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TEXT 1.
MEMORANDUM

To: All members of staff, Northern Branch

From K.L.T.

Date: 5 December 20.

As you know, one of the reasons for the introduction of PCs in Northern
Branch was to provide us with feedback before we decide whether to install PCs in
other departments. The Board has asked me to submit a report on your experiences
by the end of this week. I talked to some of you informally about this last month.
During my brief visit | noticed a junior member of staff playing some kind of
computer game in the lunch hour, and a senior manager told me that he used his for
writing letters - a job for a secretary, surely? So that |1 can compile a full report, 1
would like everyone to let me know what they personally use the PC for, what
software they use and how long per day they spend actually using it. It would also
be useful to find out how their PC has not come up to expectations, and any
unanticipated uses they have found for their PC, so that others can benefit from
your experiences.

Note: PC (abbrev.)

personal computer mepcoHa bHBIH KOMITBIOTED

Vocabulary to the text.

policy ['polisi] MOJIMTHKA, KypC HeHCTBUI

to adopt [a'dopt] PUHUMATh, YTBEPKIATH

notice board IOCKa OOBSIBICHUNI

to circulate PacIpoCTpaHsTh, IEpeIaBaTh

internal BHYTPEHHHUI

mail moyra

to concern KacaTthCsi, IMETh OTHOIIICHUE

the latter [TOCJIEAHUI M3 IBYX Ha3BaHHLIX, Bropoi ant. the former
TIEPBBIH U3 IBYX HA3BAHHBIX

numerous MHOTOYHUCIJIEHHBIN

retirement BBIXOJI HA TIEHCHIO

to retire YXOJUTb B OTCTABKY, Ha IEHCUIO
to announce OOBABIIATD, U3BEIIATH

to issue ['isju:] W3/1aBaTh, BHITYCKAThH

guide [gaid] PYKOBOJICTBO

contents ['kontents ] cozlepKaHmne

shift-work cMeHHas paborta

contributory pension scheme neHcrHoHHast cxemMa CO B3HOCAMHU: TICHCHOHHBIN TLIaH,
0 KOTOPOMY HaHsThle pPabOTHHKA U paboTofaTeNl MAENAOT peryJspHbIe
JIEHE)KHBIE B3HOCHI M TAKHM 00pa3oM (pHHAHCHPYIOT IAHHYIO CXEMY.

feedback oOpatHasi CBs3b



informally Heo(HIUATBEHO

to compile COCTAaBJIATh

software MporpaMMHOE 00ecIieUeHe KOMIThIoTepa

to find out y3HaBaTh (IIyTEM OITpOCca, HABE/ICHHUS CITPABOK)
to come up to expectations onpaBabIBATE OXKUIAHHUS

unanticipated HEOXUTaHHBII

to anticipate OXKHJIATh

to benefit from smth  mosy4ats MoJBE3y BEITOLY OT 4ero-iubdo

TASKS AND EXERCISES FOR TEXT 1

TASK 1. Mark the following sentences with "V (true) or 'F" (false):

I.a) Memos are oral statements,

b) Memos are written notes .

2. a) Memos are used to keep the employees informed of

company policies and procedures,

b) Memos are reminders for individual employees.

3. a) Memorandums are circulated only among the executives,

b) Memos are usually circulated among many employees.

4.2) The layout of a memo is quite different from that of a letter,

b) Letters and memos have the same layout.

5. a) Memos never have any titles.

b) Very often memos have titles.

6.a) The Northern Branch was the first to be equipped with computers.

b) Computers had been installed in all the branches before they were installed in
the Northern Branch.

7. a) K.L.T. noticed improper use of computers during his visit to the Northern
Branch.

b) K.L.T. was pleased with what he saw in the Northern Branch.

8. a) The purpose of K.L.T.'s visit was to collect materials on the use of computers.
b) His visit to the Branch was in no way concerned with computers.

TASK 2 Find the English equivalents in the text:

1.MeMopaHIyM MOXET OBITh IMIOBEIIEH Ha JOCKY OOBSABICHUHN IS TOTO, YTOOBI €r0
BCE BUJICTIH.

2. MemopaHayMm MoOXeT ObITh MepelaH M0 BHYTPEHHEW MouYTe B T OTHACINBI, K
KOTOPBIM OH IMEET OTHOIIICHHE.

3.CoTpymHUKA OOBIYHO MOIHCHIBAIOT MEMOPAHAYM B MOITBEPIKACHUE TOTO, UTO
€ro YHTAaIIH.

4.B MeMmopaHOyMaxX HaxOJAT OTPAKCHWE MHOTOYUCICHHBIE TEMBI — OT
OTIOBEIICHUST TepcoHasa 00 yxXoae Ha TEHCHUI0 [0 OOBSIBICHUS BaXHBIX
aJIMUHUCTPATUBHBIX U CTPYKTYPHBIX M3MeHeHui B Kommanum.



5. OOpatdTe BHMMaHWE Ha TO, YTO B MEMOpAaHIyME YKa3bIBaeTCS: KOMY OH
MpeIHa3HaYeH, OT KOTO UCXOUT, TeMa U Jata.

6.0xH0# 13 npuunH yctaHoBku [IK B ceBepHOM oTaeneHnu ObUIO obecriedyeHue
00paTHOI CBSI3U JI0 TOTO, KAK MBI IIPUMEM PEIICHUE O TOM, YCTaHaBIUBaTh Jin [IK
B IPYTUX OTICIICHUSIX.

7. 51 Obl x0Ten, 4TOOBI BCE COOOIIMIM MHE, KaK OHM JIMYHO HCIONB3yrT 1K,
KaKHMH TOJIE3YIOTCS MPOrpaMMaMHU M CKOJIBKO BPEMEHH B JICHb JICHCTBUTEIIEHO
MTOJIE3YIOTCSI UM.

8. Bruto OBI OYEHB MOJIE3HO y3HATh, B KakoM oTHomieHnu IIK He ompaBmanm ux
OKUIAHUKM, W JIOOBIE HEOXHJIAHHBIE CQepbl NPUMEHEHHS, KOTOPhIC OHH
O0OHAPYKWIIH, C TEM YTOOBI IPYTHE MOTJIM BOCIIOIB30BATHCS 3THM OITBITOM.

TASK 3 Translate into Russian:
1. Memorandums are written communications which advise or inform employees
of policies and procedures that their company has decided to adopt.
2.The memo may be put on a notice board for everyone to see, or circulated in
internal mail to the departments it concerns.
3. There are numerous subjects that memos deal with - from informing staff of a
retirement, to announcing important administrative and structural changes in the
company.
4. Companies often use a special letter-heading for memorandums which indicates
which department has issued the memao.
5. Note that the memo states who it is to, who it is from, the subject, and the date.
6. Subject: Introduction of shift-work Introduction of flexitime Contributory
pension scheme

TASK 4 Insert the correct articles wherever necessary:
1. ...memo may be circulated in intenal mail to ... departments it concerns.
2. Memos inform ... staff of ... changes in ... company.
3. Companies often use... special letter-heading for... memos.
4. ...employees usually sign ... memorandum to acknowledge that he/she has read
it.
5. ...memo may be put on ... notice board for everyone to see.
6. One of ... reasons for installing this equipment was to find out how efficient it is.
7. During his visit he noticed ... employee playing ... computer game in the office.

TASK 5 Insert the correct prepositions wherever necessary:
1. Memos inform employees ... policies and procedures their company has decided
to adopt.
2.A memo may be circulated ... internal mail... the departments it concerns.
3. Memos deal ... various subjects.
4. The reason ... his promotion is not clear.
5. I am expected to make a report ... the advantages of flexi-time system.
6. | am sure that we will benefit ... this experience.



TASK 6 WiIiat is there in the text to suggest that:
1. memorandums are very widely practised in the business world;
2. there are actually two types of memos;
3. memos have a special layout;
4. memos may have titles:
5.the Northern Branch was a testing ground,;
6. K.L.T. was collecting materials on the use of computers in the Northern Branch.
7.The company wanted to optimize the use of computers.

TASK 7 Sum up what information is given in the text about:
1.memorandums;
2. two types of memos;
3. various subjects of memos;
4.a special layout of a memo;
5. the reason for the introduction of PC in the Northern Branch;
6.the reasons for K.L.T.'s dissatisfaction;
7. the appeal to the employees.

WORKING ON WORDS
reason for smth — npuunna/moBo/ocHoBanKe (IU1st Yero-ir.)

Exercise 1. Complete the sentences using the words below or your own
words:
1. I don't understand your reason for...
2. There was no reason for...
3. Isthere any reason for..?
4. We didn't have any reasons for...
5. He was doing very well and there was no reason for...
6. | had to explain my reason for...
7. He gave no reason for...
concern, disappointment, absence, dissatisfaction, suspicion, resignation,
optimism, pessimism...
to find out — y3naBaTh myTeM HaBeleHHs copaBok tO learn — ysHaBaTh
CIy4aiiHO, HE MpuJIaras yCHJIHi

Exercise 2. Choose the correct variant:
1. Can you ( find out, learn) when he is due to arrive?
2. Please (learn, find out ) his address.
3. Will you please (find out, learn) what services they offer to their customers.
4. | was happy (to learn, to find out) the good news.
5. We are trying (to find out, to learn) what the problem is but we suggest that you
should make enquiries at your end.
6. When | (learned, found out) about the incident | was surprised.
7. When did you (find out, learn) about the accident?

8
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. Please ( find out, learn) whether there's an express train to Liverpool.
. The reason I'm here is (to find out, to learn) to what extent you can help me.

©

Exercise 3 Translate into English:
V3HaiiTe, moxanyicra, aapec 3Toil CTPaXxoBOil KOMITaHUH.
MBI y3HaIH 3Ty HOBOCTB IO TEJIEBHJICHUIO.
MBbI He CMOTJIH y3HATH PEKBU3UTHI (requisites) atoit Gpupmel.
HyxHo y3HaTh, 4TO XOUYET KINEHT.
Sl y3Hato, rae cTaHIusl.
I to benefit from smth — mony4aTs monb3y/Beiroay (0T wero-mu6o) |

gk ownE

Exercise 4. Answer the following questions:
1. Why do many people learn foreign languages? Do they benefit from it?
2. Why do many companies train their personnel?
3. Why do parents try to give their children a good education?
. What makes pension schemes attractive?
5.What is your attitude to refresher courses, (kypchbr moBbliiicHHsT KBamu(UKaIwm)?
Do people benefit from them?

I

INCREASE YOUR VOCABULARY!

Exercise 5. Form nouns and adjectives from the following verbs. Consult
the dictionary if necessary.

Model: contribute-contribution-contributory

to introduce-

to inflate-

to reconcile-

to oblige-

to initiate-

to compensate-

& BRUSH UP YOUR GRAMMAR!

Exercise 6. Translate into Russian:
1. I'd like him to speak with our lawyers.
2. I'd like you to sign this document.
3. I'd like you to print the minutes of the meeting.
4. Nobody expected her to be promoted.
5.The president wanted all those present to take a vote on the new pension scheme.
6. We expect them to return by Friday afternoon.
7. The Company expect the employees to submit their opinions on the new
softwareproduct.
8. We expect the insurance company to compensate us for the losses.
9. Do you want me to compile a report on marketing?

9



Exercise?. Translate into English:
51 xouy, uT0OBI BBI MOOOE AT CO MHOH.
51 OB1 XOTET, YTOOB! BBI MO3BOHMIIN €My BO BTOPHUK YTPOM.
Bl xoTHTE, 4TOOBI T 3a0pOHUPOBAT HOMED B TOCTHHHIIE?
51 661 x0Ten, 4yToOBl BBl HanpaBuiM 3TO MpUTIIalNIeHe T-Hy M.
Bcee XO0TCJIN, yTOOBI I-Ha P. Ha3HAYMIN HAYAJIbBHUKOM oTaecia.
6.HuxTo He 0)KuIal, 4TO KOMITaHusI oHeceT Takue yobiTku (10 suffer losses).
Exercise 8
a. Look at the above memo again and think how it can be improved.
b. Rewrite it in your own words.
c.When you've done this, compare your written memo with the memo given below:
To: All members of staff, Northern Branch
From: K.L.T.
Date: 5 December 20..
Subject: PERSONAL COMPUTERS
The board urgently requires feedback on your experience with PCs in
Northern Branch. | need to know for my report:
1. What you personally use your PC for and your reasons for doing this. If
you are doing work that was formerly done by other staff, please justify this.
2. What software you use. Please name the programs.
3. How many hours per day you spend actually using it.
4. How your PC has not come up to your expectations.
5. What unanticipated uses you have found for your PC, that others may
want to share.
Please FAX this information directly to me by 5p.m. on Wednesday 7
December.
If you have any queries, please contact my assistant, Jane Simmons, who
will be visiting you on Tuesday, 6 December. Thank you for your help.
WORDS AND EXPRESSIONS
to justify ['d3Astifai] ompasasBaTh, MOTHBHPOBATE
query ['kwieri] Bompoc, comuerme

arwbdE

Exercise 9. Express your opinion with regard to both memos.
What do you think of the layout? (numbered paragraphs, the wording of
both memaos, requests expressed in both, deadline for submitting information etc.)

OBbPA3EILL 3

MEMO

To: Heads of Departments
From: PR Director

Date: 14 February

10



Subject: New company logo

As you know, the Public Relations Department has been looking into ways to make
our company logo more attractive and easily recognizable by customers. Could you
please take the following actions in your departments:

1 Encourage staff to share their personal vision of a new logo, which will be used
on all our products and in ads.

2 Ask staff to put their drawings or descriptions in the box placed in the lobby
downstairs.

3. Inform staff that the best drafts will get special gifts.

Please contact the PR Department if you or anyone in your department has
further suggestions.

any

TEXT 2.
TAKING MINUTES AT A MEETING

Agenda

10 am Wednesday 25™ March 2001 Boardroom of Of-Op Ltd., Baker
Street

1. Minutes of last meeting

2. Parking facilities

3. Holiday staffing problems

4. Miscellaneous

Minutes

The meeting took place on Wednesday 25" March in the boardroom at Of-
Op Ltd., Baker Street. Those present were Mr. Norman (the chairman) Ms.
Roberts, Ms. Kramer and Mr. Gray. Mr. Smith sent his apologies.

Mr. Norman opened the meeting at 10.05 am. The minutes of the last
meeting (Monday 23" February) were read and approved.

Parking facilities were discussed. Ms. Roberts said that the staff were
unhappy because there were no parking facilities at Of-Op. She said that local
meters and car parks were inconvenient and expensive. Ms. Kramer suggested that
the firm should subsidize parking on meters and in the car parks. Mr. Gray said this
discriminated against people who did not have cars. The meeting turned down Ms.
Kramer's suggestion.

Mr. Gray said that there was room at Of-Op for six parking positions. Ms.
Roberts said that two positions were permanently taken up by company vans. Ms.
Kramer suggested that the executives of Of-Op should have a rota system for
parking in the remaining four places. Mr. Norman took a vote and the meeting
agreed with Ms. Kramer's suggestion. Ms. Kramer said that she would draw up the
rota.

Mr. Gray and Ms. Roberts had to leave early. The discussion of holiday
staffing problems was postponed until the next meeting. Mr. Norman closed the
meeting at 10.55

11



Note: rota {coxp.) rotation

Vocabulary to the text.

agenda MOBECTKA JHS
on the agenda Ha MMOBECTKE JHS
boardroom 3aJ1 3aceIaHUil COBETa TUPEKTOPOB

parking facilities nmapKoBKa (aBTOMOOuIIEH)
holiday staffing problem npo6iema KoMIIeKTOBaHMS IITATOB HA
[IEPUOJT OTITYCKOB

miscellaneous pasHoe

apology U3BHHCHHUE

to bring one's apologies npuHOCHTEL U3BUHEHUS

to apologize U3BHHSTHCS

to approve YTBEPKIATh

meter CUETYUK

inconvenient HEeYIO0OHBIH, 3aTPYJHUTEIbHBIN
inconvenience HEYJI00CTBO, OCCIIOKOWCTBO
convenient yIOOHBII

convenience ymoOCTBO

to subsidize CcyOCHIMPOBATH, JOIUIAYMBATh
to discriminate JMCKPUMHHUPOBATH

to turn down OTKJIOHUTH

room MECTO, MPOCTPAHCTBO

parking position  MecTo a1 HApKOBKH
permanently ITOCTOSIHHO

permanent TIOCTOSIHHBII

van dyproH

remaining OCTaBLUMICS

to take a vote (on a question) nocTaBNTb BONPOC Ha rofiocoBaHmne
to draw up the rota coctaBuTb rpadmk potaumm

TASKS AND EXERCISES FOR TEXT 2

TASK1 . Read the following words and word combinations:

agenda, miscellaneous, boardroom, parking facilities, inconvenient and
expensive, executives, Ms. Kramer's suggestion, she would draw up the rota,
holiday staffing problems.

TASK 2. Check your comprehension:
1. What was the agenda for the meeting?
2. How many people were present at the meeting?
3. Who could not attend the meeting?

12



What was done with the minutes of the previous meeting?
What parking problem were they faced with?

Why was the idea of subsidy rejected?

How many cars could be parked in the company parking area?
How many company vans were usually parked?

What did Ms. Kramer suggest?

10. What decision was taken?

11. What was decided with the holiday staffing problem?

©oNOA

TASK 3. Find the English equivalents in the text:
1. TIpoTOKOII MOCIEAHETO COBEIIAHNUS
2. CoBelllaHue COCTOSIOCH B CPEY...
3. IlpucyrcrBoBamm:
4. T'-n CMuT npucian CBOM N3BUHEHHUS.
5.ITpoTOKOIBI PEABIAYIIEr0 COBEMIAHHS ObLIIM IPOYUTAHBI U YTBEPIKICHBI.
6. beun 00Cy KI€HBI BOIPOCHI TAPKOBKH U1l aBTOMOOHIIEH.
7.I'-xxa Pobepre ckazana, 4TO COTPYAHUKH HEIOBOJBHBI, IIOTOMY YTO B KOMITAHHU
HET CTOSIHKH JIJIs1 aBTOMOOMJICH.
8.0Ha ckazajia, YTO MECTHBIC CYCTUMKHU U CTOSTHKH HEYJOOHBI U IOPOTO CTOST.
9.I'xa Kpeiimep npeioxuna hpupme IOIIAUYMBATh 32 M0JIb30BAHUE CUETYMKAMU U
CTOSTHKaMH.
10. T'-u T'peit ckazam, 4TO 9TO yIIeMJseT IIpaBa JOJeHd, HE HMEIOIINX
aBTOMOOMIIEH.
11. TIpeanoskenue r-ku KpeiiMep OTKIOHHUIIH.
12.T-u I'peit ckasam, 49ro Ha (GHUPME €CThb MECTO Ui IAPKOBKHM INECTH
aBTOMOOWIIEH.
13. I':xka Pobepre ckasama, 4TO OBa MeCTa IOCTOSHHO 3aHATHI (hyproHamu
KOMITaHHH.
14T-xa KpeiiMep mnpemioxuia pPyKOBOAUTEIIM  (GUPMBI  [OOYEPEIHO
HCIOJIb30BATh OCTABIIUECS YETHIPE MECTA ISl CTOSIHKH.
15. T-H HopmaH mOCTaBWJI BOIIPOC Ha TOJOCOBaHWE, M BCE COMIACHIINCH C
npenanoxenuem r-xu Kpetimep.
16. I'-xa Kpeiimep ckazaia, 4TO COCTaBUT rpauK poTaLHH.
17.06cyxnenne mpoOieM KOMIUIEKTOBAaHHUS INTATOB HA IEPHOJ OTIYCKOB OBIIO
OTJIOKEHO JI0 CJICAYIOIIETO COBEIAHUSI.

TASK 4. Translate into Russian:
1. Those present were Mr. Norman (the chairman), Ms. Roberts...
2. The minutes of the last meeting were read and approved.
3. Parking facilities were discussed.
4. Ms. Roberts said that the staff were unhappy because there were no parking
facilities at Of-Op.
5. She said that local meters and car parks were inconvenient and expensive.
6. Mr. Gray said this discriminated against people who did not have cars.

13



7. The meeting turned down Ms. Kramer's suggestion.
8. Mr. Gray said that there was room at the firm for six parking positions.
9. Ms. Roberts said that two positions were permanently taken up by company
vans.
10. Ms. Kramer suggested that the executives of the company should have a rota
system for parking in the remaining four places.
11. Mr. Norman took a vote and the meeting agreed with Ms. Kramer's suggestion.
12. Ms. Kramer said that she would draw up the rota.
13.The discussion of holiday staffing problems was postponed until the next
meeting.
TASK 5. Sum up what information is given in the text about:
1. the agenda of the meeting
2. all those present at the meeting
3. the parking problem
4. the first suggestion made by Ms. Kramer
5. the parking area of the company
6. Ms. Kramer's second suggestion
7. the discussion of holiday staffing problems

TASK 6. What is there in the text to suggest that:
. there were actually two problems on the agenda;
. the company employees had difficulties with parking;
. there were in fact four parking positions at the company;
. the employees could use the available parking positions in turns;
. the holiday staffing problem was put off till the next meeting.
TASK 7. Insert the correct articles wherever necessary:
...meeting was held on Thursday 15" April in ... boardroom of ... company.
. ...minutes of ... last meeting were read and approved.
. Ms. Cook said that ... staff were not pleased with ... holiday rota system.
Mr. Brown suggested that ... management should hire temporary staff for
...holidays season.
5. Ms. Robinson suggested that... executives of... company should take annual
holidays in turns.
6.Mr. Snow took ... vote on ...problem and ... meeting turned down his suggestion.
7. ...discussion of holiday staffing problems was postponed until ... next meeting.

OB WNBE

AwWN R

TASK 8. Insert the correct prepositions wherever necessary:
1. The meeting took place ... Friday ... the boardroom of the company.
2.This system discriminates ... people who do not have computers at home.
3. The chairman ... the meeting took a vote ... the suggestion.
4.The discussion ... the remaining problems was postponed ... three weeks until the
next meeting.
5. We apologized ... the insurance company ... the delay.

14



TASK 9. Find the words in the text which correspond to the following:
1. official account of what happened at a meeting
2. to form and write (agenda, rota, for example)
3. notice of what a meeting will be about
4. to have the same opinion, to say yes
5. person in business concerned with making decisions
6. a list showing what people do in turns
7. person in charge of a meeting
8. main meeting room in a company
9. to reject, to say no

WORKING ON WORDS
agenda — moBecTKa JHS
on the agenda — B/Ha moBecTKe AHS
Exercise 1.
. Translate into Russian:
This item on the agenda requires a very thorough consideration.
The agenda was adopted unanimously (by a majority vote).
This agenda is provisional, other items may be put on it.
Who has drawn up the agenda?
No alterations have been made in the agenda. Here is the agenda as it stands.
. Answer the questions:
What items are usually placed on the agenda of annual shareholders meetings?
. Can shareholders introduce alterations in the agenda?
. What does the chairman usually do when someone wants to introduce a change
in the agenda?

WNRPTORONED

Apology — uszeunenue
apologies— uzsunenusn
to apologize to smb for smth — uzeunamea (nepeo kem-nuéo 3a umo-n1uoo)
Exercise 2.
a. Translate into Russian:
1. lam sorry to tell you that Mr. Drake will not be able to keep the appointment he
made to see Mr. Luke on Tuesday 2" August. He offers his sincere apologies for
the inconvenience and will contact you as soon as he returns to London.
2. Our Chairman will be in Lisbon at Christmas time. However he sends you his
best wishes and apologies for not being able to attend.
3.1 apologize for the errors which were due to a fault in our computer which has
now been fixed.
4. We apologize for the delay and the inconvenience it has caused you.
b. Answer the questions:
1. What would you recommend your colleague to do if he/she had sent the
documents to the wrong address?

15



2.What is the best line of behaviour if you have made a mistake (caused somebody
any inconvenience etc.)?

to postpone smth for some time until... — omknadsieams (umo-1uédo
Ha Kaxoe-mo epems) 00
Exercise 3. Answer the questions:
1. When are meetings postponed?
2. When do people postpone their departure?
3. Why do you sometimes postpone your annual holiday?
INCREASE YOUR VOCABULARY!
Exercise 4. Form adjectives with the help of the prefixes «in» or «uny.
Consult the dictionary, if necessary.

convenient expensive favourable
adequate valid suitable
fortunate secure experienced
reliable flexible accessible
fair capable complete
sufficient interesting correct
stable attractive certain

BRUSH UP YOUR GRAMMAR

Exercise 5. Write sentences saying what people said or what they suggested.

Examples:
1. Mr. Norman: We will have staffing problems in September Mr. Norman said that
they would have staffing problems in September.
Ms. Kramer: Why doesn't the company subsidize parking on meters?
. Ms. Kramer suggested that the company should subsidize parking on meters.
. Ms. Roberts: Why don't we hire temporary staff?
. Ms. Matthews: Temporary staff don't know the work.
. Mr. Norman: Why don't we have a holiday rota system?
. Mr. Gray: There's room at the company for six cars.
. Ms. Roberts: Two positions are used for company vans.
. Ms. Kramer: Why don't we have another meeting next week?
. Mr. Smith: I'll draw up the rota.
. Ms. Kramer: Why doesn't Ms. Roberts draw up the rota?
. Ms. Roberts: I'm very busy.
10. Mr Norman: Why don't we go home?
11.Ms. Kramer: | think we haven't discussed the staffing problem yet.
12. Mr. Norman: Why don't we postpone it until the next meeting?

WRITTEN PRACTICE!

Exercise 6. Write the minutes. Look at this agenda for a meeting and the notes the
secretary made.
AGENDA
3 PM Wednesday 25" March, 2001 — opened 3.10, closed 3.45 Boardroom, Of-Op
Ltd., Baker Street

OCoOoO~NOOOUITBRWNEDN
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1. Minutes of last meeting — approved

2. Holiday staffing problems — suggestions: hire temporary staff (no)

have holiday rvtasystem(yes) Ms. Kramer to draw up vita

3. New canteen furniture *«

4. Any other business / — postponed

Present: Mr. Norman (chairman), Ms. Roberts, Ms. Kramer, Apologies: Mr. Gray

TEXT 3.
TYPES OF CONTRACTS

There are different types of contracts: 1. contracts for construction works
2. lease 3. contracts of sale - turnkey contracts - large-scale contracts on a
compensation basis - barter deals - compensatory deals 4. license agreements

In international trade contracts for construction works, lease & contracts of
sale are most frequent among a variety of basic deals. License contracts stand apart
from all the above contracts, because they don’t deal with selling & buying
physical goods, but with the sale & purchase of ideas, scientific-technical
knowledge in the form of licenses, patents & know-how. As a rule there are
practically no standard license agreements.

Each license agreement is more or less unique, | mean has its own specific
individual characteristic.

CONTRACT Ne KOHTPAKT Ne
Moscow "___ " 199 . r.Mocksa " " 199 r.
Company ., hereinafter |®upma , IMEHyeMasl B

referred to as the "Sellers”, on the one |manpueiimem "TlpomaBer”, ¢ omHOM
part, and Company cToporbl, u ®dupma ,
Moscow, hereinafter referred to as the r.Mocksa, P®, wumeHyemas B
"Buyers" on the other part, have mambueitmem "TlokymaTesnb, ¢ Apyroi
concluded the present Contract for the \cropoHsl, 3aKIIOUHIM  HACTOSIIHIA
following: KoHTpakT o HuKeceayromem:"

1. Subject of the Contract 1. [IpeavMeT KOHTpaKTa
1.1. The Sellers have sold and the Buvers |1.1. TTnomasen nnoman, a IMoxynarens
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have bought on the conditions f.o.b. Ky Ha ycIoBusx §.0.0.

franco-railway car- (panKo-BaroH
border the following rpaHMIa cleyronee
equipment: infull  |o6opymnoBanue: B
conformity with the technical MOJTHOM TEXHHYECKOM COOTBETCTBHU
characteristics and in complete scope of  |c TexHHUYECKON XapaKTePUCTHKON 1
supply specified in Appendix N KOMILTCKTAIIMX COTJIACHO
IIpunoxxennst N

2. Ilennbl 1 001asA CTOMMOCTH
2. Prices and Total Value 1. O611as cTOMMOCTH 000PYIOBaAHHS,
1. The total value of the equipment, spare [3amacHbIX YacTeil, HHCTPYMEHTA,
parts, tools, technical documentation and |TexHUYeCKO#H TOKYMEHTAIUH H YCITyT
services in the volume of the present |B o6bemMe HaCTOSIIIIETO KOHTPAKTA
Contract amounts to |cocTaBnsieT

2. lleHBl 0 MO3UIMSM yKa3aHBI B
2. The prices per item are specified in [Mpunoxenusx N
Appendices No
3. The prices are firm and subjectto no  |3. LleHs! TBepabIC U HE TOATIEKAT

alteration. HU3MEHEHHIO.
4. The prices are understood 4. LleHbI HOHUMAIOTCS

stowed, franco- CO IITHUBKO#H, (paHKo-
railway car-border BaroH

orin 130174

accordance with other basis conditions of |B cootBeTcTBHE ¢ ApyTUMHU
delivery including the cost of packing, 0a3UCHBIMH YCIOBHSIMH TIOCTaBKH,
marking and other delivery expenses. BKJIFOYAsT CTOMMOCTD MOPCKO#M

YIIaKOBKH, MApKHUPOBKHU U JpyTrre
pacxobl IO TIOCTaBKE.

3. Terms of Payment 3. YcaoBus niarexka
Payments at the rate of per Ilnarexxu B pasmepe % ot
cent of the value of the delivered crommoctu [IOCTABJICHHOTO
equipment are to be effected in|oGopymnoBanus GymyT TPOH3BOAUTECS
(currency) within |8 hopme HHKAacco B
30 days of the date of receipt by the (BamoTa) B
Buyer' Bank of RF of the teuenne 30 mmeit ¢ maThl MONydYeHUs
following documents for |[Kommepueckim Garnkom " "

collection:Seller's specified invoice-one |P® CJTE Y FOTIINX JIOKYMEHTOB:
Original and 2 copies (where Contract |Opurnrana  crenuHUIPOBAHHOTO
number and Trans are to be|cuera mpomaBma W ABYX Kommii (c
indicated);Complete set of “clean-on- |oGs3aTensHpiM — yKa3aHueM HoOMepa
board" Bills of Lading issued destination lkortnakta w  Tnanca/os),TTomHoro
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RF port in the name of
a duplicate of the

international ~ railway  bill  issued
destination railway station
in the name of the

chief of this station for further
transportation by means of railways
through the railway stations
to the railway station

for

4. Delivery Dates

The equipment specified in Clause 1 of
the present Contract is to be delivered
complete as follows:

By the time stipulated the equipment is to
be manufactured in accordance with the

Contract conditions, tested, packed,
marked and delivered f.o.b.
All the questions connected with

shipment of the goods are to be settled in
accordance with the Buyers' Forwarding
Agent:

By the first of the month preceding the
month of delivery the Sellers are to notify
the Buyers by cable about the date of the
readiness of the goods for shipment from
the port

KOMITJIEKTa YHUCTBIX OGOpPTOBBIX
KOHOCaMEHTOB, BBIITUCAHHBIX
Ha3HA4YCHUEM opT Po:

Ha ums

nIyOnnkata
MEXIyHApOAHOM KeIEe3HOAOPOKHOU
HaKJIaJTHOM, BBIMMCAHHOKU
Ha3Ha4YeHHeM Ha CTaHLIUIO

Ha UMt
HavyaJbHHUKAa ATOM CTaHUUHU  JUId
JlanbHenIei [IEPEOTIIPABKU
CPEIICTBAMHU JKEJIe3HBIX IOpOr uepes
CTaHLIUHU Ha
CTaHLIUIO Ui

4. CpoxkHu NoCTaBKH

YkazanHoe B maparpade 1 KoHTpakTa
00opyIoBaHUE JOIKHO OBITh
MMOCTABJICHO KOMIUICKTHO B
CJICYIOINE CPOKH:

K yxazanHomy cpoky obopynoBaHue

JIIOJDKHO  ObITh ~ M3TFOTOBJICHO B
COOTBETCTBUH c YCIIOBUAMHU
KOHTpaKTa, MCIBITAHO, YIIAKOBaHO,

3aMapKUpOBaHO U IMOCTaBJIeHO (}.0.0.

Ilo Bcem BompocaM, CBSI3aHHBIM C
oTnpaBkou rpysa, [Ipomasen nomkex
cienoBath ykazaHusaM llokynaresns
WIM  ero JKcreauTopa  (QUpMBI

He mnosmuee 1-ro umciaa KaIoro
Mecsla, MPEIIECTBYIONIETO MEeCSIly

otrpy3ky, IlpomaBenr  HampaBiseT
[Toxymaremto TenerpadHoe
U3BELICHHE O Jare TOTOBHOCTH

0o0opymoBaHUSL K OTTpy3Ke M3 MopTa
C yKa3zaHHEM

station the weight and the cubic volume
of the cargo. The same notification is to
be sent to the Buyers' Forwarding Agent.

Within 24 hours after shioment of the
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Beca W KyOaTypel rpy3a. Takoe xe
u3BenieHue IIponmaBen HampaisieT
skcnenutopy [lokynarens.
B Teuenne 24 yacos mocie
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goods the Sellers are to let the Buyers
know by cable the date of shipment,
Contract and Trans numbers, the number
of the Bill of Lading, the denomination of
the equipment, the quantity of the vessel
and the port of destination. The above
cable notification must be confirmed by a
letter.

The delivery date is understood to be the
date of the "clean-on-board" Bill of
Lading issued in the name of the Buyers,
destination Port of RF.If on the
expiration of 30 days from the date of the
readiness of the goods for shipment the
shipping facilities are not available and so
the goods cannot be shipped from the port
of the Sellers have the
right to hand over the goods to the
Buyers' Forwarding Agent. In this case
the date of the Forwarding Agent's receipt
is considered to be the date of delivery.
After handing over the goods to the
Buyers' Forwarding Agent all the
expenses connected with the storage of
the goods up to the moment of loading
them on board a ship are to be covered by
the Buyers.However it does not release
the Sellers at their own expense, to secure
and to stow them in the hold and / or on
deck of the ship and etc. in accordance
with Clause 2 of the present Contract. If
the goods are not ready for shipment by
the date of arrival of the vessel the Sellers
are to cover the losses the Buyers may
sustain in connection with demurrage and
/ or underloading of the ship (dead
freight)

5. Packing and Marking
The aoods are to be shipped in export

20

npou3BeAeHHOI oTrpy3ku [Iponasery
00s13aH cooOmuTh [TokynaTento o
tesierpadyy naty oTrpy3Ku, HOMep
KOHTpaKTa, TpaHca, KOHOCAMEHTa,
HalMEHOBaHHE 000PYAOBaHUS, YUCIIO
MECT, BEC, Ha3BaHHE CyJIHa, IOPT
Ha3Ha4YeHUs. YKa3aHHOE U3BEILECHHUE
JIOJDKHO OBITH MTOJTBEPKACHO
MTUCEMOM.

JlaToit mocTaBku cuuTaeTcs Jata
YHCTOr0 KOHOCAMEHTA, BBITUCAHHOTO
Ha ums [lokynarens Ha3HaYeHUEM
nopt P®.Ecnu
o0opysoBaHue HE MOXKET OBITh
OTIPYKEHO U3-3a OTCYTCTBUS
TOHHaXka 1o ucrteuennu 30 qHel ¢
aTbl TOTOBHOCTHU 060py;1013aH1/1$[ K
OTIrpy3Ke U3 MopTa
[Tponaserw Bpase nepegats rpy3
skcnenuropy Ilokynareins. aroii
MIOCTaBKU CUUTACTCS B 9TOM Clly4yae
JlaTa paclucKy HKCIIEANTOpA B
IpueMe Tpysa.

[Tocne cnauu rpysa sKkcrieAUTOPY
ITokynaresns Bce pacxonpl 110
XPaHEHUIO Ipy3a /10 €ro MOrpy3KU Ha
6opt cynua Hecet [lokynarens.
OmHAaKo dTO HE OCBOOOKIAET
IIponaBua ot obs3aHHOCTEH
MIPOMU3BECTH 32 CBOW CUET IOTPY3KY,
KpeTIeHHe 1 YKIAAKy 000pyIoBaHUs
B TPIOME U / WJIH Ha mary0e cyIHa 1
Ip. B COOTBETCTBUH ¢ maparpadom 2
JaHHOTO KOHTpaKkTa. Eciu rpys K
MPUOBITHIO CyAHA HE OYJeT TOTOB K
otrpyske, [Ipomasen 00s3aH
BO3MECTHTH [loKymnaremto pacxopl,
BO3HHKIINE B CBSI3HU C TIPOCTOEM U /
WM HEZIOTPY30M Cy/Ha /MEPTBBIHA

¢bpaxt/

5. YnakoBka u MApKHPOBKA
Tosap  /OIDKEH  OTIDVIKATHECS B
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seaworthy packing suitable for the type of |3kcrioptro#

the goods to be delivered. The goods are
to be packed in accordance with the
rolling-stock of the railways of the RF.
Packing is to protect the goods against

any damage or corrosion when the goods
are transported by sea and by railway and

to provide for possible transshipment of
the goods on the way to the place of
destination and for a long storage of the
goods is to be suitable for crane.

The Sellers are to issue a detailed packing

list for each case. The contents of the
case, the quantity of the packed articles,
their type or model, the works number,
the corresponding number of the item of
specification, net and gross weights, the
Contract and trans numbers are to be

indicated in the packing list. One copy of
the packing list in a water-proof envelope
is to be packed in the corresponding case

together with the goods and one copy of
same, covered with a tin plate is to be
fixed on the outer side of the case.

All cases are to be marked on two

opposite sides . Each package should bear

the following marks in indelible paint:
Contract No:

Sellers:

Buyers:

Trans No.

Case No:

Gross weight

Net weight

Dimensions of the casesin cm / length,
width, height/

The packages for which special handling
is required shall have an additional
marking:

"With care"

"Top"

"Do not turn over"

as well as other indication, if necessary.
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MOpPCKOM  yIaKOBKE,
COOTBETCTBYIOILEH Xapakrepy
MOCTaBJISIEMOT0 TOBapa. Tosap
JIOJDKEH YMAaKOBBIBATBCA C YUYETOM
rabaputa  TOJBWXXHOTO  COCTaBa
poccuiickux JKEJIe3HBIX JIOpOT.
YnakoBka JIOJDKHA —IIPEIOXPAaHUTh
Tpy3 OT BCAKOTO POAA MOBPEXKJICHUHN U
KOPPO3HH TIpU TEPEBO3KE MOpEM, IO
JKENe3HOW  Jjopore ¢ y4eToM
BO3MOKHBIX TEpPETrpy30K B IMYTH, a
TaKXKe  JUIMTENBHOTO  XpPaHEHHUS.
YnakoBka JIOJDKHA OBITH
npucrocodieHa K Norpy3ke KpaHaMu.
IIpomaBerr 00s13aH Ha KaX10€ MECTO
COCTaBUTh MOJPOOHBII YAaKOBOYHBIH
JIUCT, B KOTOPOM YKa3bIBACTCA
INEPEUYCHDb YIIaKOBAHHBIX IPEAMETOB,
KOJINYECTBO, UX THI (MOJAETH),
(abGpuuHblii HOMEp, HOMEP TO3ULUN
1o crierduKkalym, Bec OpyTTo U
HETTO, HOMEp KOHTpPaKTa, HOMEp
TpaHca, 1 3K3eMIUIsIp YIaKOBOYHOTO
JCTa B HEIPOMOKAEMOM KOHBEPTE
BKJIQJIBIBAETCS B SIIIIUK BMECTE C
TOBapOM U 1 3K3eMILIAP, MOKPBITHII
JKECTSHOM IJIACTUHKOM,
MPUKPEIUISETCS K Hapy>KHOM CTeHKe
AIINKA.

SAmuku MapKUpyOTCS ¢ 2-X G0KOBBIX
cTopoH. Ha kaxkmoe MecTo HaHOCHTCS
HECMBIBAEMOM KpPacKoil cineayromas
MapKHUpPOBKa:

Kontpakt N

IIponaser:

Ilokynarens:

Tpanc N

Mecto

Bec 6pyrTo:

Bec nerro:

Pasmepsr smika B cM(aiMHa,
MIMpUHA, BBICOTA)

MecTa, TneOVIOITHE CITENUATTEHOTO
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6. Guarantee

1. The Sellers guarantee:

1.1. That the equipment supplied and
technological process, automation and

mechanization are in full accordance with
the highest world technical achievements

and meet the highest standards for this

type of the equipment existing at the time

of delivery;

1.2. High quality of the materials used in

the manufacture of the equipment and
high quality of the manufacture and
assembly;

1.3. That the equipment to be supplied has

been manufactured in full conformity
with the description, technical
specification and with the conditions of
the Contract;

1.4. That the completion of the equipment

to be delivered and the technical

documentation supplied is in accordance

with the requirements specified in the
Contract.

2. The period of guarantee of the normal

and trouble-free operation of the
equipment is to be 12 months from the
date of putting it into operation but not
later than 18 manths from the date of
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oOpaIeHusl, TOJKHBI IMETh
JIOTIOJIHUTEIBHYI0 MapKUPOBKY:
"OctopoxHO"

HBer"

"He xanToBath"

a Tarke Jpyrue 0003HAYCHHUS B
ClTy4ae HeOOXOJMMOCTH.

6. 'apanTuu
1. Tlponagern; rapaHTUPYET:
1.1. Yro mocraBngemoe
000pyI0OBaHUE U TEXHOJIOTUYECKHHA
MPOLIECC, aBTOMAaTHU3AIHS U
MEXaHUu3alusg COOTBETCTBYIOT
HaWBBICHINM JOCTHXKCHUAM MHpOBOﬁ
TEXHUKH U YJAOBJIETBOPAIOT CaMbIM
BBICIIMM HOpMaM, CyHIE€CTBYOIINM
JUIsl JAaHHOTO BHJIa 000PY/IOBaHUS K
MOMEHTY IIOCTaBKH;
1.2. Bricokoe KauecTBO MaTepHAJIOB,
KOTOpPBIE HCIONB3YHOTCS JUIs
M3TOTOBJICHUS 000PYI0BaHHUS,
0e3ynpeuHyto 00paboTKy 1 BHICOKOE
Ka4eCTBO TEXHHUUYECKOT'O BHITOJIHEHUS
u cOopKu;
1.3. Yro mocraBnsemoe
000pyI0BaHNE U3TOTOBJIEHO B
MIOJTHOM COOTBETCTBHU C OIHCAHHUEM,
TEXHUYECKOH Crielu(pUKauei u ¢
YCIIOBUSAMH HACTOSILETO KOHTPAKTA;
1.4. YTo KOMILIEKTHOCTh
MIOCTABIISIEMOTO 000PYJOBAHNUS U
MepeNaHHON TEXHUYECKON
JOKyMEHTAI[UH COOTBETCTBYIOT
TpeOOBaHMSAM KOHTPAKTA.
2. Cpok rapaHTHH HOPMAJIbHOH 1
OecriepeOorHON pabOTHI
o0opynoBaHUS
MECSIIEB C IATHI ITycKa 000pyJ0BaHUS
B DKCIUTyaTaluio, HO He Oosee
MECSILIEB C IATHI
MOCTaBKH KOMIUIEKTHOTO
obonvioBanus.B cirvuae 3a1en Kk B
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shipment of the complete equipment.The

above period will be accordingly
extended if start-up of the equipment is

deferred or the operation of the equipment

is stopped.

3. If the defects cannot be eliminated, the
Buyers have the right to reject the

defective equipment or to request

a

corresponding reduction from its price.In
case the Buyers reject the equipment and
the Sellers for the lather's account the

faulty equipment and the Sellers are

to

repay the Buyers with 7% interest per

annum.

4. If during the commissioning period and

/ or during the guarantee period the
equipment or technical documentation

prove to be defective and / or incomplete

and / or not in conformity with the

Contract conditions, then irrespective of

the fact that such deficiencies could be
found during the Sellers' or their
subcontractors' works, the Sellers

undertake to eliminate at their expense the

detected defects immediately at the

Buyers' request by means of repairing or
replacing the defective equipment or parts

thereof with new ones of good quality.
In this case the Buyers are entitled to
demand from the Sellers payment of
penalty for delay in delivery at the rate
and in accordance with the procedure

stipulated in the Contract, beginning from

the date when the claim has been made
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MyCKE B PKCILTYaTaIUIO
000pyTOBaHHUS WITN OCTAHOBKH,
000pyTOBaHUS B TCUCHHE
TrapaHTUHHOTO TIepHo/ia Ha3BaHHBIC
CPOKH COOTBETCTBEHHO
MIPOJUIEBAIOTCSI.

3. Ecium HemocTtaTK HEyCTpaHUMBI
WIM Ha UX yCTpaHEHHE MOTpedyercs
Oonee  dYeThIpeX  MECHIEB,  TO
[Tokymarens BIpaBe OTKa3aThCs OT
KOHTpakTa B  LEJIOM WJIHd  OT
JIe(EKTHOTO  OOOpyIOBAaHUS WM
TpeboBaTh ero COpa3MepHYIO
yuenky.B  cmyuae  otkaza ot
o0opynoBaHus [Mokymnatensb
BO3BpAIlaeT 3a  cyer
[OCJIEIHETO neeKTHOe
obopynoBanue, a [IpomaBen o0s3aH
BEpHYTh YyIulaueHHble llokynartenem
CYMMBI C HAUHCJIEHHEM 7% roJJOBBIX.
4. Eciu B nepuoj mycka U / Win B
TEUYEHHE CPOKOB TapaHTHUH BBISBSTCS
HEJIOCTaTKW, HEMoJHOTa W / Win
HEKOMIUIEKTHOCTh 000pyZoBaHus u /
WIM  TEXHUYECKOW JOKYyMEHTAIU!
MOJHOCTBI0  WJM ~ YaCTH4YHO, TO
HE3aBHCHUMO OT TOT0, MOTJIO JIU 3TO
OBITh YCTAHOBJICHO TPHU HCIIBITAHUU
Ha 3aBOJAX IIponaBua WU
CyOIOCTaBIINKOB, IIpomnaser
00s13yeTcsl He3aMeIJINTeNIbHO 3a CBOM
CYET YCTPaHUTh BCE OOHAPY)KCHHBIC
nedeKTsl IMyTeM HCIPAaBICHUS IJMO0
3aMeHBI J1e()eKTHOTO O0OPYIOBaHUS
W €ro yacTen HOBBIM
JIOOPOKAaYEeCTBEHHBIM
o0opyoBaHHEM.

B stom ciiydae [lokynarens Baopase
notpeboBats ot [IposaBua yriaTe
mrTpada Kak 3a IpOCPOUKy B
MOCTABKE, YCTAHOBJICHHOM B
KOHTPAKTE, CUMTAs C JaThl 3asBJICHUS
TMNETEH3WU 110 IEHb VCTDAHEHUSA

[Iponasiy
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till the date elimination of the defect or

till the date of delivery of new equipment

instead of the rejected one.

5. The replaced defective technical
documentation, equipment and / or units
are to be returned to the Sellers at their
requested for their account within the

period agreed upon by the Parties. All the

transport charges and other expenses
connected with the return and / or the
replacement of the defective equipment
both on the territory of the Buyers'

country and the transit country as well as
on the territory of the Sellers' country are

to be borne by the Sellers.

7. Force Majeure
1. The Parties are released from

responsibility for partial or complete non-

fulfilment of their liabilities under the

present Contract, if this nonfulfilment was

caused by the circumstances of Force
Majeur, namely: fire, flood, earthquake,

provided the circumstances have directly

affected the execution of the present
Contract.In this case the time of
fulfilment of the Contract obligations is
extended for the period equal to that
during which such circumstance last.

2. The Party, for which it became
impossible to meet obligations under the
Contract, is to notify in written form the

other Party of the beginning and cessation

of the above circumstances immediately,
but in any case not later than ten days of
the moment of their beginning. The
notification of Force Majeure
circumstances not made within 15 davs
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JedeKTa UK 10 JaTe IOCTABKH
HOBOTO 000pYyIOBaHMsI B3aMEH
3a0paKoOBaHHOTO.

5. 3ameHeHHas nedexTHas
TEXHUYECKast JOKYMCHTAIIHS,
000pyTOBaHUE U / YT YaCTH
BO3Bparatotcs [Ipogasiyy mo ero
TpeOOBaHUIO U 32 €T0 CYET B CPOK,
COTJIacOBaHHBII cTOpoHamHu. Bee
TPAHCIIOPTHBIC U APYTHE PACXOJIBI,
CBsI3aHHBIE C BO3BPATOM HIIH 3aMEHOU
Je(eKTHBIX IPEMETOB, KaK Ha
TEPPUTOPUH CTpaHbl [lokymaTens u
CTpaHbI TPAH3UTA, TaK U Ha
tepputopuu [Iponasua, Hecer
[Iponaser.

7. ®opc-Makop

1. CTopoHBI OCBOOOXKIAIOTCS OT
OTBETCTBEHHOCTH 3a YACTHYHOE MJIN
MOJIHOE HEUCITOIHEHHE 00513aTENILCTB
10 HACTOSAIIEMY KOHTPaKTY, €CJIH OHO
SIBUJIOCH CJICICTBHEM HEIPEOI0INMOit
CHWJIBI, 2 IMEHHO: TI0%Kapa,
HABOJIHEHHUS, 3EMJICTPSICEHUS, U €CIIU
3TH 00CTOSITEILCTBA
HEeMOCPEICTBEHHO MOBIIHSUIN Ha
HCIOJHEHNE HACTOSIIETO
KoHTpakTa.lIpu 3TOM Ccpok
HCIOJHEHUS 00s3aTeNIHCTB 110
KOHTPAKTy OTOJIBUTAETCS COpa3MEPHO
BpPEMEHH, B TEUEHNE KOTOPOTO
JIENICTBOBAJIM TaKHE OOCTOSATEIHCTBA.
2. CropoHa, 1t KOTOPOit co31anach
HEBO3MOYKHOCTD MCIIOJHEHUS
00513aTeBCTB IO KOHTPAKTy, 00s3aHa
0 HACTYIUICHUH U TIPEKPALICHUN
BEIIIICYKAa3aHHBIX 00CTOSTEIBCTB
HEMEIJICHHO, OJTHAKO, HE MO3/IHEE
JIECSITH THEH ¢ MOMEHTA BX
HACTVIIIIEHWS, B TMCEMEHHON (honme
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deprives the corresponding Party of the
right to refer to such circumstances in
future.

3. The written evidence issued by the
respective Chambers of Commerce will
be a sufficient proof of the existence and
duration of the above Indicated
circumstances.

4. If these circumstances last longer than
six months, then each Party will be
entitled to cancel the whole Contract or

any part of it and in this case neither Party

shall have the right to demand any

compensation of eventual losses from the

other Party. The Sellers undertake in this
case immediately to return all the

advanced amounts paid by the latter under

the present Contract.

8. Sanctions

1. In the event of the Sellers' delay in the

supply against the dates stipulated in the
Contract the Sellers are to pay to the
Buyers penalty at the rate of 0,5% of the
value of goods not delivered in due time
for every week of the delay within the
first four weeks and 1% for every
subsequent week but not more than 10%
of the value of the equipment not
delivered in due time.

2. The penalties will be deducted from the

Sellers' invoices when they will be paid

by the Buyers. In case the Buyers for any

reason do not deduct the penalty when
paying the Sellers' invoice the latter is
obliged to pay the penalty amount at the
first reauest of the Buvers.
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M3BECTUTH JPYTYIO CTOPOHY.
HecBoeBpemennoe, cBepx 15 nue,
M3BeIIeHne 00 00CTOATENBCTBAX
HETPEOJOTMMON CUITBI JINIIAET
COOTBETCTBYIOLIYIO CTOPOHY IIpaBa
CCBUIATHCS HA HUX B OyIyIIeM.

3. HapgnexxammM 10Ka3aTeIbCTBOM
HaJIM4Ms YKa3aHHBIX BhIIIE
00CTOSITENIECTB U UX
MPOJIOJDKUTENBHOCTH OY/AyT CITYXKUTh
CBHJIETEIILCTBA COOTBETCTBYIOLINX
TOPTOBBIX TAJAT.

4. Ecnu i 06CcTOsITEbCTBA OYAyT
JUTNTHCSL OoJiee 6 MecsIIeB, TO Kaxast
U3 CTOPOH He OyZeT MMETh IpaBa
noTpeboBaTh OT APYTOM CTOPOHBI
BO3MCHICHUS BO3MOXXHBIX
yobiTKOB.[IponaBent o0s3yeTcs npu
ATOM HEMEIJICHHO BO3BPATHTh
IToxymaTemnio Bce aBaHCOBBIE CYMMBI,
YIUTaY€HHBIE TIOCIEIHNUM T10
HAaCTOSIIEMy KOHTPaKTYy.

8. Cankuun

1. B cirydae, eciu 6yayT UMETh MECTO
OTIO3J]aHUS B TIOCTaBKE MPOTUB
CPOKOB, YKa3aHHBIX B KOHTPAKTE,
IIponasen nOMKEH yIUIATUTh
IToxynaTeto KOHBEHLIMOHAJIBHBIH
mrpad B pazmepe 0,5% oT cTomMocTH
HETIOCTABIICHHOTO B CPOK TOBapa 3a
KaXXTyI0 HEJIEIIO IIPOCPOUKH B
TedyeHue nepBrix 4 Henens u 1% 3a
Ka)XIyI0 TIOCIIEAYIOUTYI0 HEJIENI0, HO
He 6omee 10% ot cTommocTH
HETIOCTABIICHHOTO B CPOK TOBapa.

2. tpad Oymer yaep>KuBaThCs CO
cuetoB [IponaBna npu orrate ux
ITokynatenem. B ciyuae, ecnu
[Toxynarens 1Mo Kakoi-mmo0 Mpu4nHe
HE yIepKUT mTpad IpH onjare cyera
[Iponaeua, mocieanauii 00s3aH
OTIATHTEL CYMMYV 1Tpada 1mo menBoMyv
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3. Should the delay in delivery exceed
four months the Buyers shall have the
right to cancel the Contract or a part
thereof.

4. Should the shipment of the equipment

not be notified with delay, the Sellers are
to pay to the Buyers penalty at the rate of

0,1% of the value of the equipment
already shipped.

9. Arbitration

1. All disputes and differences which may

arise out of or in connection with the
present Contract will be settled as far as
possible by means of negotiations
between the Parties. If the Parties do not

come to an agreement, the matter, without

recourse to Courts of law, is to be
submitted for settlement, to Arbitration,
with its seat in Stockholm, Sweden.

2. Arbitration shall be established as
follows: The Party which wishes to refer
the dispute to Arbitration shall notify the
other Party by a registered letter stating

the name and the address of the arbitrator

chosen who can be a citizen of any
country as well as the subject of the
dispute, date and Number of the

Contract.Within 30 days of the receipt of

the above letter the other party shall

choose its Party of it by a registered letter

stating the name and the address of the
arbitrator chosen.
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TpeboBanuto [Tokynaresns.

3. B ciyuae, eciu orio3iaHue B
MIOCTABKE IPEBBICUT YETHIPE MecsIla,
[Tokynarens UMeeT MpaBoO OTKA3aThCS
OT KOHTpPaKTa WM €r0 YacTH.

4. 3a Heu3BelIEHUE NN
HECBOEBPEMEHHOE U3BEILIEHUE O
MIPOM3BEJICHHON OTTpy3Ke
obopynoBanus [Iponasen yriaunBaer
IMokymnatemro mrpad B pasmepe 0,1%
OT CTOMMOCTH OTIPY)KEHHOTO
000pyTOBaHUSL.

9. ApouTpax

1. Bee criops! 1 pazHoriacus,
KOTOPbIE€ MOI'YT BOBHUKHYTbH U3
HaCTOAIIECTO KOHTPaKTa Uik B CBA3U C
HUM, OyIlyT 110 BO3MOKHOCTH
paspelaThes MyTeM MeperoBopoB
MEXKIy CTOpoHaMmu. B citydae, eciu
CTOPOHBI HE IPUAYT K COTJIAIICHHIO,
TO JIETIO MOJUICKUT , C UCKITIOUEHHEM
MOJCYAHOCTH OOLIMM CyzAaMm,
nepenaye Ha pelieHne apouTpaxa,
KOTOpBIH IOJ’KEH UIMETh MECTO B
CrokronsMme (I1IBerus)

2. ApOuTpax noinkeH ObITh CO3JaH
cienyroumm obpasom:CtopoHa,
JKelarolas mepesaThb crop B
ApOHTpax, NOHKHA OIOBECTHTH 00
3TOM JIPYTYIO CTOPOHY 3aKa3HbIM
MHCHMOM, yKa3aB B HEM (paMIIIHIO U
MecTOonpeObIBaHIE N30PAHHOTO €10
apOuTpa, KOTOPBI MOXKET OBITH
TpaXTaHIHOM JIF000H CTpaHBL, a
TaKKe IPeIMET CIIopa, AaTy U HOMep
KOHTpakTa./lpyras cTopoHa B TeUeHHUE
30 mHE# 1Mo MOTyYeHUH TaKOTO
MUChMa JJOJDKHA H30paTh BTOPOTO
apOuTpa 1 yBeIOMUTE 00 STOM
MEPBYIO CTOPOHY 3aKa3HBIM IIMCHEMOM,
yKa3aB B HeM (aMIIIHIO U
MecToInpeObIBaHNE U30PaHHOTO €10
apOuTpAa.
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3. If the Party which has received the
notification of the dispute being submitt

ed

to Arbitration fails to choose its arbitrator

within the said period, the latter, at the
other Party's request, will be appointed
within 30 days of the date of the
application by the President of the
Chamber of Commerce in Stockholm.

4. Within 30 days the arbitrators shall
choose an Umpire, if the arbitrators fail
agree upon the choice of the Umpire
within 30 days after they have been
nominated, at the request of either Party
by the President of the Chamber of
Commerce in Stockholm, Sweden.

to

5. The award is to be issued by a majority
of votes in accordance with the terms and

conditions of the present Contract, and
also the rules of Swedish Material Law.

6. The arbitration award shall state the
reasons for its decisions and contain
information about the arbitration
membership, time and place of the awar
passed, mention of the Parties' rights to

d

state an opinion, as well as the allocation

of the costs and expenses of the
Arbitration between the Parties.

10. Export Licence

The Sellers will take care of bear all the
expenses connected with obtaining the
necessary licence for the exportation of
the goods under the present Contract to
the RF. Not later then the sianing of the
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3. Ecnu ctopoHa, BhI3BaHHAS B
apOuTpax, He N30epeT B yKa3aHHBIA
CPOK BTOpOTO apOHTpa, TO MOCIEAHUH
HazHavaetcs [Ipeacenatenem
Toprosoii [Tanatsl r.CTokronasma,
MIPUYEM TaKoe Ha3HauYeHHE JIOJDKHO
nociuenoBats B TeueHue 30 qHeit mo
nocryruiennu B [anary 3asBienus
3aWHTEPECOBAaHHOM CTOPOHBL

4. O6a apoutpa B TeucHue 30 qHe
nocne u30paHus JOJDKHBI H30paTh
cynepapoutpa. Eciu apOutpsl He
JIOCTUTHYT COTJIAILIEHUS B OTHOIICHUN
KaH/AUJaTypbl cynepapouTpa, To
MOCJIEIHUN Ha3HAYaeTCs
[Ipencenatenem Toprosoii [Tanater
r.CTokronbpma, mpuueM Takoe
Ha3zHa4YeHHe JOJHKHO TOCNIEI0BATh B
TeyeHue 30 qHel 1o MOCTYIUIEHUH B
[TanaTy COOTBETCTBYIOILETO
3asBJIEHUS OT 000 U3 CTOPOH.

5. ApOGuTpaxx BBIHOCUT peIlieHHE
0OJBIIMHCTBOM T'OJIOCOB Ha
OCHOBAHMH yCJIOBHI1 HACTOSAIIIETO
KOHTpaKTa, a TaK’Ke HOPM IIIBEICKOTO
MaTepHaJIbHOTO TIpaBa.

6. Perrenne apOutpaxa JOIKHO OBITH
MOTHBHPOBAaHHBIM U COJIEPKATh B
ce0e yKa3aHUe O COCTaBe apOUTpaxa,
BPEMEHHU H MECTE BEIHECCHHUS
pelieHus, yHoOMHHAHUE O
MPEAOCTABICHHON CTOPOHAMU
BO3MO>KHOCTH BBICKa3aThCs U
YKa3aHUE O pacTpeIeIeHUH MEXIY
CTOpPOHAMH PAacX0JIOB IO
TIPOM3BOJICTBY JAeja B apOHTpake.

10. DxkcnopTHast TUIEH3US
[Iponasen mpuHIMaeT Ha cebs
3a00THI U PACXO/bI TIO0 IPHOOPETCHIIO
HE0OXOIMMBIX pa3pelIcHNI Ha BBHIBO3
B Poccuto ToBapa mo Hacrosmemy
kouThakTy. O monvaennn
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Contract the Sellers are to advise the
Buyers if the export licence is granted.In
case the Sellers are unable to obtain the
export licence or the export licence is

revoked by the appropriate authorities of

the Sellers' country before the end of

deliveries or should its validity expire, the

Buyers have the right to cancel the
Contract wholly or partially.Should the
Contract be canceled the rights and the

obligations of the Parties are to be defined

in conformity with Clause 4 (Penalty).

11. Insurance
The Buyers are to take care of and to

cover expenses for insurance of the goods
with Ingosstrakh RF from the moment of

their dispatch from the Sellers' works up
to the moment of arrival of the same at
the Buyers' works.The expenses for
insurance from the Sellers' works up to
the moment of loading at the rate of

% the insurance amount are to be
charged to the Sellers' account and

deducted from the Sellers' invoices at the

time payments are effected.

9KCcOpTHOM JnueH3un [Iponaseny
00s13aH cooOmmuTh [TokynaTemnro He
nosaHee 1 mecdna co nHs
TIOJIITMCAHUS HACTOSIIIIETO
koHTpakTa.Eciu [Tponaser; He MoxeT
MOJTY YU Th AKCIIOPTHYIO JUIEH3UIO
WM, €CJTH J10 OKOHYaHHsI TOCTaBKU
9KCIOPTHAsI JIUIEH3Us OyaeT
AHHYJIIPOBaHAa KOMIIETEHTHBIMHU
opraHamu ctpassl [IpopaBua, nimm
CPOK €€ JISHCTBUS HCTEKAET, TO
[MTokynartens BIipaBe aHHYJIMPOBAThH
KOHTPAKT MOJIHOCTBIO MJIH
yactnyHo.IIpy aHHYIMpOBaHNU
KOHTpAaKTa IpaBa 1 00s13aTeNIbCTBA
CTOPOH PeryJHPYIOTCS
COOTBETCTBYIOIIMMHU ITOJIOKEHUSAMHU
naparpada 4. (KoHBeHI[MOHAIBHBIN
wrpad)

11. CtpaxoBaHue

[Toxynartens mpHHUMaeT Ha ceds Bce
3a00TBI M PAcX0/Ibl 110 CTPAXOBAHUIO B
Yupasnenuu lHOCTpaHHOTO
ctpaxoBanust PO (Muroccrpax)
MOCTABIISIEMOTO 110 KOHTPAKTY
000pyIOBaHUS C MOMEHTA €T0
OTrpy3ku ¢ 3aBoaa [Iponasua no
MOMEHTA MOyYEHHs 3aBOJIOM
IToxynarens.Pacxonsl no
CTpaxoBaHMIO TO 3aBoza IIponasma no
MOMEHTA MOTPY3KH TOBapa Ha CYAHO B
MOPTY HOTPY3KH B pa3mepe %
OT CTPaxOBOH CyMMBI OTHOCSTCS Ha
cuet [IponaBua u yaepxuBaroTcst
[Toxynarenem mpu omiaTe c4eTOB 3a
obopynoBaHue.

Insurance within the whole period of |CtpaxoBanue 3a Bpemst Bcero
transportation and transshipment will be lmeprnona TpaHciOpTHPOBKH 1

effected on the conditions

of |mepeBasku MPOM3BOIHUTCS HA

"Responsibility for Particular Average" |ycmoBusix "C OTBETCTBEHHOCTBIO 38
according to item 2, paragraph 2 of the |4actryto aBapuio" cornacHo myHKTY 2
"Rules of transport Insurance of the |maparpada "[IpaBun TpaHCIIOPTHOTO
aoods”, Inaosstrakh, includina damages \ctnaxosarms rovios" MHroccTnaxa,
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to the goods caused by cranes, oil, fresh [Bkmrouas nospexaeHue rpy3os

water (excluding moistening) and by |kpanamu, Maciom, mpecHoi Bomon

other cargo, breakage, theft of the whole |(uckntouas otnoreBanue) u ApyruMu

cases or their parts and nondelivery of [rpy3amu, BKTfoYast mOJOMKY, Kpaxy

cases in all the above mentioned uenbix WK YacTH MECT U

circumstances independent of a degree of |HenomocraBky MecT BO Beex

the damage.Within months |yKka3aHHBIX BBIIIE CITyYasx

upon signing the Contract the Buyers are |ne3aBrcumo oT mporieHTa

to send to the Sellers the Insurance Policy [moBpesxaenus.B Teuenune 1 mecsina ¢

issued in the name of the Sellers covering |gaTer momicaHust KOHTPaKTa

insurance of the goods from the Sellers' |[Tokynarens qo/mkeH BrICIATh

works up to FOB port of [[IpogaBuy ctpaxoBoii momnuc,
BbIMMCaHHBIN Ha uMs [IpoxaaBsiia,
MOKPBIBAIOIIHI CTPaxOBaHHE TPY30B C
MOMEHTa OTTPY3KH X C 3aBOJIA
[Iponasuia g0 moctaBku ®Ob mopt

12. IIpouue ycnoBus
Bce npuiioxenust kK HacTosAEMy
KOHTPAKTY SIBIIIFOTCS €70
12. Other conditions HEOThEMJIEMBIMHU YacTsMu. Bee
All the enclosures to the present Contract u3meHeHHs B JOTIOJHEHUS K
are to be considered its integral part.All |HacTosiiiemy KOHTpakTy
the amendments and addenda to the |meiicTBUTENBHBI IHIIB B TOM ClIydJac,
Contract are valid only on condition of lecii oHu coBepInieHBI B TUCEMEHHOMN
being made in a written form and signed |popme n moanucans! obermu
by both Parties.Neither Party has the right |croponamu.Hu onta u3 ctopon He
to assign its obligations and rights under |Bmpase mepenaBaTh CBOM mmpaBa u
the present Contract to any third Party |o6s3aTenscTBa 1Mo HACTOSIIIEMY
without written consent of the other |kouTpakry Tpertheii ctopore 6e3
Party.After signing the Contract all the |mucemensoro cornacus npyroi
preliminary agreements, discussions and |ctopousr.Bee cormamnrenus,
correspondence between the Parties \meperoBopsl U mepernrcka Mex Iy
concerning this Contract are to be croponamu mo Bompocam,
considered invalid. W3JI0KEHHBIM B HACTOSIIEM
KOHTpPAKTE, UMEBIINE MECTO 10
MOANNCAHUS KOHTPAKTA, TEPSIOT CHILY
C 1aThl OO CAaHWUA KOHTPAKTA.

13. Legal Addresses of the Parties
Sellers:
Buyers:

13. FOpuguyeckue aapeca CTOPOH
IIponasen
ITokxymnarens

The present Contract is drawn up in the
Enalish and Russian lanquages 2 conies,
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AHTIIUIACKOM U NVCCKOM SIREIKAX R


http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/

one copy for each Party, both JBYX 3K3EMIUIAPaX, 0 OJHOMY IS

texts being equally valid. KaX/I0¥ CTOPOHEI, TIPHYEM 00a TEKCTA
The Contract enters into force on the date |iuMeroT 0aMHAKOBYIO FOPHIMYECKYIO
of its signing. CHITY.
Enclosures: KoHTpaKT BCTymaeT B CHITY C JIaThI
Sellers: Buyers: €ro TO/MKUCHUSL.

[Ipunoxxenust:

IIponaser:

ITokynarens:

TASKS AND EXERCISES FOR TEXT 3
TASK 1. Name the mane parts of a contract and say what each of
them contains.

TEXT 4
TYPICAL CONTRACT
The following is a typical "‘contract’ or behavior plan for a CDS student:
PALERMO UNION SCHOOL DISTRICT
COMMUNITY DAY SCHOOL
STUDENT BEHAVIOR CONTRACT
Name:
Grade:
I, , do
agree and do promise the following:
1. 1 will be enrolled in Palermo Community Day School Program.
2. | will participate in a counseling program.
3. I will remain off the campus of any school from this date forward, unless
approved in writing by the district
administration, except during school hours at the Eastside School site.
4. | will demonstrate proper respect to and immediately follow all directions of all
school officials.
5. I will demonstrate a proper attitude toward school work and | will complete and
hand in all assignments and
homework.
6. | will maintain a "C" average in all subjects.
7. 1 will maintain a good attendance record with no unexcused absences or tardies. |
will be absent only for
illness, as verified by medical personnel.
8. 1 will demonstrate good conduct with no disruptions.
9. 1 will follow to all school rules and laws and regulations, federal, state, and local,
as a demonstration of
rehabilitation success.
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10. I will perform community service under the supervision of my teacher at the
Palermo Community Day School.

I am meeting today with the Superintendent of the Palermo Union School District,
to review the conditions of this

contract, and | sign this contract to demonstrate commitment to these conditions of
rehabilitation.

I understand that if any of the above conditions are violated, | will receive
disciplinary action which may range

from detention, to suspension and/or expulsion, and referral to the Butte County
Community School.

I sign this paper to show that | understand what is contained in it, and | promise to
comply with the conditions

herein.

Date Student’s Signature

Date Parent’s Signature

Date Community Day School Teacher
Date Principal

Date PUSD Superintendent

TASKS FOR TEXT 4
TASK. Make up your contract

TEXT 5
TELEPHONE CONVERSATIONS
Telephone is the most frequently used  Tenepon — nanGonee 4acTo
means of communication in business HCIIOJIE3YEMOE CPEICTBO CBA3H B
because it's the quickest way to getor ~ Gu3Hece, IOTOMY YTO 3TO — CaMBbIii

pass on information. Primary nego- OBICTPBIi CIIO0COO IIOYYHTh HIIM IIEpe-
tiations are very often carried out over  nmate uadopmanuro. IlepBrduHbie

the phone. Nevertheless, important MIEPETOBOPHI OUYEHB YaCTO BHITOIHSAIOTCS
telephone conversations concerning o Testedony. OIHAKO, BasKHbIE

prices, terms of payment or claims are  TenmedoHHbBIE pa3roBOPHI OTHOCHTEIBHO
usually confirmed by a letter. TIeH, YCIIOBHIT TUTaTEXa HITH IPETEH3HH,

00BIYHO TIOJITBEPIKIAOTCS TICHMOM.
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To save time at the beginning and at the Yrto6sl c9kOHOMUTH BpeMsi B HayYaJie U B
end of telephone conversations standard koHIie Tele()OHHBIX Pa3TOBOPOB HC-

phrases are used.

=?> Cmanoapmmuoie ppasot
Speaking.

Who's this, please?
Who's speaking?

Mr. Green speaking.
Is that Mr. Green?
Can | have a word
with him?

You've got the wrong
number.

Sorry, you must have
the wrong number.

It's the wrong number.
Sorry to have bothered
(troubled) you.

The line is engaged.
Can you hold on?

I'll see if he isin.

I'm afraid he's out

at the moment.

He is not available now.
| don't expect him in
until Monday afternoon.

Can | take a message?

(Will you leave

a message?)

Could you take a message?
(Could I leave a message?)

MOJIB3YIOTCA CTaHAPTHBIC q)pa3 BI.

Standard Phrases
Cnymiaro.

Kro y Tenedona?

Kto rosoput?

I'oBoput r-H I'pun.

9to r-H ['pun?

MOo3KHO MHE [TOrOBOPUTH
¢ HUM?

BeI onm6nmich

HOMEPOM.

H3Bunute, Bol, 1OKHO
OBITH, OINOIICH HOMEPOM.
3TO0 HE TOT HOMEp.
W3BuHuTE 32
6ecroKoNCTBO.

Howmep 3ansat. Bel moxere
He BemaTh TpyoKy?

Sl mocMoTpro, Ha MecTe

I OH.
ITo moemy, ero

ceiiyac HET.

Ero ceituac mer.

Sl He Ky ero paHblle
TOHEAETbHUKA BO BTOPOH
MOJIOBUHE JHSI.

[lepenats uTo-HUOYIBH?
(BBI ocTaBuTE COOOIIIE-
Hue?)

Br1 He MoTIH OBI

nepeaaTb KO€e-uTo?
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Is there any message?
=*e Requests

Please, tell me ...

Will you please...
Would you kindly

tell me...

May | ask you about...?

Excuse me for
troubling you ...

Do me the favour of
answering my question.

m=*m Answers

With pleasure.
With great pleasure.

I don't mind.

I have no objection.
That depends on (upon)
the circumstances.

I have nothing against it.

Sorry, | cannot tell you.

As far as | know...

I really know nothing
about it.

It is not very probable.
Sorry to disappoint you.

H> Affirmations
Yes, certainly.

Itis true.
Quite so.

Uro-auOy b nepenats?
IIpocovoul

IloxamyiicTa, CKaKuTe...
[NoxamyiicTa...

He 6yznere mu Brr

J00E3HBI CKa3aTh MHE...

Mory s cipocuts Bac o ...

H3Bunute 3a
OECITOKOMCTBRO. ..

OkaxuTe MHE JTI00E3HOCTh

1 OTBETHTE HA MOW BOMPOC.

Omeemut

C yZI0BOJIBCTBHEM.

C GonbIM y10BOJIb-
CTBHUEM.

$1 He npoTuB.

51 He BO3paxkaro

OTO 3aBUCHUT OT
00CTOSITCIIBCTB.

S1 HU4Yero He UMEIO
MPOTHUB 3TOTO.

Kanp, uro s HE MOTy
cKazaTh Bam.
Hackonpko MuE
HM3BECTHO...

51 B camMoM Jiesie HU9Iero
HE 3Ha0 00 3TOM.
OT0 MaJOBEPOSTHO.
OueHb Kajb, 4TO
pasouapyto Bac.
Ymeepicoenusn

[Ha, xoHeuHo.

3TO PaBUIBHO.

COBepHIeHHO BCPHO.
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Itis a fact.
Itis really so.

There is no doubt about it.

You may be sure.

You can rely upon
what | tell you.

I am sure of it.
It is very probable.

Of course.
Certainly.

H> Consent

That's all right.

By all means.

| agree with you.

| agree to it.

I'm at your disposal.
I'm at your service.

| don't object.

I've no objection.

| agree.

You may rely upon me.

I'll surely do all I can.

I'll do my best (utmost).

You are welcome!
=d> Refusals

| don't agree.

I can't agree with you.

D10 dakr.

DTO AEHCTBUTEIBHO TaK.
B 3TOM HET COMHEHHS.
Br1 MokeTe OBITH
YBEPCHBL

Bl MOkeTe TTOJIOKUTHCS
Ha TO, 4TO 51 Bam
TOBOPIO.

51 B 5TOM yBepeH.
DTO OYEHB BEPOSTHO.
Koneuno.

Koneuno.

Coznacue

Xopouio.

Koneuno, Bo 4uto ObI TO

HH CTaJjo.
51 ¢ BaMH corjiaceH.

S1 cornacen Ha 3To.

$1 B BalieM pacnopsKEHUH.

Sl K BalMM yciayram.
51 He Bo3paxkaro.

Y MeHs HET BO3paXKEHUM.
S cornacen.

Bsl MoXxeTe Ha MeHS

MOJIOKHThCAL.
51, 6e3ycnoBHO, cAemaro
BCE, YTO MOTY.

31 cpemaro Bce OT MEHS

3aBHUCSILEE.
IMoxamyiicta!

Omkasol
51 He cornaceH.

S e Mmory ¢ Bamu
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| can't agree with that.
| object to that.

It can't be done.
It's quite impossible.

That does not depend
on me.

=*m Thanhs and

answers to them
Thank you! (Thanks!)
Much obliged (to you)!
It's all right.

You are welcome.
Don't mention it.

m*e Approbation

Good!

Very good!
Excellent!

Fine!
All right!
(I'm) glad of that.

"*m Regret

What a pity!
How unpleasant!
| regret it.

COTIJIaCUTHCA.

Sl He MOTY COTJIaCUTBCA C

STHM.
51 Bo3pakaro mpoTUB

9TOro.
DTO HEJB3s CACNaTh.

DTO COBEPIIEHHO

HCBO3MOXHO.

DTO HE 3aBUCUT OT MEHS.

bnazooapuocmu u

omeenvl HA HUX

bnaronapro Bac! Criacu6o!

Ouens (Bam) 00s13an!
[loxanyiicta.
[loxanyiicTa.

[loxanyiicta.
Oooobpenue

Xopormo!

OueHp xoporo!
3amedaTeasHO!

UynecHo!
Xopormo!

(D) panm sTomy.
Coorcanenue

Kaxk »xanp!

Kax menpustHo!
S coxanero 06 3TOM.

EXAMPLES OF TELEPHONE CONVERSATIONS
— «Green & Co». Can | — @upma «I'pus u Kox.
help you? YeMm MOTy MOMOYB?
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— Could I speak to Mr.
Green, please?

o

- Hello, Mr. Green's

office. What can | do for
you?

— I'd like to speak to Mr.
Green, please!

G)

— Hello, this is Mr. Gre-

en's secretary. What can |
do for you?

- Could I speak to Mr.
Green, please?

- I'm putting you

through. Go ahead, please...

- Mr. Green? Hello, hel-
lo...

<3>

- Can | speak to Mr.

Green, please?

— Could | speak to Mr.
Green, please?

- Whao's (that) calling?

— Zimin calling.

— One moment (just a mi-
nute) please!

— Mr. Green will speak
to you in a moment. Would
you like to hold on?

- Yes, I'll hold on.

o

— Mr. Green's office. Can

I help you?
— I'd like to speak to Mr.

- He mory nu 51 moroso-
puTth ¢ r-HoM I'prHOM?

—Auno, oduc r-Ha ['puna.

Yem Mory OBITH 1oJIe3HA?
— 51 OBI XOTEJ TOTOBOPUTH
¢ r-HoM I'puHOM, oXamyi-
cra!

— Ao, cexperapp Ir-Ha

I'puna. Yto BB XOTHTE?

— He mory 1 s moroso-
puThH ¢ T-HOM I'prHOM?
— S Bac coeaunsto. I'o-
BOPUTE, IIOKAITYHCTA...
- ['-a I'pun? Anno...an-
J0...

— 5] Mory noroBopuTh ¢

r-HoMm ['puHOM?

— He Mor 1 61 5 oro-
BOPUTEH ¢ T-HOM [ 'puHOM?
— K0 3BOHUT?

— 3BOHUT I'-H 3UMUH.

— Ilonoxaure ogHY MUHY-
Ty.

— I'-u I'pun Oyzet roBo-
puTh ¢ Bamu yepe3 MUHYTY.
Be1 mogoxnere?

- Jla, s nooXIy.

— Odwuc r-na I'puna. Uem

MOTY OBIT TIOJIe3HA?
— 51 GBI XOTET MMOTOBOPHUTH
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McGregor.

- Sorry. Wrong number.

I don't know anyone by that
name here.

- I'm very sorry.

0>

- «Green & Co». Who's
calling?

— This is Zimin calling

from Moscow. Could you put

me through to Mr. Green,
please?

— I'm afraid, Mr. Green
is not in the office at the
moment.

— When do you think he
will be back?

— Not until Monday mor-
ning, I'm afraid. Can | give
him a message?

- No, thank you. I'll

phone him then again.
Goodbye.

C

- Could I speak to Mr.

Brown, please?
— Mr. Brown is not avail-
able right now.
— Could you tell him Mr.
Popov phoned?

— Sure. Let me take down
your number.

— If Mr. Brown isn'tin,
could I speak to someone
else?

¢ r-HoM Mak ['peropom.

— W3Bunute. Bl 0o11mod-
JIUCh HOMEPOM. Y Hac TaKuX
HET.

— W3Bunure.

- Gupma «I'pun u Koy.

Kto roBopuT (3BOHUT)?
— T'oBopuT r-H 3uMuH K3
MockBsl. CoeTMHUTE MEHH,

noskanyicra, ¢ r-Hom I'pu-
HOM.

— K coxanenuto (60r0ch),
r-Ha ['puHa Her ceiiuac Ha
MecTe.

- Korpna, no-pamemy, on
BepHeTCs?

— borocs, uTo 110 yTpa no-
HeJIeNIbHUKA ero He Oy/IeT.
Emy nepenats uto-Hnbyap?
— Her, cnacu6o. 4 mo3so-
HIO eMy ele pa3 torza. Jlo
CBHUIAHHSL. J)

— Mory s IoroBopuTh ¢

r-HoMm bpayrnom?
— I'-1 bpayHa ceiiuac HeT.

- He morum 661 Ber iepe-
JaTh €My, YTO 3BOHWJI T-H
[Tomos?

- Jla, xoreuHo (00s13a-
TeNbHO). Pa3pemmre MHE 3a-
nucatb Bam HoMep.

— Ecmu r-na bpayHna HeT Ha
MecTe, He MOT JIK OBl 5 TIoT0-
BOPHUTH ¢ KeM-In00 ete?
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o

- Is this Mr. White?
- Yes. Who's calling?

- This is Bondarev. Good

morning.
— Oh, good morning, Mr.

Bondarev. Go ahead, please.

- Could we meet tomor-
row morning?

— Just a minute. What
about 11 o'clock, Mr. Bon-
darev?

— It's all right with me.

— See you at 11 then.
Goodbye.

— I'm looking forward to
meeting you. Goodbye.
r<

— Hello! Can | speak to

Mr. Bobrov, please?

— Bobrov speaking. Good
afternoon.

— Good afternoon. I'm
Mr. Cane's secretary. I'm
calling you to confirm your
appointment for Monday
morning 10 o'clock.

- Thank you. I'll be

there. My best regards to
Mr. Cane. Goodbye.

— Goodbye.
a

— Oro r-H Yait?

— Jla. K10 roBopur (3Bo-
HUT)?

— D710 Bongapes. Jloopoe
yTpo!

— A, nobpoe yTpo, T-H
Bonnapes. 'oBopure.

— He Morim G661 MBI
BCTPETUTHCS 3aBTpa yTPOoM?
— OpxnHy MuHYTKY. 11 4a-
coB Bac yctpauBaert, r-H
bonnapes?

— [la, mens aTo ycTpau-
Baer.

— Torna o BcTpeun B 11
yacoB. Jlo ceuganus!

— Xy BcTpeun ¢ Bamu.
Jlo cBunmanus!

V — Ao, MOry s TOTOBO-

puTh ¢ r-HoM boOpoBbM?
— boOpos ciymaer. J[00-
Pphlii neHb!

— HoOpsrit nens! A cexpe-
Taphb r-Ha Keiina. S 3B0oHI0
Bawm, uTo0BI HOATBEPIUTH
Ballly BCTPEUy B IIOHEAETb-
HuK B 10 gacoB yTpa.

— Cmacu6o. S obs3atens-
Ho Oyny. Ilepenaiite 601b-
woit npuseT r-vy Keiiny. /o
cBUIAHNA!

— Jlo cBumanus!
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- Is that Mr. Wanes

office?
-Yes.
— My name's Gavrilov. |

have an appointment with
Mr. Wanes for tomorrow.
Could you put it off till
Thursday afternoon same
time?

- All right, I'll find out
and confirm it today.
Goodbye.

— Goodbye.

C

- Hello, is that Mr.

Wright's secretary?

-Yes.

— | want to confirm my
appointment with Mr.
Wright on Monday mor-
ning.

— I'm afraid Mr. Wright
cannot manage Monday
morning. Perhaps you could
meet on Friday afternoon
instead?

— I'm sorry but I have to
go away and won't be able
to manage Friday after-

noon.
- Could I suggest Thurs-
day instead? 12 o'clock at

our office as arranged?
JIOTOBOPEHO?
— Well, I think that will

— D10 opduc r-ua Yaiin-

ca?

-Jla.

— Mos dpammnus [aBpu-
J0B. Y MEHS Ha3HayeHa
BCTpeYa ¢ T-HOM Y3HHCOM Ha
3aBTpaluHui neHs. He mor-
nu 061 Bel nepenecTn ee Ha
YeTBepr nocie o0e/a B To Ke
BpeMst?

— Xopo11o, st BEISCHIO, 1
Be1 nosnyunTe noareepxe-
Hue ceroans. J{o ceupanus!
Jlo cBunanus!

D

— Auno, 3TO cekpeTapb

r-ua Paiita?

-a.

— 5] Xo4y noaTBEpAUTH
Ha3HAYEHHYIO BCTPEUY C
r-HoM PaiiToM B mmoHeIeIb-
HUK yTPOM.

— 1 6orock, uto r-H PaiiT
HE CMOJKET B ITOHECIbHUK
yTpoM. BozmoxHo, Bbl Mor-
711 OBI BCTPETHTHCS BMECTO
STOTO B IATHUILY B TIOJICHb.
— MHe xaib, HO S 10JI-
JKEH yeXaTh U He CMOTY B
MIATHUITY B ITOJICHb.

— Mory 5 npeJI0KUTh
BMECTO 3TOTO 4eTBepr? 12

YacCoOB B HAILIEM O(i)I/ICG KakK

— Hy, 1 nymaro, 4to 310
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be all right. TIO/TOMTET.

TASKS AND EXERCISES FOR TEXT 5

Tlepeseoume menegonuvie paze080pvl HA AHSIULCKUL
A3BIK:

1.
— obpoe yrpo! 310 ropopurt IleTpos. Mory s moroso-
puUTh ¢ T-HOM J[>KOHCOHOM?

— JloGpoe ytpo! 13BunuTE, HO I-H [I>KOHCOH ceifuac
Bbimesn. He Mornu Ob1 Bbl TO3BOHKTH Yepes JecsTh MU -
HyT?

2.

— Ao, cexpetaps r-Ha TepHepa. Uto BBl X0oTHTE?

— 51 GBI XOTEJ MOTOBOPUTH C T-HOM TepHEpOM.

— Kro 3BOHUT?

— Ot0 3BoHUT [leTpoB.

— I'-u Tepuep Oyzet roBoputh ¢ Bamu uepe3 MuHyTy.
OH ceityac 3ausAT. Bol monoxaere?

- Ha, s mogoxmy. 3. — Aso. Oduc r-ua Cmura. Yem Mory OBITH
mmosiezHa?

— 51 ObI XOTEN OTOBOPUTH C I-HOM PaiiToM.
— H3BunUTE. BBI O1IMONMMCH HOMEPOM. Y HAC TAKHX HET.
— HW3BuHUTE.

4.
— Auno! Mory st ToroBopHTh ¢ T-HOM CMUTOM?
— I'-a CmuTa ceifgac HerT.

— He mormu 681 Brl ckaszate emy, uto 3B0HAT [leTpor?
— [a, xoreuno. EmMy nepenats uro-HuOyap?
— Hem, cnacubo. A nozeonio 3aempa
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TEXT 6.
HOW TO MAKE AN APPOINTMENT, TO CHOOSE TIME
AND A PLACE, TO DISCUSS VARIANTS

OnHa W3 caMbIX OTBETCTBEHHBIX TEM B IMEPETOBOpax — 3TO JOrOBOPEHHOCTH O
BcTpedye. OuH TOT (DakT, 4TO HY)KHO COTJIACOBAaTh BPEMsI U MECTO, CHAENaTh TaK,
yroOBl BCTpeuya Obula yqoOHa 00eMM CTOpPOHaM, M TIPH 3TOM HHYETO He
MepernyTaTh, MOXKET 3aCTABUThH BaC HEPBHUYATH.

IToaToMy K pa3roBOpy HY>KHO MOATOTOBUTHCS 3apaHee. Bo-mepBbIX, MepiKuTe Mo
PYKOH €XeTHEBHHK, BbI JIOJKHBI ObITH TOTOBBI K TOMY, YTO COOCCETHUK OTKIOHHUT
MPEAJIOKEHHOe BaMH BpEMsi BCTPEYM, MOJTOMY Balla 3ajadya - ONCPATHBHO
OTpearupoBath W MPEIOKUTH IPYTMe BapuUaHThl. Bo-BTOphIX, Gepute mayssl,
4T00BI 00/[yMaTh BapHaHThI, HO HE 3aTsruBaiite ux. U, B-TpeThbUX, HE CTECHSIITECH
3ajaBaTb YTOUYHSIOIINE BOIIPOCHI, €CJIM BBl HEC YBEPEHBI, UTO INPABUJIBHO IOHSIIN
cobeceTHHKa.

Let me see... Ceifuac st mIOCMOTpIO. ..
Hold on (a minute)!
Could you please hold on for just a second? Ilomoxmute MHHYTY. ..

Just a second! CekyHmouky!
Do you really mean that....? BBl efiCTBUTENBHO AyMaeTe, uTo....?
Is it right that....? Bepwo, uro....?

Ecnn temmt peun Barero cobeceZlHUKa OYeHb OBICTPBII, OMPOCUTE €r0 TOBOPUTH
MOMeJJIeHHee B CaMOM Hauale pasroBopa, He [OXHUIasch, Korja oObeM He
TIOHATOI BaMu UH(OpMALIUK OYAET OrpOMEH.

Could you speak (more) slowly, please? Bel Morim GBI TOBOPHUTH
noMme ieHHee?

OOBbIYHO Pa3roBOP CTPOUTCS CJAeYIOIHM 00pa3oM:

1. BblI coo01aeTte 0 1eJin BCTpe4m.

= | am calling to .... (make an appointment about our new project) A 3BoHto,
9TOOHI ... (HA3HAYUTH BCTPEUy M 0OCYTUTH HAIl HOBEIA MIPOEKT).

= [ am calling about .... (giving you our company presentation) S 3BoHIO TIO
MOBOLY. . ..

Bbl mpeasiaraere MecTo M BpeMsi BcTpeun. Ecit 3BOHUTE BBI, JIy4llle, €CIH BB
cpa3y HpeUIoKHUTEe BapHaHT BPEMEHH W MECTa, TAKHM 00pa30M, BBl IPOM3BEACTE
BIICYATIICHUE JIEJIOBOTO YEJIOBEKa, y KOTOPOTO BCE PACIUCAHO 10 MUHYTaM, H
ocBobouTe cobeceTHNKA OT HEOOXOANMOCTH IPUHNMATH PEIICHUE CaMOMY .

» What time/date/day would be convenient/best for you? Kakoe
BpeMmsi/nata/neHs Oynet Bam ymoben?

= Where would you like to meet? I'ne Bam yno6Hee BcTpeTuThCs?
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= Let’s meet tomorrow at 3 p.m. at your office. [[aBaiiTe BcTpeTuMCs 3aBTpa B
TpH y Baimero oduca.

Ecmm OIHY K3 CTOPOH HEC YCTPAUBACT MECTO WJIM BPEMS BCTPEUM, Bbl MOXKCTC
O6cyI[I/ITB AJIbTCPHATUBHBIC BAPUAHTBI:

= And how/what about ...? Kak nacuer...?

= Do you mind meeting at.... Bpl He IpoTUB BCTpeUH B....

= What if we meet ...? A ecnu MbI BcTpeTuMe .......7

Bo MHOrux ciydasix TpyJHO cpa3y JaTh TOT HJIM MHOW OTBET, TaK KaK OH 3aBUCHUT
OT BaIlero paboyero rpaduk, ¢ KOTOPHIM BaM HEOOXOAUMO CBEPUTHCS:

Well, just a moment/hold on please, | have to check it in my diary/ with my
secretary. MuHyTOUYKY, sl IOCMOTPIO B €3KeIHEBHUKe/
Il have a look at my schedule/time-table. I mocmoTpro Ha cBOE pacnucanue. . .

3. Cay4aercsi, 4YTO TOCJe YTOYHEHHUS BpeMeHM W MecTa BCTpeuH,
00CTOATENILCTBA WIH IUIAHBI Y OJHOTO M3 YYACTHUKOB MOTYT H3MEHHUThCS, YTO
noTpedyeT BHECEHUS] KOPPEKTHUB.

= | am sorry. | am busy then. How about...? IIpoctuTe, HO S B 3TO BpeMs
3ansT/3ansTa. Kak Hacyer... ?

»= | am afraid | have another appointment then. What about...? Botocs, uto y
MEHS Apyras BCTpeda B 3TO Bpemsl. A Kak ....7

= | am afraid it’s not the best time/place. Maybe .... borock, 3T0 HE myuIee
BpeMsi/MecTo. MOXKeT ObITb, .. ..

4. B xoHIle pa3roBopa 00s13aTeJIbHO BbIPa3uTe 0100peHNe U NOABETUTE HTOT,
elle pa3 Ha30BUTEe BpeMsi U MeCTO BCTPeYH, YTOObI YOeIMTHCS, YTO BbI U
cofeceTHHK NPABWILHO MOHSJIH IPYT Apyra.

Sounds good/great to me! 3noposo!

OKk!

So, we are meeting tomorrow at 3 p.m. at your office. Is that right? Urax, mMbt
BCTpeYaeMcs 3aBTpa B Tpu y Baiero oguca. [IpaBuibHo?

TASKS FOR TEXT 6

TASK 1. Tom is a student who wants to speak to Mr. Lau to arrange a visit to his
company. Notice how Tom makes all the arrangements in one call.

Tom: calls - 3BOHHT.
Secretary: Good morning, Asia - Jobpoe yTpo, A3us nacudpuk
Pacific Enterprises. UHTEPIIpasucC.
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Tom: Hello, could I speak to Mr.
Lau, please?

Secretary: Yes, I’ll put you through.
May | know who is calling?

Tom: Yes, my name is Tom Wu. |
am a student at Hong Kong
University. | am calling about a
project we are doing.

Secretary: OK. Could you hold the
line, please?

Mr. Lau: Hello, how can | help
you?

Tom: My name is Tom Wu. | am a
student at Hong Kong University. |
am calling about a project we are
doing on work experience. Mr. Chan
from Eurasia Products said you
might be able to help me. He is a
friend of my uncle.

Mr. Lau: Yes, I know Mr. Chan...
So?

Tom: Well, one of our assignments
is to find out more about a particular
company and the kind of work that it
does.

Mr. Lau: Yes?

Tom: | wonder if you would mind if
| visited your company one day next
week and talk to some of your staff.

Mr. Lau: Hmmm, we are rather
busy. What would you like to do
exactly?

Tom: | would like to spend a day in

- 3apaiicTByiiTe, MOTY 51 IOTOBOPHTE C
MmuctepoM Jlay?

- Jla, s Bac npukitouy. Mory st y3HaTh, KTO
3BOHHUT?

- Jla, moe ums Tom By. A ctynent
yHuBepcurtera ['onr Konra. S 3BoHI0 o
MOBOJY MPOEKTa HaJl KOTOPHIM MBI
paboTaem.

- Xoporio, mo0yIsTe Ha JIHHH,
noXkanymcra.

- 3apaiictByTe. UeM Mory BaM OMOYB?

- Mens 30yt ToMm By. S cTyaent
yauepcutera I'onr Kosnra. S 3BoHI0 1o
MIOBOJY IIPOEKTA HaJl KOTOPBIM MBI
pabotaem. Muctep Yan u3 EBpasus
ITpomaxTe ckasai, 9TO Bbl, BO3MOXKHO,
nomosxere MHe. OH IpyT MOEro 1.

- Ja, s 3Ha10 muctepa Yana ... Utax?

- Hy, onHa 13 Hammx 3agady - mosrydeHue
uH(pOpManH 00 OIpeIesICHHBIX
KOMIIaHUAX U paboTe KOTOPYIO OHU
MIPOU3BOJISAT.

- Ja?

- 5l xoten Ovl 3HATH, HE OyIUTE JI TIPOTHUB,
€CIIH S5 TIOCEeILy BaIllly KOMIIAaHUIO Ha
CJIe/TyIOIIei Helelie U TOTOBOPIO € KeM-
HUOYIb W3 BaIIero pPyKOBOACTBA?

- XM, MBI JOBOJIBHO 3aHATHL. UTO UMEHHO
BBI XOTUTE?

- 51 OBI XOTEJI OAUH JIEHD B Balllei
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your company and sit with one of
your staff while they are working.
I’d like to find out more about what
the work involves.

Mr. Lau: Yes, well, as | said, we are
very busy next week but you might
be able to arrange a visit for you the
week after.

Tom: Oh, that would be fine. Thank
you. I don’t want to cause you any
trouble.

Mr. Lau: I will try to arrange
something. Which day would you
like to come?

Tom: Let me see... Wednesday is
the best day for me.

Mr. Lau: No, sorry! We have an
office meeting in the morning. How
about Thursday?

Tom: Thursday, Thursday would be
fine for me. What time is convenient
for you?

Mr. Lau: 10 a.m. O.K.?

Tom: Yes, 10 am. Could you tell me
where your office is?

Mr. Lau: On the 7th floor, Room
723. Please ask for my secretary.

Tom: Room 723... OK, then I’ll
come to your office in Room 723 at
10 am on Thursday the 25th.

Mr. Lau: O.K.

Tom: Thank you so much for your
help. I look forward to meeting you.

KOMIIaHWH, Ha0IIto1ast 32 paboTol KOTo-
HUOY/b U3 BAIllETO PyKOBOJICTBA.

- Hy, kak s y’e cka3ai Ha Clie/Iytole
HeJIeNie MbI OYEeHb 3aHSTHI, HO BbI MOYKETE
JIOTOBOPHTHCS HACYET BU3UTA YEPe3
HEJIEIIO.

- D10 Oynet 3ameuarenbHo. Criacu6o. S He
X0Yy JIOCTaBJISTh BaM HEym00CTBa.

- Sl mocraparoch Bce yCTpouTh. B kakoit
JCHBb Bbl XOTUTE MMPUATH.

- [lonoxmute ... Cpena OyzeT nyuiie Bcero.

- Her, npoctute. Y Hac BcTpeua B oduce
yTpom. Kak HacueT BTopHHKA?

- Bropuuk, BTOpHUK nTopoiaeT. Kakoe
BpeMst Hanbosiee yaoOHo 11 Bac?

- 10 yrpa momoiiner?

- Ja, 10 ytpa. Ilogckakute moskamyiicra ,
T7e HaX0auThCs oduc?

- Ha 7 staxe, komnara 723. Crpocure
MOETO CeKpeTaps.

- Komuata 723, xoporo, Toraa s 0yny y
Bac B komHaTe 723 B 10 yTpa, BO BTOPHUK
25 gucna.

- Xoporo.

- Orpomuoe criacu60. XKy Hameit Bctpeun
C HETEepIICHHEM.
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Mr. Lau: Me too! Good luck with

your project - 51 Toke. Y aauu ¢ MPOEKTOM.

Tom: Thank you. Goodbye. - Criacu6o0. J1o cBUIaHMSL
Mr. Lau: Bye. - Jlo cBupanus.
Tom: hangs up - Bemmaet TpyOKy.

TASK 2. Make up a dialogue between a secretary and a business partner on
making an appointment. Choose the time and a place, discuss variants.

Text 7
BOOKING A ROOM AT AHOTEL

Increasingly popular trend is to organize your own holidays and plan routes makes
ordinary people travel agents who can book a ticket and a hotel and get a visa. The
most crucial moment - it is a choice and booking the hotel, because of how
comfortable will be a place of residence, depends on how good is your vacation or
business trip.

It is important to determine the maximum amount of information "on the bank," so
as not to encounter unpleasant surprises on arrival.
1. First - this is the location of the hotel. It is best to orient the map and how close
the hotel to the sights, sea, airport, railway station etc. (depending on your needs),
and ask clarifying questions on the phone. If you have to use public transportation,
find out how close to the hotel there is a stop. Often, within walking distance,
promised on the site, can stretch for several kilometers.
What’s the location of the hotel? I'ne maxomurcs Bamr orens?
Are there good transport links? VYV Bac xopoimas TpaHCIIOPTHAs
pasBs3ka?
Is there a bus stop or the underground near your hotel?
A ecTb 1 0OCTaHOBKa aBTOOYCa MITM METPO HEIAJIeKO OT Ballleii TOCTHHHIIBI?
How long does it take to get to the nearest bus stop?
Honro mu mobupaThes A0 OnrKaiet ocTaHOBKH aBToO0yca?
Are there any sites not far from your place?
EcTtp mn xakue-to AOCTOITPUMEYATEIIBHOCTHA HETIOAAJIEKY OT BAIIETO oremns?

2. Then name the type of accommodation that interests you, the number of nights,
the exact date and number of persons for which you want to make a
reservation. - Can | book a room? 51 Mmory 3a0poHHpOBaTH HOMEpP?

I’d like to book a single/double/twin room for two nights for the 15" and
16™ of August, please.
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Mue Obl XOTelnoch 3a0pOHMPOBATH  OJHOMECTHBIN/IBYXMECTHBIH/HOMED C
JIByCIIaJIbHOW KPOBATBIO HA IBOE CYTOK Ha 15 u 16 aBrycra, moxanyicra.
Bcro nndopmanurio 00 yao6cTBax, a Takke yciayrax, HpeOCTaBIsIeMbIX OTEJEM,
my4me yToyHaTb. OOs3aTeIbHO OTMEThTE, €CNIM BaM HYXXEH HoMep Ui
HEKYPSIIHX.
What facilities are there in the room? KakoBsl yno0cTBa B KaKIoi
KoMHarte?
Is there a private bathroom/a shower/a hair-dryer...?
B HOMepe ecTh BaHHa/myr/deH. .. ?
Can | have a non-smoking room, please?
MO’KHO KOMHATY JUIsl HEKYPSIIUX ?
Is it possible to book a beauty treatment before | come?
Mo>KHO 3a0pOHHPOBATH CEaHC B CAJIOHE KPACOTHI MPEXkKIE, UeM 5 Ipueay?

In order to choose the best option that suits you, you need to know the types of
accommodation, comfort and food in hotels. For example:
MB - (main building) - ocHOBHOE 31aHKE OTEJIS.

SGL - (single) - onHoMecTHOE pa3MeleHHe.

DBL - (double, double twin) - nByxmecTHOE pa3meliieHHe ¢ OMHOM JBYXCHATbHOM
WA JABYMs OT/EJIbHBIMU KPOBATIMU.

TRPL - (triple) - tpéxmectHOoe pasmerienne (0OBIYHO IBYXMECTHBIH HOMEp C
JBYMsI KDOBATSIMH W JIOTIOJHUTEIbHAS PACKIIA IBIBAIOMIASCS KPOBATH, JINOO UBAH).

EXB - (extra bed) - BO3MOXHOCTE yCTAHOBKH JOTIOJHUTENBHON KPOBATH.
Suite - MHOTOKOMHATHBIH HOMED.
Bridal suite — HomMep a7t MOJTOTOKEHOB.
Types of food in hotels
OB, NA - (only bed) - 6e3 mutanus. IluTaHue MO MEHIO - OTPAHMYCHHOE YHCIIO
OJIFO U3 MEHIO.
BB - (bed & breakfast) - B cronMocTb MpOKMBaHUS BKITIOYEH 3aBTpak (IIBEICKHUI
cron). JIomoJHHUTEIbHOE MHUTAHKWE 3a OTACNBHYIO IUIaTy B pecTopaHax U Oapax

OTCJIA.

HB (half board) - monynascuon. B cTonMocTh MPOKUBAHKS BKIIOYCH 3aBTPAK H
Y>KuH (IIBEACKUH CTOI), OECIUIaTHBIN Yaid, Ko(e, Bojla Ha 3aBTpaK.
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HB+ (half board +, extended half board) - pacumpennsiii moaynancuoH. 3aBTpak u
yiKUH (IIBEJICKUI CTON), a TaKKe ajKOTOJNbHbIC M Oe3alKOTrOJbHBIE HAMHTKH
MECTHOT'O IPOU3BOJICTBA BECH JICHb.

FB (full board) - monubIit mancuoH. 3aBTpak, 00ex U yKUH (IIBEICKUN CTOM).

Mini all inclusive - monHBI MaHCHOH ¢ HATMTKAMH MECTHOT'O MPOMU3BOJCTBA HE
TOJIBKO BO BPEMSI €Ibl, HO B OTPaHHMYEHHOM KOJNYECTBE.

ALL, Al (all inclusive) - Bcé BxiroueHo. 3aBTpak, 00e1 1 Y>KUH (IIBEACKUI CTOM).
B TeyeHue IHS MpeAararTCsi HAMUTKA MECTHOTO MPOM3BOJCTBA (alKOTONbHBIC
0e3a/IKOTONIbHBIC) B HEOTPAHHYCHHOM KOJHYECTBE, JOMOJHUTEIBHOS MHUTAHHE
(BTOpOIi 3aBTpaK, MOJIHMK, MO3AHUI YKHH, JIETKHE 3aKycKH, OapOekio B Oapax
OTEJIS U T.IL.).

HCAL (hign class all inclusive) - Bce ycayri u nurtanue B oTesie OECIIATHBI,
KpPOME Mara3uHoB, TejeoHa, Bpaya, TapuKMaxepCKoi, HEKOTOPBIX BOJHBIX BHJIOB
CIIOpTa M TOABOIHOTO IJIABAHUS.

UAL, UAI - (ultra all inclusive) - ymsTpa BCE BKITIOYCHO. 3aBTpaK, IMO3IHHIA
3aBTpak, o0el, MOJIHUK U yKUH (IIBeACKUil ctoi). boubiol BeIOOp cramocTed,
JIECEPTOB, BCEBO3MOXHBIX 3aKYCOK, & TAK)Ke IMMPOKHI BHIOOP HAMUTKOB MECTHOTO
M MMIIOPTHOTO TPOM3BOACTBA. BONBIIMHCTBO OTenel, paboTarommX MO CHCTEME
Ultra All Inclusive, npeyararoT roctsm JOMOJHUTEIbHOE OECIIATHOE MUTAHUE B
pecTopaHax ¢ KyXHEW pasHBIX HApOIOB MHpA, MUTAHWEC B TCUCHHE IHS, BKIIOYAs
HAIMUTKA UMITOPTHOTO TIPOM3BOICTBA (B TOM YHCIIC CIIUPTHBIE).

Continental Breakfast, koHTHHEHTAIBHBINA 3aBTPaK - 3aBTPaK, COCTOSIIMI u3
Ko(e WM Yasl, CoKa, OyJIOUKH, Maclia U JpKema.

English breakfast, anrnmiickuit 3aBTpak - MONHBIN 3aBTpPaK, OOBIYHO BKIIFOYAET
COK, SIMYHHUILY, TOCTBI, MACIIO, JUKEM M KO(e HIIH Jail.

American breakfast, amepukaHckuii 3aBTpak - aHAIOTHYEH KOHTHHEHTAILHOMY
3aBTpaKy, BKIIOYAET B ceOst OOBIYHO €IIE U SAMIHUILY C OEKOHOM.

I’d love/like... MHe 6BI XOTEJIOCE. ...
I’d prefer... S mpenmounTaro. . ....
Can I have... MoHO MHE.....

I don’t mind it/living in a double room.
Huxkakux Bospaxenuii! Huuero He mMero mpoTHB (MIPOKMBAHUS B JABYXMECTHOM
HOMeEpE).
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3. The next step - making this booking, during which you will need to include your
name and credit card number. It is important to clearly deliver the information and
make sure that the other person understood you correctly.
My name/surname/full name is.... Moe ums/pamunms/monHoe ums. . ..
Should 1 spell my surname? MHe npoANKTOBaTh (PaMUITHIO 1O
OykBam?

4. Stipulate the method of payment in advance. As a rule, hotels, and take the
cards and cash, but it is better to clarify. It is also important to make sure in
advance that the amount of accommodation will not be increased.

Can | pay by credit card/in cash? MoHO OMJIATHTh KAPTOUKOW WU
HaJUYHBIMU?

My credit card details are..... JlanHbIe MOSH KPEUTKH. ...

Is breakfast included? 3aBTpaK BXOAUT B CTOUMOCTbH?

5. Find out how long you can cancel or modify reservations, and what the penalties
provided for in these cases.
Can I cancel or change my booking? S1 MOTY OTMEHUTH WM H3MEHHUTH
OpoHB?
Once you make a reservation, you will receive a confirmation e-mail or fax, which
you need for a visa, as well as passing customs.

TASKS FOR TEXT 7

TASK. Make up a dialogue between a secretary and a hotel clerk on booking a
room at a hotel.

TEXT 8.
LEAVING A MESSAGE

One of the most popular games in our everyday culture is a game of catch-up
phone. Studies have shown that your chances to reach the right person at the first
attempt is about 1 in 6. These data also suggest that you could lose more than two
years of your life trying to contact the right person. Here are some tips from the
field of etiquette that will help you save time.

When you talk to the person with whom you will need to continue the conversation,
then agree on the exact time of the next call:

What time/ day / would be convenient/best for you?
Kaxoe Bpemsi / merp Bam OyzaeT yaooeH?

48


http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/
http://www.referat.ru/

Is 5 p.m okay with you? [TsTp Beuepa momoiaer?

ByZ[BTe BCXKJIMBbI ¢ aAMUHUCTPATHUBHLIM IICPCOHAJIOM. CHpOCI/ITe, Korja Jryvmie
TIO3BOHUTH CHOBA.

Could you tell me what time would be best to call him/her back? IToxackaxwure,
MOKaJyicTa, B KaKoe BpeMsl eMy/eld JTydIle Nepe3BOHUTH?

Is it okay if I call at 3 p.m.? HopmansHo, eciu st mepe3BOHIO B TpU?

When your phone calls consistently give no results, look for an alternative link.
Send the person an e-mail or icq.

If you are calling long distance, be sure to tell about it. Then, your call will be
answered more readily:

I’m calling from Nizhny Novgorod and it’s urgent!
S1 3Bonto u3 Hmwxuero HoBropopa, u 310 cpodHo!
It’s a long distance call and .... 3To MeXIyropoJHHil 3BOHOK H ...

If the person to whom you are trying to reach, not in, you can act on several
scenarios:
1. Leave a message on the answering machine. It is important to observe the
algorithm to the message "worked." Good rule of thumb -
Name (coo0ruTe cBOC UMS)
Time (octaBbTe BpeMst COOOIIICHNST)
Reason (Ha3zoBute npuuuHy 3BOHKA)
Telephone number (mpoaukTyiitTe cBon HOMep TenedoHa)
Hello, this is Ken.
Good morning / afternoon / evening. My name is Ken Jackson (GoJiee
¢popmanbHo).
3npaBcTByiiTe, 310 Ken.
I'm phoning (calling, ringing) to find out if ...
41 3BOHIO, UTOOBI Y3HATE. . ..
I'm phoning (calling, ringing) to let you know that ...
S 3BOHIO, YTOOBI COOOIIUTH BaM. ..
I'm phoning (calling, ringing) to tell you that ...
S 3BOHIO, YTOOBI CKA3aTh BaM ....
Could you call (ring, telephone) me back?
Br1 Mormi ObI MHE TIEPE3BOHUTE?
Could you meet me sometime this week?
He mormn 061 Bel BeTpeTuThest O MHOM Ha 3TOM Hepemne?
Call your phone number clearly and slowly. Carefully pronounce all the figures. If
necessary, repeat the phone number and important details.
- My number is 555-34-65  Moii mHomep 555-34-65.
You can reach me at 555-34-65.
Call me at 555-34-65. 3BoruTe MHe 110 HOMEpY 555-34-65.
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[Nocrapaiitech 1mMomOOpaTh HECKONBKO (pa3 Uil 3aBepLIEHHUS COOOIIEHHUS, 3TO
OCTAaBHUT XOpOIlEe BIICYATIICHUE OT BALLICTO COO6IH€HI/I$I.
I look forward to hearing from you
C HeTeprnieHUeM Xy Balllero 3BOHKA.
Please, call me as soon as you are available.
[lepe3BoHuUTE, Kak TOJIBKO CMOXKETE, OXKaIyicral
I'll talk to you later, bye.
HOFOBOpI/IM II03JHEC, 10 CBUaHU.
2. Explain the purpose of your call and ask for help from someone in the company.
It will save you time and eliminates the need to call back.
I’d like to talk to Mr. Smith about...(a meeting/a new project)
Mue Obl XOTeI0Ch MOroBOpUTh ¢ Muctepom Cmutom o0 ... (BcTpeue/HOBOM
MIPOEKTE).
I’m calling about ...(a meeting/a new project)
51 3BOHIO 1O TIOBOJLY ....(BCTPEYH/HOBOTO TPOEKTA).

3.Send a message via his colleagues, giving the most complete information about
the purpose of the call and how and when you can be contacted:

Can | leave a message? MoKHO OCTaBUTh COOOIIEHUE?
Could/Can you take a message? Bsi MoxeTe MPUHSTH COOOIICHNE?

I’m calling about/regarding ...(a meeting/a new project)
51 3BOHIO 1O TIOBOJY ....(BCTPEYH/HOBOTO TPOCKTA).

He/She can reach me at 555-65-43 until 6 p.m.
OH/0Ha MOTYT 3aCTaTh MEHS 110 HOMepy 555-65-43 no 6 Beuepa.

I’m always available on my mobile, it’s 8-951-906-45-35.
51 Bcerna gocTyreH Ha MOOHIIBHOM, MO HoMmep 8-951-906-45-35.

Could you give him/her this message asap (as soon as possible/ [3ii 3¢ 2ii
nu] win [3icon] wnu [deam])
He Moru Obl BB IepeiaTh eMy/eii 3T0 COOOIIEHNE KaK MOXHO ObicTpee?

If you are not in place and you, of course, can not answer the phone, then you

should call back as soon as possible to a man. Call back every person or instruct the
staff member to do this. Rapid response calls can bring big dividends.
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TASKS FOR TEXT 9

TASK Learn the dialogue.

Secretary: Good morning.
President’s office. How can I help
you?

Vladimir: Hello. I’d like to speak to
George W., please.

Secretary: May I ask who’s calling?
Vladimir: It’s Vladimir.

Secretary: Could you tell me what
it’s about?

Vladimir: No, I’d like to speak to
him personally.

Secretary: Just hold on, please...
I’m sorry. He’s busy at the moment.
Would you like to speak to
somebody else?

Vladimir: No, I have to speak to
George W.

Secretary: O.K. Can | take a
message or shall | ask him to call
you back?

Vladimir: Could you tell him |
called and I"d be grateful if he’d call
me back. I’ll be in my office all
morning.

Secretary: Does he have your
number?

Vladimir: Yes, but just in case, I’ll
give it to you. It’s (001) 202-123-
4567.

Secretary: So, that’s (001) 202-123-

- Jlo6poe ytpo. Oduce npesunenra. Yem
MOTY BaM TIOMOUYb.

- 3apaiicTByiite. S OBI XOTEN TOBOPUTE C
xopxem B..

- Mory s CpoCUTh, KTO €T0 CrpaliuBact?
- Oro Brnagumup.

- He moruiu ObI BBI CKa3aTh, 10 KAKOMY
BOIIPOCY BBI 3BOHUTE?

- HCT, s XOTeN OBl TOBOPUTH JIMYHO C HUM.

- [Tonoxaute, noxxanyiicra ... [Ipocture,
HO OH ceifuac 3aHiT. JKenaere moroBopuTh
C KeM-HUOyIb apyTum?

- Her, s nomken rosoputs ¢ [>xopxem B..

- Xopo1o. Bbl MOeTe OCTaBUTh
cooOI1IeHNe, NN MHE CIeIyeT HOMpPOCUTh
€ro MepPe3BOHNUTD?

- Cxaxwure eMy, 9TO 5 3BOHIIL, ¥ OBLT OBI
OmaromapeH eci Obl OH MHE TI€PE3BOHILL

- Y Hero ecTh BamI HoMep?

- Jla, HO Ha BCSKUI CIIydail s BaM €ro
ocrasimio. Homep (001) 202-123-4567.

- 3aaunt Homep (001) 202-123-4567.
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4567.
Vladimir: That’s right.

Secretary: O.K., I’ll give him your
message. Goodbye.

Vladimir: Thank you. Goodbye.

- Bepno.

- Xoporiio, s mepeaaM eMy Baliie
coobrenue. Jlo cCBUAaHMUS.

- Cnacu60. Jlo cBUaHusL.

Tom is a student who wants to speak to Mr. Lau to arrange a visit to his company.
Mpr. Lau isn’t there. What does Tom say to make sure he gets to speak to Mr. Lau

next time he calls?

Tom: calls

Secretary: Good morning, Asia
Pacific Enterprises.

Tom: Hello, could | speak to Mr.
Lau, please?

Secretary: I’'m afraid Mr. Lauisin a
meeting right now. Can I help you?

Tom: Well, | am doing a project at
Hong Kong University on work
experience... Perhaps it’s better if [
speak to Mr. Lau personally.

Secretary: Fine, could you call back
when the meeting is finished?

Tom: Yes, could you tell me when
the best time to call is?

Secretary: Probably after 4 pm.

Tom: Yes, I’ll do that. Thank you
for your help.

- 3BOHHT.

- Jlo6poe yTpo, Azus nacuduk
WHTepIpai3uc.

- 3apacTyiite, MOTY 51 TOTOBOPHTS C
muctepom Jlay?

- 51 6orock muctep Jlay celiuac Ha BcTpeue.
Mory s BaM ToMO4b?

- 5] paboTaro Hag IPOEKTOM B
yauBepcurete ['onr Konra mo
nprobpeTeHuto onsita pabotel. HaBepHoe,
MHe JIy4Ille TOBOPUTH C MHUCTepoM Jlay
JIMYHO.

- Morim Gl BEI IEPE3BOHUTb, KOTAa
BCTpeYa 3aKOHUIUTHCS?

- [la, moackaxkure, B Kakoe BpeMs JTydlle
TIePE3BOHUTH?

- Bosmoskno, mocie 16.00.

- 41, Tak u caenaro. Crracu0o 3a IMOMOIIIb.
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Secretary: You’re welcome. - [Tokamyiicra.

Tom: Good bye. - Jlo cBugaHusL.

Secretary: Bye. - Jla cBuanus.

Tom: hangs up - Bemaet TpyOKy.
TEXT 9.

E-MAIL MESSAGES

Because of its speed and informality, e-mail is ideal for routine communication
between coworkers. For instance, an e-mail message is usually the best means of
announcing a new policy, introducing a recent hire, informing colleagues of a
meeting time, and reminding an employee of an approaching deadline.

E-mail messages are also useful for day-to-day or extremely timely exchanges
with people outside the company. Because of their low cost, they often are
preferred for communicating with overseas contacts.

E-mail

send, read or scan: read

to: German Shipping Lines (ABC 124)

from: Rusline (DEF 450)

posted: 15 May, 2000 12.41

subject: Charter of the Orion
action required: reply
text: Please confirm when the Orion will be in Roterdam and the
charter rate of USD 32,21 per ton. DEF 450 — sent end of mail

Vocabulary to the text.

charter 1. gaptep: moroBop o (paxTOBaHHK CyIHA, OOBIYHO C
LIEJIBIO TIEPEBO3KH TPy3a

to require TpeboBaTh

requirement MOTPeGHOCTH

ate cTaBKa (TuiaTta) per 3a

per ton 3a TOHHY

per day 3a/B IEHB

per month 3a/B MeCsII]

per year 3a/B rox
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TASKS AND EXERCISES FOR TEXT 9

Exercise 1 Answer these questions:
1. What is the name of the ship mentioned in the e-mail message?
2. Where was she sailing?
3. What date did Rusline ask the German company to confirm?
4. What charter rate was the German company asked to confirm?
5. Why did Rusline prefer to contact the German company in this way?

Exercise 2. Translate into English:
1. "OpuoH" — Ha3zBaHHE TOPTOBOT'O CYy/IHA.
2. Ha3Banus CyaoB 00BIYHO yl'IOTpe6J'I$I}OTCSI C OIPCACIICHHBIM apTUKIICM.
3. T'oBopst 0 cynHe, aHTIIMYaHEe OOBIYHO YIIOTPEOISAIOT MecTOMMeHHe She.
4. JlaHHOE COOOIICHHE TOBOPUT O YaPTEePHBIX CTaBKax cyaHa "OpuoH" mis
Oymy1iero yaprepa.
Exercise 3 Agree or disagree:

1. Fax transmissions are instant, they are made at the price of a phone call, they are
not good for long letters.
2. E-mail is also instant, e-mail messages are made at the price of a phone call too,
they are ideal for sending urgent documents which need changing.

Exercise 4.

a. Translate the message into Russian.

b. Write a similar message changing the proper names and figures.

TEXT 10.
MEETING AGENDA

Produce the meeting agenda. This is the tool with which you control the
meeting. Include all the relevant information and circulate it in advance. If you
want to avoid having the ubiquitous and time-wasting 'Any Other Business' on your
agenda, circulate the agenda well in advance and ask for additional items to be
submitted for consideration.

Formal agendas for board meetings and committees will normally have an
established fixed format, which applies for every meeting. This type of formal
agenda normally begins with:

1. apologies for absence

2. approval of previous meeting's minutes (notes)

3. matters arising (from last meeting)

and then the main agenda, finishing with ‘any other business'.

For more common, informal meetings (departmental, sales teams, projects, ad-hoc
issues, etc), try to avoid the formality and concentrate on practicality. For each
item, explain the purpose, and if a decision is required, say so. If it's a creative item,
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say so. If it's for information, say so. Put timings, or time-per-item, or both (having
both is helpful for you as the chairman). If you have guest speakers or presenters
for items, name them. Plan coffee breaks and a lunch break if relevant, and ensure
the caterers are informed. Aside from these formal breaks you should allow natural
‘comfort' breaks every 45-60 minutes, or people lose concentration and the meeting
becomes less productive.

Sample meeting agenda

(Meeting Title) Monthly Sales Meeting - New Co - Southern Region

(Venue, Time, Date) Conference Room, New Co, Newtown - 0900hrs
Monday 09/05/04

Agenda

Coffee available from 0830hrs - Dress is smart casual.

New starters Sue
Smith and Ken
Brown. Guests are

09:00 }/r\]/te;(rgulé?i ggg Jane Green, Fleet
' Manager; Jim Long, 15
Off-shore Product
Manager; and Bill
Sykes, Tech-range
Chief Engineer.
Revised procedures
09:15 Aol ity ane for hazar?jous 15
safety update.

chemicals at Main
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09:30

10:00

10:15

11:15

12:30

Product revision
update.

Coffee

Sales results &
forecasts.

New product
launch.

Major accounts

Street production
facility.

Tech-range Model 3
now has stand-by
mode control.
Product will be
demonstrated.

Chance for hands-on
the new Model 3.

Ensure you bring
qtr2 forecast data
and be prepared to
present prospect lists
and activities.

The new Digi-range
is launched in month
five. Product
demonstrations and
presentation of
performance data,
USP's, benefits for
key sectors, and
details of launch
promotion.

Brainstorm session -
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13:15

14:00

16:00

16:30

initiatives.

Lunch

New product
launch.

Coffee

New Company
Car Scheme.

How can we
accelerate major
accounts
development in
offshore sector? -

Do some preparatory
thinking about this
please.

Buffet in the
meeting room.

The new Digi-range
is launched in month
five. Product
demonstrations and
presentation of
performance data,
USP's, benefits for
key sectors, and
details of launch
promotion.

Presentation from
Fleet Manager Jane
Green about the new
car scheme.
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Awards and Qtr 1 Sales Awards

17:15 and launch of Qtr 2 45

18:00

Incentive. .
Sales Incentive.

Meeting review,

questions, close. 30

TASK. Make up your meeting agenda.

Meetings are often held in conference rooms

TEXT 11.
TYPES OF MEETINGS.

Common types of meeting include:

1.

2.
3.

>

N O

Investigative Meeting, generally when conducting a pre-interview, exit
interview or a meeting among the investigator and representative

Work Meeting, which produces a product or intangible result such as a decision
Staff meeting, typically a meeting between a manager and those that report to
the manager

Team meeting, a meeting among colleagues working on various aspects of a
team project

Ad-hoc meeting, a meeting called for a special purpose

Management meeting, a meeting among managers

Board meeting, a meeting of the Board of directors of an organization
One-on-one meeting, between two individuals
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9. Off-site meeting, also called "offsite retreat” and known as an Away day
meeting in the UK

10. Kickoff meeting, the first meeting with the project team and the client of the
project to discuss the role of each team member

11. Pre-Bid Meeting, a meeting of various competitors and or contractors to

visually inspect a jobsite for a future project. The meeting is normally hosted by the

future customer or engineer who wrote the project specification to ensure all

bidders are aware of the details and services expected of them. Attendance at the

Pre-Bid Meeting may be mandatory. Failure to attend usually results in a rejected

bid.

TEXT 12.
A DRESS-CODE AT NEGOTIATIONS

Millions girls are all day long closed not only within the precincts of office — but
also within the limits of a dress-code; as it is not necessary to put on to managers
and secretaries, we see every day on the TV in a serial «be not born the beautiful!».
And here that it is necessary to carry to be successful?

The main rules:

e Businessmen in Russia usually wear suits that are dark and well tailored along
with good dress shoes. A businessman’s wardrobe demonstrates the individual’s
image as a professional.

Men often do not take off their jackets in negotiations.
Do not stand with your hands in your pockets. This is considered rude.
Women dress rather conservatively, avoiding overly flashy or gaudy outfits.

Skirts should be worn rather than pants.

® When attending dinner in a citizen’s home, casual dress of slacks and a nice
shirt without a tie are appropriate.

Other rules

® The suit in Chanel style does not suit beginning business ladies at all! It is an
indicator: you too conservatively think!

® Contrast edging for a long time not in a fashion. Suits with a contrast edging
approach for parlourmaids more.

® Short trousers shorten a foot. The heel should be opened a maximum on 1,5 sm,
and better completely is closed, practically to a floor.

® Stockings on tone are more light a skin give to feet an unappetizing earthy grey
shade. At office cheerful stockings in a floret, a section or a large grid, alas, are
inappropriate. The same as also naked feet — in any heat.

® |tis impossible! Open barefoot persons.

® The big bags of the soft form with a beads, buckles and an embroidery though

and in a fashion, but for work do not approach.
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® Big clock, cheap costume jewellery and large beads — it is as though beautiful
they looked in glossy magazines!

® Brilliant lips.

® Greyish suit — and you the cardinal

® The manner can put on to become an additional bonus at employment and
advancement on a career ladder. Is better to come on interview in a business
suit. Especially it concerns bank sphere and area of sales. The excessive
creative in clothes and for experts in the field of marketing or PR is not
necessary. Workers of the closed offices, the call-centers More freely can put
on.

@ Universal colour — grey, it is not aggressive. A black and dark blue suit will
not spoil impression. Even it is better not to put on suits from flax in the
summer, they always look a little carelessly.

® Try to study preliminary the company where go on interview: what tastes at the
people, making decisions. Even if there go in jeans, all the same it is better to
come in a suit or clothes of business style.

Secrets

® Even the most strict business suit is not a monastic cassock. Nobody forbids to
coquet. One young, but very purposeful girl it is adored man's suits. With a
shirt, a tie closed by boots — all as is necessary. It high and harmonious, to it
madly goes. But the most important effect: when at super-upper serious meeting
it showers a foot on a foot, and between a grey trouser-leg and deafly laced up
boot it is found out stockings in net, men-chiefs start to listen especially
attentively to ideas of the young expert.

® Other very timid girl-manager in psychological magazine has somehow read
that in red clothes the person feels assured. But here a trouble: in the company a
strict dress-code. It has found an exit: under a habitual black suit has put on
scarlet underwear. All were surprised, when the modest woman suddenly has
loudly declared that it has very interesting thoughts on increase in sales.

TASKS FOR TEXT 12
TASK Speak about a dress-code at negotiations.
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