listing each achievement, sach as:

First...Second....Third... In addition...Moreover....Also...
Organize your speech by contrasting your partner’s life before his/her en-

tering the University with his/her life now. To show contrast, you need to
use transition words like

»  however
" in contrast
= but
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ASK YOURSELF:

What organization pattern will 1 use?
What transition words can [ use to move smoothly from one part of
my speech to the next?

HOW TO BEGIN YOUR SPEECH:

You can begin your speech in a sn-aight.forward way by saying some-
thing fike:

*  This is....
=  P’d like to introduce you to....

Or, you can begio by asking a question:
&= Have you ever met someone who....?

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

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

Which of the above introduciions do you think is more effective?
Why? How will you begin your speech?

CRITIQUING EACH OTHER'S INTRODUCTORY SPEECH

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

What suggestions do you have for the speaker? Your comments will
help the speaker improve his or her speaking skills for the next preseritation.
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EVALUATION FORM
" Name of presenter:
Needs work Good OK
(givecomments) | Jdnothad) |
Introduction {got audience at- .
tention}
Organization (clear, easy to fol-
low)
Transition words (their effec-

tive use to connect ideas)

Hand gestures {(expressive, ap-
propriate)

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

Voice (confident)

Pronunciation {easy o under-
stand)

Pace (not oo fast or slow)

1.2, Bhlctynnahue C onucaHuem nNpPoGnemMbl U ee peweHun ‘

{Problem-Solution Speech)
@ YOUR SECOND PRESENTATION

For your second presentation you will give a problem-solution speech.
You may discuss either a theoretical problem from your field of studies or 2
problem of Belarus® economy.

SPECIFIED MAXIMUM LENGTH: 18 sentences
ORGANIZATION:

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

1. Description of the situstion
2. dentification of the problem

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

During the second part, clearly present the problem, so that your au-
dience can understand it.

In the third part, tell the audience what your solution to the problem
is or what you think would be the best solution. If the problem has already
been solved, explain how it was solved.

During the fourth part, evaluate the solution by briefly discussing its
strengths and weaknesses.

STEPS TO FOLLOW:

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

2. Make sure that your description of the situation and the problem is clear.
If not, your audience will have problems following you.

At various points during your presentation, check to see if your audi-
ence is foliowing you (See: Checking for Understanding below).

Keep in mind that you do not want to lose your audience during your
presentation. One technique that good speakers use is to ask a question. You
may wish to do this for one or more of the following reasons:

to get the audience’s attention

to make sure the audience is following you

o have a dialogue with the audience

to focus the audience’s attention on the topic of your presentation by
asking a question that you plan to answer during your speech (this is
called a rhetorical question).

3. Use appropriate transitions from one section of your speech to another.
Here are some examples:

s One of the biggest problems facing me when [ entered the Department
of International Business of the University was....
» There have been two major criticisms of this solution. The first is....
4. Practice your speech. Record it two times on an audio cassette.

Remember, you cannot read it to the class. You can, however,
have a few notes written on a small note card in the form of an out-
line,
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e

* Here is an example of an outline that could be used for a presentation in
" ¢lass:

GNP (Gross National Product)

1) Introduction
-2) Definition (if time allows, distinguish reat GNP from nominal GDP)
3) How to compute GNP (give the GNP identity and explain each compo-
nent)
4) Historical data (some GNP data of the USA and Belarus or Russia in
comparison)

CHECKING FOR UNDERSTANDING

. When you give a presentation, it is important to ask if the audience is
.following you. Some members of the andience may have problems under-
+standing vour accent or even key vocabulary words you mispronounce.
- Therefore, remember to pause at appropriate breaks to check for understand-
-.ing so that you will not “lose your audience”.

o You can use one of the following expressions to check for understand-
ing:

Are you following me?

Do you have any questions?

Do you understand so far?

Is that ciear?

OK so far?

ASKING FOR CLARIFICATION

In a classroom presentation, you as a fistener may wish to ask for
clarification. It is generally a good idea to raise your hand if you have a ques-
tion,

Here are some expressions to use when asking for clarification:

= Could you repeat that?

*  I’m sorry, I didn’t understand that.
* I’'m sorry. Could you say the last sentence again?
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ORGANIZING YOUR PRESENTATION

The organizational structure you are to use in your speech has already
been given to you. As you plan your speech, make sure you have included all
the four patts.

Think of transition sentences, which will effectively lead your listen-
ers from one part to the next. (Consult Section 2 of this Chapter.)

SELF-CRITIQUE OF YOUR PROBLEM-SOLUTION SPEECH

Good OK | Needs Com-
work ments

| e AU
1) TOPIC (interesting, relevant, ap-
propriate for audience)

2) INTRODUCTION (got audience
attention and keep it, imaginative)

3) ORGANISATION (cleat, easy to
follow, speech had 4 parts)

LI T T N PTTTR SNE R .

4) TRANSITIONS (made clear
transitions between the 4 parts of
presentation)

5) EYE CONTACT (looked at eve-
ryone, didn’t focus on the ceiling,
windows or 1-2 people)

6) VOICE (good volume, enthusias-
tic, confident)

7) PRONUNCIATION (easy to un-
derstand, pronounced key words cor-
rectly)

8) PACE (good pace, not too fast or
slow)

9) CLARIFICATION CHECK
{checked to see if the andience was
following at the appropriate time}

10) YOUR WEAK AREA . - - -
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SAMPLES OF A PROBLEM-SOLUTION SPEECH

* Sty T R MK el L A, 8% A .

1. The Effect of the Chernoby] Accident in Belarus

As a result of the Chemobyl nuclear power station’s explosion in 1986, the
Republic of Belarus has been facing a serious ecological problem,

After the Chemobyl| accident, almost 23% of the oounuy s territory is now
badly contaminated with Cesium-137. Most of the Gomel regmn has been affected by
the radioactive Todine contamination. This has led to & sharp increase of the number of

Je suffering from thyroid gland cancer.
In addition to that, the air pollution makes the situation more complicated. Various
- farmful substances once chscha:ged into the atmosphere cause even mote mutations than
sadiation does. For example, only in Minsk 20% of all the infants are bom with serious
. health problems. Unfortunately, the government does not seem to be very helpfil.
) In this situation, people should take care of themselves and not wait for exter-
1l assistance. First, badly contaminated areas should be closed, and agricultural ac-
thvities in all the other regions contaminated with radioactive elements should be re-
 stricted and strictly controlled. Second, much higher fines should be imposed on the
- epterprises polluting the air, water and land. It is aiso important to instruct and inform
the population, for example, about the use of medications and consumption of food.
The above measures, combined with a number of others, in my opinton, might
give us a better chance for survival.
{Anna F)

2. The Impact of Foreign Financing in Belarus

Foreign financing is a kind of financial activity concerning financial funds or
assets transferred across state borders.
" Normatly, a state tends to atiract this kind of financing when its economy is short
-of its own financial resources. The Republic of Belarus, however, due to its policy in the
- sphere of macroeconomic reonganization, is experiencing lack of negotiable assets, At the
"moment, a certain amount of f‘owlgn finencing is badly required for the country.
) There are three main fevels of foreign financing. The first one is that of inmer-
‘national financial organizations, such as the Interational Monetary Fund or the
" World Bank. These organizations were established in order to accumulate financial
. resources of developed countries and distribute them among the less developed ones.
- The second source of formgn financing is an mter-govemmmt agreement on credits,
“ And finally, the third level is direct foreign investments. It is obvious that the iatter
has the biggest potential. At the same time, they are the most difficult to attract.
In Belarus, for the reasons mentioned above, the IMF and the World Bank are
very reluctant to deal with the government. As a result, it is almost impossible to at-
- fract direct foreign investments. Moreover, the intemational prestige of the country is
* ot the highest at the moment.
T To improve the situation, in my opinion, Belarus needs to have legislation that
- makes it attractive for investors to come to local market and will enable us to over-
- tome the economic crisis and implement market reforms.
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My understanding is that the above solution will hardiy be realistic in the near
future. As a result, the level of foreign financing will not substantially increase, which
is sad to state.

(Sergey Y.)

3. International Business Activities in Belarus

Since the collapse of the Soviel Union, when Belarus was aimost closed for
foreign businesses, very little has changed, in fact. The early 90-ies saw an influx of
multinationals starting their operation in the country (for example, Coca-Cola, Wella,
Ford Union, etc.). Bul as the situation has substantially aggravated since mid-nineties,
with numercus restrictions and regulations imposed, the number of new forengn com-
panies opening in Belarus has dropped almost to zero.

The problems which occur hereby are but evident; since Belarus® infrastruc-
ture and industrial complex are extremely underdeveloped, they require a great deal of
invesimenl, which cannot be obtained in the domestic market; and the same is true for
the research and development activities. Taken as a whole, the problem is that ex-
teemely high regulation level of international business prevents the country’s econ-
omy from receiving a desirable inflow of foreign investment.

The solution to this problem is complex and includes a great variety of op-
tions, but there are certain measures that must be taken by all means to provide a basis
for successful international business activities in Belarus. First, one needs to liberalize
foreign exchange policy. Then, an adoption of more liberal taxation and licensing
regulation acts is sure to enhance intcrnational business. Next, the government will
have 1o provide scrious guarantees for the security of private property and introduce
more liberal procedures for foreigners to purchase property, including land. Finally, it
is necessary to provide stable and sufficient flow of investment. It is in Belarus® inter-
ests to normalize its relations with the World Bank, IMF, and WTO.

The above measures seem rather radical in relation to the current situation in
Belarus. So one can hardly expect these steps to be implemented, as long as the gov-
ernment sticks to the policy of utmost administrative control over the economy.

(Yura K.}

4, Monetary Policy of Belarus: Problems and Solutions

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

The situation with e-commerce in Belarus dees not Iook so promising. Al-
though the number of Belarusian Internet users is rapidly increasing (currently it is
about 1 million), e-commerce in the country is just at the stage of development. In
2001 only 700 Belarusian companies maintained their official websites. The annual

128



Types of Presentations and Speeches V7

- turnover of all the Intemet shops in the country did nol exceed USD 150,000. The
smain problem here is lack of B2B activities.

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

1) making the economy of Belatus more attractive for foretgn investors;

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

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

The rapid expansion of electronic transactions constitutes a major opportunity
for trade and development. For the Republic of Belarus, the digital revolution offers
unprecedented opportunities for the economic growth and development. Only joint

* efforts on the part of the Belarusian government and private investors (both foreign
and domestic ones) will lead to substantial improvement of all the aspects of elec-
tronic commerce, including technical, economie, legal and regulatory, as well as so-
cial and cultural ones.

. (Vitali 8.)

1.3. pe3eHTauna ¢ ONUCAHUEM HATRAGHOCTH

(Explaining Visuals)

<> YOUR THIRD PRESENTATION

Now you will have the opportunity to make a short 2-3 minute presen-
tation. The purpose of the presentation is to explain a visual from your field.
- It can be a simple graph, a chart or a table from yoeur area of studies. Good
places to ook for visuals are in your economics text-books, or magazines and
newspapers, ¢.g. “The Financial Times”, “The Economist”, “Belarusian Mar-
ket”, “Belorusskaya Delovaya Gazeta” “Belorusskaya Gazeta”, etc. Remem-
ber to cite the source at the bottom.

ORGANIZATION:
In Engtish, common ways to organize information include:

1. Frowm general to specific. Tell what the visual as a whole is about. Then
begin to explain the specific details.

2. Linear or spatial order. Start at one point in the visual and then proceed
clockwise or linearly to the next point. This organization is common
when describing a process.
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3.

5.

6.

Chronological Qrder. Some graphs represent years and historical
changes, H yours does, start from past and move fo present, If your graph

tells a history, use chronological order.

Comparison / Contrast, Some visuals are a comparison between two
objects. One way to organize a comparison speech is first to talk about
one object and then compare or contrast it with the other. Another way is
to compare ohe aspect of the first object with one aspect of the second
object and then compare the second of the aspect of the first object with
the second aspect of the second object.

Cause and Effect. Some visuals show an action (act, event or move-
ment) and the result or effect of this action. Some speakers start by ex-
plaining the action and then describe the result or effect. Others may be-
gin with the result (the effect) and then explain what action caused it.
Combination. Combine organizational types, e.g. do a chronological
comparison,.

TRANSITION WORDS

What transition words will you use with each of these organizational

patterns?

Some categories of phrases from section 2 of this chapter may be par-

ticularly usefiil here.

When you are presenting, use the following Verbal Stratagems from
Section 2 of this Chapter:

- Explaining {4)

- Highlighting / Emphasizing issues (8)

- Referencing / Linking (9)

- Supplementing / Linking / Expanding {19)
When you are responding to a question, use:
- Digressing (10}

- Buying time / Hedging (15)

- Seif-Correcting (16)

- Acquiescing / Placating (27)

As a listener:

When you are not a presenter, yon will be responsible for asking at least

one guestion to one or another presenter. Your question should include a ver-
bal stratagem. It will be useful to review the following categories:
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- Opinion giving (2)

- Buffering (17)

- Clarifying / Confirming / Paraphrasing (18)

- Questioning / Information Seeking / Doubting (20)
- Disagreeing / Negating / Countering (24)

CHECK LIST:
Carefully go through all the questions on the check list;

1. Is my visual, graph or chart interesting yet simple enough to explam in2-
3 minutes maximum?
- 2. Is my visual too complex for a general audience to understand? (If so,
_ choose another one.)
3. How have ! organized my presenlatlon‘? Have 1 chosen an organizational
plan that fits my topic?
4. How will 1 make sure my audience is following me? When is a good time
o stop and ask them?
What questions might the audience ask me about my visual?
Is my speech longer than 2-3 minutes? If so, how will T cut it down?
Have | practiced my speech twice and put it on tape?

N

OTHER WORDS THAT COULD BE USED HERE:

- Exemplification
for example namely that is
an example of this  specifically a case in point
in other words in particular for instance
frequently to illustrate

Enumeration / Sequence

first, second.. finally before
moteover also another

in addition next afterwards
then after again
furthermore later

131



7 Budu npesesmeyul v excmynriesul

Comparison

simijarly
also
just as

Contrast

but

though

yet

on the other hand
conversely

in fact

Resuilt

therefore
consequently
hence
accerdingly

Emphasis

even
surely
certainly
indeed

Summary
in summary

in brief
o sum up

not only...but also

likewise

in the same way / maunner

however ‘even though
nevertheless unlike
still in contrast
in spite of on the contrary
whereas despite
although nonetheless
thus as a consequence
as a result for this reason
for because
50
actually as a matter of fact
obviously true
again undoubtedly
in conclusion to conclude
on the whole t0 summatrize
in short '

CONTRAST AND COMPARISON

There are a number of words in English used to express contrast. This
is especially important to know when explaining vispals, graphs and charts,
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The most common of them is but. However is also used quite often,
especially in academic speaking. These contrast words can be used to

1) relate one sentence to another, as in:

Both processes are simple to perform. However, the first one is less time-
consuming.

Inflation results in a rise in price levels. Deflation, in contrast, effects a
decline in prices.

2) relate parts of the same sentence to each other, as in:

" Both processes are simple to perform, bat the first one is less time-
consuming. :

Inflation results in a rise in price levels, whereas deflation effects a de-
cline in prices.

¢ Notice that some words are used to relate two sentences to each other
.; (however, in contrast) while others are used to relate two parts of the same
sentence to each other (but, whereas). Therefore, sometimes one contrast
word cannot be simply substituted for another without re-writing the sen-
tence(s).

What other contrast words do you know?

Do you use them I) to relate two sentences to each other or 2) to relate
-two parts of the same sentence to each other? Make a list of those words.

(1) but (2) however
whereas in contrast

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

There is another reason why one contrast word cannot always be sub-
- stituted for another. The meaning of the two words may be different. For ex-
-ample, you might have thought that on the contrary and in contrast (or on
-the other hand) have the same meaning, but they don’t.

Look at these two examples and see if you can explain the difference.
on the contrary:
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A: All children in the United States have a bright future.
B: On the contrary. This year’s statistics shows that one fourth of all
American children live below the poverty level.

in contrast. on the other hand

Women’s salaries in the United States are about 25% lower than men’s.
In contrast (On the other hand), Swedish women make only 11% less
than Swedish men.

On the contrary is used to express disagreement with the previous
statement. In contrast and on the other hand are used to show difference or
contrast.

Note: On the other hand can be used in a discussion to argue pros and
cons of an issue, but not in contrast,

E.g.: The US government supports the principles of a democratic society.
On the other hand, it has also propped up military regimes all over the
waorld,

nevertheless

Nevertheless also has a different meaning from on the other hand and in
contrast. Look at these two examples. Can you explain the difference?

These two examples help explain why:

A) U.S. immigration laws impose fines on employers who hire illegal
aliens. Nevertheless, millions of illegal aliens are working in the United
States.

B) Some European countries only admit small numbers of immigrants
each vear. The USA, on the other hand (in contrast) , accepts over a
half a million immigrants annually.

Here, nevertheless has the same meaning as in spite of the fact, even so,
or even though this is true. On the other hand simply points to a difference.
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gven though

_ Even though and nevertheless have the same meaning. However, they
caniot be used interchangeably, i.e. substitute each other. Why not? Look at
the following example and compare it with the one above.

Even though U.S. immigration laws impose fines on employers who hire
itlegal aliens, millions of illegal aliens are working in the United States.

- gpnversely

Another confusing contrast word is conversely, Look at the following ex-
ample to see if you can understand the meaning. Why is the use of con-
versely very lintited in English?

When the quality of goods goes up, the demand rises. Conversely, when
the quality of goods goes down, the demand falls.

Conversely is only used in English to introduce an opposite or reverse
concept of the one already mentioned. It is not used for disagreement or con-
-~ trast, unless the contrast is an exact opposite,

: _mm‘]

Instead is also considered a contrast word, but it is used very differently
_ from the contrast words mentioned above. Look at the following example.
- What is its meaning? How is it used?

The discussion did not focus on macroeconomics. Instead, it concerned
microeconomic issues.

How could you rewrite the above example as one sentence instead of
two? .

hgﬂ ever

However is more versatile because it can be used to mean on the
other hand, in contrast and nevertheless. It should not be used in place of
conversely because it does not specifically express a reverse concept. Nor
can it be used to mean on the contrary because it does not express total dis-

135



7 Budw npesenmauull u swcmynnenull

agreement with a prior statement. Nor can it be used in place of instead to
mean “as a substitute or alternative”.

similarlv, likewise

Similarly and likewise are used to show comparison or similarity. Read
the following example:

Prices depend on demand and supply. Similarly, the exchange rate is de-
termined by demand and supply of the currency.

USING AND DISCUSSING VISUALS
Here we are going to focus on:
1. Useful prepositions for discussing graphs, charts and tables.

2. Using dates.
3. Discussing amounts, differences and changes.

e I TR RN PR R D RNUS et B R TR W I Nt LT AP

I

§

g ﬂ $400/ | Price per ounce

ﬁ O $356
Q. resr s '39 80 92 91

¢ Price of gold per ounce in 1987-1992
. Source: “Fortune”, February 10, 1992.

R Ry 483 T 4 e e e T
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e

- Pay attention to the use of prepositions:

On January 1992, the price of gold was $356 per ounce.

At the end of 1987 the price of gold was almost $500 per ounce.
In 1987 the price of gold rose,

During 1988 the price of gold fell.

Gold stood at $400 at the end of 1988,

The price from $400 fo $500 in 1937,

The price rose by almost $100 in one year.

There was a drop of about $100 in 1988.

The price stayed relatively flatin 1991,

. Now insert the necessary prepositions:

Applications ___ business school were virtually flat ___ the years 1990-
1993. While graduate school applications as a whole increased every year
1985 ___ 1990, law school applications declined ___ 1990 from the
previous year. ___ the same period, business school applications fell __
90,000 ___ 78,000.

E.i_ . Keep in mind whether a noun is countable or uncountable when discuss-
ing information presented in your visuals

- COUNTABLES UNCOUNTABLES

“many employees a great deal of time
“toomany  reports alarge amount of  work

i few options 100 much work

" dafew units little equipment
. a little money

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

o

1. __ employees are leaving work early every day.

2. ___employees cannot get to work on time when there is a snow-
storm.

We have ___ money left for new equipment.

___ workers always play baskstbali at lunch.

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

___people like to work for free.

S o
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The graph below shows the position of the Dow Jones Industrial Average
from 9:390 AM to 4:00 PM on May 11, 1993.
(Source: Wall Street Journal, May 12, 1993)

1 g gt Al - S L WA B g 1 AT g T bl T D ~ eI

Prévious A
close: 343719, 3.475
i 3.465
Position of the Dow 3455
Jones industrial
average at 30-second 3445

g int 1 terda
| L e yestetey 3,435
I 10AM. Noon 2PM. 4PM.
] 3425
:  Source: Knight-Fiddier Tradecenter
Describe the graph filling in the spaces in the following sentences.
Choose between:

a) increased sharply (surged dramatically);

b) prices fell dramatically;

c) sharp decline;

d) remained generally steady (fluctvated slightly);

¢) they fell and then rebounded;

f) overall prices increased slightly;

g) rising sharply and continuing steadily up.
1. The graph shows a in prices in the last hour of

trading.
2. From 9:30 to 10:00 prices
3. Slmllaﬂy, the hour from 10:00 to 11:00 saw prices... creertsaenaa

4, From noon l.ll'ltll 2 00 PM pnces
5. Between 3:00 and 4:00
6. In the last hour of trading

7. In general, on May 11® the DJIA
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————

Making Reference to a Visuaf

If you use visuals in a text, you must make some references to them
Here are some ways to do it:

These data are presented in Figure / Table 1.

rT'he table below ( Shows )
The figure above = INustrates
kThe following chart L Reveals
( As seen in (
Ascanbe seenin — Figure/Table 1,
As shown in in Chart 1,
\_ As is shown in \_ y

E.g.: As can be seen from Table 4, the number of students admitted de-
creased for several years before rising again.

subjects. We do not sayMwrite: As it can be seen in Table
4.. because this means something different {(a causal relationship is
introduced).

E NQTICE that these passive forms are unusual in that they have no

Compare:

. As [=because] it has been proved, the theory can now be put into prac-
- tice.
' As has been proved, the theory has practical applications.

.Now practice 4S-clauses with prepositions:

As is shown ____ the following formula, ...
Ascanbeseen __ Tablel, ...
As was stated ___ the beginning ___ this unit, ...
As was mentioned ___the footnote ___ page 23, ...
As will be demonstrated ____ the next chapter, ...
As is often the case ___ materials ____this type, ...
- As can be seen ___ comparing the two curves ___ the graph, ...
As can be seen ___ comparison ___ the results ___ columns 3 and 4, ...
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Discussing the Visual

Visuals in the texts (presentations) are there to help the reader (audi-
ence) understand data more easily and quickly. In discussing your visuals do
not merely write (say} what is already obvious. Use the visual to support your
point by discussing some interesting features of it drawing some conclusions
from it: .

— The trend/pattemn revealed by this graph suggests that...
-~ If this pattern/trend continues, ...

— From this chart/graph we can predict that...

— One pattern that becomes clear from this is...

—~ Looking at this table, we can conclude that...

— The column on the right iltustrates. ..

— The rows show...

Degree

When discussing charts, graphs, and tables, you may find it useful to
modify statements about change, stability, or comparison by using adjectives
or adverbs of degree:

;
rf;mamt extremely / considerably :
H significantly / markedly / noticeably |
é a great deal :
| vary { quite n
] rather / faily / somewhat }
f slightly
} Laast marginally ;
E‘:‘H'W‘—E-"Wlm‘. FamL ol R Ll & AR L R T R AU - e "é

The following adverbs are useful for discussing accuracy:

|
a
]
|
5

entirely
precisely
almost

nearly
roughily
approximately

P s T T I - el T 27
a
Iuw- T WA T S A 1
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' pescribing Graphs, Tables, and Charts

Here are some useful terms for describing visual information:

et L+ SRS PN T AR GO LA L AP TR L L e G s WA £ 35 s

!
dramatic an increase i
rapid arise
sharp to increase
rise
grow
moderate appreciate

S I VU e s L MM R S IR

steady
gradual
small
slight
nagligible
' - -
A :
to peak/ reach a peak an upward trend b
to plateau/ reach a plateau :
fluctuation/ to fluctuate :
z
] to level off/ remain level a downward trend |
— i
to be/ remain constany/ steady/ stable
o — |
I
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1.4. Boictynnenue, cogepxaliee onpepenetne

{Definition Speech)

@ YOUR FOURTH PRESENTATION

In your field of studies you use many important terms. When you are
giving an oral presentation, you may need to definc one or more of those
terms for different reasons.

One reason is to make it easter for others to follow you.

Another reason is to contrast one term with another.

Or, you might want your audience to know that you are using the term to
mean one thing, whereas others may use the same term to mean some-
thing else.

INTRODUCTION

Some speakers make their definition speech more interesting by open-
ing their speech with a question or personal experience, such as “Have you
ever experienced a strange sensation..?” or “Yesterday I read in the paper
that...” This technique helps convey to the average person the meaning of the
term by relating it to an everyday occurrence.

ORGANIZING YOUR SPEECH

1) Before you define a term, place it in a setting. 4 setting is a general idea of
studies in which the term is used or a general category in which the term
is located.

2) After that, give an explanation or definition of the term.

3) Follow the definition with an extended definition. You can expand your
definition by using an analogy, giving examples or contrasting the con-
cept you are defining with another concept. If you are defining an object,
you can analyze its parts or discuss its applications.

MAXIMUM LENGTH: 10-12 sentences

Remember, keep it short. Think of definition as only part of a longer
speech you are giving,
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STEPS TO FOLLOW

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

. isrelevant and interesting to your audience.

2. Think of an introduction that will capture the audience’s attention and at
he same time relate the term you will define to the audience’s experi-
ence.

3. Ask yourself what general setting or category the term you have chosen

- belongs in.

4. Think about how you can convey the meaning of the term by using one
or more of the following: an example, an illustration, an analogy, a per-
sonal experience, or a comparison with another term.

5. If you contrast your term with another term, be sure that the audience
also understands the meaning of both terms.

6. Record your presentation two times on an audio cassette. If it is more
than 12 sentences long, you will have to shorten it by removing repeti-

* tive or less information,
7. When you present your speech, remember to check for understanding.
- Think about when you should do this. Where might the audience have
trouble following you? Be prepared to give further examples or explana-

. tions when necessary.

8. Prepare an outline of your speech.

EXTENDED DEFINITIONS
(See: John Swales and Christine Feak, 1994:45-47)

So far we have dealt only with sentence definitions. In some cases one
" sentence may be enough before continuing with your General-Specific pas-
sage. however, in others, it may be useful to expand your definition. In this
‘way you can demonstrate your knowledge of a concept more fully. An ex-
tended definition usually begins with a general, one-sentence definition and
- then becomes more specific as additional details are provided.

There may be a need to display one or more of the following,
-®  an analysis of components (if you are defining an object)
A microscope is an optical instrument with which the apparent size of

-an object can be enhanced. A simple microscope consists of a double convex
“lensand a magnifying glass.
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A discussion of major and minor components may also be useful.
= examples

Pollution is a form of environmental contamination resulting from
human activity. Some common forms of pollution are wastes from the burn-
ing of fossil fuels and sewage running into rivers.

= a knowledge of applications

An acrylic plastic is a polymer which can take a high polish, is clear
and transparent and can be shaped while hot. Because of these and other
characteristics, acrylic plastic is ideally suited for airplane windshield.

»  future predictions

A compact disc {CD) is an optical storage medium onto which infor-
mation has been recorded digitally. In CD recording of sound, sound waves
are converted into digital numbers and inscribed on the disc. The digital data
on the disc is read by a laser beam, thus eliminating any form of mechanical
friction that could distort sound quality. CDs can also be used to store images
as well as information. As optical data storage techniques improve, CD tech-
nology will become more widespread and may someday’ entirely replace

magnetic storage.

Jl (NOTICE in the above definition that the full name of the term —
gy compact disc — is given before introducing and using the acronym
CcD)

]

An extended definition may also include information regarding oper-
ating principles or causes and effects. A description of operating principles
is also known as a process analysis.

CRITIQUE OF DEFINITION SPEECH
Self - Evaluation

1. My introduction captured the audience’s attention  yes / somewhat / no
2. 1 gave the general setting for the word yes / somewhat / no
3. [ clearly defined the word yes / somewhat / no
4. My expanded explanation of the word

was clear and interesting. § used an illustration,

analogy, personal experience, efc. yes / somewhat / no
5. [ used appropriate transition words yes / somewhat / no
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6.1 made a short but appropriate conclusion yes / somewhat / 1o
The weak area(s) I've chosen lo work on this week is (are):
I have improved a lot / somewhat /not very much
Explain:
Evaiuation of other areas
I have improved my eye contact: a lot /somewhat / not very
mxh .
My gestures looked more natural: yes/somewhat/not very much
My voice was confident: yes / | need to speak lowder
I’ve improved my pronunciation: yes / somewhat /not very much
I remembered to check
for clarification before
the end of my speech: yes/no
My pace has improved: yes fsomewhat /not very much

1.5. BuicTynnenne no uaydaemon cneymanLHoCTH

{Speech from Your area of Studies)

€  YOURFIFTH PRESENTATION

Your mid-term speech is going to be based on your area of studies.
Below you will find some tips on how to choose a topic.

CRITERIA

Keep in mind that your speech must:

be in your area of academic studies

be an absolute maximum length of 4-5 minutes
have a strong, well organized introduction

be well organized

include 1-2 visuals
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SELF-EVALUATION

in preparing your speech, think about your strengths and weak-
nesses. Evaluate yourself. What can you do to overcome your weaknesses?

SELF-EVALUATION FORM
(STRENGTHS AND WEAKNESSES)

strength OK  weakness
interesting topic from your field
strong. well organized introdyction
good organization throughout
£00d use of transition words
able to get audience participation
good eye contact
relaxed, appropriate hand gestures
sensitive to audience understanding
clear, informative visuals
good voice control, confident
clear pronunciation, especially key words
good pace (not too fast or slow)
prepared to answer questions

Aol RN S

...
b

—
-

—
[P ]

CHOOSING YOUR TOPIC

Brain storm. Write down 6-7 topics in your area of studies that might
be possible speech topics. Look through text-books, magazines, newspapers
and your class notes for ideas. Ask yourself if any of these topics are too
complex or long. If so, can you simplify or narrow them? If not, toss them
out.

Don’t be aftaid to ask your Business English instructor for help in se-
lecting an appropriate topic. After you have chosen several possible topics,
run them by some of your classmates to see what they think.

ORGANIZE YOUR INTRODUCTION
Remember, you introduction is the most important part of your pres-

entation. During your introduction your goals are to interest the audience in
your topic and tell them what you plan to talk about.

146



Types of Presentations and Speeches =7

ORGANIZE THE BODY OF YOUR PRESENTATION

Think about the topic you have chosen and the type of organization,
such as chronological order, spatial order, listing, cause and effect, process,
and comparison and contrast. What type or types are the most appropriate for
the topic you have chosen? What transition words will make your presenta-
tion more coherent and flowing?

ORGANIZE YOUR CONCLUSION

If you have a shott conclusion, yon will probably not need to worry
about how to organize it. You will only need to choose an appropriate transi-
. tion word to signal to the audience that you are concluding. However, if you
want to summaries what you have talked about during your speech and draw
a conclusion, you will need o organize. Sometimes it is useful to look at the
- organization you uséd in the body of your speech before developing your
conclusion. Also, you may need some special transition words to make your
final point such as therefore or by now you should...

Mid-Term Speech (Preparation Task)

Please fill in and give to your Business English instructor:

Your name..............coo0s
Topic of your speech... e s rensensenee
Introduction: (Make sure it is well organized).............cooovvvviinnnn e,

oooooo

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

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

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

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

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

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

.......................................................................................
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SAMPLE OF A MID-TERM SPEECH
Financial-Industrial Groups

My presentation is devoted to my project in macroeconomics. It deals with
the problem of creation of Financial-Industrial Groups (FIGs) in Russia and Belarus.
The project in general discloses the present state and prospects of F1Gs in those two
countries. It has three chapters. Chapter | deals with the theoretical issues of Fi(is.
Chapter 2 is about the present state of FIGs and the problems of their functioning in
Russia. Chapter 3 focuses on the formation of FIGs in Belarus. I am going to present
the main idea of my project here according to this pian.

Let me start with the definition of the Financial-Industtial Group. This can be
defined as an informal integration of industrial companies, financial organizations (such
as banks, insurance companies, investment funds, etc.), research, trade, construction and
other companies which maintain steady linancial economic relations. FIG is a form of
economic dependence juridically independent companies (legal entities).

Among FIGs one can find corporations, concerns, holdings. Many FIGs are
multinationals (e.g. Panasonic, Dacwoo, Volkswagen, etc.) They are widespread in
the werld now. At present, there are about 40,000 FIGs and multinational. They have
about 180,000 subsidiaries in 150 countries.

There are a few ways of creating FIGs depending on the purpose of their for-
mation,

— Dividing. (Fiat was divided into 12 companies to allow each of them to get to
the market of capitai.)

— Gemmation (1950. Toyota : Toyota + Toyota Motor Sales)

— Take-over and Merging

(1996. Boeing + MecDonald Douglas; Volkswagen : Skoda)

The majority of FIGs are created on a voluntary basis. In this case they are
more effective. However, for Belarus, with a large share of state property, the com-
mand method is important, too.

In addition to the issves that | have already touched upon, it is important to
talk about the management of FIGs.

1. Coordination ol activities through a holding company that holds the con-
trol package of shares belonging to subsidiaries.
Coordination via a bank.
Trust management.
Crossed share holdings.
Open joint stock companies.
ic advantages of FIGs as compared to other forms of business are as fol-
lows:
1. The union of financial, production and trade capital gives a chance to shorten the
period of capital circulation to attract investment to viable production projects and
increase the profits of all the participants of the FIG.

TP
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2, A bank is interested in operating the asscts of the FIG, including the investment, By
investing in the FIG, the bank reduces the risk of a loss.
3. From the technological point of view, there are 3 types of the FIGs:
= vertically integrated (their advantage is not paying VAT)
» horizontally integrated (enterprises from the same market increase their share
in the market)
* diversified (enterprises from different markets explore new markets)
FIG may also become the cause of monopolism.

4. FIG provides the labour market with a lot of jobs.

in Russia the first formal FIG did not appear until 1993. The largest of them
belong 1o extractive, machine-building and chemical industry. At present, there exist
about 30 formal FIGs in Russia (e.g. Nizhni Novgored automobiles). Tt also has about
100 informal ones (e.g. Gasprom, Menatep, LogoVAZ)
In Belarus, the main purpose of creating FIGs was to defend the market from
" foreign companies and products as well as to reorpanize industry, to atiract invest-
ments and restore the economic ties of the former USSR, One can. mention here a
joint stock company «Slavnefts, a number of state-owned concerns and amalgama-
tions in the tractor and antomobile manufacturing industries, telecommunications and
others. ) )
[Attached to the paper was a chart presenting the organizational structure of a
Financial-Industrial Group.]

To conclude, FIGs are treated in modem economy as a fast growing tendency
of its financial and industrial development. They speed up the creation of corporations
and concerns. The new independent states of the former Soviet Union are no excep-
tion in this process.

{Dmitri B., 8 2-year student, upper intermediate level group)

~ 1.6. MNpesentauun-oboGmewne (Summary Speech)

«5  YOURSIXTH PRESENTATION

If you are asked to give a presentation, you may to include a summary
of information contained in one or more texts.

For your 6t presentation, you will read a fext and surmmaries it. Then
you will both present your summary to the class and give your impression of
the text. '

SPECIFIED MAXIMUM LENGTH:
15 sentences including your impression of the text.
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CHOOSING AND ORGANIZING INFORMATION

1. When you summarize, it is necessary to decide what the most important
information in the article is and then organize that material so that the au-
dience will understand it.

2. Think about the type of article you have read. How is it arranged? Is it a
news article which answers the questions of “who”, “what”, “where”,
“when” and “why”? Is it a story that is arvanged in a chronological order?
Isita problem—solution text with a standard organizational pattern? 1s it a
comparison between two entities or peopie? Or, does it focus on a contro-
versy where several sides are presented?

3. Make an outline of your speech. Will you organize the same way as the
write or does it make sense to organize the information in the way that
suits you beat? Remember, you are to comment on the article after you
summaries it.

4, Make a written outline. Follow a standard outline form:

- Introduction

« Body
A.
B.
C.

- Conclusion

T g T T
PARAPHRAZING

Summarize the text in your own words. Do not use the words of the
author unless you indicate to the audience that you are quoting. Paraphrasing
is an important aspect of academic speaking and writing, Plagiarism, or us-
ing someone else’s words without citing them, is not allowed in academic
work.

GIVING YOUR IMPRESSION OR OPINION OF THE TEXT
After your summary, you will give a short opinion of the text. You

may wish to use a standard transition before stating your opinion, such as In
my opinion or [ agree with the author of the article that... You may wish
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to state your opinion in a forceful way, such as I strongly disagree with the
author’s contention that... or in less harsh tones such as The author makes
a good point when sthe says.... However, 1 think that....

STEPS TO FOLLOW

1. Carefully read over the text. Before beginning to write your summary,
make sure you understand what the author has said. Look up the key vo-
cabulary words in your dictionary.

2. Study the organizational pattern of the author and decide whether you will
use the same or a different patterm in your summary.

3. Underline the major points the author makes and eliminate any information
that is not essential to the summary.
" 4, Make an outline of your summary. Remember to use the organizational
* pattern you think best fits the information. Choose transition words that
. best communicate to the audience the organization you have chosen.
5. Paraphrase the ideas of the author of the text. Use your own words in your
* summary rather than the words of the author. If you wish to quote from
. thetext, indicate to the audience that you are quoting the author’s words.
6. Prepare a short statement of your impression or opinion of the text. Re-
. member to use appropriate transition words.

SUMMARY WORDS
Read the following two sentences:

[n recent years, the number of students applying to the Ph.D. program
has increased steadily, while the number of places available has remained the
" same. This situation has resulted in greater competition for admission.

What does the word the situation refer to? What is the effect of using
. this instead of the or that?

Situation is a summary word; it refers back to the idea of the previ-
- ous sentence without repeating it all.

Which summary words would you choose to complete the following?

Early in September each year the population of Ann Arbor suddenly
increases by about 25,000 people. This ................. changes the character of
the town in a number of ways,

a)influx b)growth c)invasion d)rise ¢)jump
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Can you think of any other possibiiities?

Summary words are nouns. Many of them refer to statements or men-
tal events of some kinds rather than physical facts. This phenomenon (sum-
mary wordl} is one reason they are so important in academic writing and
speaking.

Here is another example:

Nowadays, portabi¢ laptop computer are lighter, more powerful and
easier 10 use than they were five years ago. These ........................ have fed to
an increase in the sales of these machines.

a) changes b) developments c) advances d) improvements
Below are pairs of sentences in which a summary word in the 2™ sen-

tence will refer to the idea of the 1% sentence. Choose the appropriate sum-
mary word from the list below:

THREAT ASSURANCE
FORECAST ADMISSION
REFUSAL OFFER
OBLIGATION DENIAL
ESTIMATE DECISION
1. They said they would give ns every support. This .................. Was very
welcome.
2. They say they will cut off supplies very soon. This ............... must be taken
seriously.

3. He said there must have been 10,000 people present. This ..oocccovenrieinnes
seems somewhat e

4, Alt men under 40 are required to do military service. This ............ is re-
sisted by certain religious groups.

5. They said they had been unable fo find the cause of the explosion. This
............... aroused a good deal of concern.

6. The weather service says the dry weather will continue, This ...
will doubtless be a relief to the fanmers.

7. Afier a long delay they said they would support the project. This ............
came as a relief.
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8. He said he could supply the equipment at cost. This ..........oeeee. was ac-
cepted immediately.

9, It seems they are not willing to help. This ................... obviously reduces
our chances.

10. He said he could not possibly have known about it. This .....c.oeevee.. seems
reasonable.

Now choose an appropriate summary word for these passages:

1. President Clinton said that he wanted to raise the tax for cigarettes.
THiS.werecenevararares . was greeted with enthusiasm by medical organizations.

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

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

B ) 111 S is attributed to the low interest rates available from other
investments.

4. The companies profits have gone down every year since a new competitor

. entered the field. This .ooe.neeerreeeennees may ultimately lead to declare bank-

. 5. The CEQ’s salary continued to increase even as the company lost market

" share. This ........ angered many stockholders.

" 6. Is globalization a better strategy than localization? That .............. contin-
ues to be the main subject of discussion at management meetings.

7. Since 1980, when Congress passed the Superfund Act to reduce industrial
pollution, only 34 of the 1,245 identified priority sites have been cleaned
up. During this time, approximately 40% of the fund’s money has been

. - spent on trial litigation and administrative oversight. This .........c...... is the

. result of provisions for :strict liability» in the law.

*8. The advertising agency presented several new ad campaigns to the client.

"~ None of the ............o.. , however, was quite what the client wanted.

9. The town’s main source of income dried up when a large factory moved its

. operations to another state. This ........cco.ecuuaee will affect the entire sur-

- rounding area for years to come.

_:10. Consumer spending has increased only negligibly over the past quarter.

" Economists consider this .....c.occene.. a sign that confidence remains
weak.
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1.7. 3aKMOUNTENbROE BLICTYNNEHUE NO OCHOBHON
U3Y4aeMOi CNenan-HOCTH

(Final Speech from your Major Area of Study)

@ YOUR FINAL PRESENTATION

For your final presentation, you wilt have the opportunity to present a
5-7 minute speech to the class on an academic topic of your choice. You will
follow basicaily the same procedure as for the mid-term presentation, with
exceptions explained below.,

The purpose of your final presentation is to incorporate the speaking
skills we have focused on this semester into a longer, well-developed presen-
tation,

CRITERIA

The procedure for your final speech will be different from the proce-
dure we used for the mid-term one. '

Your speech must:

be in an area of academic studies

be on a topic of interest to students in the class

be an absolute length of 5-7 minutes

have a strong, well organized introduction that tells the audience whar
you are planning to do in your speech (see instructiens below)

be well organized

include 1-3 visuals, one containing a short outline of your speech that
you will use during your introduction (se below)
s  be recorded on audio tape at least 2 times

For help in choosing your topic and organizing your speech and con-
clusion, look at the mid-term speech.
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SELF-EVALUATION

Attached is a final evaluation form. Record your speech two times and
listen to it. Then fill in the self-evaluation form. Work on improving your
weak areas. Then record your speech one or two times more to evaluate your

progress.
YOUR INTRODUCTION
Think of the following advice to those giving an oral presentation:

. Tell them what you are going to tell them,
- Then tell them.

- Then tell them what you told them.
Plan your introduction carefully by doing the following:

Get your audience’s attention and introduce your topic. Then tell

. wur andience exactly what you are going to talk about. Use expressions like

“First P’ll.... Then I'm going to .... And last I’ll...” At the same time, show a
‘visual that contains a short outline of your speech.

Final Presentation (Preparation Task}
. Please fill in and give to your Business English instructor.

| Your name
| Topic of your speech
. Introduction (see the instruction above).........ae . eesveunes

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

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

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

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

....................................................................................................
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Major Speech Evaluation !

Name: .

Scale: ﬁ'om 3 (needs work) to 5 {very good)
Content / Topic

knowledgeable about the lopic

provoked audience interest

developed the topic well

Introduction

captured audience’s aitention
clearly stated the topic

well organized
Organization

easy fo follow,

good use of transition words
highlighted important words
made a clear conclusion
Language

communicated the mezning effeclively, :
defined the necessary words :
appropriate vocabulary

effective grammar !
pace appropriate for audience comprehension i
(not too fast or slow) i
Gestures / Eye Contact, Audience Engagement
maintained good eye contact

used helpful gestures to support the meaning
body language relaxed

sensitive 1o audience’s understanding

gave appropriate response to questions

Veice Quality, Pronunciation

loud, clear and projected to audience ;
clear pronunciation, especially of key words |
intonation pattern aided
audience understanding
Visuals / Board Work
clear visuals

good blackboard work
Presentation Mark: i
Comments:

...............................................................
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SAMPLE PRESENTATION EVALUATION
(courtesy of Erica Weaver, CEP visiting lecturer in Belarus)

¢
il
& s

- Student; Topic: Date of Presentation:
" Kate Decision-making February 24, 2001

mp——

Excellent.You chose a good length of time. Although it was
_ ghorter than 20 minutes, you were wise to judge the quality of what you
* were doing (making an effective presentation) more important than arbi-
* grary time guidelines.
: You spoke in a way that your audience could understand, translated par-
: ticularly difficult yet important words, and made good eye-contact to keep
: your audience connected.
“Particularly good was that you put your outline on the board. By providing
: your audience with these well-organized notes, it made it easier for them
" to follow your presentation. Since the goal of any presentation is commu-
‘_!-nication with your audience, this was very well done,

. [YYIETR You presented all of the most relevant features of BU institu-

i tional declsmn-makmg, and you did it in such a way that even complicated
* mechanisms and processes were clear and easy to understand for someone

*who hadn’t done the reading. Excellent You also included reference to in-
“direct decision-making influences, such as interest-groups and agenda-
“setting {the Commission), and tied in the key concepts of the Democratic
Deficit and the tension between efficiency and representation. For the pur-
poses of this class, you successfully included all the important aspects of
EU decision-making; you judged your audience well.

APTIEENUR M ISRV ESR | want you to realize that although this was
an A+ presentation, this does not mean that there is no room for improve-
-ment. There is always room for improvement in life, and in academics it is
no different. So, with the understanding that your presentation fulfilled all
. my expectations of an excellent one for this class, here are some things to
i consider for the next one you have to give in a similar context. You made
* certain statements in your presentation, certain claims, that are not neces-
o sarily “fact”. They could be, but a more informed audience would have
~ challenged your interpretation of them. For instance, you said something
* like, “the EU institutions are equal to national institutions” in reference to
- their powers (legislative, executive, Jjudiciary). Some people make this
comparison, and supply good reasons for doing so. The reader article by
~ Wallace is one of them, where he supports this
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comparison by saying (p. 105) that what determines whether or not a
coramunity is sirilar to a national government is “... the presence or ab-
sence of authority and resources at the center which effectively limit the
behavior of the member states and which impose obligations on them are
generally accepted.” Since he chooses to use THIS as the determining
factor, he can “make a case” for the statement that EU and national institu-
tions are similar. He can logically provide proof that member states are
bound by obligations from the “center”, and conclude that therefore as an
organization the EU’s institutions are similar to national ones. When you
include claims like this one, you must support it. Otherwise, your presenta-
tion should include a reference to the issue, like “scholars disagree and de-
bate about whether or not the EU’s institutions are similar to national
ones.” Then follow such a comment with the arguments for and against
such a claim.

Grade: A+

Of course this kind of perspective involves a rather deep knowledge of the
issues, of the history of scholarship around a topic. But even with the ma-
terials in the reader, it should be clear to a critical reader that something is
undecided, that an author is trying to convince his/her readers of some-
thing. If the author is taking so much trouble to convince vou, it means that
some question exists about the issue and he/she is expecting you to NEED
convincing.

LU ts | was impressed with your level of preparation and
public speaking skills. Overall it was an excellent presentation.

Pazpen 2. CuryatuaHo oGycnosneHHbie ppasbt

(Phrases Used o Make Conversational Moves)

MMpeanaraeMan knaccHdHkauua $pas, KOTOPLIC NOZBONAIOT YCTHOMY
BLICTYIUICHKIO GbITH CBAZHBIM, A TRIOKE MCNONLIYIOTCA ANA HHTEPAKTHBHOH
KOMMYHHKAIHH, YKNaABIBAETCA B YeThipe OCHOBRHBIX BYAA:

¢dpassl, HauMHAOWIKE BLICTYTIN¢HIE (Beceny, Axanor);
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Phrases Used to Make Conversational Moves O

¢pasel, CBA3LIBAIOWHE OTACAbHLIE BLICKAIGIBAHMS WIH YTBEPHACHHA

* gpyr € ApYTOM;

¢pasel, ynoTpedraemble NpH pearWpoOBAHMM HAa BLICKA3LIBAHUA cole-

dpassi, 3aBepinalolive BoICTYICHHE WM Gecey.’

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

i

‘| oPENERS

{cLosures

open the way for you to say something; to initiate a
dialogue or conversation.
.| CONNECTORS tie your statement info what has just been said.

' RESPONDERS  respond to something that has been said to keep the
| 3 conversation going.
bring the discussion or conversation to an end.

“Pardon / excuse me

Do you have a few minutes?
" Just hold on a minute

‘May 1 interrupt for a minute
H I may say something here
“P'd like to comment on that

."m interested in
:Could ! just say something about

“As far as | can tell
It seems to me that
~Inmy opinion

: n l'lpnn.neqeuue BHHMaHHH, NPCPLIBAHHE BRICTYINICHHA

- {Artention Getting / Interrupting)

Haaunume

¥ gac ecme napa muwym?
Hodoxcoume murymey
Paspewsume sac npepeamu
[HHossoneme 30ech savemums
Mue 6v xomenoce ommenmums @
COR3U C IIMUM

Mens unmepecyem

Moxcio Miie Koe-ymo craigme o

A BrickasniBanue cBoero muennn (Opinion (iving)

Hackonoko R nonumaio amo
C moeti mouku 3perun
Hacxonpbxo 2 mozy cydume
Mhue npedcmasgisemes, ¥mo
Ha moit 63250

. IC paspenteHya B, UmGep na ocuose e pykonucy: B. Imber “Verbal Stratagems™
“(English Language Institute, University of Michigan, Ann Arbor, 1991)
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As [ understand it
H you want my opinion

If you ask me

Hacxonoko 2 nonumaio

Ecnu eac uwmepecyem moe smue-
Hue

Ecnu e cnpocume MeHR

Boickasbipaine npeaaowennil (Suggesting)

May [ just suggest
If you ask me {on this issue)

Perhaps we could / should

Would you consider
If t were you, I'd
Why not try

What if

Paspeusime Mue nPeORONCUMb
Ecnu ewt cnpocume smens (no
3IMOMY GORPOCY)

Budtmo, mot moznu bt (Ham
cmouno bwl)

He cuumaeme nu e

A bot ua gauem mecme
fTowemy 6ot HaMm He

A umo ecau

Paseacnenwe (Explaining / Elaborating)

What | have in mind is

Here’s what I plan

For the purpose of simplification
To illustrate my point

A classic example of this is

To develop this peint a bit further
For one thing
Let me try to spell it out for you

Bripaxenue npocnlnl {(Reguesting)

I could use / do with

Do you happen to have

You wouldn’t happen to have ...?7
Any chance of getting

What’s the possibility of
What I’d really like

A uneero @ eudy, umo
Bom umo 8 naanupyio
C yenvio ynpoujenus
Hnn unnrocmpayuu Moedi udeu
Knaccuveckum npumepom 3moco
Aengemca
Ecau pazeumo amy muicae oanee
Bo-nepguix
fTozgoneme, 2 Gam pasvacKo
amo

A 6vt Moz 8OCHORB30BAMMBCR
Moxcem botmb, y sac ecmiv
Y eac ne 6yoem ...?
Ecmu mu sosmoxcnocme noy-
vinib
Kaxas ecmb gosmodckocmp
Mue 6v1 va camom dene xome-
AOCH
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' Coobmenue nndopmaunn (Information / Reporting)
The information I got was Hughopmayus, xomopoit 3 pac-
s ROMI2AN
" .According to the Coznacno (uemy-zubo)
_From what I've been told Hexoon uz mozo, wmoe mue co-
obwunt
Swrange as it may seem Kax  smo wu noxawemen
CIMPAHHGIM
" Avcording to the latest reporis Coanacno nocrednum omucman
Recent studies have shown Hocrednue uccernedosanun noxa-
. “3anu
‘$ Yznomenne no nopsaxy (Ordering)
First of all Mpexcoe scezo
+To start/ to begin with Haurem ¢ mozo, ymo
: "I"he first / second / next thing is ITepeoe / smopoe / credyroujee -
anto
(i) canee
3amenm
;.&noﬂ:er thing is Kpome mazo
. Moving on to Mepexodn &
.jNow let's look at / turn to Teneps dasaiime a3znfnem na
i (obpamumen &)
tlstly! finally Haxoney
. ?ts will be shown later Kax 6y0em noxazano danee
Tlns will be covered / discussed later 06 smom peus noiidem nozwe
u Buiaenensie rnapuoii meican (Highlighting / Emphasizing)
mily B nepayio ovepedr
_ iatly Iasnum obpazom
(mam) point is Thaenoe —amo ...
to the heart of the matier flepexoda k ocnosuomy
real issue here is Tasnan npobrema cocmowm e
=, MOM, ¥mo
'ﬂm’sjust the point Heno umemnno ¢ smom
interesting thing about . is that Humepecuvim 6 ... sganemecs
mo, umo
Jhe significance is Snavenue (3mozo} cocmoum e
we have to remember is Ham neobixodumo nomuume
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Drawing your attention to
- Of primary concem is

Hpuenexan eaue enuMane K
CCHOGHIM MOMEHNTOM RGAREMCR

Cenlaka Ha APYrye NONOKeHH BLICKAILIBANNS

{Referencing / Linking)
As I mentioned previously / earlier

Returning now to a point made earlier

Looking back to what we saw
As with ... that I mentioned earlier

As we'll see when we get to

As I've already indicated
As opposed to our first statement

Like / Unlike

Orxnonenne ot Tembt (Digressing)
if | may be permitted a brief digression

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

Before [ forget

Puiting that aside for a minute

Before | continue

Although not directly related to
By the way

Incidentally

B Bosmpamenwe x Teme (Redirecting)

Getting back to the issue at hand
Now, where were we?

In any case

To get back on track

Returning to

Let's try to stick to the point
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Kax 2 panee ommernin
Bozepawasce x euckasannoii
Daree MuICAt

OznAduisance Na yeedennoe
Ymo xacaemes ..., 0 Yem 2 2080~
pun{a} pavee '
Kax mut yauoum, xozda 6yvdem
paccmampugamo

Kax s ywce ommeuan

B npomusosec namueMy nepeomy
ymgepacoenuio

Kax u / 8 omauune om

Ecnu MHe ROIBOREHO KECRORbKG
OMKROHUMBCA O MEMbBE

N0 HEMHO20 HE RO Meme, HO
3abezan neckonvko eneped
Hmobut Mue ne 300uimb

Vxodn na munymy om Odannoii
npobremoi

Iipeacoe vem 8 npodoaxcy

H xoma smo npsMo He CBAZANO ¢
Mexcay npouust

Meowcdy npovunm

Bozepmyance k naueli meme
Tax, na vem mor ocmanosunice.”
Bo ecarxom cnynvae
Bosspawganrce x meme
Bozepawance x

Hasatime 6ydem npudepacu-
eamucst meml
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Let me bring things back into focus

Going back to
Let's not get side-tracked

That's beside the point

Paspemume mne gepuymoca k
OCHOSHON meMe
Bozspmyance x
Haswiime ne 6ydem yxodums @

cmopony
3mo ne no meme

Pa3MBILLTEHHA N0 X0y BriCTYienun (Contemplating)

It's worth considering
I'm really not sure
. Inlightof :
" On second thought
Well, on the surface it iooks as if

" Let’s run it up the flagpole

‘3aTparuBanKe TPYAREIX MOMEATOB

~ Frankly speaking
Realistically
- The real problem / trouble is

. To put it biuntly

: Roughly speaking
- I'hate to say this, but

There is no other way to say this

This is a rather delicate (sensitive) matter

3mo emoum paccsompenns

H umo-mo ue ysepen (a)

B cgeme

Xoms, ecxu nodymame

B obwem-mo, na nepswii 32nmd
N0 §pZIACUNL, KuK GyOmo Gul
Hasatime nposidemes no ocuos-
HUM MOMEHMOM

({ntroducing Difficult Issues)

Omxposenno zosopa

Ecnu oyenusame pearvio

Ha camonm dene, npobinema ¢
mom

I'pyGo rosopa

Tpy6o rosops

Mue nenpusmuo 06 3mom zoso-
pums, Ho

ITo-Opyeomy amozo ne craxcewn
3mo dosoreHo denuramuwnii 60-

npoc

Cnop ¢ cobecennikom (drguing / Rejecting)

. You are missing the point
_ That’s not what I’m saying
Ina word, no

. That’s a blatant distortion

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

Bot ne noumaeme

A ne 3mo xouy cxasame

Odrum crosom — nem

Amo seHoe (ouesudnoe) ucka-
acenue

B 3mom nem nu crosa npagdun
Imo npocmo HesoIMONCHO
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You've just taken it out of context Buw smo npocmo ewidepuysu uz
Konmexema

1°d just as scon / rather not A b6t noocanyii

OTtrarupanue spemenn (Buying Time / Hedging)

1'd like to give that some thought Mue 6w xomenace o6dymames
amo

Well, let me think about that Haiime mue nodymants Had 3TIM

Ate you asking if ... or if ... Byt cnpawusaeme ... utu ...

1'd prefer to comment on that Jater A, noocanytl, BUCKANCYCH RO
HO IMOMY HOGOOY

I'd like to have time to consider that Mhue 6w xomenoco kaxoe-mo
BPEMA ROPAIMBIUUARMD HAO
muns

The best way [ can answer at thistime is ~ Moum aywuum omsemom Ha ce-
200un 6ydem

Well, it's difficult to say exactly, but Tpyono moune cxasame, oduaxa

Could we hold / save that for later? Moocem, Mot OMRONCUM MO HA
nomoas?

What do some of you think? A umo gt dymaeme (RO ImoMy
nogody)?

Henpasnenne ceba mo xony snicrynnenna (Self-Correcting)

Let me try to put it in another way Hozsonvme, 5 amo uznodicy una-
ye

What I’'m trying to convey / say is A numaoce wnposecmu Muichb
{crazambv)

Perhaps I’'m not making myself clear Budumo, R He coscem AcHO Gui-

. . paxcawcw

What [ mean is A uwero 6 sudy, wmo

in other words Hpyzumu cnosamu

Maybe a better way of saying this is Moxcem Gwimo, Acwee my
MUICL MOXNCHO GOIPATUMD

In order to aveid a misunderstanding s usbexcarnus HeQONOHUMARUA

I’d fike to go back and start again Mne 6ut xomenocey eeprymben u
HaUOMb CHAYAAG.,

On reconsideration Hopazmwcnus ewge paz
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—

ﬂ ConocTap/ieane pRIHLIX Touek spennn (Buffering)

whiie 'm aware of that

Perhaps if's already been mentioned, but

Though some studies show that..., others...

Correct me if I'm wrong, but

] may have missed something here, but

"1 may be out of line here, but

.Unless I don't have the whole story

' _From my lay perspectiv}e

Please hold your objections till I'in done

B mo apema kax MHe UIGECRIHO
06 smam

Bozmodicno, ob amom yxce 2080-
puRoce

Xomn @ pade uccnedosanuii smo
nOKAAR0, ... MeM He MeHee, &
dpyaux

flonpagume mens, echu 8/ He
npas{a), Ho

Bosmoxcio, s 30ece WMo-mo npo
nycTH(a), Ho

Mooicem Ooimb, A He cosceM ho
Oexy (meme), Ho

Ao mex nop, noxa 2 ne yoawuy
ace Qo XOHYya

A rax necneyuanucm cvuman (¢
Moeil modry sperus nenpoghec-
CHGHARA)

IIpowy eac eozdepxcamves om
GO3PANCENUH, NOKA A& HE 3AKORYY

" Just suppose for a minute that TTpednoncocum Ha MuNymy, ymo
. For the sake of argument, let's say that Padu duckyccuu dasaitme nped-
) ’ RORONCUM, Ymo

" Roughly speaking Tpybo 2080pa

. Off the record He dnn npomaoicona (nevamu)

- [BR Yrounemme (Clarifving/Confirming / Paraphrasing)

. Could you go over that one more time?

i Would you mind repeating that?
. T didn’t catch that last part

| What was that again?

‘ Now, if T understand / read you correctly

Do you mean that
Are you saying that

He moziru Owt b ewje pas ocma-
HOBUMBCA HA F3MOM?
He moziu Oor enl nosmopume

T amo?

A ne coecem ynosun(a) nocned-
HUiE MOMEHM

Ymo g ckazanu, npocmume?
Ecnu n eac npasuwivno nonan(a)
Bul umeeme g audy, ymo

Boi xomume cxazams, wmo
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Let me see if I'm following
In other words
So, what you're really saying is that

To put it another way
So, according to your statement

Then would 1 be correct in assuming

fIpasunbro 1u 8 nowwmare
Huvivu cnosami

Tax et Ha camoM Oene xomume
CRa3AMY, 4MO

Huaue 2080pn

Taxum oBpazom, cozracHo &a-
wEMY YIMBEPICOCHIID

B maxem cayyae, npasfa) m =,
€CAU Denaio nPedneRcHCeHue

[E} JoGannenne x cxazannomy (Supplementing / Linking / Expanding)

And besides... H xpome mozo

Furthermore Bonee mozo

Also . Taxace (B TO %e BpeMA)

What's more H boree mozo

Additionally B dobasnenue x

Building on that Hexods uz smozo

Moreover bonee mozo

Within the same B amos e naane

In keeping with Tpudepxcusascy

Analogously Ananozuuno

Ard another thing H xpome mozo

To elaborate / expand on B dobaenenue x smoti meme

Not to mention the fact that He z080p5a yoce 0 mom, umo

Bonpocs! w comuenns (Questioning: Information seeking / Doubting)

Do you happen to know Bu cyuatino ne snaeme

' have a question ¥ mesn ecme eonpoc

Could you explain why / how He moenu 6ot 8w ofwacnume,
novemy / kax

What if / about A umo ecau / xax sacvem

What does it mean? Ymo amo snawum?

I’m not sure I understand A ne coscem yeepew, wmo nowu-
M0

Isn’t it possible that Pazse uem soamoxncrocmu

How is that possible? Kax smo mozcem Goims?

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

~ Yes, but will it work if

) “’I'hen what happens if / when

Passe smo npaeda / weeepro,
Ymo

Bonpoc  nacwem (...) no-
NPENCHEMY OMKPoIm

Ha, wo &ydem au smo cnpaseo-
augo (cpabomaem nu 3mo) ¢ cay-
uae

B maxom cayuae umo npouwsoii-
dem, ecau/ xo20a

BB Beickasusanse npeanonowennit (Hypothesizing / Postulating)

Given that....then....

+ In theory

- By all indications

‘Barring anything unforeseen

If that's the case
Unless

.- In the meantime
'If, and only if

Ecau yueemeu, umo ... mozda
Teopemuyecku

Ho scem noxazamenam
Hexmonan ece nenpedeudennsie
obemosmenscmen

Ecnu ece 6ydem umenno max
Pazee umo

Tem spemenem (mexcdy mem)
Tonexo npu yeaosuu, umo

In that / which case/ situation, we... B dannom crywae mot

Hypothetically / theoretically speaking

The best / worst case scenario
" Excluding the unexpected

Ecau paccyncdame zunomenmiu-
Yecku (meopemuyecki)

B mywem / xydwem cayuae
Ecnu uckmoutims sce neowcu-

. Oannocmuy

Paccyxaenns B xone BbicTYIAEHHS

As a result
" Consequently
" Therefore
Owing to .
. As a matter of fact / course
Thus (So)
In view of the fact that
As would be expected
It’s not surprising that

R £ Pr in:

B pesynomame

Beredcmsue vezo

Hoamomy

brazodaps

Cobemeenno 2060pn

Taxum obpazom

Yuumuiean mom ghaxm, ymo
Kax oxcudanocs 6ol
Heydusumenvro, umo
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® Comyamuenw obycnosnetpinie dipaind

it would be safe to assume that
Taking into account

1t should come &s no surprise
ft would naturally follow that

KE Bupaxenwe cornacnn {(dgreeing)

I toially agree

You have my whole-hearted support

Yes, without a doubt

That would seem to be comrect
Absolutely / exactly

That's got my stamp of approval

Sounds good to me

No objections here
I dor't have a problem with that

I couldn't agree with you more
OK, if that's what you want

I'm inclined to agree
h’s a “@”

boigo  6u  enonwe HadexcHo
RPeCnoRONCUMY

Hpunuman 6o enumarve (yeu-
molaas)

He danocuo 6vimb yougumenrsno
Ecmecmeenno @ maxoM cmmae,
Ymo

A narnocmuio cozaacen

A yeruxom sac noddepricuadio
Ha, wecomuenro

Hoxearyil, amo sepro
Cogepitterne 6epHo

A yerurom u nOANOCHILIO 0006-
PRID 35M0

Mhue xaxcemea smo snonne nod-
XOOAUFUM

3dece y Mens nem eospaycenuti
He euacy 30ect nuxanux npo-
Girem

fTornocmuio ¢ samu coenacen
Hadwno, ecnu sam umenno smo
HYHNCHO

A cenonen ¢ ymust coznacumpca
flotidem! (Cozracen!)

Buspamenne wecornacusn (Disagreeing / Negating / Countering)

No, F'm afraid not
That’s out of the question

No way!
Where did you get that idea?

I don’t see it that way
I think you’ve missed the point
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Hem, 6oiock, wmo nem

06 smom ne moxcen Oumb u pe-
yn

Hu 3a umo!

Kax eam npuwna & 2onogy smu
uden (Muicne)?

A masxc ne dymaro

Mue xawcemcn, am ynycmun
anasnoe
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There are a few holes in: that argument

This may be true, but

You are “barking up the wrong tree”

That’s only one way of looking at it

With all due respect

Aren’t you mixing apples and oranges?

 Yes, but aren’t you forgetting
I’m not convinced
I can’t accept that
- ‘That’s highly unlikely
" You don’t really mean that

~ Id say you’re on shaky ground there

B amux dosodax ecms pad ne-
CHIBIKO80OK

Moxcem, smo u max, no

But cogcem ne 0 mos 2osopume
Imo awub odnocmoponnuii nood-
x00 K deny

Co acem yeaxcenuem x eam
ITo-moemy, avt nymaeme 606 ¢
20POXOM

Ha, no ne zabvieaeme nis gor

A ne ybexcoen(a)

A ne mozy amozo npunsms

Mo ManoeepOAMHO

He dymaio, ymo aul umeeme smo
& gudy

Mue xaxcemes, y edc 3dece
OVEHb HIAMKAR ROUYU

Cpasuenue i npoTuBonocTanenne (Comparing / Contrasting)

;. "On the one hand ... on the other hand

: "Comrary to what we would expect

~ In direct opposition to
" Diametrically opposed

- Measured against
- Similarly
Analogously

© Yet

) O6Go6menne (Generalizing)
: I4

. Asarule

For the most part

As a matter of course
" By and large

- Inevitably

-~ As expected

C odnoii cmopondt ... ¢ dpyeoti
CIMOpoNb

B omnuvue om mozo, umo mu
Mozau 6bt axcudame

B noxrnoit npomuasononoacuocmu
Coseputento a opyeoii (npomu-
BONORONCHONU) rIOCKOCMY
Ecnu amo cpasuusame ¢
Anarozuvio

Anarozieno

Oonarxo (mem ne menee)

Kax npasuwio

B boreumncmee cryuaes
Ouegudno

B ocrnogroM, 8 yenom
Heizbexcro

Kax oocudaemen
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& Cumyamueno obycnoeneirbe Ppass .

On the whole
Generally speaking
Typically

B yerom
Boobue-mo
Obuwvno

BrIcKaIhIBAHRE TOANCPKKH H/IH KOMIPOMHCCHOH TOMKN 3peHHS

{Acquiescing / Plocating}
On second thought
Well, in that case
Since you put it that way
Now that I think about it
Sure, why not?
Well, 1 guess you could be right
You've made a very strong case for
That might be worth considering

Let me think it over
On further reflection

You've argued that point very well

You've twisted my arm

Hoapenenne uroros {Summarizing)

So, in a nutshell

The bottom line is

For all intents and purposes
To sum it all up

In effect

To make a long story short
Allin all

In brief

8o you see

To put it alf together

So what we’ve seen is

By way of summary
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Hopazumeicnya

Hy, & maxom cmyvae

Pa3 ew uznazaeme smo maxum
obpazom

Xoms, ecru nodymame 06 amom
Koneuno, novemy vt u vem?
Hoxcanyii, 6ot 4 npaget

Bot ovens ybedumensno eocny-
NURY HaCcvem

3mo, sudumo, cmoum paccmom-
pems

ITozgonsme mue 060ymame smo
Hocne dunoneinumx pazmotuene-
Hutl

Bui 3my mprene npoeent ouens
yoauno

¥ mens we ocmaemcs dpyeozo
abixoda

Hmax, 0dnum crosom (expamye)
fodeods wvepmy

Ecnu nodumosciime ckasanioe
CyMmmupyn 8ce BollleCKA3aROL
Parxmusecxut (Ha camom de.ire)
Kopoue z080pn

B yenom

Brpamye

Hmax, vax et dudume.

Caodn 6ce CKA3aHHOE 8OROUNO
Kar mot ybeountice

fTodeodn umozu
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O6pawenue k ayantopun (Cueing/ Signalling)

Having heard my thoughts on the matter

How does that sound?
Does that answer your question?

1s that what you were asking?
Did / does that ¢lear it up?
Am I missing something here?
- Does your silence mean you agree?
- I'd be interested to hear your view

I'd like to hear your perspective

" How about the rest of you?

flocne mozo kax 6wt ycawuwianu
MO COOBPANCEHUR NO OAHHOMY
aonpocy

Kax eor waxodume smo?
Omeemun(a) nu 2 na ectu eo-
npoc?

Bur smo umenu ¢ eudy, 3adaean
eonpoc?

A nposcawn(a) acun comuenus?
Moxcem, st umo-mo ne nonan(a)?
Osnauaem nu sawte Monvanue,

© YMO &bl CORNACHL?

Mue 60t Goino unmepecro ycn-
Wame 6auLy MOYKY 3penus

A 6wt xomen(a) yorstuams eouie
MHene

A kax ocmanorvie dymaiom?

.§F Bexnnsoe nonaepxanne pasropopa (Attending)

I'm here if you need me

~ Really? B camom dene?
You don’t say so H ue 2080pume
Right Helicmaumeneno
And then H x momy xce
I see ITonsaTHo
. You did (didn’t}! Bom rax! (Heyxcenu?)
n Coxancnue B couyscrene (Sympathizing)
What a shame / pity! Kax acans!
T'm sorry to hear that Ouens concaneo
That's too bad Ovene sicans!
That must have been awful 3mo, geposmno, 6LlI0 YICACHO
My condolences Hpumume mou coboneanosanus
(cowyecmeusn)
Is there anything I can do? Mozy au n aam yem-mo namoun?
That's terrible! Kax yoicacrio!
COh, I'm so sorry A max coxcaneio

Ecitu 2 aam nyxcen, 12 30ece
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] CumyamueHo cbyCnoancHtbie pasb
B Uurnposanne (Quofing)

In the (immortal) words of Liumupys (6eccmepmnvie) croea

And | quote here ... H a 30ece yumupyio ...

As ... putit Kax cxaszan ...

To borrow / lift a phrase from 3aumcmays auicrkazvlaanue

No one has / Few have said it better Huxmo (mano xkmo) cxazan o6
HHOM YU

As the saying goes Kax 2060pumen

According to ITo crogam

As X and Y point out / state Kax ommenaiom (ymaepicdarom)
Xuy

X claims / proposes that X cuumaem / npednazaem, wmo

Tloaaep:cxa n ogobpenne (Complimenting / Encouraging)

Good job! . Monooey!

Keep it up! Tax depowcamb!

I knew you could do it A anan, ymo mwt 3mo crmodices!

Nice try! Xopowan (yoaunan) nonsmea!

That's great / wonderful /terrific Ilpocmo senurxonento (2ameva-
meabso)!

Exactly! Bom umenno!

So far so good! . Ouent xopowo!

Absolutely right! Coaepuienno aepro!

3apepmenne suierynsiennn (Concluding)

In conclusion ' B zaxmovenue

Let me close by saying Paspetuume  mune  zaxonviimo

©meM, ¥mo

Due to time constraints H3-3a capanuvennozo epemen

Wrapping it up 3axpyanasce

[ see my time is up M sumcy, wmo y meun 3axaniuéa-
emca epema

‘Thank you for your attention Cracubo 3a enumanue

| appreciate your interest M npuswamenew eam 3a nposs-

i REHHUIT UNMepeC

Thank you for the opportunity to Brazodapro aac 3a  803MOXNC-

HOCMb
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Telophone Conversations &
TENE®OHHLIE PA3FOBOPDLI
U NEPErOBOPbLI
(TELEPHONE CONVERSATIONS
AND NEGOTIATIONS)

~ Paspen 1. TenedoHHble pasroBopbl
{Telephone Conversations)

TeneoHustii pasroBop ¢ 3apyBexHsIM mapTHepoM no GasHecy Tpe-
6yer onpeneneHHON NOANOTOBKH H HaBLIKOB YCTHOTO AS/IOBOTO OGIEHMA nO
Tenedony.

B sTom PA3ACNe Mbl OCTAHOBHMCA Ha CIEOYIOILHUX MOMEHRTAX:

‘ ‘1. Tloaroreska x TenedontoMy pasroeopy (Preparing for a phone conver-
sation).

Kak oTBeTHTE Ha 3BOHOK (Receiving phone calls).
Kak npuuath u nepenars cooGmenue (Taking and leaving messages).
Kak nepecnipocure (Asking for repetition).

Kax ocrasurh cooGneHne Ha aBTooTReTUYHKE (Leaving a message on an
answering machine).

6. BuiGop cTiaa B Tenedonnom pasroeope (Choosing a style in a telephone
conversation),

7. Tlonesupie BbIpaxeHus Kma TeneoHHLIX pazrosopos (Helpful expres-
sions for telephone conversations)'

o

' Bonee noapobuo cm: R. Gaims, S. Redman. True to Life. English for Adult
Learners. Upper-Intermediate. Cambridge University Press, 1998; M. Irvine, M.
Cadman. Commercially Speaking. Oxford University Press, [999; S. Sweeney. Eng-
lish for Business Communication. Cambridge University Press, 1997.
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§ TeneghouHENE PA220800G

1.1. NoarorobBka K Tened)OHKOMY pasroBopy.
Preparing for a Phone Conversation

- think of all the questions you need to ask or things you are going to
say,

- prepare all the documents that you will need for your phone call;

- have your diary at hand (for appointments), some paper and a
pen;

- make sure you know the situation before you make a call.

Here is a phone conversation between busitess partners. Pay attention to the

useful expression in italics. What is Brenda Dyer up to?

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

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

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

Brenda Dyer: My colleague Joan Smith wrote to you recently and we
received your sales material. We're interested in order-
ing some T-shirts to give away as Christmas gifts to our
customers. We understand we can create our own de-
sign. Is that right?

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

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

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

Brenda Dyer:  Two weeks?

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

Brenda Dyer:  Good.

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

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

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

Brenda Dyer:  Thank you very much indeed, Mr. Jackson. You 've been
most helpful,

174



Telephone Conversations 1§,

1.2. Kak orBeTHTL Ha TenedoMHLIA 3BOHOK

Receiving Phone Calls

- if you expect a phone call, think about what they will say or ask:

- check all the relevant documentation regarding the call;

- if you are not ready to answer their questions, ask them to call you
back later.

Compare the following two samples of phone conversations.

Secretary:
Mr. Headingion:
Secretary:
Mr. Headington:

Secretary:
Mr. Headington:
Secretary:
Mr. Headington:

Secretary:

Mr. Headington:

Secretary:
Mr. Headington:

Secretary:

Secretary:
Customer:

Secretary:

Hello.

Is this “Bendon & Brothers”?

Yes, whe’s speaking?

My name is Alan Headington from “Mennings
Constructions”. I'd like to find out about the
progress of our issue.

Oh, Mr. Herrington. ..

No, Headington; as in “head”.

So what was it, Mr. Headington?

Well, the contract, of course! I called you the day
before yesterday,

Ah, the contract... I don’t have any info on that
from our main office yet. Perhaps they’re still
working on it.

Do you think they'll be ready before this week-
end?

Maybe, [ don’t really know. Call us tomorrow.
No, better on Friday morning, Okay?

I’m not sure my boss will be pleased with this at-
titude, Mam.

Well, I don’t think I can help you in that, I'm
afraid. Bye-bye...

2. ©
Hello, Jason Travels, how can I help you?

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

Customer:

Secretary:

Customer:

Secretary:

Customer:

Secretary:
Customer:
Secretary:

Customer:
Secretary:
Customer:
Secretary:

Customer:

Secretary:

Customer:

My name is Kent Brown, the order was placed
oh my name,

All right, Mr. Brown. Your order is being proc-
essed at the moment, but if you have any ques-
tions on the flight itinerary, I'll be happy to pro-
vide you with all the information.

First of all, we’re going to be eleven, not ten, as
originally planned. Is that any problem for you to
make this change in our order?

Let me see, Mr. Brown. Now, we can put another
person in, but it’s going to be at the back of the
plane, and we need the passenger’s full name
please.

~ Yes, of course. This is also Brown, my wife

Nancy Brown.

1 got it. How are you going to pay, Mr. Brown?
I’m going to pay on the credit card.

Could you give me the card number and the ex-
piry date please?

It’s 224-0045-8733561, August 3", 2002.

And what’s your phone number please?

My number is 505-3457-7811

Let me repeat it: 505-3457-7811. I’ll call you
back this afternoon, Mr. Brown. Will you be
available between 4 and 5 p.m. ?

You know, [ was going to leave after 4 pm. Can
we make it before that if possible? Or I could call
you from downtown after 4 p.m.

That sounds good. Thank you for calling us, Mr.
Brown. Bye-bye for now.

Good-bye.

1.3. Kax npuHATL 1 OCTABKUTL cooBuleHne

Jaking and Leaving Messages
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—

.| For:
| Caller:
| Phone number:

Message:

Telephone Message

Time call;

Company

- Below are two samples of a phone conversation with telephone messages fol-

" lowing them,

' Secretary:
Sergey Kiimov:

~ Secretary:
Sergey Klimov:
Secretary:
Sergey Klimov:
Secretary:

Sergey Klimov:

Secretary:

Sergey Kiimov:
Secretary:

Hello, Philips Company. How can | help you?

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

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

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

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

That’s right. Could you tell him to call me back when
he’s got a moment? I wanted to check the agenda of our
meeting, :
Yes, I'll ask him to do that. Does he have your number,
Mr. Klimov?

I think so. Just in case please put it down; + 375-17-
227-6534. Let me repeat it. 375 — this is an area code of
Belarus, 17 — this is for Minsk, and 227-6534 is the
number in the city of Minsk.

Correct. All right, thank you for calling, and Mr.
Scherer will call you back in the afternoon.

Thank you very much indeed.

You’re very welcome, Sir.
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Telephone Message
For: Mr. Scherer Time of call; 10:20 am
Caller: Sergey Klimov Company: didn’t say;
from Minsk, Belarus
Phone number: 375-17-227-6534
Message: Please call back in the afternoon re the agenda
of the meeting, .

Assistant: Hello, this is the IMF office in Belarus. Can I help you?

Susan Todd: Hi, this is Susan Todd from the IMF Fiscal Department.
Is Mark Horton there? _

Assistant: I’m sorry Mr, Horton is in a meeting right now. Shall {
ask him to call you later or would you like to leave a
message?

Susan Todd, No, it’s Okay. I’ll fax him,

Assistant: Oh, good. You've got our office fax number, don’t you?

Susan Todd: Yes, I’'m sure. Bye for now.

Assistant; Bye-bye.

Telephone Message
For: Mark Time of call: 4pm
Caller: Susan Todd From: Fiscal Dept.

Phone number: (available in the IMF directory)

Message: none, she will fax,
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L -
Now, on the basis of the following phone conversation write down a tele-
phone message.

Reception: Good morning, “Riegling and Co.”. Can I help you?

Chris Witt, Hello, T am Chris Witt from “Sadler and Sons Lid.”
Please could | speak to Mr. Jeff Smith?

Reception. I’'m sorry, but Mr. Smith is not in at the moment,

Chris Wit I see. When do you think 1 could contact him?

Reception. Weil, at the moment he’s away. He hasn’t left his

schedule for today. Would you like to leave a message?

Chris Wit Yes, perhaps you would ask Mr. Smith to call me? My
name is Witt, W...1... double T, Chris Witt. And my
phone number is 181-166-7851.

Reception: I got it, Mr. Witt.
Chris Witt. Thank you. I look forward to hearing from Mr, Smith.
Reception. It’s a pleasure. Thanks for cailing. Bye for now.

.:44. Kax RONPOCHTL NOBTOPMTS KHIHOPMALIMIO
.. Asking for Repetition

repetition. Any request for repetition or repetition itself must be fol-
lowed by acknowledgement (confirmation of receiving the informa-
tion), for example:

ﬂ When you are not sure you have understood something, ask for

= Tbeg your pardon. I didn’t catch that.
- lam calling from Minsk, Belarus (repetition)
- Oh, I see (acknowledgement)

Read the following phone conversation and pay attention to the phrases
of asking and giving repetitions:

Receptionist:  Good morring, Johnson and Johnson Inc. How can 1
help you? :

Lilia Korzum:  Hello, my name is Lilia Korzun. 1 recently sent you my
résumé and wrote about an interview, but [ haven’t had
any reply yet.

Receptionist.  I’'m sorry, could you repeat your name please?

Lilia Korzun:  K...O..R...Z...U...N, Korzun, and my first name is
Lilia, L...L..L...L...A.

Receptionist: 1 see. And who did you write to?

Lilia Korzun:  To Mrs. Lynne Wright in Human Resources.
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a TeneqhoHbi PaI30SOPL

Receptionist, I beg your pardon, 1 didn’t catch that.

Lilia Korzun:  To Mrs, Lynne Wright — Human Resources Department.

Receptionist.  Oh yes. Was there a date for the interview suggested?

Lilia Korzun: 1 thought I wouid be able to come on June 4™, but at thix
point the best time would be between June 8* and 11+
because of my final exams.

Receptionist: Right. I've got that now. Could you hold on please
Okay, Lilia. Mrs. Wright said she would be able to seo
you on June 10° at 11:30 AM.

Lilia Korzun:  I’'m sorry. Could you ‘Elease repeat that?

Receptionisi: On Tuesday, June 10, eleven thirty.

Lilia Korzun:  Oh, thank you very much. You’ve been very helpful.

Receptionisi:  No problem at all. Bye-byve.

1.5 Kak ocraBuTb MHOPMALMIO HA ABTOOTEETYMKE
Lea a Message opn an Answeri achine

When there is nobody in the office you are calling, an answering ma
chine is a good device to leave your message. Here are some hints
on using an answering machine:

- speak after the tone in the recorded answering machine’s voice;
- speak slowly, clearly and use simple language;

- spell your name when introducing yourself;

- leave your phone number with a full area (country) code;

- make your message short and informative.

Here is a sample of the recorded voice:

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

Below you’ll find a few messages left on the answering machine:

Good morning, this is Greg Martin calling,
Message 1) M...A..R.. T...l...N, from Towa State, Ames. 1 wanted to

check the number of orders we placed with you last week.

Could you please call me at 512-349-8712. Thank you.
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Hello, my name is Nikolai Pashkevich. I'Nl spell my last
name: P..A..S..H..K...E..V..L..C.. .H. [ am calling
from Minsk, Belarus, regarding the arrival time of our in-
terns to your company next week. I tried to send you a fax,
but I never got an “OK™ reception. They will arrive at JFK
airport next Tuesday at 7:10 pm. Please give me a call to
acknowledge this message at +375-17-238-6521. Once
again: +375-17-238-6521. Thank you. Hope to hear from
you soon.

"

m and Brothers. Please give me a call regarding the delivery

Hello, Pm Steve Banks, B...A...N...K...S from Cooper

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

438, BuiGop cTuna e TenedroHHOM pa3rosope

Choice of Style in a Yelephone Conversation

The choice of style (formal or informal vocabulary, grammar and
intonation} depends. in_the first place, on the relationshi

the participants of the telsphone conversation (formal or neutral for
people whose social status is different or those who don't know each
other and informal for friends, fellow-students or colieagues). Other
situational factors, such as the subject-matter of the conversation, the
place of the conversation and others also influence the choice of
style, or, to be more exact, a variation within formal or informal style.

‘COMPARE THE FOLLOWING TELEPHONE CONVERSATIONS AND
‘CLASSIFY THEM ACCORDING TO THEIR DEGREE OF FORMALITY
(FORMAL, NEUTRAL, INFORMAL)

[based on: M. Irwin, M. Cadman Commercially Speaking. Oxford University
Press, 1999]

Are the conversations below formal? neutral? informal? Why?
Where are the interlocutors - in the office, at home, calling from
a public phone...? What is the subject-matter of each conversa-
tion? Are they talking shop, i.e. discuss business, or having a
small talk, i.e. speak about everyday matters?

Are they using full or elliptical (shortened) sentences? Is their
vocabulary formal, neufral or informai?
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Phone Conversation 1.

Hetllo.

Hello. Is that you, Bob?

Yes, it’s me, Who's calling?

This is Peter.

Crocodile Pete himself! How are you?

Am I disturbing you? Is it a good time to call?

Sure, 1 wasn't doing anything special. As a matter of fact, I'm
on a train [speaking on a cell phone],

Soaml.

Going somewhere nice?

{ hope so.

Excuse me, that’s my other mobile ringing. Hang on a minute.
Your other mobile? You mean you have two?

Sure. One’s my private number, and one’s for work. Now what
can | do for you?

I wanted to ask you for a telephone number.

Shoot! ‘

Do you remember that guy at the party last Friday? The one
who sells special cards?

-Yeah, Ted Willow,

That’s it. Ted Willow. Do you have his number?

Not on me, but I can let you have it after the weekend. I’'m go-
ing on a course this weekend to improve my business commu-
nication skitls.

No! Really? So am |. At a hotel near the Zoo?

Exacily!

Hey, we might be on the same train! What can you see out of
the window?

Right now I can see a field with some farmers.

And a green tractor?

Yeah, a green Ford tractor. We must indeed be on the same
train. See you in the coffee bar.

Sure, Pl be right there!

Phone Conversation 2.

P'd like to speak to George Robins please.
Just a moment.
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Good morning, Robins speaking.

This is Brenda Winter from San Diego, California.

Oh, hello Brenda.

Have you heard about the accident?

Accident? Oh yes, I have. And your desks were damaged.
What would you like me to do?

Have you any more available?

Well, not as many as you ordered. You asked for fifty, we have
only thirty available today. But we could produce another
twenty by the end of the next week. Let me see, by Friday the
eleventh,

The end of next week! But we need them now!

Right, but we have a lot of orders, you know.

Yes, but our goods were damaged. Can’t you do anything about
it? Can’t you help us? .

1 know how you feei, Brenda. Well, let me talk to our produc-
tion manager, and I’ll get back to you later in the day.

Thank you, and can you send them by air freight? | mean it’ll
save us a lot of time, you know.

Yes, and I’ll send someone to the airport with them.

Oh good, but we must have the desks by the seventh.

Okay, I'll see what we can do. And I'li be in touch {ater.

Thanks a lot, good-bye.

Phone Conversation 3.

Hello. Western Airlines. Can [ help you?

Yes. Can you check if there are any seats available for a flight
to Los Angeles please?

Yes, sir. When are you thinking of flying?

On the moming of the twelfth. The fist available flight.

Is six fifteen too early?

No that’s fine. Well, maybe it’s a little early. Have you got
something a bit later? Around ten or eleven perhaps?

There’s a flight at ten twenty that gets in at two thirty.

That would be great. How much is it?

Two hundred and ten dellars plus tax.

Fine,

What’s the rame please sir?

Weyels. Jack Weyeis— W...E...Y...E...L...S
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- How would you like to pay?

- Pl pay on my VISA card.

- Could you give me the card number and expiry date please sir?

- Sure, it’s 2235-2500-97664, January 20™ , 2003,

- Thank you for calling us. Please make sure you're at the airpoe
forty minutes before the flight.

-  Thank you. Bye.

1 .7 7 for Tele one Conversatio

How car I help you?
Could | speak to N please?
Who is calling please?

N speaking.

This is NN from...

I’'m calling from...

I’m calling about...

"t soiry, I didn’t catch your
name.

Sorry, could you repeat your
number?

i’ve got that now.

| see, thank you.

I'd like to speak to...

Hold on (hold the line) please.

P'm afraid he’s not in the office.

I'm sorry, he is not available.
He is in the meeting right now.

Could I speak to someone else?

Couid you give her a message?
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Yen 7 mozy Bam nomoun?
Mozy a nozogopump c...?
Kmo 3mo zosopum?

N empueaem.

Omo NN us...

A zgom10 13...

A 3g0mio nacuem...

Hzgunume, R ne paccaviuan, xax B.n
306ym.

Hzgunume, ne mozn 6wt Ber noemo-
pumb Baut nomep?

Tenepy noHAMMKO.

Houamno, cnacubo.

Mne 6w xomenoce nozosopume ¢
Hodoxcoume, nosicarviicma.

Bt 3uaeme, ezo nem ¢ xabuneme.
Hagunume, no e2o ceiiuac nem.
Ou cetivac ua zacedanu.

Mozy au 8 nozogopumb ¢ kem-1uGydw
ewe?

He mozme 6u1 Bur el ocmasume coot-
ujenue?
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‘Po you know when she’ll be
- -pack?

"Can | take a message?
_ Piease tell (ask) him...

i’ll make sure Mr. X gets your
message.
' Shall 1 get him to call you?

Jf you give me your phone num-
ety P11 ask him to call you later,

: ‘Would you like to leave a mes-

sage?

Pl get back to you later in the
day.

‘Would you like to speak to his
“assistant?

‘Shall 1 ask him to call you back?

That would be great.
‘What would you like to know?
‘How would you like to pay, sir?

Pl pay on my credit card.

.You know, we haven’t received...

:Unfortunately, there’s a problem
“with...

s not the first time we’ve had
-this problem.

If the problem is not resolved,
;_-we’ll have to...

Bui ve 3naeme, xozoa ona sepremca?

Umo-uubyde nepedams?
Hloxcanyiicma, cxaxcume emy
(nonpocume ezo)...

A obazamenvno  nepedam  Bawe

coobujenue 2-ny X.

flepedame emy, wmobs on Bam no-
seonun?

Eenu Bu ocmasume Baw nomep me-

Repona, R NONPOWY €20 NEPEIBOHUNTL
Bawm nozoice.

By xomume umo-nubyde nepedams?

A cozeomocy ¢ Bamu cezodns nonos-
xne.

Bt 6wt xomenu nozosopums ¢ ezo no-
MOuHuRom?

{lonpocums e20, umobu on nepezso-
Hun Banm?

3mo bulio Bl 3aMedamenvio.
Ymo Gv Bot xoment guiAcHms?

B karoit opme Bwm cobupaemecs
paccuumueamecn?

A 6ydy paccyumuieameca no kpecum-
HOH kapmouxe.

Budume nu, mor ve nomywunu...

K concanenuro, cymecmayen npobne-
MAC ..

Mut yorce He nepesiit paz cmamcisaem-

" ¢A ¢ amoli npobremoil.

Ecau ama npobnema ue 6ydem pewie-
Ha, HaM NPUOemca...
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I’m very sorry about the problem.

I’'m sorry te hear that.
I’m afraid that’s not quite so.
Can | ask you a favour?

I have a question for you.

When could 1 reach him please?
Will you call back later?

I'll see what § can do.

How do you spelf your name?
Could you repeat that please?
I’'m interested in...

I'm really sorry about this.

Can you give me information
about accommodation?

Is there a discount for bigger or-
ders?

I’d like to speak to someone about

Could we arrange a meeting some
time next week?

What about next Wednesday?

We have an appointment for next
week, but the problem is...

’m aftraid { can’t come on that
day. Could we fix another day?

[ think you have the wrong num-
ber.
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A ouenv coocanero no nogedy 3moii
npobremed,

Mnue ovene xcane 2mo chuwane,
3mo ne coscem max.

Moxcno nonpocums Bac 06 odonxce-
Huu?

¥ mens x Bam sonpoc.

Koz0a 6ut A M02 ¢ HUM C8R3AMBCRT
Bot moswceme nepeseonumes nozoce?
A nocmompio, umo 8 cmozy cdename.
Kax mauemen Baua pamunua?

He moznu 6w Bet nosmopums?
Mens umepecyem...

H  oeficmeumenvio coxcanero 06
FMOM.

Haiime mue, noxcanyiicma, caeedenus o
pazMetyenuy.

A Ha 6onee kpyniie 3aKazLL ecmy
cruoxa?

Mite 6ot xomenoce nozosopums ¢ Kem-
HUGYOL Hacuem...

He moznu 6ot mu ycmpounib scmpeyy
na credyrougeii nedene?

Kax uacuem credyrougeii cpeou?

Y nac nasnauena ecmpeua Ha che-
Oovioweli nedene, Ho Oero & moM,
Ymo...

Borocy, & ne cmozy npudmu ¢ 3mom
derib. Moxcem, Myt emozr bw HasHa-
yums Opy2oil denb?

Mue xaxcemes, y Bac nenpasunvivtil
somep meneghona.



Telephone Conversations &

- 1t was nice talking to you, TIpusmuno Gvino nozoeopums ¢ Bamu,
Thanks very much for your help.  Cnacubo 6onvuioe 3a nomouss,
vou've been very helpful. But mue oueny nomozni,
Please call if you need anything oxcanylicma, 3eonume, ecru Bam
else. HyxcHo Bydem ewje wmo-Hubyoe,

_ ‘We look forward to hearing from Bydem xcoams om Bac uzsecmuil,

you.
Bye for now. Beezo 0obpozo.

| _ FPAKTUYECKOE 3ATAHME

u OcrassTe co0biLeHNs Ha ABTOOTRETUHKE CBOMM [TAPTHEPaM 1o GH3Hecy B
© CReOYIOWHX CHTYAUHAX:

.Pracuce leaving messages on the answering machine of your business part-
7 opers:

A. youare calling to confirm your arrival time;

B. you are calling to ask their parking Jot location;

C. you are calling to invite them to a press conference;

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

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

,ﬂ AobGasrTe HeOGXOAHMEIE IO CMBICTY PEIVIHKK B CIEAYIOWIKE TenedOHHBIE

PasTOBOPEL.
* Add the missing phrases to the following phone conversations.

- Phone Conversation 1.

A Hello. Procter and Gamble. How... L7
Y My name is V:ktor Savm l’m fnom Minsk, Belarus.
I’d like to speak to Mr. Trent please.
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Az

B'.

a
-

B:
A
B:
A
B:

Oh, I'm sorry. Mr. Trent ........cc.cocevirmeinininnens Could | have your
name again please?

Yes, .. es

Right, Mr Savm Frcm Mmsk Belarus?

................ Could you ask Mr. Trent to call our office when he's back
after the meeting?

................ Does he have your phone number?

.................. , but just in case it’s +375-17- 284-1600

.................... +375-17-284-1600

OK, Mr. Savin, thanks for calling. ........ccccvenennnee later today.

That's very g00d. ......ooovvvrrivranrennnns

Phone Conversation 2.

Faprha B2

Good moming. Denver Trade Company, how can | help you?
Heile, my name is Ted Treaster. I recently wrote to you about an
interview date, but ..........

I’'m serry. . .2
Yes, Ted Treaster T R E‘. A S T .E...R.
All right, Mr. Treaster. . R

[ wrote to the Human Resources Depamnent
I see. And did you suggest the interview date?
., because I’ve got exams after May 15",
So you could come any time between 10" and 15™?
., if that’s OK with you.
Hold of ........ Does Friday May 14 suit you?

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

Then we'll see you on Friday, Mr. Treaster.

Phone Conversation 3.

Ed Butler: Hello, Mr. Green. . .2
Tod Green: Very well, thank you What can l do for you?
Ed Butler:

Tod Green: Yes, Mr. Butler. We recewed your order yesterday.
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o
. Ed Butier: The problem is that we have to change the number of
- sweaters from 25 to 40.
" Tod Green: rereeesrarenerrrastannerararene?
Ed Butler: No, the colour doesn’t matter. Please leave the same size.
TodGreen:  .oovenvinininiiei i
- Ed Butler: All nght, I'l send a fax nght away. Thank you, Mr, Green.
Tod Green: .7
.Ed Butler: We re gomg to place our orders for o!her items as well.
" Tod Green: Feel free to contact us any time.
“EdButier

_ k¥ Cocrapbre Auanoru {TeneOHHBIE Pa3roBOPH ¢ NAPTHEPOM N0 GH3HECY),
NOAB3YACH MOMEIISHHBIM BLIING CIUCKOM TIONIE3HBIX BRIPKEHHH 1A Te-

nedOHHBIX pasrOBOPOB.

-Pasgen 2. MNeperosopkl {Negotiations)

Camas o6man cxeMa NeperoBOPOB COCTOMT U3 ONPEAENSHHOro mpe-
noweHHa (suggestion), KOHTpOpeLnOKeHus (counter-suggestion), kKoMmpo-
'MHCCA WIN coramerus (agreement) W NOATBEPKIEHHA ITOTO COTAALICHHA
(confirmation), uanpumep:

Curyauma 1.

A: What are we going to start with?

B: Why don’t we invite our colleagues from the Accounting Department
to discuss this issue? [suggestion]

A: We could do that. But 1 think we need to know exactly our line and
keep to it. [counter-suggestion)

B: Right. This is perhaps what we’ll discuss now in the first place.
[agreement]

A: Good. Let's do it right now. [confirmation)

A: We would like to have a 10% discount for immediate payment. [sug-
gestion)
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B: We can give you only 7% if that's OK with you. {counter-suggestion]
A: That's all right. [agreement]
B: Well, then a 7% discount and immediate payment. [confirmation}

CywiecTpyer UenHi pSA NOAXCAOB K BEACHHK) NMEPEroBOPOB, KAXAbI
U3 KOTOpbX obycnopnew Toit wimm cHryarmeif. B neperosopax, HauenenHsix
Ha YCTAHOBRNEHHE NONrOCPOYHBIX [IAPTHOPCKHX OTHOMEHWH, ODBIMHO Me-
NOAL3YIOT QOpMYNY, MPEWIONEHHYI0 MCCNemoBaTensm# Fapsapia, 3aKnio-
HAIOLIYIOCA B Hpecaeooeants COGCMEeHRbX UNMepecos Py coXpaneruu xo-
poutux e3amuoomuowenuu € MOOLMY, UHMEDECHE KOPIOPLIX He Cosnadaiom ¢
Bauumu.

Preparing for a negotiation includes the following issues:

1) Prepare your negotiating position - know your aims and objectives.
2) ldentify your minimum requirements.

3} Decide what concessions you could make.

4} Know your own strangths and weaknesses.

5) Prepare figures, calculations and support materials you may need.
6) Know your role as part of a team.
7) Prepare your opening statement.

STUDY THE FOLLOWING DIALOGUES RECORDED DURING
NEGOTIATIONS AND IDENTIFY ALL THE STEPS THAT
NEGOTIATORS TAKE WHEN TALKING.

(based on S. Sweeney’s “English for Business Communication” Teacher’s
Bock. Cambridge University Press, 1997).

- Well, we’re happy to buy a2 machine if you can give us a good
price.

- I’'msure we can, As you know, our prices are very competitive.

- Even so, I'm sure you can allow us a discount?

- Okay, well a discomnt could be possible if you agree to pay for the
shipping costs.

'Fisher, R., Ury, W. Getting to Yes, Negotiating Agreement without Giving in. .
Arrow Books, 1981.
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- That sounds Okay, if the discount is a good one.

- How about 4 per cent?

- 6 per cent would be better,

- I'msorry we can’t manage that unless you pay for the installation.

- Okay, our engineers will take care of that.

- Okay then. So to confirm: a 6 per cent discount but you pay all the
shipping and installation costs.

- That sounds ail right.

Bsampie 2

- Well, I'd like to summarise — go over the points we’ve agreed on.
Is that Okay?

= Yes, of course, go ahead.

- Well, the first point is that the property includes all the lang pres-
ently occupied by the station buildings and also the former car
parks to the east of the station, the offices here to the west and the
warehouses alongside the tracks. It does not include the present
government-owned housing on the north side of the railway lines.
The remaining land will be developed by Gibson Trust and Iater
sold off separately. Is that an accurate summary?

= Yes, that’s right. It’s fine.

- Okay. So 1 think that’s fine then. Shali we stop there? T think we’ve
gone as far as we can today. We just need to decide on our next
meeting. Can we do that now? I mean sort out the next steps...

- Yes, okay.

- Well, as I understand it, in our next meeting we should examine
development plans. Finally, we'll draw up contracts. Then we’d
need a little while to consider the contracts. So probably every-
thing should be in place for signing contracts by the end of June.
Does that sound reasonable?

- Yes, June, that should be okay. So when can we meet to look at
development plans?
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Well, could it be April 10™? Or any time that week?
April 10" would be okay. Same time 10 a.m.?

Yes, that’s okay. Well, thanks for coming then. And I'm glad
we've been able to make progress, 1o reach agreement, you know.
It’s been very constructive, and we'll send you a report.

Very well. We're also pleased to have reached this stage.

MAKE UP DIALOGUES IN WHICH THE OFFERS MADE ARFE
REJECTED. FOLLOW THE PATTERNS BELOW.

Pattern 1

Pattern 2

Patterns 3

Let me make a suggestion. If you agree to buy 100 uniis every

month fort the next twelve months, we’ll agree to a 10 per ceni
- discount.

Unfortunatety, T can’t say how many we’ll need in six months

and certainly not in twelve. I can’t take the risk on such a large

order at this stage.

The price we're offering excludes installation costs but does in-
clude a twelve months’ guarantee.

I'm afraid that’s not really acceptable. You know that other
suppliers offer free instatlation and a two-year spare parts and
labour warranty?

I think that the minimum investment in adverisement must be
$40,000; otherwise we cannot reach enough of our market. 1t's
not much to ask for.

It's a pity, but it’s still more than out budget. | can’t go that

high.

What you, as a negolialor, need to be aware of can be listed as fol-

lows:'

¢ More in detail see; O°Connor Ph.-, Piibeam A, Scott-Bamrett F. Negotiating.
Longman Group UK Ltd,, 1992,
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Negotiations [ ]

1} How to build relationships

2) How tfo reach an agreement
3) How to exchange information
4)How to deal with questions

6) How tfo generate and evaluate options

8} How to put forward and react to propesals

7) How to bargain and move towards agreement |-
8) How to close the negotiations r

' MPAKTUHECKOE 3ABAHVE

. 1. Hal{uare OTBETHI Ra BOMPOCH! 110 TeMe 0 BCTPEYaX H Neperopopax
(based on: A. Lloyd, A. Preier. Business Communication Games. Oxford

" Univ. Press, 1996)
QUESTIONS ANSWERS
- 1. If everyone at a meeting votes  A. a) | would like to propose the mo-
- the same way, the decisionis...  tion that... Or: b} I wonid like to

. 2. How do you as a chairperson
" postpone a decision?

- 3. How can you interrupt po-
litely?

4, How can you show complete
agréement  with the last
speaker’s suggestion.

$..How can you politely avoid
answering a question? '

move that.

B. a) Ladies and gentlemen, I declare
the meeting open.

Or: b) Let’s get down to business, eve-
ryone!

C. a) Sorry to interrupt, but could 1
ask for clarification?

Or: b) Could I come in here for a
moment?

D. a) If no one objects, | suggest we
leave this matter untii ...

Or: b} With your approval, 1 propose
we defer this until ..,

E. unanimous
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QUESTIONS

ANSWERS

6. How can you show disagree-
ment politely?

7. What non-verbal communica-
tion shows you are listening?
8. You are the chairperson. The
discussion is getting away from
the point. What do you say?

9. You are at formal meeting and
would like to speak. What do

you say?

10. You are at a formal meeting
and would like to make a pro-
posal. What do you say?

11. What is the casting vote?

12. You are the chairperson and
are opening a meeting. What do
you say?

F. a) I'm sorry, but [ can’t agree with
that.

Or: b) I can see what you mean, but ...

G. It means that you decide not to
vote. This is called an abstention,

H. a) If no one has anything to add,
cah we move onto ...7

Or:b) Now P’d like to turn to item
number ...

L a)Could we stick to the agenda,
please?

Or:b)I think we're getting side-
tracked here.

J. a) Well, it’s rather difficult to say at
the moment.

Or:b)Pm not in a position to com-
ment on that just now,

K. a) Mr/Madam Chairman, May 1
have the floor?

Or: b} With the Chair’s permission, I’d
like to comment on ...

L. Nodding occasionally; smiling
from time to time; keeping eye-contact
with the speaker.

2. Ha 0CHOBE NOMEIEHHBIX HIKE BOCBMH KOMIUIEKCOB NMOJNE3HBIX BRIpane-
HMii s NEPEroBOPOB COCTARLTE JHANIOTH, KOTOPBE OTHOCATCH K HHTEPE-
cyioleil Bac TeMe NeperosopHOrO npoLecca.

Mone3nuie BLIpakeHUs ANS NEPETrOoBOpPOB

Helpfil Ex

Komnneke 1.
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Let me introduce (I'd like you to meet)
my colleague Alexandr N,

This is Nina N., head of the planning
division.

How do you do?
Pleased to meet you.
Pleased to meet you, too.

By the way, please call me by my first
rame {Richard).

How are you?
Very weli, thank you. How are you?

This is your first visit to Belarus,
isn'tit?

Unfortunately, this is very short visit, so
we won’t be able to see much.

" That's true (That’s quite right).
That’s a pity.
Oh really?

Komnpese 2.

Paspetume mue npedcmasume Bam
Moe2o xoanezy Arexcanopa N.

3Smo Huna N., navarenux nranoeoco
omoena.

3dpascmaytime (omeem mom ce).
Hpuamuo nosnaxemumoca,

Mue moxce npusmno c Bamu nosnaxo-
MUMBOR, '

Kemamu, novcanyiicma, sosume mens
no umenu (Puvapd).

Kax noxcusaeme (= 3dpascmayiime)
Xopowo, cnacubo. A But?

Bw 6eob nepewii paz ¢ Besapycu, we
max au?

K coscarenuro, smo ouenv xpamiuii
GUIUM, NOIMOMY ML HE CMONCEM MHO-

20¢ yeuoems.
Cogepuienno sepro.
HKazeo.

B camom dere?

Kax npuxodume K cosnawenuo

How 'each an A

Can we now agree on the overall pro-
cedure?

Fitst of all, I think we should establish
the overall procedure.

Our main objective is to...

What we*d like to achieve from this
meeting is...

We’d also like to talk about... (Another
" issue we'd like to discuss is ...)

Hasatime celivac dozosopumen no 06-
el npoyedype.

fpeaicde scezo, Mie Kaxcemca, HyxcHo
yemarosume obuyio npoyedypy.

Hazua 2pasnan 3adana - ...

Ha amoi ecmpeue nam 61 xomeaoce ...

Mu 6o maxace xomeau oboy-
Sumb... (Euje oona npolaema, xkomopyo
Mot xomeau 6ot 06cydums — 3mo ...)
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Another objective, as we see it, is...

Something else we’d like to achieve
is...

Does that fit in with your objectives?

Is that OK with you? (Does that sound
OK?)

Does that scem acceptable to you?

Could we now agree on (the order in
which we want to talk about things)?

Certainly (Yes, indecd).

1 think we should start by (locking at
your sitnation).

‘Would you go along with that?
We could then move on to...

Perhaps we could (outline our objec-
tives).

I'd like to check what you hope to
achieve.

Komnneke 3.

B ravecmge Opyzoli 3adaxu, Kax Ham
nApedCmasRRemcs, ...

Ham maxace xomerocs b 002080-
PUMBCR O ...

Coomeemcmeyem au amo Beuum ye-
anm?

Kar Bt na smo cmompume?

Cuumaeme au Bvi 3mo npuempemoim?

Moowem au ceiivac npudmu x coeraue-

wulo (o nopadxe obcyxcoewus eonpo-
cog)?

Besycaoano.

A dymaro, nam credyvem nasame ¢ (pac-
emompenun Baweii cumyatuy).

Bac smo yempaveaem?
3amen mot Mozau bbl...

Beposmuo, mvt Mozmu Ou (onpede-
AUMBCH RO Yenin).

Mue 6m xomenoce yawame, xaxue Bu
npeciedyeme yesu

Kax o6menusambes undopmatueii

(How fo Exchange Information )

Our company was founded (estab-
lished, setup) in ...

‘We manufacture (produce)

Currently, we are the largest pro-
ducer of ...

Our exports now account for...

We arc interested in ...
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Hawa upma (vomnanus) 6wsa ocuo-
EadHa & ...

M npowzgocum

B nacmosujee epems M RGAREMCR
KPYRHEIHUUM RPOUIEOOUMEREM ...

Obvea 3xcnopma y Hac cocmaesaem
cetivac ...

Hac unmepecyem ...
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Our key interest here is ...

It's vital forus ...

Intemational cooperation is extremely
important to us.

... i of lesser importance to us.

... is a lower priority.

Perhaps I could just recap on your main
points.

I’d just like to go over your main

points.

As [ understand it, ...

As [ recall, you said ... (i am not
mistaken...)

Yes, that’s the situation.
Yes, that’s right.

We think that you are the right kind of
company to discuss these things with.

I think we should be able to help you.

Komrneke 4.

Ocroenoii unmepec IR Hac 30ech
npedcmaennent ...

Ham sicusnenno sawuo ...

Mexcoynapooroe  compyomusecmeo

O0R HAC PEIGLINARHO BANCHO.
e MEHEE BANCHO OAR HAC.
we REARENICR MEHEE npuopumemnung.

Faspewtume mwe cymmuposams (no-
Qumodicumey) OCHOBHEIE  NOAONCEHUN
Baweii nozusjuu,

Mue 6o xomenocvy npotimuce Ho oc-
HoaHbiM Momenmanm Bawueti nosuyu.

Hacxansico g amo nowumaio,

Kax mue nomuumecn, Bu cxazasu ..
(Ecau # ne owubaiocs...)

Ha, cumyayus umMenno maras,

Ha, coeepuienno eepuo.

Mu nonazaem, wmo Bt kax pas ma
KoMnanus, ¢ komopoi credyem obey-
JCoame My BONPOCH,

A cxumaro, wmo smot cmozru bvt Bam
oKAZAMB ROMOULb.

Kan 2adasams 80MIPOCL! U OMEAaYamML Ha HUX

How to Deal With Questions

Can 1 just ask you a few questions
_ about your basic requirements?

Can we now move to another question?

Roughly how many deliveries do you
have in a year?

Paspewume sadame Bam necxoneko

sonpocoe 0 Bamux ocunoenwx mpebo-
SANURX,

Haeaiime menepe nepeiidem x opyzomy
gORpoCy.

Cronoio y Bac npubsusumensio doc-
maesor & mevenue 200a?

197



U flopezoeopbt

How important is the environmental
issue to you?

It’s our top priority.

It isn't important to us.

What emphasis do you place on .7
Does that mean...?

When you say ... do you mean that ...?

Well, it’s certainly something we can’t
afford to ignore.

This is indeed what we have to take into
consideration.

Komnanexre 5.

‘How fo

it seems to me that there are a number
of ways we could work together.

There seem to be several possibilities
for...

Shall T suggest we list the options first
and then examine them in more detail
one by one?

Should we brainstorm the options be-
fore discuss any in detail?

T'd like to start by suggesting ...

How about trying (using) ...?

Have you considered the idea of...?
We could also ...

Why don’t we go through each of these
in more detail.
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Hacronero saxcea O Bac npofinema ow-
pysearoseir cpedoi?

Imo Hawa 2RaeHan 3a0aya.

Imo He RERTENMCR ONR HAC CANCHBIM.
Kaxoe suavenue Bot npudaeme ...
Inauum au 3mo, WMo ...

Koz0a Bw cosopume ..., 3Hawum Au
amo, ¥me .7

EBesycaosno, Mul e MOXCEM DCMABART
amo Ge3 HuMaHuA.

Ham wa camom dere smo Heobxodumo
REUNANTS 60 GHUMANUE.

Kax cobupams u oyenveams eapuanmel doiicmeud
and Evalu jons,

Mue xaxcemes, cywecmeyen yenowi
PARO HANPAGREHNT, HO KOMODHIM Mbi

- mozau Dol compydnuLan.

Cytyecmsyem HeCKORLRO 6APUHANMOS

Moxcer Goimb, Mbl DACCMOMPUM CHAYARA
gech CHIHCOR BADHANMGS, d 3ameM nedpobro
OCMGHOSHMCA HA KANCOOM 13 HUX.

Moaicem, Ham cHGUARG CRedYemt PaccMom-
pemy goe ndeyu, npexcoe vem obcywcdams
Kaxyio-mo & demaaax?

Mg it XOMETOCH NASING ¢ MPEAROICEWUR ...

Karx wacvem moz0, wmobbi nonuimamecs
{tcnorvaoeams) ... 7

Bw pacemampueanu udew o .. 7

M 6ot maxoce MO2RY ...

HAaaaiime paccmompum  Kad¥cdyi) ux
Boree nodpobino.



Negotiations = [

At this stage [ think we should look at
each option in tumn.

1 think the main weakness of this for us
isthat ...

So I’d say that was the least favourable
option for us.

The problem with ... is that ...

Right. I think this fits in with the way
we look at the situation, too.

1 think that’s got a lot of potential.

The main strength of ... , as | seeit, is
that ...

. Yes, we're also interested in ..., but ...
I feel we should go even further than
that.

1 have some doubts about that option.

My immediate feeling is that it would
be too expensive.

Komnriexs 8.

Hg dannom JMANE, KAK MHE KANCEMca,
CRIOUM ROONEPEORD OCMAaNOBUMLCR H
KaHOOM sapuanme.

Ha moil 632180, oOcHoGHbIM CRGGLIM
FGEHOM & IMOM AR HAC REAACMCA ...

A B nazsar smo woumenee Gaazonpu-
RIMHUIM ORI HAC BAPUAHTIOM.

Bea npobaema ¢ ... @ mom, 4o ...

Bepro. A dymaso, amo coenadaem ¢
HOUEA SUOCHUCM CUMYAYUIL.

S norazao, s0ece Botviune 803IMONCHO-
cmu.

OCHOGHBIM  CUTLRUM  MOMENMOM
ey HACKOQABKO X MO npebcmmsm,
RERRemcA ...

Ja, Mol MAKXNCE IGURMEPECOSaNT & ...,
HG ...

Mre xancemcn, mw JordcHu BpOOSH-
HPMbCA 30ech eufe DoRbIle.

¥ amena ecmo onpederennuie comuerun
HACYEnt IMoz0 eapuanma.

flepeoe, wmo mue noxazanocs, — 3mo
CAHMKOM 00PO20.

Kax esideu2ams NpednoxeHn U peasupoeamts Ha WX

How to Put Forward and React fo Proposals

We propose that the new company
- should be involved in ...

Qur proposal is to create ...

We propose that we combine ...
Maybe a better solution would be to ...

Mu npednazaem, yxmobu NOBAR KOMNA-
HUR YNACMEOGAIa & ...

Hawe npedroxcenug 3axpionaemcs 8
mom, umobet ...

Mot npeonazaem covemams ...

Bosmoncro, Ayswum pewenuem Goiro
bor ...
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Ll repesceape:

It could be a good idea to ...

So, if 1 understand you correctly, you
feel that ...

I see what you mean. (That’s not quite
what ] mean.)

Exactly!

Mot necessarily.

1 appreciate that.

! take your point about ..., but ...

That's certainly worth considering.
I'm not sure how realistic that could be.

Komnnekc 7.

coanawenus
ow fo Ba

in and Move Towa

Buiro 6ot nennaxo ...

Hmax, ecau 2 npasuseno Bac nonu-

Maw, Bu cuumaeme, wmo ...

A nonumaro, umo Bot umeeme e eudy.
(3o He coBCeM Mo, WMo 7 UMEIO @ sudy.

Bom umenno!
Heobasamenvro!
A Bam npusnamenen 3a 3mo.

Mhue nonamna Bawa mouxa 3spewun na-
cuem ..., HO ...

Smo, Besyeaoero, cmoum paccmon-
penes. -

A ne yeepen, HACKORLKO MO MONCEM
Gutme pearsio.

Kax eecmu mope v npodeueambes K docmuxeHuo

an A

We could find some funding if there Mt mozpu 6ot Naiimu unancuposanue

were additional inputs as.

If you accepted these terms, we would
cover up to half the costs.

We'd have no objection provided that
the details were worked out together.

We couldn’t possibly guarantee that at
the beginning, but we'd be prepared to

If you increased that amount to ..., 1
think we would have a deal.

That would be acceptable.
I think we could go along with that.
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npu yeaosuu ysacmus u ¢ Baweii emo-
ponst.

Ecnu 6ot Bot mpunsiiu smu YeRoGus, Ml
Gt ONRAMURL ROROBUKY PACX0008.

Y wac we Goiro ol eospaxcenuti npu
ycaoeuy, ymo demanu Goiru 6w 02060~
PERV COBMECTIHO.

Mut 6bi ve cMOZRH, GEPORMNG, 2aDPaH-
MUPOSANYL MO0 GHAYARE, NG MBI GbtAU
boe 20moewt ... ’

Ecau 6wt Bor yeesuvusu smom obvem
90 ... , NORIZQIO, YMO MBI CMO2L Dol

002080p1HMbCR.

3o bviro ol npuesiesoim.

A dymaro, mot Bt nows wa 3mo.



Nagotiations [}

-
we'll agree to this provided that you
: allowusto ...

- We'l be able to deliver ... provided
that there is ...

Ifyou accept ... I may be able to

Youw'll get further information about...

~ By our next meeting you’ll have
“worked out the procedure of ...

&
: We’ll discuss the questions (issues) of
" +.. At our next meeting on ...

_"'-l-lave 1 coveted everything?
"I there anything clse you'd like to add?

“We'll set up another mecting if neces-
sary.

Please feel free to contact us any time
- ¥ou need.

Mbi cozracumcr ¢ smum npu yerosui,
ymo Buot nozeorume nam ...

My cvoxcem ocyujecmeume nocmaexy
- NPU YCROGUN, UMO ..

Ecau Bw npumeme ..., 5, 60IMONHO,

Kax aaeepwame npoyece nepesosopos

{How o Close the Negoliation)

.7 Perhaps I could just summarize our A, sosmoxcno, emoz Gut nodeecmu umoz
" sgreements so far, HAWUM CORAMEHURM HA OQHKOM M-
. ne.

As we have agreed, we’ll take care of Kax mw dozoeopuruce, mer nosabo-

{be responsible for) mumcs o (6ydem omeeuwams sa)
* There are a couple of outstanding Ecme euge pao nepewenniix eonpocos.
The question of ... remains o be clari- Bonpoc o ... ewe npedemoum nposc-
fied. ’ N,
_%We’ll set up a meeting ... Mot naznauum ecmpevy ...

But nogysusime darenefituyio ungopma-

yuio nacuenm ...

K naweil chedyiowell acmpeve eut pas-
pabomaeme npoyedypy ...

Mot obcyoum eonpocw ..
credyioujeti gcmpene ...

Obo ecem an A chazda?

na Haueti

Xomume au Bu dobasune etite umo-
wubyon?

Mw raswavum ewge 0ORY gcmpeny npu
HeobxoduMocmu.

Moxcanyiicma, obpawaiimece x nam &
m0boe epema, ecatl Hado.
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5 YUmo HyxHo dna yoniexa e Sushece

BU3HEC-KOMMYHUKALINA
B JENCTBUN

(BUSINESS COMMUNICATION
IN ACTION)

Pasaen 1. Yro HyXHO Ans ycnexa B 6u3Hece

1

(What You Need for Success in Business)’

1. MosuwruBHoe oTHoweHKe (Be Positive)

Personal Success Hint:
dy likes a person with a positive attitude.

Smife. Look people in the eye. Make a good impression.

sRicgeniad MAKING A GOOD / BAD IMPRESSION

Compare and discuss two situations.
Situation 1.

He

len Stewart is a Personnel Director. Tim Carey is looking for a job.

H.S.: Good moming, Mr. Carey. How are you today?
T.C.: Notso great.

H.S.: What's wrong?

T.C.: Oh, lots of little problems,

Situation 2.

Ric

hard Ginns is a Personnel Director. Jane Chapman is looking for a job.
R.G.: Hello, Ms. Chapman. How are you this moming?

son
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What you need for success in business &

vgr""_
. J.Ch.: Never been better, thank you. How are you, Mr. Ginns?
RG.: Very well, thank you.

. ﬁ Questions for discussion:

1. Who is more positive — Mr. Carey or Ms. Chapman?
_ 2. Who would you like to work with — Mr. Carey or Ms. Chapman?
3. Do you ever have little problems? Do you talk about them? With
whom? When?

4, Rewrite situation I so that Mr. Carey would make a good impression.
-How about you?
gmd the following and say how ofien you do it: rever, sometimes, always.

I say “Good morning” to everyone.
. I give positive responses to “How are you?®
I like my job and studies,
I make eye contact.
I ask people “How are you?”
F'make a good first impression.
I remember people’s names.
I smile

N AMR WD~

Business Hint: !
You have only ONE chance to make a good FIRST impression.

a2
RO e o T o - T T T T T L ) R

?ractlce making a goed impression. Look at the different responses:
..m

Positive Responses “Middle-of-the-road”  Negative Responses

o w &

‘Fine Not so bad Awful
Really fine Not too bad Terrible
"Never been better OK Don’t ask
Great So-s0 Horrible
Terrific Not so good
‘Very well Not so great
. Super
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Complete the following statements about the USA!
l. When I give a negative response, I make a impression,
good/ bad
2. When I don't make eye contact, I am in the other persan,
interested / not interested
3. When I don’i smile, I make a impression.
good/ bad
4. When I smile, make eye contact and offer my hand, the othet persoy
is inme.
interested / not interested
s Smile,
= Make eye contact.
»  Be attentive.
*  Be positive.

1.2. Bhumanme x niogam n geny (Be Thoughiful)

_ Personal success hint:
When you say a person’s name, you toll the person:

“YOU ARE IMPORTANT!”

EW,

LOSING / IMPRESSING A POTENTIAL CUSTOMER

ase Swidy.
Compare and discuss two situations,
Situation 1.

Bill Smith is a salesperson for ABC Motors. Mary Kent is a potential cus-
tomer. She wants to buy a new car.

B.S.: Hi! My name is Bill Smith.

MK.: Yes, 1 know, [ was here yesterday.
B.8.; DP’'msorry. Pm very bad with names.
M.K.: And with faces...
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What you need for success in business ¥

e
Jack Barnes sells computers. Bob Wright needs a computer. He was in Mr.
_Bames’ store last week. Mr. Barnes sees Mr. Wright on the street,

J.B.: Mr. Wright! Nice to see you again, My name is Jack Barnes. We
met lasi week at my store,
B.W.: Of course, Mr, Barnes. How are you?
J.B.: Fine, Mr. Wright. Really fine. And you?
.+ . B.W. 1feei great, thanks.

Questions for discussion:

1. Who is a better salesman Jack Bames or Bill Smith? Why?
2. Which customer is more pleased Mary Kent or Bob Wright? Why?
3. Who would you buy something from? Mr. Smith or Mr. Barnes?
Why?
- 4. Do you ever forget a name? If yes, how does it make you feel? Embar-
rassed? Apologetic? Unconcerned?
. 5. Has anyone forgotten your name? How did you feel? Embarrassed?
Angry? Unconcerned?

How about you? (Yes / No / Sometimes) Please explain your answer,

" 1. Are you good with names?
2. Are you good with faces?
3. Is it important to remember names?
4. Is it important to remember faces?

Spelling for clarification
#Some letters sound alike when we spell. For example, B sounds like D.
" BobBolt: My last name is Bolt.
Julie Robins: Pleased to meet you Mr. Dolt.
" Bob Bolt: * That’s Bolt with a B as in “boy”.

Julie Robins: Oh, I'm sorry, Mr. Bolt.

To clarify, it's a good idea to ask: “B as in boy, or D as in dog?”
. Do people sometimes confuse letters in your name when they spell it?
- You may need to give examples. Look at the following examples of spelling
Llarification. Add more examples,
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A as in Alpha, , N as in November, ,
B as in Bravo, y 0 as in Oscar, .
C as in Cinema, ‘ P as in Paper, ,

D as in David, , Q as in Question, ,
E as in Echo, , R as in Ronald, .
F as in Fox, . S as in Sam, ,

G as in Golf, s T as in Tom, ,

H as in Hotel, . U as in Uniform, .
I as in India, . ¥ as in Viktor,

J as in Julia, , W as in Whiskey,
K as in Kilo, , X as in X-may, .
L as in Lemon, . Y asin Yes, s
M as in Mike, . ZasinZulu, .

Business Hint:

Use last names until people ask you to use their first name,

Mark Brown: How do you do, Mr. Grant?
Bob Grant: Please call me Bob.

To remember a name, it helps to see it written. You can ask for a business
card or you can write down the name and a phone number.

Bob Wilson: Do you have a card?

Julie Robins: No, I'm soiry. 'm out of cards. / Yes, here you ate,

Bob Wilson:  Let me write down your name and number. / Thank you.
' Here is mine.

Practice the above dialogues with your classmates.
Make a card for yourself.

Julie Robins
Realtor
1212 Newton Street
Ames, Hometown, Iowa 51523
USA
E-mail; j
Ph.: (521) 554-6434
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What you need for success in businoss 5

Andrei Zaitsev

Belarus State Economic University
Post-graduate student of marketing

Home address:
Koshevogo Str.,11-4

-] Minsk 220009 Ph.: +375-17-230-2214
BELARUS E-mail: azai(@usa.net

Associate the name with something. To remember a person’s name,
write something about the person on his/her card.

Help people remember your name. After you meet someone, write
hun or her a letter. This letter is called g follow-up letter.

Situation:
Ken Woods sells photocopiers. Charles Watts is a potential customer
Ken writes Charles a follow-up letter.

*Central Photocopiers*
343 West Broadway
New York, NY 10007
212-5534545
* % %
| January 18,1995

Mr. Charles Watt

Acme Machine Works

‘1230 Central Street

Newtown, Connecticut 20007
Dear Mr. Watts:

Thank you for coming 10 our store yesterday and looking at our new
photocopiers. If you have any questions, please call me.

Sincerely yours,
Ken Woods
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Situation:

Bob Wright selis computers. Jack Barnes is a potential customer. Bob writes
Jack Barnes a letter. .

Complete the follow-up letter using these words:

Barnes coming have our you
call computers looking questions yours
*Energo Computers*
442 Walton Drive
Reading, Massachuseits 01845

February 21, 1994

Mr. Jack

18 South Street

Reading, Massachusetts 01845

Dear Mr. Bamnes:

Thank for ____ to our store yesierday and at
new . If you any .

please

Sincerely
Bob Wright

You sell fax machines. Your classmate calted you about your fax machines.

Write him or her a letter.
Review remembering names:

Introduce yourself > Ask for clarification > Ask for the spelling of the name
- Use the name => Write the name down.
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 p—
. Tony Conroy: Hi. I’'m Tony Conroy.
Bill Madsen:  Hello. My name is Bill Madsen.

T.C.: I’m sorry. What’s your name?
B.M.: | Madsen.
T.C.: Madsen. How do you spell that?
B.M.: M-A-D-S-E-N,
T.C.: Do you have a card, Mr. Madsen?
.. B.M.: No, I'm sorry. I don't,
. T.C.: Let me write down your name and phone number.

fntroduce yourself to your classmate. Follow the above pattern.
?change business cards with your classmates.

' Rgmember names and faces.
Den’t be shy.
Ask for clarification,

Ask for business cards.
Write follow-up letters.

1.3. Ymenue paborats B xomange (Be a Team Player)

Personal Success Hint:

To be a success, you must know your business well, i

But you also must learn how you can work as part of the team. h'
Bea good team prayer

m MAKING NEW COLLEAGUES FEEL
WELCOME 7 UNEASY

Compare and discuss two situations.

Bituation 1. )

?avid Hunter has worked for Holiday Travel Company for 15 years. He is a
Purchasing clerk. He wants to be the director of Purchasing ‘Department

someday. George Monroe is a new employee. He is a purchasing clerk, too.
‘h s his first day on the job.



£ 4mo Hyxno dns yonexa 8 buanece

D.H.: See that guy over there? He's in charge of accounting. Stay away
from him.

G.M.: Why?

D.H.: Believe me. Just stay away. Also don’t talk to that woman there. [
you need anything, just ask me.

Situation 2.

Ron Howard has worked for the East West Trade Company for 10 years. He
is assistant manager for Pacific Sales. He wants to be Vice-President of Inter-
national Sales Department. Mark Curtis is a new employee. He wilt work
with Mr. Howard. It’s his first day on the job.

M.C.: Hi! My name is Mark Curtis. I'm the new assistant manager of
the European Sales Department.

R.H.: It's nice to meet you, Mark. Welcome to the company. Let me in-
troduce you to your other colleagues. This is Mrs. Wilson, the
secretary for our department and the most important person in

- this company. .

M.C.: How do you do, Mrs. Wilson?

Mrs. W.: How do you do? If you need anything, let me know.

Questions for discussion:

1. Who is a friendlier colieague — David Hunter or Ron Howard? Why?

2. Who feels more comfortable — George Monroe or Mark Curtis? Why?

3. Why doesn’t Mr. Hunter want Mr. Monroe to tatk to the other em-
ployees?

4. Who would you like to work with — Mr. Hunter or Mr. Howard?

5. Why is it important to be a gocd team player?

How about you?

Which of these characteristics describe you 7 (Yes / No/ Sometimes)
RS A

Friendly Cooperative
Rude Jealous
Well-liked Busy

Lonely Successful
Ambitious A team player
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WRITING THANK-YOU NOTES

'gmation:

'Mr. Smith invited Mrs. Pomeroy to a reception at the company’s new office.

It was very nice to invite me to your reception last night. I enjoyed the

*Mable Pomeroy*
29 Bucks Lane
Deer Glade, North Carolina 30303
September 16, 1995
Mr. Frank C. Smith
Smith Services, Inc.
Durham, NC 30303-4444

Dear Mr. Smith:

chance to see your beautiful new offices and to talk with you again,
Thank you for your kind invitation. Best wishes for the future.

Sincerely yours,

——

Mable Pomeroy

Situation:

Mr. White invited a client, Mrs. Rosalind Prince, to a seminar on improving
telephone skills.

Complete a thank-you note with these words:

Dear, Invitation, nice, Thank, chance, future, last, Sincerely, the,
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*Rosalind Prince*
49 Luck lane
Norman, OK 87450

September 16, 1995
Mr. Cleveland White
White Consulting Company
9 Franklin Place, Suite 4
Norman, OK 87450
Mr. White:
It was very of you to invite me to seminar
night. 1 enjoyed the opportunity to leamn about telephone
skills and the to takk with again.

you for your kind and best wishes for the

yours,

Rosalind Prince

Situation:

Mr. Easton invited you to a workshop on remembering names. Write a thank-
you note to him.

= Make new colleagues feel welcome.
Learn about your colleagues.

Know people’s job titles.

Write thank-you notes.

Be a good team player.
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S

14. 3auHTepecoBanHocTb (Be Interested)

Personal success hint:
People ltke it when you use their name,

They also like you to be interested in them :

as a person - not just as 'company employee’. !

tTRN, s abl TReEoa T T b B o T e N e 2T

Lompare and discuss two situations.

Sifuation 1.

Mark Winston wants Sam Tenly to meet Mary Chapin. Mr. Tenly is the Vice-
President of the European Sales Department., Ms. Chapin has just returned
from a three-week visit to the European offices.

M.W.: Sam, ’d like to introduce you to Mary Chapin.
M.Ch.: How do you do?
$.7.: Howdoyoudo?

- M.W.; Tlilet you get acquainted.

Sam: Well, it was nice to0 meet you.
Mary: Nice to meet you, too. Good bye.

Situation 2.

Bill Revson, a potential client, is visiting from Toronto. Tom Patterson is iﬁ-
toducing him to the employees of the company.

LP.: Bill, I'd like you to meet Jane Stecle. Ms. Steele, this is Bill
Revson. Mr. Revson is visiting us from Toronto.

JS.: How do you do, Mr. Revson?

B.R.: How do you do, Ms. Steele. :

T.P.: Ms. Steele is the manager of our Accounting Department. She is
also a great golfer.

J.8.;  Tom tells me you play golf, too. Why dor’t you join us for a few
rounds tomorrow?

B.R.: Thank you. I’d love to join you.
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E Questions for discussion:

1. Who makes better introductions - Mr. Winston or Mr. Patterson”
Why?

Who feels more comfortable — Mr, Revson or Ms. Chapin?

Who is more interested ~ Mr. Tenly or Ms. Steele?

What did Mr. Revson and Ms. Steele have in common?

What did Mr. Tenly and Ms. Chapin have in common?

How could Mr. Winston help Mr. Tenly and Ms. Chapin get ac-
quainted?

Sk W

How about you? (Yes / No / Sometimes) Explain your answer.
When you are with strangers,...

you introduce yourself.

you tell something about yourseif.

you are shy,

you tell something about others.

you wait to be introduced.

you let the other person start the conversation.
you look for things in common.

N R LN

Here are two rules for making introductions:

1. A lower ranking employee Is infroduced fo a higher ranking empioyes. |

2. A younger person is introduced to an older person.

Sityation:

Ms. Jones is a retired accountant. She is 60. Mr. Brown js 2 Director of Saies.
He is 45.

Complete the introduction: ’
, I'd like you to meet . _ , this is
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Ms. Wright is a member of the Board of Directors. She is 30. Mr. Reed is
. Vice-President of International Sales. He is 55.

: Complete the introduction:
: , I'd like you to meet . , this is

 Practice making introductions with two of your classmates.

: When you introduce people, provide some personal information. This will
" start the conversation. You can provide a job title or tell something about per-
- sonal interests.

TR

o,

Personal Success Skill

When you meet someone, iy fo find something in common.

" Look at the following models and practice with your classmates:

" Ted Cohran: Mrs. Perry is our President. She’s a great tennis
: player.
' Margaret Perry:  What do you do, Mr. Smith?

John Smith: I’'m a sales manager in the Pacific Rim. I like tennis,
too!

_Fravk: Where are you going on vacation?

 Jeff: I'm going to London.

* Frank: London is a great city. 1 went there last year.

)
S ummanry:

=  Use personal information in introductions.
Try to find a common interest.
=  Stay in touch.
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1.5. OpraumaoBaHHocTb {Be Organized)

Personal success hint:
Always know your schedule.
If you control your time, you control your life.

o T
TN e g, L ERRREEE

SEETIEE BEING DISORGANIZED / MAKING AN APPOINTMENT
AND SETTING AN AGENDA,

Compare and discuss two situations.

Situation 1.

Sharon Kurn wants to make a lunch appointment with Mark Stevens,
Sh.K.: Are you free for lunch tomorrow or the day after tomorrow?
MS.: Tomorrow? I can’t say for sure.

Sh.X.: What about today?

MS.: Today? OK. Wait a minute. No, I can’t. [ have an appointment.
F'm running late, as usval.

Situation 2.
David Dasher wants to make an appointment with Nancy Gordon.
D.D.: We need to make some decisions on this project.
N.G.: I'm free tomorrow morning.
D.D.: Great! Let’s meet at nine in my office. First we’ll look at sales fiz-

ures. Then, we’H plan our marketing strategy, and last, we’ll work
out a budget.

N.G.: That’s a full agenda.
Business idioms and expressions:
market strategy = plan for selling a product

to work out = to develop, to plan
afullagenda =alotfodo
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Questions for discussion:

1. Why is Mr. Stevens not sure about his schedule?

2. How could Mr. Stevens become more organized?

3. What is the difference between Mark Stevens and Nancy Gordon?
4. Which person are you like?

w

1. Is your desk neat?

2. ls your address book in order?

3. Can you always find things?

4. Are you early for appointments?

5. Do you meet the deadline?

6. Do you get up at the same time every day?
7. Do you plan ahead?

Do you make lists of things to do?

. Do you write your schedule for a week?

C. Is your schedule tight or open?

Business Hint:
When you make an appointment, add extra time to it.
Then you are still on schedule.
Keep free time on your calendar.
An “open” schedule Is more flexible than a “tight” schedule.

ey

it
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. An organized person has plans for all possibilities. Be prepared to suggest an
_ alternative,

- Look at the model and practice with your classmate:

A: Let’s meet tomorrow,

B: Are you free for lunch?

A: No, I'm not. How about 2:30?
B: Two thirty is fine,

In the business world, everyone is very busy. Business calls are concise and

o the point”. Remember to be positive.
Which is the best expression?
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Situation: Mel Jones is calling to talk about his company.

1. Which of these is a good way to say “Hello”?
a. Hello. This is Mel Jones from IMT,
b. Hi! Guess who?

2. Which of these is “to the point”?
a. Are you familiar with IMT and its telephone services?
b. I’ll bet you're wondering why I called.

3. Which of these is a good way to end the phone call?
a. Don’t hang up yet. Just one more thing.
b. I’ll call you when you have more time.

Situation: Greg Thompson wants to apply for a job.

1. Which of these is a good way to say “Hello™?
a. Ummm. Do you have any jobs?
b. This is Greg Thompson. May 1 speak to the Persormel Department.
please?

2. Which of these is “to the point™?
a. Do you have any sales positions open?
b. I was wendering if you have a job for me.

3. Which of these is a good way to end the phone cali?
a. Thank you for your time. I'll send my résumé to your attention.
b. If I can’t find another job, I'll call you again.

Practice with your classmate making an appointment.

ummary:

Make appointments.

Set agendas.

Keep a calendar.

Be direct.

Plan for changes.

Be prepared with alternatives.
Write “to do” lists.
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1.8. NMyHkTyansHocTs (Be Punctual)

Personal success hint:
When you keep someone waiting, you imply,
“My time is more important than yours.”
¥ you are going fo be late, call and reschedule,

TR v TR IR e S G e

ARRIVING LATE / EARLY FOR AN APPOINTMENT

Compare and discuss two situations,
" Situation 1.
Paul Ward is making a sales call on Roy Minor, the Head of Purchasing

Dept. Mr, Ward wants to demonstrate his new computer products to Mr. Mi-
nor,

RAM.: 1t's 3:45 now. You're 45 minutes laie. You have 15 minutes to
talk about your company’s products.

P.W.: Fifteen minutes! I need at least an hour!

R.M.: Be on time then.

Situation 2.
- Pam Green has a 2:00 appointment with Henry King. Mr. King arrives at Ms.
Green’s office at 1:50. She comes out to meet him at 2:00 p.m,

P.G.: 1didn’t keep you waiting, did 1?

H.K.: No, you're right on time.

P.G.: And so are you.

H.K.: Actually, 1 like to be early. | don’t tike to keep YOU waiting.

Questions for discussion:

Who is more successful — Mr. King or Mr. Ward?

Who is more impressed — Mr. Minor or Ms, (Green?

Whose time is more important — Mr. Minor’s or Mr, Ward’s?
What should Mr. Ward do after the meeting?

What should Mr. Ward do before the next meeting?

Are you more like Mr. King or Mr. Ward?

I.
2,
3.
4,
5.
6.
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How about you? Use these adverbs to answer the questions.
Always Usually Sometimes Never

Are you punctual?

Are you on time for your class?

Are you on time for your supervisor?

Are you late for a train departure?

Are you late for a meeting with your friends?
Are you on time for a meeting with your boss?

PPN

Business Hint:
Add extra time before an appointment, 2
#'s better to wait for a client than to keep a client walting. |,

A BN TR [ I T

T O 2 RN AT DR

Sometimes you are late. If you are late, apologlze Say you are sorry and give
an excuse.

Situation:
Amn Downs is George Amo’s boss.

A.D.: You’re ten minutes late.
G.A.: 'm sorry. The lift was out of order. | had to walk up 12 flights.

Practioe apologizing and giving excuses with your classmate.

A: You're ten minutes / half an hour / one hour late,
B: I'm sorry. The bus broke down. / The plane was canceled. / The train
was late. / There was an accident.

There are two kinds of reasons for being late:

*reasons within your control = YOUR fault
*reasons outside your control = NOT YOUR fauit

The only excuse for being late for a business appointment is something out-
side your control.

Which of these reasons for being late are your fault? (Yes/No/Maybe)

I. My alarm clock was broken.
2. it was raining.

3. The bus broke down.

4. 1 forgot what time it was.
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My watch stopped.
My watch is slow,

I lost the address.

I missed my train.
.l couldn’t find a taxi.
10.1 overslept.

%0 N

When someone is late, you become worried about the person or even angry at
that person.

When someone tells you he/she will be late, you are usually morc patient,
You will forgive the person for being iate.

Situation:
A is B’s boss. B is calling from his car phone.

A: Where are you? The meeting starts in 10 minutes.

B.; I’min my car. There is an accident on the street. I'm sorry, I'll be
late. I'll be there as soon as 1 can.

A.: Don’t worry about it. We’ll start the meeting without you. Thanks

for calling.
Business Hint: ;
In a business situation, you should always accept .
an apology graciously.
R 4 % A LIS o -4 o VIS - S e ooyt SO

Look at these ways to accept (or not o accept) an apology. Choose the type
of response (Patient / Forgiving or Angry / Worried).

“I'm sorry I'm late”

That’s all right.
i was worried about you.
No problem.
Don’t worry about it.
I’ve been here for 30 minutes.
it can happen to anyone.
You should’ve called! !
Don’t let it happen again!
. Where have YOU been?
10. Next time call!
Practice conversations with your classmate.

VRN AW N —
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READING INVITATIONS

You are cordially invited
fo a presentation
by
Mr, Ronald Preston
on .
New Marketing Strategies

Date: Monday, June 4
Time: 2:00 p.m.
Place: Conference Room, 2™ floor

invitation 2,

You are cordially invited
1o a reception
Jor
Mpr. James Reynolds

Date: Thursday, March 28
Time: 6:00 - 8:00 p.m.
Place: Executive Dining Room

Answer the following questions aboui invitations
1and 2:

What is the invitation for?
What time does it start?
What time will you arrive?
Is it OK to arrive late?
What time will you leave?

I.
2.
3.
4.
5.
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WRITING AN APOLOGY

Si) idioms and expressions:

[ was unavoidably detained = | was late, because I could not get away,

This is a polite and very common excuse.

 Situation:

Joan Hughes arrived very late at Mr. Preston’s presentation, She apologized
to Mr. Preston in a short note.

'

From the desk of Joan Hughes
Dear Mr. Preston,

I am very sorry I arrived late for your presentation.
I was unavoidably detained. Again, my sincere apologies.

Sincerely yours,

Joan Hughes.

Situation;

Max Wood arrived late at Mr. Gray’s seminar.
Apologize in a note to Mr. Gray.

Leave early to be sure you are not late.
Allow extra time.

Cali to reschedule.

Apologize if you are late.

Accept apologies from other people.
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1.7. Npodeccuonanusm (Be Prepared)

Personal Success Hint: :
When you meet a client or make a presentation, |

be prepared to state the problem, give a plan,
and support the plan with details.

3 GIVING A PREPARED / UNPREPARED
PRESENTATION

Compare and discuss two situations.

Situation 1.

Anne Parker has an idea for a new product. She is presentmg her proposal to
Karen Maple, her supervisor. .

K.M.: How long will it take to develop the product?
A.P.; I'mnot sure. Maybe a year. Maybe more.
K.M.: How much will it cost?

A.P.: Not very much. Well, a million or two.

Situation 2.
Martha Reynolds is a sales manager. She has a plan to increase sales. Larry
Spitz is her boss.

M.R.: We need to increase our advertising budget. Last year we reduced
our advertising budget by 50 per cent, and sales fell by 30 per cent.

L.S.;: How did we spend our advertising money?

M.R.: Look at this chart. Last year 50% of our budget was spent on print
advertising, 25% was spent on radio spots, and 25% on TV.

Questions for discussion:

1. Who can support her arguments with facts and statistics — Ms. Parker
or Ms. Reynolds?

2. Who is more impressed with their colleagues — Ms. Maple or Mr.
Spitz?

3. Who would you like to work with — Ms. Parker or Ms. Reynolds'?

4. Why is Ms. Reynolds’ presentation more interesting?
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Business Hint:
When you give a presentation or make a report,
it Is important to have all the facts.
Details make a presentation more interesting and more credible.

R T [P T

How about you?
1/se these adverbs to tell about yourself: always, usually, sometimes, never.

Before you seal a letter, you reread the letter for errors.

Before you mail a letter, you check the address on the envelope.

You keep all your receipts.

You practice your ideas on others before presenting them to an audi-
ence.

BN~

Before you go to a meeting, be prepared. Think of the questions people will
ask. Prepare the answers for these questions. Know how long, how much, and
what is required to do something.

I'ractice with your classmates:

A: 1 think we should develop a new project / redo our budget / rewrite
our catalog/ ... .

B: How long will it take to develop/ to do /1o write /... 7

A: nwill take 18 months / a few hours/ a week / ... .

B.: How much will it cost/ be/take/...?

A.: Tt will cost § 4,000/ be about 8 1,000 / take about $ 2 miilion.

READING FOR DETAILS
Read the following announcement from the company bulletin board.

=All managers are invited to a meeting=

“HOW TO MANAGE PROJECTS”

The meeting will be held in the conference room
from 2:00 to 4:30 p.m.
on Thursday, Jaruary 10

SPEAKERS; MARK COLSON and JOAN APPLETON
Call Rick Crane at 340-7979 for more information
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Find the details:

What is the announcement about?
Who is invited?

Where will the meeting be?

How long will the meeting be?

What is the date of the meeting?

How many speakers will there be?
Who do you call for more information?
Do all managers have to go?

What is Mr. Crane’s phone number?

0. What day is the meeting?

Read the model notes for the ammouncement. Then read the model an-
nouncement. :

Business Mee!mg «Starting a New Business: How much does it cost?» Frf-
day, May 2% 2:30 p.m., Carter Auditorium, 495 Elm St., Free. Call (412}
456-6845

Announcement:

ZOPNAUM AW

L

THERE WILL BE A BUSINESS MEETING T.

wStarfing a New Business:
How much does it cost?»

Friday, May 2, 2:30 p.m., Carter Auditorium
495 Elm Street. Free admission,
CALL (412) 456-6845 FOR MORE INFORMATION

Read the notes. Then write the annomncements.

Planning meeting «Marketing New Productss, Monday, March”
6" 4:00 pm, Fairview Hotel, 6940 Amherst Avenue. Free. Ca”
(613) 459-6832,

BNl v -
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YEITFR  Meeting for small businesses «Sales and Marketing», 1:00 p.m.,
May 30", Tuesday, City View Hotel, 960 Park Avenue, 310, call
703-594-7854.

m From the desk of Bill Rogers. World Trade Seminar «New

Trade Policyy, Friday, December 12, 3:30 pm World Confer-
ence Center, Drysdale Circle. $75. Call 512-433-3344.

Be prepared

»  Give sufficient details
= Ask the right questions

1.8. Bexnueocte (Be Polite)

Personal Success Hint: npays to be polite in business.

ase Study JE{ElNe POLITE / IMPOLITE ON THE PHONE
Compare and discuss two situations.
Situation 1.

Barbara McKain is the receptionist at Green and Sons Company. One of her
duties is to answer the telephone. No one gets past Ms. McKain,

Ms. McKain:  This is Green and Sons Company. May ] help you?
Mrs. Croft: Let me talk to Mr. Green. Quick.

Ms. McK.; Who may I say is calling? (or: Who is calling, please?)
Mrs. C.; Mrs. Croft,

Ms. McK.: May I tell him what the call is about?

Mrs. C.: It’s none of your business.

Ms, McK.: I’m sorry, but Mr, Green has just stepped out.
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Situation 2.
Jack Winston is talking to Barbara McKain, the receptionist.

Ms. McK.; Helio. Green and Sons Company. This is Barbara speak-
ing. May 1 help you?

LW Hello, Barbara. This is Jack Winston. How was your va-
cation? y

Ms., Mck.: Oh, hetlo, Mr. Winston, My vacation was terrific. Thanks.
for asking. How are you today? : .

LW Great, thanks. 1s Mr. Green in?
Ms, McK.: No, sorry, he has just stepped out.
LW.: Do you have my number?

Ms. McK.: Yes, of course, we do. [’ll tell him that you called the
minute he comes back.

Questions for discussion:

Who is more polite — Mr. Winston or Mrs. Croft?

Why is Ms. McKain nice to Mr. Winston?

Why does Mr. Winston call Ms. McKain by her first name, Barbara?
Who is a positive person — Mr. Winston or Mrs. Croft?

Who is more successful — Mr. Winston or Mrs. Croft?

Who would you rather talk to — Mr. Winston or Mrs. Croft?

Do you like secretaries to ask why you are calling?

1.
2.
3.
4,
5.
6.
7.

How about you?
Use these adverbs to tell about yourself: abways, usually, sometimes, never )

1. Tam polite to strangers when face-to-face.

2. iam polite to strangers when on the phone,

3. Iam polite to acquaintances.

4. 1am more polite to strangers than to my family.

IDENTIFYING YOURSELF

When you answer your phone at the office, you should identify yourself:

Hello. Charles Palmer / Charles Palmer speaking / Charles Palmier here /
This is Charles Palmer. ,
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When you call someone, you should identify yourself and give your company
name. ,

Hello, Mr. Palmer. This is Rob Cranston from Parent magazine / This is Jane
Doyle from IBM calling /...

Practice with your classmate saying «Hellow on the phone.

Business Hint:
To identify yourse!f on the phone,
always say: “This is (your name)™
Don’t say “I am (your name)”

'
s v - e
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Read the conversations.

A polite conversation:

A: May [ help you?
B: Yes, please. Could [ speak to Mr. Carlson?

An impolite conversation:

A: What do you want?
8: Mr. Carlson,

Match the polite and impolite expressions:
@ Polite expressions : Impolite expressions
I. May [ help you a. [want Mr. Fox.

2, Could I speak to Mr. Fox? b. Who is this?

3. Who may | ask is calling? ¢. Make it quick,

4. Could you help me? d. Jim.

5. This is an emergency. €. What do you want?

6. I'd like to speak to Jim, please.  f. Get me some help.

Practice using polite expressions:

A: May (Could / Can) [ help you?
B: Yes, please. I'd like to speak to Mr. N. (the secretary / manager).
A: Of course (Surely / Certainly). Just a moment, please.
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Business idioms and expressions;

If you are busy doing something, you can say “/ am in the middle of a meet-
ing (dinner / a conversation)”.

Suggesting alternatives

If you need to get off the phone, provide a reason and a suggestion to con-
tinue later.

Reasons Suggestlons

i’m in the middle of a meeting. Could we talk later?

I’m on my way to a meeting. Could you call me after lunch?

I can’t talk now. Call me tomorrow, please.

I’m very busy right now. Call me in about an hour, please.
I just got in. Can [ call you back later?

Practice ending phone calls with your classmate:

A: Youknow, ['m on my way to a meeting. Could you please call me
later?

B: When should I cali?

A: Call me early tomorrow.

Expressing appreciation

Study these sentences:
Thanks / Thank you for asking / calling / coming,

Read the situation. What do you say?
tl situation; Somebody asked about your job.

You say: Thank you for
#8 Situation: Somebody came to your party.
You say:
1} Situation: Somebody helped you.
You say:
3 situation: Somebody asked about your family.
You sav:
(¥ Situation: Somebody called you.
You say: .
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Taking phone messages
Practice taking phone messages:

A: Good morning. May | help you?

B: Yes. May | speak to Mr. Bill Robson?

A: Pm sorry. Mr. Robson has just stepped out. May [ take a message?
B: Yes, please tell him that Mark Goodman returned his call.

A:  And your number, Mr. Goodman?

B: 244-4569 (or: I'll call him after lunch).

A: Let me repeat that (spell the name and repeat the number).

B: That’s correct. Thank you very much.

A:  Thank you for calling. Good-bye.

M

= [dentify yourself on the phone.
= Speak siowly and clearly.

s Return your phone calls.

= Express appreciation.

1.9. TepnenusocTtb {Be Patient)

Personal success hint

Good work can take time fo accomplish.

SEEIHInE  GIVING POSITIVE / NEGATIVE FEEDBACK
Compare and discuss two situations.
Situation 1.
Alice Duff supervises Wilma Cochran, who is a typist.
A.D.; Look at these typos (typing mistakes). Don’t you know how to
type a letter?

W.C.: I’'m sorry, Ms. Duff. I'll retype it right away.
A.D.: Forgetit. This letter is too important. I'll type it myself.
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Situation 2.
Betty Brooks typed a letter for Charles Decker.

Ch.D.: You’ve done a great job typing this lefter.

B.D.: Thank you, Mr. Decker. The job gets easier every day.
Ch.D.: Of course it does. You forgot the date, though.

B.D.: !'msorry. I’ll fix that right away.

o'd Questions for discussion:

Who is more patient — Ms. Duff or Mr. Decker?

Who do you want to work with — Ms. Cochran or Ms. Brooks?
Who do you want to work for — Ms. Duff or Mr. Decker?
is making a typo a serious mistake?

Is forgetting the date a serious mistake?

Which is worse — making a typo or forgetting the date?

g o

How about you?
Answer ves / no /sometimes.

To do a job right,  do it myself.
1 never make a mistake.

1 explain things carefully.

[ give everyone a second chance.
T check my work carefully.

{ fix {correct) mistakes neatly.

RN~

Business Hint: Never forget to say “please” and “thank you™. |

[LITEDT IR S 5 o 0 AT

When you give instructions, be patient. Explain how things should be done. '

Positive suggestion: Tn this office, we use wider margins.
Positive request:  Could you retype this letter with wider margins?
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Match the positive suggestion with the appropriate polite request.

Positive suggestions Polite requests
1. In this office, we always a. Could you please come
use white paper for letters. © tomorrow?
2. In this office, we are very b. Could you please clean
clean and organized. your desk before you leave?
3. In this office, everyone ¢. Could you please answer
helps the receptionist. the phone while she’s owt?
4. In this office, we are d. Couid you please retype
always punctual. your letter?
Making Positive Comments

A positive comment makes people comfortable and ready.

Negative comment: You can’t do anything right.

Positive comment:  Thanks for trying. I really appreciate it.
Rewrite these sentences:

I really appreciate your help.

Thanks for
F3 1 really appreciate your staying late.

I really appreciate your meeting me.

PR 1really appreciate your coming early.

3 1 really appreciate your working overtime.

Business Hint:

“You catch more flies with honey than with vinegar.”

This common English expression means:

if you are nice {sweet), people will do what you ask.
If you are nasty (bitter like vinegar),

people will not want to do what you ask.

b= 2 DR T2 R R R e T T LT

A polite way to correct someone is to use the passive voice. Instead of say-
ing “YOU made a mistake”, say “A mistake was made”.
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To make a polite suggestion, use the word should

An impolite suggestion; You had better finish your reRort.
A polite suggestion: You should finish your report:

Practice giving polite comections with the verbs mvriie, call again, send
again, copy again, retype.

Practice making polite suggestions with the verbs talk, know, Sinish, write,
call

Summary:

Always say please and thank you.
Be positive.

Compliment good work.

Point out mistakes politely.

Provide clear, complete instructions.

1.10. Npeaannocts Aeny (Be Loyal)

Personal Success Hint; .

“Give credit where credit is due.”
This expression means: By sharing your succes?: §
you show loyally to your colleagues,
your boss, and your company,

TITE gk, B0 T R, . e - T

SRR SHARING / NOT SHARING THE CREDIT
Compare and discuss two situations.

Situation 1.
Richard Costner is Annm Edward’s boss.

A.E.: We made this sale because of me. | worked night and day on this
project. | worked through lunch breaks. :

R.C.: Did no one else help you? Jim? Mary? Martha?

A.E,: Between you and me, no one else is qualified here.

R.C.; Really? They were qualified when I hired them.
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Situation 2.
Pam King is part of Bruce Grayson’s task force.

B.G.: Youdid a great job, Ms. King.

P.K.: 1can’ttake all the credit, Mr. Grayson. I had a lot of help from
everyone here, It was a real team effort.

B.G.; That’s great. | like it when everyone works well together.

P.K.: You put together a good team. The credit for our success goes to

you.

Bi ioms and exprossions:

Team effort = employees work together on a project
The credit goes to you = you are responsible for our success

g Questions for discussion:

Who is more loyal - Ms, Edwards or Ms, King?

Who is a better worker — Ms. Edwards or Ms. King?

Who do you want to work with — Ms. Edwards or Ms, King?
When is it important to share credit?

‘When is it important to share blame?

Who is most likely to be promoted — Ms. Edwards or Ms. King?
Rewrite situation 1 so Ms. Edwards shares the credit.

Mo RN

How about you?
Answer the questions using always / sometimes / never.

Do you use WE more than I?

Do you share credit?

Do you share blame?

Are you loyal to your colleagues?

Are you loyal to your classmates?

Are you Joval to your school / university?
Are you loyal to your teacher?

Do you thank people who help you?

Sharing the Credit

There is a common English expression: “The whole is greater than the sum of
‘ts parts.” When people work well together, the company benefits and the
ndividual benefits.

EHP LR WM~
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Which statement expresses “Sharing the Credit” and which expresses “Tak-,
ing the Credit™? '

1. 1did it afl myself.

I had z lot of help.

It was a team effort.

1 couldn’t have done it without you.

We all worked together.

No one else helped'me.

Without me, it wouldn’t have happened.
[ must credit my colleagues.

We all did our pait.

You three deserve the credit.

Read this model and practice with your classmates:

Az You've done a good job (finished on time, finished ahead of schedule;
pleased the client, written a good report). '
B: Thark you. Actually, we did it. It was a team effort.

Reading a letter of congratulations

City Business Assok:iagon
22 North Street * Seattle, Washington, 10401

October 13, 1996

Mr. John L. Sims, President
PMA Associates

1000 Concord Avenue
Seattle, Washington, 10401

Dear Mr. Sims,

We are pleased to inform you that you have received 7he Best of the
Best Manggers award from the City Business Association for the year.
You will find the award enclosed with the letter.

Congratulations to you and your employees.

SVRERASURWN

e

Sincerely,

R.J. Carter,
President
Encl.
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Answer the questions on the above letter:

. Where does Mr. Sims work?

. Where does Mr. Carter work?

. Who won the award?

. Where is the award?

5. Who congratulates whom on the award?

) —

i

Writing a thank-you letter

PMA Associates
1000 Concord Avenue
Seatrle, Washington, 10401

October 16, 1996
Dear Mr. Carter,

Thank you so much for your letter. I am honored to receive the Best of
the Best Managers award. But I couldn’t have done all by myself.

As you know, PMA Associates hires only the most qualifies employ-
ees. All our projects are a team effort. For this reason, 1 will share
credit with nty employees. Thank you again for the award.

Sincerely,
John L. Sints

Situation;

Mrs, Jenice Powler has received 2 letter from Mr. Cooper. She has received
an award for “The Most Successful Seller” of her company.
Write a thank-you letter on the above model, :

=  Share the credit.

Be a team player, .
* Congratulate colleagues.
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Pasnen 2. ipunaTtne pewennn B Gusnece

{Making Decisions in Business)

B JToM pa3fene Ha ApHMepe M3BECTHHIX XommaHwit (/IxoHcoH u
Joroncow; Jhusait Crpoce; 3pbyc Hrayerpu o BouHT) © ApUMeHeHHEM Me-
Toma “Case Study” paccMaTpHBAIOTCA HENDOCTHIE CHTYALMH, B KOTOPLIX He-
OOXOMHMO APHAATHE BAXHIX STHIECKHX i YOPARNSHYECKHX pellleHui, oxa-
3RIBAIOMINX Pellatolliee BAHAHAE Ha paspuTHe Oonpworo Gmineca. Crysen-
TaM, H3Y4RoIM Rasusil Kype, npeanaraeTcs APHHATE YY2CTHE B CIOKHOM
NpOUeCCe MPUHATHA ITHX petneHnt.’

2.1. Komnanuna IbxoHcoH u JDKOHCOH

{Johnson & Johnson Inc.)
Background
Johnson and Johnson Consumer Products, Inc. (J&J)

» has its headquarters at:
One Johnson and Johnson Plaza
New Brunswick, New Jersey 08933
UsA
was founded in 1885
employs 80,000 people
= is an intemational enterprise, with 170 affiliated companies in 55
countries

The company’s most profitable single brand is Tylenol, a mild pain
reliever. Tt accounts for over 15 percent of earnings. Tylenol is manufactured -
by a J&J subsidiary, McNeil Constmer Products Co.

In 1982 someone in Chicago opened the capsules and poisoned them '
with cyanide. Seven people died. J&J decided to protect the public and
change the package by using a safety seal.

! Nasnwii pazden cocrasien Ha OCHOBE MaTepHanon kKHuru: Boyd, F, Making
Business Decision: Real Cases from Real Compames Addison-Wesley Publishing
Company Inc., 1994,
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Answoer the questions::

Is J&J known in Belarus and other CIS countries?

What kind of products does J&J manufacture? What are they used for?
In the USA, Tyleno! and other mild pain relievers are sold in pharma-
cies and other stores over-the-counter, that is, without a doctor’s pre-
scription. Is this a safe practice? 1s such kind of medicine sold over-
the-counter in Belatus?

1.
2.
3.

Gathering Data: Reading
Read these articles on the changes in J&J and focus on these questions:

»  How was drug packaging changed as a result of the Tylenol deaths?
=  How did J&J’s respond to the poisonings affect sales of Tylenol?
*  Was the criminal ever identified?

1. NEW DRY PACKAGING

The day after J&J's McNeil Consumer Products division learned that
some of its popular Tylenol capsules had been poisoned, the company started
withdrawing 31 million bottles of Tylenol from store shelves around the
country. They were afraid that other bottles might have been tampered with
[=opened and changed in a harmful way].

At the same time, the company began redesigning the package to restore
public confidence. Within 24 hours, J&J had contacted many of the companies
that would be invoived in the redesign. By the -end of the first week, J&J had
decided that the new Tylenol bottle would have three barriers to prevent tam-
pering: a glued box, a “shrink” [=tight] neckband and an inner seal.

To get Tylenol back on the market, J&J spent $1 miilion on engravers
to redesign 650 pieces of artwork for the product. Cartons and sealing equip-
ment cost more than $5 million during the first few weeks.

By the fifth week after the Chicago deaths, the first 500,600 wunits of
new tamper-resistant Tylenol packages were produced.

While J&IJ led industry efforts to protect consumers, the Food and
Drug Administration (FDA), the U.S. government agency that approves
products for sale o the public, began developing stronger packaging regula-
tions. As a result, all capsuies and liquid drugs must come in tamper-resistant
packages. These guidelines also apply to any drugs that are imported into the
United States.
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2. TYLENOL’S COMEBACK

After seven innocent people died from taking contaminated
[=poisoned] Tylenol, sales of the painkiller [<analgetic] fell dramatically.
But J&J responded to the frightening incident in a notable way. Its execu-
tives' decisions turned out to be not only ethical but profitable, too.

James Burke, the Chairman of J&J, made a decision that will probably
be studied in business schools for a long time to come. Going against the ad-.
vice of government agents and some of his own colleagues, he decided to.
spend whatever millions it would cost to recall [=withdraw] 31 million bot-
tles of Tylenol capsules from store shelves across the USA, Officials at the
Food and Drug Administration (FDA) feared that the recall would increase
the panic already touched off [=suddenly started} by the poisoning deaths of
seven Chicago-area residents who had taken capsules laced with cyanide.

The FBI [Federal Bureau of Investigation, the U.S. government police
agency] argued that such an expensive action would demonstrate to potential
terrorists that they only could bring a $5.9 billion corporation to its knees
{=ruin]. :
But Burke prevailed, and his move proved to be decisive in a remark-
able and unparalleled winback of public confidence in his company’s prod- .
uct.

Tyienol regained more than 80 percent of the market share it held be-
fore the still unsolved poisonings. :

The manufacturer of Tylenol, instead of becoming defensive about the
deaths, opened its doors and its checkbook [=willingly spoke to the media
and spent money to help solve the problem). '

The company fully dedicated itself to the investigation.

3. THE SEARCH FOR THE CRIMINAL

People all over the world were horrified by the deaths of seven inno-
cent pzople who took Tylenol capsules laced with deadly cyanide. It seemed |
that anyone could have bought those deadly pills.

There was a huge effort by the city of Chicago, the state of Illinois,
and the entire United States to find the criminal. However, the search for the
Tylenol killer has not been successful.

Though the investigators worked relentlessly [=very hard], one of
them concedes that the trail is “stone cold” [=there are no more helpful:
clues to investigate]. James W. Lewis, who is accused of trying to extort
[=obtain by threat] $1 million from J&J by offering to “stop killing”, wilt g0
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on trial. Police have failed to find evidence connecting Lewis directly 1o poi-
sonings.

J&J’s reward of $100,000 still stands [=is offered], but [llinois agents
Joubt that anyone will ever collect it.

sgree or disagree:

1. The redesigned Tylenol package is as temper-resistant as possible,
2. The FDA packaging guidelines have probably caused drug manu-
facturers in other countries to make their packaging more temper-
resistant,

___3. If the Chairman of the board of J&J had not recailed Tylenol, the
U.S. government would have done it.

4. J&J withdrew Tylenol in order to avoid lawsuits from other con-
sumers who might be hurt by the product.

__ 5. If J&) had given more money to the search, the criminal would
have been found. .

6. If J&J were not so large and wealthy, the company would have
been ruined by the poisonings.

Read the sentences containing information on J&J and find expressions under
:he line (a,b,c...) that mean the same as those in italics:

___ L. I&] is a household name in baby-care as well as medical products.
Nearly every family in the USA has in its house at least one product made
by this company. '

___2. J&J enjoys a reputation for high quality products and business in-
tegrity. Consumers feel that they can trust J&J products,

__ 3. Trust is a big issue for a firm that makes pharmaceuticals.

4. According to its credo, the J&J company is required to place a high
priority on the needs of the customers. Protecting customets is the com-
pany’s first concern,

___S. The Tylenol case was particuiarly frightening because it involved
drugs available over-the-counter that any person could have purchased
and used.

___ 6. The Tylenol poisonings posed a dilemma for J&J. There would be
negative results whether J&J recalled the product or did not recall it.

___7. The company decided to recail Tylenol on the off chance that other
contaminated bottles were on store shelves. It was impossible to know if
other botiles had been poisoned.
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___8. The recall turned out to be good for business. Tylenol not only re-
gained but increased its share of the market.
___ 9 The Tylenol poisonings fouched off a revolution in drug packagmg
in the USA, Almost every package had to be redesigned to meet new
standards.

___190. Although the police said that they checked out all possrble clues in
this case, the criminal has never been identified.

a) was in the end

b) investigated

c) very difficult choice

d) very common

) because of the slight possibility
) suddenly started

£) honesty

h} care a great deal about

i) medicines

1) without a doctor’s prescription

a ic igjons jn Business
Exploring Business Culture: Business Ethics

Read these statements about a business practice related to ethics at J&J. -
Then say whether you consider them as usual or unusual. Compare your an- -
swers and discuss the ones that you have marked as unusual. )

The ethics of business decisions are discussed openly and ﬁ‘equently
There is a written code of ethics, or credo. :
The code of ethics is communicated to customerg, stockholders, and.
the media. _
In a crisis, executives of the company talk directly to news reporters. «
In a crisis, top executives take responsibility by staying in their posi-
tions, rather than resigning.

Company executives, not government officials, decide when a product
that has had a problem can be returned to the market,

Rl ol

&

¢ Negotiation: i iffic jons
As a business executive, you may have to work with a public relatioﬁf
department or face news reporters yourself, especially if your business has @
crisis. Knowing how to answer difficull questions can help you a great dedl.
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Here are two techniques and appropriate expressions to. help you an-
swer difficult questions. .

Paraphrase Questions.

By putting difficuit guestions in your own words, you take control of
them and give yourself a moment to think,

E.g.: In other words, you are asking...
So, what you want to know is...
(Think of other expressions. Write down them.)

TINIEE)  Repeat Your Message.

Answer the question you are asked. But look at the question as an op-
portunity to bridge to the main message you would like to communicate.

E.g.: And that brings us to the main Issue here.
So, you can see that the point is...
{Think of other expressions. Write down them.)

Work in small groups. Discuss one or more of these situations. Some
students will ask questions, others will answer. When you have a difficult
question, use technique 1 or 2.

gz gﬂ !:’g 2 A .

After the first poisonings, several J&J executives are interviewed by
FBI agents. The agents ask difficult questions about who may have done it
and how it was possible. The J&J executives insist that their factories are
completely secure.

Situation B.

Reporters from a news program want to find out from FBI why the
criminal has not been caught yet. The reporters ask hostile questions about
the guality of the investigation. FBI agents emphasize that they are doing
everything possible to find the killer.
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Conducting a Business Meeting: A Noews Conference
A. Preparing for the Mesting

[l Business problem:

1t is now four years after the first poisonings. Unbelicvably, another
woman has just died in the state of New York from taking Tylenol laced with
cyanide. Today, shocked J&J executives have calied a news conference to tell
their story to the public through the media.

What can J&J do win back public confidence in its products this time?.
* If tamper-resistant packaging does not work, how can J&J protect the
consumet?
=  What can J&J do te find the eriminal?

73 The format of the meeting:

Fietradiection

» James Burke, Chairman of the board of J&J, opens the news confer-
ence by welcoming everyone and thanking them for coming.

» Mr. Burke states the purpose of the conference to let everyone know
that J&J is doing everything possible to protect consumers and find
the criminal.

» Mr. Burke invites the news reporters to ask questions of him or any
member of the J&J Crisis Team. When the news reporters ask difficult -
questions, the executives use the appropriate techniques and expres-
sions to answer them.

« Mr. Burke closes the conference with a statement in which he repeats
his main message. J&J is so concemed about safety that it is now re-
designing all capsules and actively participating in all aspects of in-
vestigation.

B. Condycting the Meefing
The Roles:

[ Mr. Burke, Chairman, will begin the meeting and follow the format de-
scribed above.
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72 Members of the J&J Crisis Team are anxious to reassure the public that
J&J will do everything possible to the safety of customers. They emphasize
that: .
* J&J is cooperating fully with federal and local investigators to solve
the crime.
= J&]J credo will guide your actions: AH Tylenol capsules will be re-
called and replaced with caplets that are easier to swallow and cannot
be opened.’
J&J quality control prevents any tampering at the factory.
(Add your own)

Y News Reporters.
For a national newspaper, they want to know:
* how the poisoned capsules got into the victim’s hands;
= whether the criminal might be an unhappy J&J employee;

if FDA regulations for drug packaging are strict enough;
(add you own).

For a local newspaper, they want to know:
how J&J plans to compensate the victim’s family;
where the poisoned Tylenol was purchased;

what consumers should do with Tylenoi they have at home;
{add your own).

For a story in a financial newspaper, they want to know:

= if J&J will stop making Tyleno! since its stock price has fallen drasti-
cally;

= if packaging will again be redesigned, making packagers’ stock prices
soar [=fly up, risel;

= whether competitors will also replace capsules with solid pifls;

= (add your own).

Fipal Discussion: Making Ethical Decisions in Business

Answer the questions based on what you have learned. Use the expressions in
italics in your answers.

! Capsules have two parts that slip into one another. They can be opened. In con-
irast, caplets are solid pills that cannot be opened.
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1. Do you think it is necessary or even possible for every company to have
clearly stated business ethics? Do some companies, such as pharmaceuti-
cat firms, need a crede more than others?

2. When a Jeading consumer product is found to be unsafe, what is the re-
sponsibility of the manufacturer: Must the company recail the product,
warn people to get rid of the product, or pay compensation for injury?
Should the government take action?

3. After the Tyleno! crises, drug packaging in the USA was made temper-
resistant. Which groups of people benefited from the new government
regulations? Who pays for the packages? Should all packaging for over-
the counter medications be tamper-resistant?

4. Many people thought that the deaths would destroy Tylenol as a brand
name, but the product made a comeback twice. Does this surprise you?
Can you give examples of other products that were (or were not) able fo
make a comeback after a serious safety crisis?

2.2, Komnanus «ffuBan Crpoccer (Levi Strauss & Co.)

Background
Levi Strauss & Co,

* can be reached by mail at:
P.O. Box 72i5
San Francisco, California 94120-6928
USA
»  was founded in 1850
makes more than 5,000 different products
s sells its products in more than 70 countries

Levi [li:vai] Strauss & Co. is the largest clothing manufacturer in the
world, For years, the company depended on one basic product that was in-
vented over 100 years ago: blue jeans. Top-selling Levi 501 jeans have re-
mained almost exactly the same since they were created. _

Answer the questions:

1. When was the company founded?
2. What is the basic product of Levi Strauss & Co.?
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3. What makes these jeans so popular all over the world? Consider, for
example, fabric, price, style, quality, fit, durability, availabitity.

4. Do you think that a man wearing Levi 501 jeans would buy Levi Tai-
lored Classics? Why or why not?

Gathering Data: Reading
Read these articles about Levi Strauss & Co. and focus on these questions:

*  How did the original Mr. Levi Strauss create jeans?
=  What new Levi products have succeeded or failed in recent years?
= Why does Levi Strauss & Co. continue to develop new products?

I. THE CREATION OF LEVI JEANS

The life of Levi Strauss is a U.S. success story. A German who immi-
grated to America in 1847 at age twenty, Levi Strauss began by selling nee-
dles, thread, and buttons in New York. On the invitation of his brother-in-
law, he appeared in San Francisco in 1853, .

Gold had been discovered in California & few years before, and the
Gold Rush kad begun. More and mere people came to try to get rich over-
night. Suddenly, thousands of people started mining for gold. Strauss noticed
that the miners complained that their pants were always tearing easily and
that the pockets ripped apart as soon as one put a few nuggets {=small lumps
of rock with gold] in them,

Levi Strauss saw a business opportunity. He began making pants out
of some heavy brown canvas he had brought to use for tents or wagon covers.
These new pants were stiff, but they soid fast.

When the original fabric was used up, Strauss sent to Europe for more.
What he got was a fighter, more flexible fabric from Nimes {nim], France,
calied “serge de Nimes”. This cloth, which became known as denim, proved
even more useful for pants, since it was just as strong but much more com-
fortable. With indigo (blue dye-stuff from plants), the pants were dyed the
familiar blue color.

Miners still complained of problems with their pockets. On the advice
of the Nevada tailor Jacob Davis, Strauss went to a blacksmith and bad the
jeans pockets reinforced with metal rivets. In 1873, they patented [=legally
registered as company property] the popular innovation. The rivets, along
with the patterned stitching on the hip pockets, became Levi trademarks.

Levi Strauss & Co. has continued to flourish. Since those early days, it
has been a leader in the garment [=clothing] industry. Jeans have become
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desirable and even fashionable clothing for not only miners, farmers and
cowboys, but also for movie stars, executives, women, children and teenagers
from all over the world.

The company is still nin by descendants of Levi Strauss. It now mar-
kets a wide range of clothing and accessories, all under the brand name
Levi's,

Many new Levi products have been launched over the years. The
company is still best known, however, as the maker of Levi jeans, the pants
that are guaranteed to shrink [=become smaller after washing] and fade
[Flose color].

2. OTHER LEVI STRAUSS PRODUCTS

The original and most famous Levi Strauss product is blue jeans,
Throughout its history, however, the company has researched and developed
a number of other products. Some of those have succeeded beautifully, but
others have flopped [=failed] completely.

In 1954, Levi brought out a line of permanent press (no-iron) slacks
[pants, trousers], Within six months, 5 out of every 100 pairs sold had been
returned, and Levi had to admit it didn’t have the right fabric for permanent
press.

Fifteen years later, as the company was planning its major expansion,
it had a couple of other flops. First was the denim bathing suit — which, when
wet, weighed the wearer down to the point of immediate drowning. Next was
a line of disposable [=throw-away] sheets and towels. They were not high on
the consumers’ list of priorities. The company was “saved” when the factory -
that made the sheets bumned down. Levi absorbed [=suffered] the $250,000
loss.

Eventually, Levi created six new divisions, ranging from jeans to ac-
cessories and including a sizable [=large] effort in women’s sportswear,
Levi’s for Gals. The diversification [=manufacturing different kinds of
products] worked.

In the mid-1970s Levi’s sales hit [=reached] the billion-dollar mark.
Four years later sales hit $2 billion. In 1979 the company ranked 167" on
Fortune’ s (an important U.S. business magazine) list of the 500 largest in-
dustrial corporations and 20™ in net profits [=profits after the company pays
income taxes]. Between 1970 and {980 Levi had grown an average of 23
percent a year. In 1979 alone it soid 143 million garments.
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In menswear, though, all Levi products had been aimed at the middle
of the market with moderately dressy slacks and polyester Ieisure suits. The
tempting upper end of the market remained untouched.

They needed to sell more expensive clothes — like the Tailored Clas-
sic. If Levi could sell sport coats, dress slacks, and suits, a whole new market
would open up, The Tailored Classic might make money all by itself. But
cven more important, it would get Levi into the business of producing fan-
cier [=more fashionable] and costlier [more expensive] clothing. Then Levi
could spin off [=create other related products] many more such lines in the
future. .

3. WHY NEW PRODUCTS ARE NEEDED

Why, with such a record of success, would any company be worrying
about making new products? Part of the answer is the sheer riskiness of de-
vending so heavily on a single item. The boom in jeans was in many ways a
historical accident, and what history has given it can also take away.

Then, too, the demographics of the marketplace were already begin-
ning to change. Jeans, to be sure, were no longer the exclusive province of
vouth: baby boomers [=U.S. citizens born immediately afier World War 11
.a period of high population growth)], who had grown up on Levi's, kept on
wearing them into their twenties, but not everywhere and all the time, as they
did when they were teenagers. And the next generation of adolescents
s »youngsters] was not so numerous. The birthrate had peaked in 1957; by
1964, the baby boom in the USA was over. Soon those born after WW 1l
would be moving into a world of leisure suits, coais and ties. From a markei-
ing point of view, that’s where the action would be,

Finally, the competition had been gearing up [=growing fast]. Levi’s
-1ad always shared the market with Blue Bell’s Wranglers and other national
brands like Lee. But now everyone seemed to be selling jeans. Back in 1970,
i.evi probably couldn't have foreseen the popularity of «designer» jeans
skimming off [=taking away] the upper end of the market.

To sell their jeans, Levi knew, retailers would have to stash [=cut)
their prices. The profit outlook in a satarated [=completely full], competitive
marketplace like this was bleak [=very uncertain].

Agree or disagree:

___L Levi Strauss & Co. should stick to manufacturing menswear prod-
ucts.
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__2. levi Strauss & Co. is known as a clothing company, so a new
product should be clothing, too.

___3. Levi Strauss & Co. should work on varying its jeans to expand the
market. For example, it shouid bring out a line of designer jeans with a_
special fit and fabric.

___ 4. The Levi company has been so successful selling jeans that it
should stop trying to grow,

___5. In order to expand, Levi Strauss & Co should create a new brand
name. The company would manufacture the products, but they would not
be called Levi’s, )

Read the sentences containing information on Levi Strauss & Co. and
find expressions under the line (a,b,c...) meaning the same as the words in
italics.

__ 1, When Mr. Levi Strauss first created jeans, he had no idea that he
was launching one of the best business ideas of the clothing industry.

___ 2. The rivets on the pockets of the jeans were a special feature of the
design. Mr. Strauss patented his invention so that it could not be copied
for & number of years,

3. Levi Strauss & Co. often uses market research to guide its new
product development. Independent consultants interview customers to de-
termine their buying habits and priorities.

__ 4, Some new Levi Strauss products have succeeded; others have
Jflapped. As the company has learned, careful market research does not
guarantee success.

__ 5. Levi Strauss & Co. was first and foremost a maker of menswear, but
it has become very successful as a manufacturer of women’s and chil-
dren’s apparel, too.

6. Levi Strauss & Co. expected that it would do a brisk business with
Tailored Classics, but the new line of dressier sport coats and slacks did
not sell well.

__7. According to Levi Strauss market research, some customers look for
cut-rate clothing, that is, low price for them is much more important than .
high style. Others like to follow frends in fashion. They buy the latest
styles and enjoy looking fashionabie.

8. The Tailored Classics line includes ready-to-wear sports coats and
slacks. They are designed to require no custom tailoring.

9, Tailored Classics were designed for people who do not mind spend-
mg money on clothes. When Tailored Classics did not sell well, prices
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were cut somewhat. Levi Strauss executives, however, did not feel they
should siash the prices.

a) greatly reduce

b) quick and active

¢) very inexpensive

d) legally registered as his company’s property
e} introducing

f) clothing

£) most important concerns

h) failed

i) prepared

J) recent changes of style

k) changes to fit the individual

yakigg Decisions: Applying Market Research
to New Prodyct Development

Exploring Business Culture: New Product Development

Read these statements about a business practice of new product development
at Levi Strauss & Co. and say whether you consider them usual or unusual,
Compare your answers and discuss the unusual business practices.

1. There is a continual search year afier year for new product ideas.

2. Extensive and costly market research precedes new product develop-
ment.

3. Market research is often carried out by independent consultants who
are hired by the company.

4. New preducts share the same brand name as older ones, though their
markets may be very different.

5. If a new product does not succeed in the first selling season, it is
abandoned.

Strategies for Negotiation: Expressing Disagreement and Doubt

As a participant in business meetings, you need to be able to express
your disagreement or doubt clearly. One way to disagree politely, but
clearly, is to start with | or we. It makes people less defensive; they do not
perceive your comment as a personal attack.
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Here are some expressions of disagreement or doubt:

P’m concerned that...
Maybe we need to look af...
P’'m not completely convinced...

Work in small groups. Discuss one or more of these situations. Use
the above expressions when you disagree or doubt.

Situation A.

Some Levi Strauss executives want to work ‘with a major European
clothing designer to create an elegant new line of designer Levi jeans. The
new line would have a double name: (Designer’s Name) Levi’s. Is this a
good idea?

Situation B,

lmagine that you all work for the same company. An important busi-
ness associate is coming to visit the city where you work. The person will be
in town for 24 hours. What should you do?

= One of you would like to demonstrate your ability to control costs by
choosing a modest hotel and inviting the guest to dinner at your home. -

= Another would Ilike to impress the person with the best hotel, restau-
rant, and entertainment your city can offer.

= Still another thinks it best to ask the guest for his/her preferences.

Conducting a Business Meeting: A Division Meeting
A. Preparing for the Meeting

[l Business problem:

Robert Haas, director of the Tailored Classics division, is anxiousty seeking
ways to improve Tailored Classics sales which are terrible in this first selling
season. If this new product line fails, people in the division may lose salary
increases or even their jobs.

»  Why are Tailored Classics selling so poorly?
»  What changes can we make to increase sales?
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8 The format of the meeting:
Introduction

* Robert Haas, Director of the Tailored Classics division and great-
great-grandnephew of Levi Strauss, opens the meeting by welcoming
and introducing everyone.

* Mr. Haas states the purpose of the meeting: to analyze problems with
the troubled Tailored Classics line and identify changes to increase
sales,

Agenda

Each group meets to discuss the problem from its point of view. Mr.
Haas invites all participants to analyze the Tailored Classics problem and of-
fer suggestions for solving it. When appropriate, participants express dis-
agreement and doubt.

Closing

* Mr. Haas summarizes the main recommendations made during the
meeting.

* He closes the meeting by thanking everyone and says that he will de-
cide what steps to take by tomorrow.

B. Conducting the Meeting
The Roles:

[E M. Haas is going to run the meeting.

#8 Top managers for the Tailored Classics division believe they have a great
product that was developed with careful market research. Everyone in the
division simply has to work harder to sell the line.

They want to emphasize that:

* Sales people must be more aggressive. Department store managers
should make special displays and talk about the line to customers.

* Adbvertising has to be more creative. It must show wealthy 30-40-year-
old customers that Levi Strauss & Co. can make stylish sport coats
and slacks.

Prices may have to be cut further, at least for this selling season.
(Add your own) :
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23 Line managers for the Tailored Classics division have worked hard for the -
new product, but they disagree with or have serious doubts about some of
the business decisions. They want to express the following concerns:

*  Advertising concerns: They have tried to create an elegant image for
Levi Tailored Classics, but they are convinced that this image does not
fit the Levi Strauss brand name. :

#  Sales concerns: They have sent their sales representatives to the de-
partment stores that always sell Levi’s, but they know that wealthy
customers do not usually shop there {they prefer specialty shops).

. » Design and preduction concern: They were told to design Tailored
Classics to require no custom {ailoring, but wealthy customers like to
have their clothing tailored.

* (Add your own}

) Market research consultants hired by Levi Strauss executives are going to
do the market research on which the product is based. They believe that the
company’s executives have targeted the right market, “Classic Independents”
{wealthy customers in their 30s and 40s), but have designed the wrong prod-
uct for these customers. The consultants want to point out that:

» “Classic Independents” enjoy shopping in specialty shops that sell ex--
pensive and distinctive clothing, and they do not mind paying for it.

» They prefer natural fabrics.

" These men want custom-tailored clothes, not ready-to-wear apparel
like Tailored Classics.

* They do not think that the company can make dressy apparel. To
them. Levi Strauss & Co. means sportswear.

*  {Add your own)

Additional information on Levi Strauss & Co.

After Tailored Classics division had run into problems of fabric, price,
image and distribution, the company tried again to enter the upper of men's
apparel market, but without success.

ft was not until recently that the company brought out a successful
new menswear line, Dockers. instead of designing for the «Classic Independ-
ents», the company fargeted other segments of the market with medium-
priced clothing that is only slightly dressier than jeans. The look is casual, the
fit is relaxed, and sales are brisk.
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Final Discussion: Levi Strauss’ Continuing Search for New Products

Answer the questions based on what you have leamned. In your an-
swers, use the expressions i italics.

W A saturated market is one that has enough products at a certain price and
quality level so that it is not profitable to introduce similar products. 1s the
jeans market saturated in Belarus? Could Levi Strauss & Co. expand
here?

#] The characteristics of a particular group of people are called demograph-
ics. Describe the demographics of the jeans market in Belarus. Consider
age, gender, size of the population and economic status. Are the demo-
graphics of this market changing?

B Diversification is the production of different kinds of products (and / or the
acquisition of other companies that produce such products) as a strategy
to reduce risk and gain markets. Why is diversification necessary for Levi
Strauss & Co.?7 Do all companies need to diversifi in order to stay profit-
able? ’

28 Spin offs are related products created to build on the success of an earlier
product. What spin offs of Levi’s jeans are familiar with?

3 When a company identifies a market and tries io sell especially to it, this is
called targeting a market. Why did the Levi Strauss & Co. plan to rarget
the “Classic Independents” market with Tailored Classics fail? Which
segments of the menswear market has the company targeted with Dock-
ers?

2.3. Komnauuﬁ «3Ipbyc UnaycTpu» n «<BOKUHr»

(Airbus Industrie and Boeing Co.)

Backqground
Airbus Industrie

= is located at ! Rond-Point Maurice Bellonte 31701 Blagnac Cedex
France
produces aircraft for civil purposes

= is a consortium of airframe manufacturers from France, Germany,
Great Britain and Spain
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The Boeing Company
* i5 located at 7755 East Marginal Way South Seattle, Washington
98108 USA

= produces aircraft for civil and military purposes
* js a privately owned company

, The customers for these planes are commercial airlines. The Boeing
and Airbus companies have many similar products. Most of the U.S. custom-
ers buy from Boeing. The competition between the two companies is intense,
especially in the long-range plane category.

E:% Answer the questions:

[. How do Airbus Industric and the Boeing Company differ in terms of
focation, form of ownership and aircraft they produce?

2. If you were a president of a commercial carrier, how would you
choose which plane to order?

3. If you were an Airbus official, how would you get U.S. carriers to buy
your European-made planes?

4. What do you know about the competition between Airbus lndustne
and Boeing?

5. When you fly, are you aware of which company made the aarcraﬁ‘?
Should you be aware?

Gathering Data: Reading

Read these articles to gather information on the two aircraft compa-
nies and answer these questions:

* What is the history of Airbus Industrie and the Boeing Company?

=  What is the nature of the competition between them?

* How does the United States differ from the European Union on the is-
sue of government involvement in the aircraft industey?

1. AIRBUS INDUSTRIE

In 1970, four European nations created Airbus industrie to offset
[=stop] a decline in the zirframe industry and challenge U.S. dominance in
the global commercial aircraft market. Airbus is 2 four-country international
consortivm: Deutsche Airbus of Germany, with 37.9 percent ownership,
makes the faselage [=main body of an aircraft]; British Aerospace of Great
Britain, with 20 percent, makes the wings; Construcciones Aeronauticas
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(CASA) of Spain, with 4.2 percent, makes the tail; and Aerospatiale of
France, with 37.9 percent, assembles [=fits together] the planes in a gigantic
facility at Toulouse-Blagnac international airport.

In this unusual business structure, the four partners ate both owners
and suppliers, the common language of business is English, and all sales are
transacted in U.S. dollars,

in the early years, Airbus Industrie was clearly an underdog, lagging
far behind the .S, companies of Boeing and McDonnel Douglas which had
dominated the industry for years. Since the consortium had no track record
[=performance history] on safety or maintenance [=technical servicing], air-
tines were veluctant [=unwilling] to purchase the new aircraft.

Through faverable pricing, generous maintenance contracts, and other
competitive offers, the company was able to attract a number of carriers, in-
cluding some in the USA. As a result, in Jess than 20 years, Airbus was able
to produce a full family of airplanes and, with over 100 customers, it moved
in to the Number 2 spot in the global aircraft industry.

Airbus Industrie succeeds because civil aircraft manufacturers from 4
nations poo! their financial and technological resources in a true multinational
partnership. It also succeeds because officials in these countries believe that
European industry must be supported and protected by a strong industrial pol-
icy. For Airbus Industrie, the largest single indusirial undertaking in the Euro-
pean Union (EU), support takes the form of $26 billion in subsidies
[=government funds]. As a result of this financial backing, Airbus has been
able to recover from 70 to 100 percent of its product development costs, which
are enormous in the industry. It can easily take 4 to 6 years, for example, for a
plane to move from the design siage to actual production. During this time, the
project yields no profit. Government subsidies also compensate for losses from
discount [(=reduce ] pricing, Airbus officials felt was necessary in order to
gain a foothold [=begin to compete] in the U.8. market for aircraft.

Airbus officials defend subsidies as a way to help level the playing
field [=let competitors compete on a fair and equal basis]. They are quick to
point out that Boeing and McDonnel Douglas receive millions of dollars in
contracts to build military aircraft and spacecraft for the U.S. government,
which is clearly a form of subsidy.

Airbus officials point out that the consortium is a source of pride for
the European Union, a mode! of international cooperation. Moreover, high
quality Airbus products provide a visible alternative to U.S. airframes. Pre-
dictions of increasing worldwide air traffic are fueling Airbus’s growth. The
consortium is already anticipating the need for airplanes that are quieter,
mere fuel efficient and more comfortable on long trips. According to com-
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pany literature, “Airbus Industrie looks forward to lasting success well into
the 21 century”.

2. THE BOEING COMPANY

The Boeing company was founded by Biil Boeing from Washington
State, on the West Coast of the USA. In 1916, he set up an airplane factory in
Seattle, Washington,

During World War 11, the Boeing Company established its reputation
as a supplier of military aircraft. After the war, in the early 505, Boeing made
the first passenger jet which soon replaced all of the propeller-driven aircraft
in the passenger market. It has also built a number of spacecraft used in the
U.S. space program.

Over the years, the company has developed a strong reputation for re-
liable products and the service of those products. It has been Number 1 in
world-wide sales for years, controiling over 50 percent of the market for
commercial aircraft.

Aerospace products are the number one U.S. export after agricultural
products. The country has a long and proud tradition of dominating the indus-
try with technological breakthroughs [=significant improvements] leading
to superior products, But this dominance is now being challenged.

Airbus, a France-based European company, has bumped McDonnel
Douglas into the third spot in the industry, and it threatens to step up the
competition. Boeing executives argue that they cannot compete against the
deep pockets [=unlimited wealth] of the four European governments that
subsidize Airbus. The continuing decline of the U.S. lead in aerospace has
sparked [=initiated] an intense debate in the USA on the whole issue of the
proper relationship between government and industry.

Traditionally, the United States has maintained a free-matket philoso-
phy which holds that government should not regulate market forces. In this
view, better and more efficient production occurs when world markets are
open. According to Boeing and other executives, this philosophy has the
backbone of American industrial power from the beginning. For the health of
the civil aviation industry, the free-trade argument goes, the USA must con-
vince the EU to stop subsidizing Airbus.

However, there is less agreement than there used to be on the issue of
government’s role in industry and trade. Some U.S. officials and academics
[=university professors] point out that the free-market philosophy no longer
suits global economic conditions. The development of a strong industrial pol-
icy would develop and support important U.S. industries. Such a policy could
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work through such protective measures as tariffs [=import taxes], import
quotas [=limits] or direct subsidies to industry. it could also work through
policies that encourage research in certain high-tech industries. According to
this emerging view, a carefully constructed industrial policy could help the
USA create jobs, increase market share and improve profits, especially in
high-tech industries, )

Those in favor of the traditional free trade and open market philoso-
phy reject the notion of an industrial policy. At worst, it sounds like a cenfral-
ized planning of a socialist system. At best, it sounds like protectionism, a
policy that simply uses government money to protect industries that would
fail in the market without it. They point to some examples of big govern-
ment-supported research projects, like Concorde superfast passenger aircraft,
that resulted in products that became commercial failures, Yet, even the free
traders have to admit that U.S. industry is not as competitive in the global
economy as it once was and that, increasingly, it must compete against na-
tions that have strong industrial policies and are unlikely to change them. So,
the debate at Boeing and in the aerospace industry has far-reaching implica-
tions [=consequences] for the way the United States should manage its eco-
nomic future,

Read the questions below and discuss your answers in
class:

1. Airbus Industrie, a four-nation European consortium, was established
in 1970 to chalienge U.S. dominance in aerospace. How well has the
company accomplished its goal?

2. Why do Airbus and EU officials believe subsidies for Airbus are nec-
essary and important?

3. Why are most Boeing and U.S. officials opposed to financial backing
of the airframe industry by the government?

4, If Boeing were not losing ground in the global airframe market, would
it complain about Airbus subsidies?

Read the sentences containing information on Airbus and Boeing and find
expressions under the line (a,b,c...) that mean the same as the italicized ones.

__ L. Since the beginning of commercial aviation, such U.S, airframe
manufacturers as Boeing and McDonnel Douglas have led the industry in
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technological know-how and sales. Until recently, all other comparies

lagged behind.

__ 2. Airbus [ndustrie was formed in 1970. For several years after, the

multinational partnership was clearly an underdog in the airframe indus-

try. Boeing was not worried about the competition since nobody knew

how long the new enterprise would last.

__ 3. The Europeans hoped that Airbus would both offsef the general de-

cline in the airframe industry as well challenge the dominance of U.S.

companies. Even if the plan to revitalize the industry worked, they knew

it would take years to reach their goal.

4. At first, Airbus had a hard time selling its planes to U.S. cartiers,
- who buy over 50 percent of the world’s aircraft. Since the products had no

track record, airlines did not want to try them.

__ 5, In order to gain a foothold in the U.S. market, Airbus offered spe-

cial prices to U.S. airlines. These deals were possible because the com-

pany was subsidized by the governments of its four partners.

__6. Boeing has complained about Airbus prices and the subsidies that

make them possible. Officials say that no private company can compete

against the deep pockets of four governments.

__ 7. Airbus officials say that subsidies have helped to level the playing .

Jield in the industry. They point out that U.S. companies get large con-

tracts from the U.S. military. Without financial help, Airbus would not

have been able to compete.

__8. In just twenty vears, Airbus moved into the number two spot in the

world’s airframe industry, pushing out McDonnel Douglas. This repre-

sents very rapid growth. ,

__9. The airframe industry is expected to continue growing throughout

the next decades. An increase in global business activity is fueling this

growth.

__10. Boeing stili leads the industry with over 50 percent of the commer-

cial market. Airbus controls about 30 percent and is gunning for 40 per-

cent. The fierce competition between these two companies is certain to

continue for many years.

a) aggressively seeking

b) position

<) enormous wealth

d} performance history

€} an unsuccessful competitor
f) stop
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g) developed more slowly

h) begin to compete

i) feeding

J) let competitors compete on a fair and equal basis

Making Decisions: Negotiating an International Trade Agreement

Exploring Business Culture:
Relationships between Government and Industry

Inrroduction to the Problem. The commercial airframe industry is the
subject of the latest round of trade talks between EU and U.S. officials. Air-
bus, the European consortium, and Boeing, the U.S, firm, are the two biggest
competitors in the airspace industry today. The major problem in these trade
negotiations is 2 dispute over government subsidies.

Read the information on Government and Industry in Three Impor-
fant Regions and discuss it 1o answer the questions below,

JAPAN

The Ministry of International Trade (MITT) sets a strong industrial policy.
= MITI identifies and directly supports key indusiries, for example,
high-technology industries.
= MITI helps to gradually shut down less competitive industries.

EUROPEAN UNION (EU)

The EU’s role in seiting the industrial policies of its member nations is ex-
panding.
® The EU had broad guidelines for development of present and future
industries.
® The EU finances such leng-term projects as the development of civil
aircraft and high-speed trains.

UNITED STATES
There is no overall industrial policy in the USA,

* The U.S. government gives research money and contracts to cerfain
military, energy and health industries.

» The United States a strong free-market tradition although there is
some dissatisfaction with this approach.
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1. What is the relationship between government and industry in Japan, the
European Union and the United States? In which region is the relationship
the closest? In which region is it the most distant?

2. If you know about other regions, describe the relationship between gov-
ernment and industry. How about Belarus or Russia?

3. In your view, what is the ideal relationship between government and in-
dustry?

Strategies for Negotiation: Identifying Areas for Agreement

A common problem for negotiators is to focus on the differences in
their positions: “I want this. You want that.” The negotiation easily becomes
deadlocked [=impossibie to make progress] and cannot go forward. To help
overcome this problem, the participants need to identify areas of agreement.
By establishing this commeon ground, the negotiation has a better chance of
moving toward a satisfactory accord.

Here are some expressions for identifying areas of agreement;

- What seem ig be our areas of agreement?

— What are your priorities?

— We both seem to be upset abour this matter. Clearly,
it’s imporiamt for both of us.

Conducting a Business Meeting: An International Trade Negotiation

A. Preparing for the Meeting

1} Business problem:

Aijrframe industry trade talks between the USA and the EU have been
dragging on [=slowly continving] for years. This latest round of taitks fo-
cuses on the subsidies that Airbus receives from the governments of' its four
member nations. 1S, trade officials argue that open markets are better for
everyone; EU officials argue that open markets do not and cannot exist. The
two sides know that a trade war would be disastrous [=tragic] for both, so
they must negotiate an accord.
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The format of the meeting:
Introduction '

* To open the meeting, the mediator (a person who acts as an interme-
diary between two or more conflicting parties) welcomes and intro-
duces everyone.

® The mediator states the purpose of the talks: to negotiate an agreement
on government subsidies of Airbus Industrie.

Agenda

Each negotiating team meets to study its position and plan its strategy.
® The mediator opens the negotiation, inviting participation from all the

delegates. When the negotiators become stuck in their positions, the

mediator asks them to identify areas of agreement in order to continue.

Closing

* The mediator summarizes the main points of agreement and dis-
agreement.

* To close the meeting, the mediator thanks all the participants and sets
a time for the next session.

Conducting the Meeting
The Roles:

[K The person who runs the negotiation as an impartial [=unbiased, taking no
sides], professional mediator.

B EU Trade Representatives stress that;

® Airbus’s share of the airframe market is not yet 40 percent. Boeing’s
is more than 50 percent.

* Subsidies from the governments are already from 70 to 100 percent of
product development to only about 45 percent, U.S. military contracts
subsidize Boeing.

* The EU must have a strong industrial policy (with subsidies, import
taxes, etc.) to be competitive in the global market.

= if the USA keeps control of the airframe industry, customers all over
the world will be hurt, Without competition, safety and maintenance
standards will decline.
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2 U.S. Trade Representatives stress that;

Airbus is cutting into Boeing’s market. This hurts the U.S. effort to
increase exports since airplanes are the Number 1 nonagricultural ex-
port.

Subsidies EU nations to Airbus allow the company to sell its airplanes
too cheaply.

If Airbus stops accepting subsidies, U.S. airframe manufacturers will
also continue to refuse help from the U.S. government, The USA will
maintain a free-market policy.

If Airbus continues to accept subsidies, the U.S. government may be
forced to set up such trade barriers as higher tariffs and lower import
quotas.

Final Discussion

264

Answer the questions based on what you bave learned.
in your answers, use the jtalicized exprassions.

How might govemment subsidies help as well as hurt industry? What -
industries ‘are subsidized in Belarus? Do you agree with the govern-
ment’s policy?

In the Aitbus consortium, aerospace companies from four nations are
both owners and suppliers. What advantages might such a business or-
ganization enjoy? What problems might an international high-
technology consortium tike Airbus have?

Why do many U.S. and Boeing officials defend a free-market philoso-
phy? Why are they against creating such trade barriers as tariffs and im-
port quotas? .

To some nations, an industrial policy is essential; to many pecple in the
USA, it sounds like protectionism. What is the difference? Are they al-
ways different?

Who are the major trading partners of Belarus? Are you aware of any
recent changes in their trade agreements?
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