MIHICTEPCTBO OCBITH I HAYKHW YKPATHH
MOJIOII TA CIIOPTY YKPATHH
TEPHONILJIbChbKU HAIIIOHAJIbBHUHA TEXHIYHUM YHIBEPCUTET
IM. IBAHA ITYJIIOS

Kadgpeopa

YKpPaincbKoi ma ino3emMHux mMoe
E I - I l

METO/INYHI BKA3IBKHA
JIJISI PO3BUTKY HABHUYOK 3 AHTJIIMCHKOT'O JLJIOBOT'O
MOBJIEHHA

11t ctyneHTiB [-11 KypciB eKOHOMIYHMX CHEIIaTbHOCTEH TEXHIYHOTO

BY3y
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English: maBuanbHuii mociOHMK st cryaeHTiB I-II KypciB €KOHOMIYHMX CIIEHialbHOCTEH.
«English for Engineering» MetoanuHi BKa3iBKM Ui PO3BUTKY HaBUYOK 3 aHTJIHCHKOTO
ninosoro mMosnenns/ Texer / JILA. Jbxumxopa, K. B. ba6’sk, O. I. Boxuap., Ierpummna JLH. —
Tepnonins: Bunasuunrso THTY im. L. Ilymros, 2015. —c. 112

Vuopsaaaukn: JI. A. Jlxumxopa, XK. B. Ba6’sk, O. I. Boxuap Herpummua J1I.

Binnosinaabuuii 3a Bunyck: /Dxumkopa JI. A., ba6’sx XK. B., bognap O. 1. [lerpummuna .

MertoanyuHi BKa3iBKM PO3TJISHYTI 1 3aTBEPKEHHI HA 3aciaHHi Kadeapu YKpaiHChKOiI Ta
1HO3€MHUX MOB.

CXBaJICHO 1 PEKOMEHIOBAHO JO JPYKY METOAMYHOIO KOMici€ro (akymbTeTy mo poOoTi 3
1HO3eMHHMH CTyZeHTaMH TepHONILCHKOTO HALlIOHAJIBLHOTO TEXHIYHOTO YHIBEepcUTETY iM. IBana

[Tymnros.



IlepenmoBa

JlaHi MeTONMYHI BKa3IBKM MPU3HAYAIOTHCA IS ayJUTOPHHX 3aHATh Ta CaMOCTIMHOL
pobotu crynmentiB. PoGora Hajg BkasziBKamMu mepefdadyae  ONpaliOBaHHA EKOHOMIYHOT
TEPMIHOJIOTIi, YATAHHS, TIEPEKIaa, TEPEeKa3 TEKCTIB, 0 CIPHUATAME PO3YMIHHIO aHTJIOMOBHUX
€KOHOMIYHUX TEKCTIB Ta (HOpMyBaHHS HaBHYOK BEJICHHS PO3MOB Ha €KOHOMIUHI TEMH.

MeToauyHI BKa3iBKH CKJIQIal0ThCS 3 IBOX TEMATHYHUX PO3JILTIB:
= «Contracts»
= «Business Letter Writing».

KokeH 3 muxX po3aUTiB Mae CIOBHHK , PO3MOBHI MOJENi, II0 BHKOPHCTOBYIOTHCS B
JJIOBOMY CHUIKYBaHHI, CATYaTHBHI J1aJIOTH, TEMAaTHYHI BUPa3u Ta BUCIOBU. MeTOIUYHI
BKa31BKM MarOTh Ha METi 03HAHOMUTH 31 3pa3kamMu Ta (pOpMaMH AIJIOBOTO CIIUIKYBaHHS,
CIIPUSTH PO3BUTKY HABUYOK MOHOTOJIIYHOTO Ta JiaJIOTIYHOTO MOBJICHHSI.



Step 1

1. Remember the following words and word-expressions.

1) to draw up —ckiacTu

2)

3)

4)

5)

to draw up | acontract

an agreement
a document
a plan

an offer

an order

legal —3axonnmii

legal  right
adviser
holiday

intention —Hamipu

{0 cover —oxoruTroBaTH, MOKPUBATH
to cover expenses
a subject
a programme
the option
an agreement covers
a contract
a document
a report

to cover needs —mokpuBaTH, OXOIUTIOBATH
requirements

license-niuen3is

6) patent-mateHt



7)

8)

9)

Know-how-TexHoJ10rist BApOOHHIITBA

option-Bubip, npaso Bnbopy
at smbs. Option

to state-BkazyBaTtu

to state | facts
reasons
questions

10) irrevocable- 6e3Bia3uBHUI

11) value- BapricTh

value of | a mashine-tool
goods
a consignment
a contract

12) right- mpaso

to have the right to | work
rest
education

13) extension- mpoJOBXKEHHS

extension of the | guarantee period
time of delivery
terms of credit
visa

14) certificate- cBimonTBO

certificate of origin
certificate of weight
certificate of quality

15) exchange rate- kypc oOMiHy

16) Bill of lading- konocameHT

Read and translate the text.

Contract.



In foreign trade transaction a contract is drawn up to give legal expression to the intentions
of the partners and to guarantee that the obligations contained in the contract
will be fulfilled.

According to the purpose and contents, contracts can cover: goods, licenses,
technology and know-how. Here is an example of an export contract.
Contract No...

London 15" January, 1999

Ukraine export, Kyiv, hereinafter referred to as the Seller and British Asbestos Ltd,
London, hereinafter referred to as the Buyer, hereby agree as follows.

1. The Seller has sold and the Buyer has bought asbestos of Ukrainian origin on FOB terms From one
of the Baltic ports at the Seller’s option. The grades price and quantity are as stated below:

Grade Quantity in Price per metric Time of delivery
metric tons ton in US dollars

..in. 2-3 lots  within
second and third quarters of
19...starting in the first half
of May...

The price for the goods is understood to be per metric ton packing included, FOB
one of the Baltic ports. The quantity is understood to be up to 5% more or less, at the
Seller’s option.

2.Within five days after the receipt of Seller’s notification by cable that goods are
ready for shipment, the Buyer shall open by cable with Ukraine Bank for Foreign Economic
Affairs, Kyiv, an irrevocable, confirmed and divisible Letter of Credit in favour of the Seller
for the full value of the goods plus 5% to cover the option. The Letter of Credit is to be valid
for 90 days, with the right of extension if required by the Seller. The payment for the goods
is to be made in US dollars for 100% (hundred per cent) of the invoice value of Asbestos on
presentation to Ukraine Bank for Foreign Economic Affairs, Kyiv, of the following
documents:

Invoice in 3 copies
Seller’s Certificate of Weight
Set of Bills of Lading

In the event of the change of the exchange rate of the US dollars on or before the
date of payment under the present Contract both parties have the right to renegotiate the
price of the goods.



Notes:

hereinafter referred to-skuii B momaabpIioMy Ha3MBAETHCS

hereby agree as follows-gomoBsTHCS PO HACTYyIIHE

The quantity is understood to be up 5% more or less...-KinskicTs po3yMieThCs Ha
5% Oinbie a6o MeHIe (HiXK OTOBOPEHO)

the Buyer shall open-shall B moxymenTax o3nauae 060B’s130k

to renegotiate the price to negotiate the price again.

3. Answer the following questions:

1. What do contracts guarantee?

2. What important items do contracts covers?

3. How long is the Letter of Credit to be valid?

4. In what case do the contracting parties have the right to renegotiate the price?

5. What are the main items of the above contract?

4. Agree or disagree with the Statements:

1. Grades and quantity are not stated in the contract;

2. The price stated in the contract is final;

3. According to the purpose and contents, contracts can cover;

Goods, services, licenses, patents, technology and know-how;

4. The Letter of Credit is to be valid for 30 days without the tight of extension.

5. Translate into English.

1.

3riZIHO KOHTPAKTY, BU BIIKPUBAETE aKPEAUTUB Y 30BHIIIHFO-EKOHOMIYHOMY OaHKY
VYkpainu B Kuesi.

Be3Bim3uBHMI Ta MIATBEPIKEHUH aKpEIUTHB BiIKPUBAETHCS HA ITOBHY BapTICTh
TOBapY.

AKpenuTHB TOBUHEH OYTH BIIKPUTHI Y 30BHINIHHO-EKOHOMIYHOMY OaHKy YKpaiHu
B Kuesi i nmoBuneH O0ytu giiicuuit nmpotsarom 90 nHiB.

Hamni ymoBu orutatutu: 80% BiJ BapTOCTI TOBapy OIIAYYIOTHCA MO 0€3B1A3UBHOMY
HiATBEPHKCHOMY aKPEIUTHBY.



5. Bwu moBuHHI pen’ IBUTH HACTYITHI JOKYMEHTH:
1) opuriHam KOHOCAaMEHTAa;

2) paXxyHOK B TPbOX €K3eMIUIsIpax
3) 3aBojchbKui cepTedikar

Step 2.

1.Remember the following words and word-expressions.

2)

3)

4)

5)

1) volume — 06’em
business

volume | trade

orders

deals

the transaction

todrop - mamatH, CKOpOUyBaTHCS

production
price

business drops
demand

supply

torevise - mepermsgaTtu
prices

to revise terms
conditions

toreduce - ckopouyBatu
supplies prices

to reduce the | volume
amount

reduction -  3HMKEHHS
price
value

reduction in the ' volume
quantity



6) to make supplies - pobuTu mocTaBKu

7) amount - KUTBKICTh

8) to be in business(with) - Ttoprysatu (3)

9) inviewof the -  uyepe3 mo-HeOY b
devaluation

in view of the | situation
difficulties
increase

10) subjectto - npwu ymoBi
confirmation

subjectto | afirm offer
signing a contract

11) wages - 3apruiara ( poOOYHX )
high
low wages
average

12)to indicate - Bka3yBaTH Ha I10-HEOYIb

13) with regard to smth - 1o BigHOIIIEHH!O 10 YOTOCH
14) to take into account - Opatu 10 yBaru

15)to double - moaBoroBaTH(Cs)

2.Read and translate the dialogue

Mr.Petrov, engineer, is having talks in Kiev with Mr.Brown of British Asbestos
Ltd. The Btitish company is a regular importer of asbestos from Ukraine and has often
deal with Ukrainian trading organizations. Mr.Brown has been instructed by his firm to
sign another contract for asbestos.

Brown: Good afternoon! Nice to see you again, Mr Petrow! You are looking well, |
must say. How are things with you?

Petrov: Not bad, thank you. And how are you?

Brown: Fine, just fine. | always feel well in beautiful weather like this. We're
having such a lot of rain in England now. | am happy to be away. Well, |
suppose we had better down to business.

Petrov: Yes, certainly. You ve come to sign another contact, haven't you?

Brown: That's right. For next year actually.

Petrov: Are you happy with our usual terms of delivery and payment?

Brown: Yes, quite. As a matter of fact, I've come here to talk about the price. I'd
like to say that the volume business in the building industry in our country
has dropped considerably. This affected the prices of number of building
materials. In this situation it’s quite natural we expect you to revise your




prices for asbestos.

Petrov: I'm afraid this is not sufficient reason for us to lower the price.

Brown: But may | draw your attention to the fact that we wish to increase the
purchases by a few thousand tons if you could offer us reduction in the
price.

Petrov: I'm sorry to say, Mr. Brown, but we would not be able to make extra
Supplies available to you. Were planning to develop more industrial and
housing projects. Besides, we re already tied up to contacts with other
partners. Taking these factors into account we could offer you the same
amount as last year.

Brown: Mr. Petrov, we ve been in business with you for a long time. Also, we've
double our purchases over the past two years.

Petrov: All right. I think we could reduce it by 2%. But only on condition that

the price is subject to further negotiations for the second half of the year.

Brown: That's fine. | suppose that's the best we can do today.

Note: to tie up — 3B s3yBarH.

3.Answer the guestions:

1.

2.

What was the purpose of Mr. Brown’s visit to Kiev?

Why did Mr. Brown draw Petrov’s attention to the considerable drop in the building
industry?

In what way could the factor affect the price of asbestos?
Why did the British firm ask for bigger quantities?
Why couldn’t Mr. Petrov offer a bigger amount of asbestos for sale?

On what condition did Mr. Petrov agree to reduce the price?

4. Agree or disagree with the following statements.

1.

2.

Mr. Brown is not happy with usual terms of delivery and payment.
Mr. Petrov offers Mr. Brown a bigger amount of asbestos for sale.
Mr. Petrov and Mr. Brown agree to reduce the price at once without any arguments.

The volume of building of business in the building industry in England has dropped
considerably.

Mr.Brown have been in business with Mr. Petrov for a long time.

5. Translate into English.

HoOpuii genn, mictep CmiT!

HoOpwuii nens, mictep ['panT!



— Sk Bami cnpasu?

— Henorano. A y Bac?

— Jlakyro, no0Ope, ajne qaBaiite Kpaiie nepeiemMo 10 aiia.
— 3BuyaiiHo.

— S mpuixaB, mo0 mignucaty 3 Bamu HOBUI KOHTPAKT.

— Sxi Bami ymoBu?

— Sl xotiB 6u moroBoputH 3 Bamu mipo miHM.

— Bonu Bac He 3a10BOJIBHAIOTE?

— Hi. Copasa B ToMy, 1110 3HAYHO 3HU3UBCS TONMUT Ha Bamry mpoaykuito i Ham He
BHTIJTHO 3aKYIUIATH ii y Bac mo takux minax

— 1 nymaro, o M# 3MOKEMO 3HU3HTH IiHY Ha 5% aye 3 yMoBoo, 1o Bu 1 Hagami
3AJIUINUTCCHh HAIIIMMHAU HapTHepaMI/I.

— IlpexpacHo. S nymaro, 11e HaKpaIui BUXif 3 i€l CUTYaLii.

Step 3

1. Remember the following words and word-expressions.

a) toform - ckaamaru

(to make)
part of
to form awhole
a contract
the basis of

b) to ensure - rapantyBaru, 3a0e3ne4yBaTu
(to quarantee)

reliability
safety

to ensure fulfiment




timely dilivery
effective control

successful sale

c) marking - MmapkyBaHHS
marking clause

to do marking

d) arbitration - apGiTpax
clause - myHKT KOHTpaKTy Tpo apOiTpak

arbitration fee - 30ip apOiTpaxy

procedure - mporeaypa apoiTpaxy

e) to undertake - 6patu Ha cebe 000B'SI3KH
to undertake to do smth

to undertake smth

to sell

to buy

to deliver

to undertake to ship

delivery
shipment
payment

production

f) effective date - nata BcTyny moxkymeHTa B cuiry
contracts

effective date of protocols
agreements

g) credit - kpenut
to give credit - HamaBaTH KpEaAUT



to allow

to buy on credit - KyIlyBaTu B KPEIUT

to sell - IPO/IaBaTH

Credit Agreement - kpeautHa yroja

h) acceptance - npuiiom
acceptance tests - mpuitmManbHi iCIUTH

Acceptance Reports - akT npuiiomy

goods
acceptance of offers
i) preliminary - monepeHii
discussion
talk
preliminary project

negotiations

protocool

j) to notify - moBimomiaTH
to notify smb of smth

to to notify smb that ...

syn: to inform, to advise, to let smb. know.

k) to issue - opopmusTH, BUIaBaTH

[moxyment/
Release Notes

Certificates




to issue visas
Letters of credit

guarantee

2. Read and translate the text.

Contract.

A contract forms the basis of a transaction between the Buyers and the Sellers and great care
is exercised when the Contract is being prepared that all the legal obligations have been stated. As a
rule the Contract contains a number of clauses such as:

Subject of Contract

Price

Terms of Payment

Delivery

Inspection and Test

Guarantee

Packing and Marcing
Arbitration

Transport

Insurance, and other conditions.

Here are clauses of a Contract signed by Ukrainian trading organisation (the Buyers) and a
British company (the Sellers):

I. Subject of the Contract.

The Sellers undertakes to sell and the Buyer to buy on the basis of delivery FOB London
Manchester or Hull (at the Buyer's option) the complete equipment, technical documentation of the
plant.

1. Price and Total VValue of the Contract.




The total value of the Contact including the cost of the complete eguipment for the plant as

well as technical documentation, knowledge and experience (know-how), engineering, after-

I11. Terms of Payment.

The total amount of Z... stated in Clause shall be paid in English pounds by the Bank for

Foreign Economic Affairs of Ukraine, Kiev, in accordance with the following terms:

10% advance payment of the total Contract value be made within 30 days of the affective

date of the Contract...

80% of the total Contract value shall be paid in accordance with the Credit Agreement

between the Bank for Foreign Economic Affairs in Ukraine and the Middle Bank, United Kingdom.

The Guarantee amount of 5% shall be paid within 30 days of receipt by the Bank of the
Acceptance Protocol confirming the acceptance of the plant for commercial operation.

1VV. Time of Delivery.

The delivery of the equipment under the present Contract shall begin in 8 (eight) months and
shall be completed in 26 (twenty six) months from the date of signing the Preliminary
Acceptance Protocol.

V. Inspection and Test.

Inspection and/or test of the equipment shall be carried out at the Sellers and his sub-
contractors works at the expence of the Seller in the presence of the Buyer's inspector.

. The Seller is to notify the Buyer about the readiness of the equipment fot inspections and/or
test not later than 15 days before the proposed time of the inspection and/or test.

. The Buyer's inspector shall issue in due time to the Seller a Release Certificate for Shipment
on the basis of the Test Certificate.

If the Buyer's inspector cannot be present on the appointed date, the Seller shall have the
right to carry out the test without Buyer's inspector. The Seller shall issue a Test Certificate
which is to be sent to Ukrainian Trade Delegation in the UK who will issue a Release
Certificate for Shipment without delay.

Final test and acceptance of the equipment for putting it into operation are to be made in
Ukraine.

Notes:
Commercial operation - BUpOOHHUIITBO B BUPOOHUYOMY MacIITa0i.

a Release Certificate for Shipment = a Realease Note for Shipment.



1)
2)
3)
4)

1)
2)
3)

4)

1)
2)
3)
4)
5)

3. Answer the following questions:

What does the contract from?

What are the main clauses of the Contract?

In what way can each of the clauses be amended?

In whose presence is the Acceptance Protocol usually signed?

4. Agree or disagree with the following statements:

A contract forms the basis of a transaction between the Buyers and the Sellers.

The Contract has only one clause.

According to the above contract the total amount of $ stated in Clause shallcbe paid in
US dollars.

According to the Contract the delivery of the equipment under the present Contract
shall begin in 3 (three) months and shall be completed in 12 (twelve) months.

5. Translate into English.

[TocTaBkM NOYHYTHCS Yepe3 2 MICSAI MiCIs 1aTH BCTYIY KOHTPAKTY B CHITY.
Bonu noBinoMunam Ham, 10 aKT MPUHOMY BKE ITiIMTUCAHHA.

L pipma He 3MOKe Ha/laTH HaM KPEIuT.

Bonu He GepyTh Ha cebe HiIKIX 000B'sI3KIB.

CrniouaTky noBHHHI OyTH 0pOpMIICHI BC1 JOKYMEHTH 1 rapaHTii.

Step 4

1. Remember the following words and word-expressions.

conformity - BixmoBiaHiCTH
in conformity with

full conformity

2) to conform - BiamoBigaTu

to conform to/ with
terns and conditions
specifications

to conform to/ the standarts
rules

wishes

3) to prove — BUSIBIIATHCS

defective

wrong



to prove to be short
long

expensive

4) to respect of - o crocyeTbes
quality

quantity
in respect payment

time of delivery

all
in some | respects

many

5) to install — BcranoBIOBaTH, MOHTYBATH
equipment

to install machine-tolls

plants

6) personnel — nepconan
experienced | personnel

skilled
personnel officer — pobiTHUK Bimainy KaapiB

personnel manager — Ha4aabHKK BiJIiTy KaapiB

7) raw - HeoOpoOICHHMIA
raw material(s) - cupoBuna

8) seaworthy — npumaTHHIA 1711 TPAHCIIOPTYBaHHS MOPEM
seaworthy packing



9) damage — moIIKoHKCHHS
damage to the goods

the damage occured

10) breakage — moyiomka

11) to cause - cnpu4HHATH
damage

to cause breakage
defects

troble

12) improper - HenpaBHIbHUI
impropTr packing

marking

13) faulty - nedexTrBHMIA, HETPABUILHHIA
goods

faulty packing

marking

14) indelible - o He 3MuBaeTHCs
indelible | pain

ink

15) marine — mopcbkuii
marine ‘ risk

insurance

16) loading - morpys3ka
during loading

port of loading



to carry out loading

to place a vessel under loading - moctaBuTH CyaHO i TOTPY3KY.

2. Read and translate the text.

Here are a few more Clauses of a Contract.

V Guarantee

1. The Seller guarantees that the supplied equipment and technological process as
well as the automation and mechanization of the process of production are in
conformity with the latest technical achievements which will be known and
available to the Seller at the date of acceptance of the Preliminary Project.

2. The Seller guarantees that the equipment supplied is manufactured in full
conformity with the description given in the technical documentation of the
Final Project and technical specifications and conditions of the present
Contract.

3. The period of guarantee shall be 12 month from the date of the signing the
Final Acceptance Protocol but not more than 30 months from the date of the
last delivery of the equipment.

4. If during the guarantee period the equipment supplied by the Seller proves to
have some defects the Seller undertakes to correct the detected defects or
replace the defective equipment at his own expense.

5. The above period of guarantee in respect of the repaired or replaced equipment
begins from the date of putting it in operation.

6. The Seller guarantees that the Plant shall achieve the production capacity,
product characteristics and operating requirements if.

a) the plant is constructed and installed by the Buyer in accordance with
good engineering and construction practice and with the technical
documentation sypplied by the Seller;

b) the plant is operated and maintained by skilled and experienced
personnel and with raw materials that conform to the Seller's
specification.

VI Packing

The equipment shall be shipped in export seaworthy packing in accordance with the
requirements of each particular type of equipment or material.

VIl Marking

The cases in which the equipment will be packed, shall be marked on three sides: on the top
of the case and on two opposite sides.

The marking shall be clearly made with indelible paint in English and Ukrainian.



VII Insurance

The Buyer will insure at his expense all the equipment for its full value against all usual

marine risks from the moment the goods are put on board at the port of loading.
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3. Answer the gquestions:

Why is the second date indicated in the guarantee period?
Against what risks are goods usually insured?

Where shall the marking be made?

For what shall the Seller be responsible?

By what may any damage or breakage of the goods causes by?

4. Agree or disagree with the following statements.

The Seller is not responsible for any damage or breakage of the goods.

Marking shall be made only on one side only in English.

The goods are usual insured against marine risks.

The Seller guarantees that the supplied equipment and technological process are in
conformity with the latest technical achievements.

The Seller does not guarantee that the Plant shall achieve the production capacity, product
characteristics and operating requirements.

5. Translate into English.

Komu 6ynu BusiBiieHH1 i nedextn?

Mu 111e He BU3HAYWIHN, IO CIIPUIWHMIIO 111 TOMIJIKH.

By moBHHHI HECTH BIAMOBIJAIBHICTH 32 MOJOMKY IIT MOHTYBaHHS 00J1afHAHHS.
[Ipuctpoi OynyTh Orpy>KEeHH1 B YIAaKOBIIi, TPU3HAYEHIN JJI51 MOPCHKUX IEPEBE3CHb.

Mu BBajkaeMo, 1110 yIIaKOBKa MPUCTPOIB HE BIJIMOBI/Ia€ BUMOTaM, BKa3aHUM B KOHTPAKTI.

Step 5

Read and translate the following contract:

Form of the Contact for the sale of Machine-Tools.

Contract No. ...

Kyiv 24 October



Vneshnetorgovoje obiednannya "Ukrimport”, Kyiv, herein after referred to as the "Seller” on
the one part and messrs. ..., herein after referred to as the "Buyer" on the other part, have concluded
the present contract where by it is agreed as follows:

1. SUBJECT OF THE CONTRACT

The seller has sold and the buyer has bought c.i.f. (f.o.b., f.o.r.) ... ... the goods specified in
the enclosed appendix, showing specification, quantities, prices and delivery, times of the goods
and constituting an integral part of the present contract.

2. PRICES

The prices are fixed in ... and are understood c.i.f. (f.0.b., f.o.r.) ... export packing and
marking included.

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

3. QUALITY

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

4. TIMES OF DELIVERY

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

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

5. DELIVERY AND ACCEPTANCE OF GOODS.
The goods are considered to be delivered by the Seller and accepted by the buyer:
a) in respect of quantity - according to the Bill of Lading;

b) in respect of quality - according to the Manufacturer's certificate.

6. TERMS OF PAYMENT



Payment for the goods to be delivered under the present contract is to be effected in ... in
accordance with the Trade Agreement between the Goverments of Ukraine and ... dated the ... by an
irrevocable confirmed Letter of Credit.

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

Bill of lading (or Railway Bill)

7. PACKING AND MARKING.

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

Each package shall be provided with marking showing the place of destination, name of
Consignee, description of goods, contract number, case number, gross and net weight.

8. GUARANTEE.

Any part of parts which may prove defective through faulty material or workmanship will be
repaired by the Seller c.i.f., f.0.b. or f.o.r. ... free of charge within the period of ... calendar, the
defective part or part have been returned to the sellers works for examination, carriage paid.

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

9. CLAIMS.

Claims which may arise with regard to the quality of the goods owing to their non -
conformity with the standarts and technical conditions provided for under clause 3 of this contract
as well as claims conserning the quantity of the goods will be considered by the Seller only if
submitted within 45 days from the date of the arrival of the goods at the place of destination.

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

10. CONTINGENCIES.

Should any circumstances arise which prevent the complete or partial fulfilment by any of
the parties of their respective obligations of any character, blockade, prohibitions of exports or
imports or any other circumstances beyond the control of the parties, the time stipulated for the
fulfilment of the obligations shall be extended for a period egual to that during which such
circumstances will last.



11. ARBITRATION.

All disputes and differencces which may arise out of the present contract are to be reffered
for settlement to the Foreign Trad Arbitration comission at the Chamber of Commerce in Ukraine.

12. OTHER CONDITIONS.

(1) Neither party is entitled their right and oblidations under the present contract to third
persons without a written consent thereto of the other party.

(2) Any alternations and additions to the present contract will be valid only if made in

writing and duly signed by both parties.

(3) After the signing of the present contract all precending negotiations and correspondence

pertaining to it become null and void.

LEGAL ADDRESSES OF THE PARTIES.

Seller;
Buyer;

Signatures.

1. Read and learn conversational phrases:

Have you received our enquiry for the
delivery of...
- machine-tools (motors)

- industrial goods

We have considered it carefully and can
offer you our latest model (sample).

We hope the goods meet your requirements.

We have carefully studied your offer.

Let's discuss some points of your (our)
offer.

That's just what we would like to clear up

What do you think of our offer?

Step 6

Yu oxeprxanu Bu Hall 3anuT HA MMOCTABKY...

- CTaHKiB (MOTOpIB)

- MIPOMHUCIIOBUX TOBapiB
Mu yBa)XHO MOTO BUBYMIIH 1 MOYKEMO
3ampoIOHyBaTH HAHOBIITY MOJENb (B31peIlh)

CromiBaemocs, 1110 TOBAapH BiAMOBIIAIOTh
Bammm norpebam

M#u yBa)kKHO BUBYMJIM BaIlly MPOMO3HIIIO

JlaBaiiTe 00roBOpHMO Jesiki muTaHHs Bamoi
(Hamof) mpomo3uiii

Ile Te came, 110 MU XOTUJIN 3'SICyBaTH.

[Ilo BM qymaeTe Mpo HAIIy MPOIO3HITiI0?



On the whole it’s acceptable but can’t agree

to your
- price
- terms of payment
- terms of delivery
We have a few remarks to make on...

- some clauses of the General
Conditions of the contract

- the term of the contract

- the contractual obligations of both
parties

We ask you...

- to make your comments

- to consider our request once again
We (do not) agree to your offer.

We'd like to clear up some points connect
with the ... .

- technical part of the contract

- commercial part of the contract
All the points were agreed during the
discussion of the... .

- technical offer

- commercial offer

We have succesfully conducted our

negotiations on the consideration of the...

- rights and obligations of the parties

uder the contract

- clauses of the contract

We hope that the present negotations will
successfully completed in the near future
with the signing of a contract for the... .

- delivery of complete equipment

B minomy npono3uitist npuiiHsTa, ajae MU He
3rigHl 3 ... .

— I[IHOIO
- YMOBaMH ILJIaTeKY
- YMOBaMI/I IIOCTaBKHN
VY Hac € AeKinbKa 3ayBaXkeHb MIOJI0. ..

— JIeSIKUX CTaTel 3arajlbHUX YMOB
KOHTPAKTy

- CTPOKY Jiii KOHTPAKTy

— 3000B'SI3¢Hb CTOPIH 3T1THO KOHTPAKTY

IIpocumo Bac...
— BUKJIACTH CBO1 3ayBa)KEHHSI
— I1I€ pa3 BUBYMUTHU HaIle MPOXaHHS
Mu (ue) 3rigni 3 Bamoro npono3utii€eto

Mu XOT1IM BUSICHUTH J€IKl IUTaHHS ITOB'A3aH1
3...

— TEXHIYHOIO YaCTHHOIO KOHTPAKTY
- KOMEPLIMHOIO0 YaCTUHOIO KOHTPAKTY

Bci nutanHs Oynu y3roKeHH] TPH
0OrOBOpEHHI... .

- TEXHIYHOT IPOMO3HUIIii
- KOMEpIiITHOI POTo3uIIii

M#u ycminrHo npoBeiu IeperoBopH, 11010
Y3TOJUKEHHSL. ..

— TpaB i1 3000B's13¢Hb CTOPIH 1O
KOHTPAKTY

- cTareil KOHTPaKTy

CrnioniBaeMocs, 110 JJaH1 IEPETOBOPH YCITIIIIHO
3aKIHUYIOTHCS HAUOIHMKINM 4acoM
I ITMCAHHSIM KOHTPAKTY Ha ... .



- construction of a project on a "turn- - MOCTaBKY KOMIUIEKCHOTO 0018 THAHHS

key" basis. . _
- OyIIBHUIITBO 00'€KTa HA YMOBaXx Tij
- sale of know-how KJTFOY
In principle we agree with... - poaax JIeHsii "Hoy-xay"
- most of the clauses referring to the Mu BIIJIOMY MTOTOIKYEMCS 3 ...

General Conditions of the contract S
- OUTBIIICTIO CTAaTeH, 110 CTOCYIOTHCS

- the alternations and amendments to 3arajibHUX yMOB KOHTPAKTy

the
- 3MIHAMU 1 JJONOBHEHHAMHU 10

contract
KOHTPAKTY

- the extent of the Contractor's

— 1 \l 1
obligations under the contract 00'emoM 30008 3aHE, MAPATINKA 110

KOHTPAKTy
We are ready to accept the wording
suggested by the ... side

M roToBi NpUHHATH MPOTIO3UILLiIO,
3aIPOIIOHOBAHY ... CTOPOHOIO

- Ukrainian )
- YKPalHCBKOIO

- English

- AHTJIHACHKOIO

2. Read and translate the following words and word-expressions.
Model: cover expenses — moKpuBaTH BUTPATH

a) production sharing contract -
contract for the preparation of a feasibility -
contract for training local operating personnel -
contract for the supply of complete equipment -
research and development contract -
flat fee contract -
risk contract -
contract for the sale of know-how and license -
“turn-key” contract -
proper performance of a contract -
arise in the course of the implementation of a contract -
as stated in a document -
salect the law for a contract -
in the performance of contract -
send an enquiry for -
under the present contract -
void contract -
prime contract -
negotiate a contract -
conclude a contract -
alterations and amendments to a contract -
hand over a contract -
relevant contract number -



contractual obligations -

delay in the fulfilment of the contractual obligation -
relieve from further obligations -

bear responsibility for the non-fulfilment of contractual obligations -
within the extent of the contract -

within the limits of the contract -

undertake -

default on obligations -

meet obligations under the contract -

transfer rights and obligations to a third party -
preliminary talks -

summit talks -

multilateral negotiations -
conduct talks -

fail in negotiations -

enter into correspondence -
general supplier -

buyer -

contractor -

date of receipt of contract -

accept an offer -

commercial offer -

cancel and offer -

submit an offer to the customer -

mentioned in appendix -

date of cancellation of a contract -

prolong a contract term -

main contract clauses -

additional contract clauses -

revise a contract clauses -

supplement a contract clause -

contracting party -

addresses of the parties -

general conditions of a contract -

infringe terms and conditions of a contract -
finalize terms and conditions of a contract —

exact worning

b) Konrtpakt 3 Hamepea BCTaHOBJICHOIO LIHOKO -
KOHTPAKT Ha BUKOHAHHS MTPOEKTHO-PO3BITYBAILHUX POOIT -
KOHTPAKT Ha MOCTaBKY KOMIUIEKCHOTO 00JIaTHaHHS -
KOHTPaKT Ha pOo3po0KYy -
KOHTPAKT Ha yMOBaX PU3HKY -
KOHTPAKT Ha BIAPSAKEHHS CIEIIaJTICTIB -
KOHTPAKT Ha 3[1ICHEHHS TEXHIYHOTO CIPUSHHS B eKCIUTyaTalii 00’ekTa -
KOHTPAKT 3 OIUIATOK0 BUTPAT TUTIOC TBEPIHHA MPUOYTOK -
BUKOHAHHS KOHTPAKTY -



BUHUKATH B XOJ[I BUKOHAHHS KOHTPAKTY -
3T1THO JOTIOBHEHB /10 KOHTPAKTY -

YMOBH 1 3aCTePEKECHHS KOHTPAKTY -
HUJICUJIaTH 3aIuT -

CTPOKOBHUH KOHTPAKT -

HEJICHUIA KOHTPAKT -

aHYJTIOBAaTH KOHTPAKT -

pPO3pUBATU KOHTPAKT -

nepenaBaTé KOHTPAKT -

BIJIMOBITHUI HOMEP KOHTPAKTY -
KOHTPAKTHI 3000B’s13aHHS -

Opatu Ha cebe 3000B’I3aHHS -
HECBOEYACHE BUKOHAHHS KOHTPAKTHUX 3000B’3aHb -
CaHKIII1 32 HEBUKOHAHHS KOHTPAKTHUX 3000B’sI3aHb -
TeHEePATBHUH MiIPSITIUK -

MePEroBOpPH Ha BUIIIOMY PiBHI -

MoTIepEIHI IEPETOBOPH -

MOTEPIITH HEB/IAYy B MIEPETOBOpax -
JTUCTYBaHHS 10 KOHTPAKTY -

3T1HO 3 MOJIOKEHHSIM KOHTPAKTY -
PO3TIISIATH MPOTIO3HULIIIO -

BIIKJTMKATH TTPOIIO3HIIIIO -

MIPOJIOBKUTH CTPOK il KOHTPAKTY -
JIOTIOBHIOBATH CTAaTTIO KOHTPAKTY -

OyTH HEeBiJ'€MHOIO YaCTUHOIO KOHTPAKTY -
JIOJTaTKOB1 CTaTTI KOHTPAKTY -

IOPUINYHI aIPECH CTOPIH.

3. Read and translate:

We have a few remarks to make on the term of the contract.

Have you received our enquiry for the delivery of boilers?

All the points were agreed upon during the discussion of the commercial
order.

We have carefully studied your offer.

On the whole it’s acceptable but can’t agree to your terms of payment.

We are ready to accept the wording suggested by the Ukrainian side.

We hope that the present negotiations will be successfully completed in the
near future with the signing of a contract for the sale of know-how.

We have successfully conducted our negotiations on the considerations of the
clauses of the contract.

4. Translate the following sentences into English:

Mu B 11iIOMY TTOTO/IKYEMOCS 3 OUTBIIICTIO CTaTEH, 0 CTOCYIOTHCS 3aralIbHUX
YMOB B IIIJIOMY.

Mu ycminrHo npoBesid IeperoBOpH U100 MpaB i 3000B’s3aHb CTOPiH MO
KOHTPAKTY.

Mu yBa)kHO BUBYMIIM Barr 3amuT i MO’keMO 3alipONOHYBaTH HAHOBIILY
MO/I€JIb HAIlIOTO BUPOOHUIITBA.

IIpocumo Bac 1mie pa3 BUBYMTH HalIE IPOXAHHS.

VY Hac € AekiIbKa 3ayBakeHb II0J0 JESKUX CTaTel 3arajibHUX YMOB
KOHTPAKTYy.

CnoniBaeMocs , 110 HaIlla HOBa MOJIENb BimoBigae Bamum motpebam.

Bci 3anuTanHs npu 00roBOpeHHI KOMEPIIHHOT MPOono3uLii Oyau y3roKeHi.
B minomy npono3uitist npuifHATHA,aJIe MU HE 3TiJIHI 3 YMOBaMHU MTOCTaBKH.



Step 7

1. Read and learn the following phrases:

We ask you to reconsider the planned...

capital cost

- standart costs

- operational costs

- expences in convertible currency

- expenses for civil and erection work(s)

To make the project profitable it's necessary to
reduce...

- joint cost(s)
- current-outlay cost(s)
- unit costs

- start-up costs

Have you got our...?

- competitve materials

- price-lists

- catalogues of equipment

We have to study the prices carefully.

It's hardly possible.

We'll try and do it.

We can give you our competitive materials
and offers of different firms to justify our
prices.

These competitive materials are outdated and
the offers of these firms can't be a basis for
our talks on prices.

What is the ... profit of this enterprice?

gross

expected

- average

- net

You have overestimated theexpences in ... .
- local currency

- hard currency

[Tpocumo Bac mepernisinyTH 3ariaHoBaHi. . .

KarmiTaibHI 3aTpaTh

HOPMAaTHBHI 3aTpaTu

eKCIUTyaTalliifiHi 3aTpaTu

3aTpaTd B KOHBEPTOBAHI BAJIOTI

3aTpatu Ha OyiBEIbHO-MOHTAXKHI
poboTu

Jl5is nocATHEHHS peHTAa0eTBFHOCTI MiITPHEMCTBA

HEOOX1IHO 3HU3UTH. ..

3arajJbHO3aBOJICEKI BUTpATH
MMOTOYHI BUTPATH
BUTpPATH Ha OJIMHHUIIIO TMPOIYKITT
BUTPAaTH Ha OCBOEHHS HOBOTO
BUPOOHUIITBA
Bu onepxanu Hami. .. ?
KOHKYPEHTH1 MaTepiajiu
MIPENUCKYPaHTH
KaTaJIOTH Ha 00JI1aTHaHHA

Mu MoBHHHI YBa)KHO BUBUWTH IIHU
Hapsig un 11e MOXKIMBO.

Mu OyneMo HamaraTuch 1€ pOOUTH.
Mu moxkemo momatu Bam KOHKypeHTHi

Mmatepianu 1 nponosuuii (ipm, K T0Ka3

HAaIIol IiHU.

[{i KOHKYpEHTHI MaTepialii 3acTapiiu, a
MPOMO3HIIT X GipM HE MOXKYTh OyTH 0a3010
JUTSI HAIIIUX TIEPETOBOPIB OO IIiH.



Axwii ... npuOyTOK HOTO MiATPUEMCTBA?

BAJIOBUU
OYiKyBaHUU
cepenHiit
YHUCTUH

3arpatu B ... Bamu 3aBuIIIEHi.

MICILIEBIH BaIIOT1

TBEPAii BAOTI

The calculation of expences is made on the basis
of initial data submitted by you, taking into
account the escalation of prices.

We ask you to cover the expenses on the ... .
- replancement of specialists

- recall of specialists

- elimenation of defects

No objections

That's international practice.

We ask you to submit us the costs of the
execution of all kinds of work.

We are prepared to make you a concession
and grant you a reasonable discount.

Let's discuss the ... .

- current rent for using building
mechanisms and equipment

- current rent for offices and residental
premises for Ukrainian specialists

- wage rates

- tax rates

The ... considerably exceeds our calculations.
- contract value

- estimate of costs

- cost of the execution of works

- cost of the delivery of equipment
- cost of equipment

- project cost

They are overestimated

They suit us.

What's your ... price?

- global

- group

- item

- piece

- average weight

Your prices are at the level of world prices.

I'm (We arc) glad that our opinions on the
price coincide.

I'm (We arc) glad that you find our prices ... .
- competetive

- justified

- acceptable

- fair

- moderate

Your prices exceed world prices by 5%
Do you know the price indexes?

Prices have gone up recently.

We are ready ... of prices.

- to return to the discussion

- to resume the discussion

- to start the discussion

Po3paxyHok BUTpaT 311iiCHEHHIA HA OCHOBI
MpeJCTaBICHUX Bamu BUXiTHUX JaHUX 3
ypaxyBaHHIM €CKaJallii miH.

[Tpocumo B3siTH Ha ceOe BUTPATH HA ...



- 3aMiHY CIICIaTICTIB

- BIIKJIMKAHHS CIIEIIaIICTIB

- yCcyHeHHS 1e(peKTiB

He 3anepeuyemo.

Lle BignOBiIa€ MiXKHAPOIHIM TTPAKTHUIILI.
ITpocumo Bac monaTi Ham poO3IiHKY Ha
BUKOHAHHS BCIX BUIIB pOOIT.

Mu roToBi mTH Ha3yCcTpiy 1 HAJAATH BaM
PO3YMHY 3HUXKKY.

Bapro o6rooputy ...

- ICHYIOY1 CTaBKHM OPEHIHOI IJIaTH 3a
KOPUCTYBaHHs Oy1iBEJIbHUMHU MEXaHI3MaMH 1
oOJIaHAHHAM

- ICHYIOY1 CTaBKM OPEHJIHOT IIJ1aTH 3a
CITy>k00BI 1 )KUTIIOBI MPUMITIICHHS JIJIS
YKpaiHCBKUX CIIEIiaIiCTIB
- CTaBKH 3apO0iTHOI TJIaTH
- CTaBKH IIOIATKIB

... 3HAYHO TIEPEBUIIYE HAIIIl PO3PaXyHKHU.
- KOHTpAKTHa BapTiCTh
- KOIITOPUCHA BapTICTh
- BapTICTh BUKOHAHHS POOIT
- BapTICTh TOCTaBKH OOJIaTHAHHS
- BapTICTh 00JIaTHAHHS
- BapTICTh 00’ €KTY
[Ilo Bu gymaete npo Hari miau?
Bonu 3aBuieHi.
Bonu Hac BIAITOBYIOTE.
Slka Bama ... miga?
- riaodaiabHa
- rpyrnoBa
- MO3UIIHA
- MOIITYYHA
- CepeHhOBAroBa
Bari 11iHu 3HaX0QThCS HA PiBHI CBITOBUX IIiH.
Panuii(i), o Hami morysiau.

Pannii(i), mo BBajkaeTe Hall IiHM. .
- KOHKYPEHTHOCIIPOMOKHUMHU
- 0OrpyHTOBAaHUMHU
- MPUAHTHUMHA

- CIIpaBCAJIMBUMU

- MOMIpHUMU

Bammi 11iHu nepeBuIyoTh CBITOBI IIiHU Ha 5%
UYu 3Haitomi Bu 3 iHnekcamu 1in?

L{inu BUpOCH B OCTaHHIH Yac.

Mu roTOBI ... IIiH.

- MOBEPHYTHUCS 10 OOTOBOPEHHS

- OOHOBHUTH OOTOBOPEHHS

- noyaTt 0OroBOPEHHS

- to pass on to the discussion

We are bringing up the question of
reconsidering the prices.

The rise in prices is 5% and covers all kinds
of goods

This competitive materials prove our prices.

We are glad that we've settled the price
problem.

We've prepared a breakdown of the contract
price.

Your breakdown doesn't contain item prices.

The costs of the execution of different kinds
of work(s) considerably exceed the current
costs in our country.

- nepeiT 10 00roBOpeHHS

Mu BHCYyBa€eMO MUTAHHS PO MEPETIs LiHI0

[TinBumenns win (PicT min) cknamae 5% 1
PO3MOBCIOKYETHCS HA BCI BUIHM TOBapY.

[{i KOHKYpeHTHI MaTepialiy MiATBEPIKYIOTh
MPaBUJIbHICTh HAIIKX ITiH.



Mu pani, 110 3MOTJIA BPETYJIIOBATH MPOOJIeMy Barma po36uBKka He MICTUTh TTO3UIIHHOI IT1HU.

IiH. ‘ .
Po31iHKN BUKOHaHHS OKPEMHUX BUJIB

Mu niaroryBanu po3OMBKY I[iIHA KOHTPAKTY. OyniBebHUX POOIT 3HAYHO MEPEBUIITYIOTh
PO3IIIHKH, SIK1 ICHYIOTh B HaIIiil KpaiHi.

competitive
justified acceptable fair moderate
Your prices exceed world prices by 5%.
Do you know the price indexes? Prices have gone up recently. We are ready ... of prices.

to return to the discussion to resume the discussion to start the discussion to pass on to the
discussion

We are bringing up the question of reconsidering the prices.

The rise in prices is 5% and covers all kinds of goods.

This competitive materials prove our

prices.



We are glad that we've settled the price problem.
We've prepared a breakdown of the contract price.
Your breakdown doesn't contain item prices.

The costs of the execution of different kinds of work(s) considerably exceed the current costs in our
country.



KOHKYPEHTHOCIIPOMOYKHH MU
OOrpyHTOBaHUMH MPUUHATHUMH CIIPABEJINBUMU

MNOMIHUMH
Barmi miHu epeBHIyrOTh
| iiad Ha 5%.
Un 3Haiiom Bi 3 iiekcamu
1in? 1{iam Bupocmi B
OCTaHHIi yac. Mu TOTOBY ..
I[iH. TOBEPHYTCS 110
00roBopeHHs OOHOBUTH 00TOBOPEHHS TOUATH OOTOBOPEHHS IIEPEifTH 0 00TOBOPEHH
Mu BucyBaeMO TATaHKSA PO
TIEPEITIST ITH.
[MigBumenns 1in (PICT I[H) ckiagae 5% I po3noBCIOIKYEThCs Ha BCI BHIa TOBapYy.

[{i KOHKYpeHTa MaTepiaiau IMiATBEP/HKYIOTh PAaBUIBHICTh HAIKMX IiH. MU pana,
3MOTJIM BPETYJIIOBATH MPoOJieMy I1iH. MU MiAroTyBaan po30MBKY I[IHA KOHTPAKTY.

Bamra po36uBKa HE MICTUTh
MO3UL1AHO1 LinN.

Posminku BUKOHAHHS

1o

OKpEMHX BHJaB OYIIBEITHUX POOIT 3HAUYHO MEPEBUIITYIOTh PO3IIHKH, SIKI ICHYIOTh B HAUHHM KpaiHi.

Thank you for the detailed breakdown of the contract price that you submitted.

We can start our talks on prices.

The difference in prices is considerable (insignificant).

The calculation of prices is made on the basis of world prices.
The pnce offered by you corresponds to world prices.

The price ... is ... . per 1 kw per 1 kg per piece

Your have overestimated (underestimated) the prices.

We are prepared to reconsider our



prices.
We ... equipment at lower prices.
deliver
offer
sell
Your prices exceed the prices on the world market.
We'll adjust our prices taking into account your remarks.

We can't agree to your request to reduce the prices (total contract value) by another 5%.

Hsxyemo Bam 3a neranpHy po30HMBKY I11iH, PEACTABICHY HAM.
Mu MOXKEMO pO3TOYATH MTEPErOBOPU CTOCOBHO IIiH.
B I[iHaX 3Ha4YHa (HE3HAYHA).
Po3paxyHOK 11iH poBeieHui Ha OCHOBI CBITOBUX I{IH.
3anponoHoBaHa Bamu 11iHa 3HaXOAUTHCS HA PiBHI

CBI1TOBHUX IIIH.

Lina ... ckmanae ... 3a 1 kBt (motyxkHOCTI) 3a | Kr Baru 3a mryky

Bu migHsm (3aHU3WIN) ITHH.

Mu 3riHi TIeperysiHyTH Hallll [[iHY.

Mu ... oOnagHaHHS 3a O1IBIIT HU3HKUMHU IIIHAMHU. TIOCTABJISIEMO TIPOMTOHYEMO - MPOJAAEMO
Banui miHu nepeBUIyIOTh I[iHA CBITOBOTO PUHKY.

Mu BUTIpaBHMO I1iHU 3 ypaxyBaHHsAM Barmx 3ayBaXeHb.

M#u He MOKEMO MOTOJUTUCH 3 Balmm npoxaHHsSM 3HU3UTH 1iHHU (3arajibHy BapTKIb KOHTPAKTY)
e Ha 5%.

Let's compare our prices I[TopiBHSEMO HiIII IIIHK 3 I{IHAMHA
with the

HAIIMX KOHKTAaKTiB B IiHy BXOIUTH CTpaxyBaHH |
prices of our competitors.

BapTiCTh NepeBe3eHHs. Baur iinu By (Hux4i) Ha 10%.

The orice includes insurance LliHa IOKPHUBAE BUTPATH Ha YIAKyBaHHSL.

2. Read and translate the following words and word-expressions:

Model: gross profit - Ba;ioBbIii TPpUOYTOK

a) in value terms -



in money tems -

exchange -

in percentage terms -

joint cost(s) -

allowable cost(s) -

hiring cost(s) -

standby charges -

standard productivity -
reimbursable expenses -
annual cost(s) -

fixed cost(s) -

carrying cost(s) -

expenses in convertible currency -
expenses in local currency -
procurement cost(s) —
incurred cost(s) -

budgeted cost(s) -
maintenance cost(s) -
aggregate cost(s) -

delivery cost(s) -

value index -

index of real wages -
calculation of exchange rate -
available competitive materials -
severe competition -

keen competition -

sustain competition -
conjuncture -

indirect quotation -

taxes -

depreciation charges -



counter offer -

cancel an offer -

gross profit -

anticipated profit -

average profit -

rate of profit -

after-tax profit -

taxable profit -

derive a profit -

share in profit -

burden cost(s) -

standart expense allowance -
reimbursement of expenses -
luggage transportation expenses -
expenses on the elimination of defects -
current prices -

be profitable -

unsteady market -

tax levy -

at cost -

bonus -

reasonable discount -

price rebate -

operation budget -

current rates -

Insurance rates -

item of expenses -

tentative estimation of cost -
cost of erection works -
guaranteed maximum cost -

cost utilties -



allocate sums -
prevailing trend -
reciprocal concessions -
remunerative price -
flexible price -

bedrock price -

sell at a premium -
reduced price -
escalation clause -

settle the price problem -

percntage breakdown of price -
parity of prices -

price ex warehouse -

cost plus price -

free alongside ship price -
shore up prices -

sustain the price -

specify the price -

contract price is subject to escalation -
pricing policy -

be subject to escalation -

b) y rporroBomy Bupasl -

y IPOIIEHTHOMY BUpaxyBaHHI -
aBapiiiHi BUTpATH -
MMOKPUBATHU BUTPATH -
HeBUpOOHUY ] BUTpaTH -
n060B1 BUTpaATH -

BUTPATH B TBEP/II BAIIOTI -
CYKYIIII BUTPATH -

TIJIaHOB1 BUTPATH -



(dbaKTU4YHI BUTPATH -

BUTpaTH BUPOOHUIITBA -

1HJIEKC IIH -

KOIITOPHUCHA KaJbKYJISALIS -
MOTEHIIIHI KOHKYPEHTH -
MPEJICTaBIISITH KOHKYPEHTHI MaTep lanu -
MOKa3HUK KOHKYPEHTHOCTIPOMOYKHOCTI -
KOPCTKA KOHKYPEHIIIS -

CTUKATHCS 3 KOHKYPEHIIIEIO -
KOH'IOKTYpa PUHKY -

BIIXWJISTH TPOIIO3UIIIIO -
HapaxyBaHHs Ha 3apo0ITHY IJIaTy -
YUCTHH TPUOYTOK -

NpUOYTOK HA OJMHHINO TPOTYKITIT -
3a0e3nevyBaT NpUOYTOK -
aMOpTHU3aLiiHI BUTPATH -
PO3MOAUIATH TPHUOYTOK -

oruiaTa BUTpAT -

KOLITOpPUC BUTpAT -

PO3LIHKH Ha POOOTH -

OyTH peHTA0EIHHIM -

BHYTPIIIHINA PUHOK -

PUHOK 00JIaTHAHHS -

co0iBapTiCTh peati3oBaHOl MPOTYKITIT -
CTaBKa MOJATKY -

CTaBKa OPEHJHOI IIJIaTH -

BapTICTh KaIliTaJbHOT'O PEMOHTY -
BapTicTh pOOOYOI CHIIN -

3arajbHa TEHIEHIIIS -

TEHJICHIIiS 10 3HM)KEHHS -

pOOHTH MTOCTYIIKH B IIiHI —



oYl I[IHU -

MPOJaBaTH HIKYE HOMIHAIBHOT I[iHU —

BpETYJIbOBaHA ILliHA —

CepeIHbOPIYHMIA PICT IiH —

KOHKYPEHTHE 1IHOYTBOPEHHS -

3.Read and translate:

We ask you to consider the planned expenses in convertible currency.

To make the project profitable it's necessry to reduce unit costs.

What is the gross profit of this enterprise?

Let's dicuss the current rent for offices and residential premises for Ukrainian
specialists.

The cost of the delivery of equipment considerably exceeds our calculations.
We are glad that you find our prices justified.

The price offered by you corresponds to world prices.

We deliver equipment at lower prices.

4. Translate the following sentences into English:

s nocsirHeHHS peHTa0eNbHOCTI MiAMIPUMCTBA HEOOX1THO 3HU3UTH MTOTOYHI
BUTPATH.

[Ipocumo Bac nepernsiHyTH 3ariaHoBaHi 3aTpaTa Ha OyAiBeIbHOMOHTAXHI1
pobGortwu.

I{i koukyperTHI Marepianu 3acTapiiy, a mporno3uiii mux GipmMm HE MOKYTh
OyTH 0a3010 JJIsI HAIIKX MEPETrOBOPIB OO IIHHU.

Po3paxyHok BUTpaT 31iiicHeHHi Ha OCHOBI IpeAcTaBieHuX Bamu BUXigHuX
JTAHMX 3 YpaxyBaHHSIM ecKajauii LiH.

Bapto o6roBopute craBku 3apo0iTHOI TUIATH.

Jlanr miHu MepeBUINYIOTh [IHU HA e BUI 00JIaIHAHHS HAa CBITOBOMY PHHKY.
Mu roToBi mité Ha3ycTpiy | HagaTn Bam po3yMHY 3HIKKY.

[{ina mokpuBae BUTPATH Ha yIaKyBaHHS.

Step 8



|.Read and translate the texts:

Text 1: THE NATURE OF CONTRACTS

Contracts are agreements that are voluntarily created by persons with the capacity to
contract. The objectives of the agreement must be legal and, in most cases, the agreement must
be supported by some consideration. Finally, the law requires written evidence of the existence
of some agreements before enforcing them.

Contracts enable persons acting in their own interests to enlist the support of the law in
furthering their personal objectives. Contracts enable us to enter into agreements with others
with the confidence that we may call on the law, and not merely the good faith of the other
party, to ensure that those agreements will be honored. Within broad limits defined by contract
doctrine and public policy, the contract device enables us to create the private law that governs
our relations with others - the terms the agreements we make.

Contracts facilitate the private planning that is necessary in a modem, industrialized society.
Few people would invest in a business enterprise if they could not rely on the builders and
suppliers of their facilities and equipment, the suppliers of the raw materials necessary to
manufacture products, and the customers who agree to purchase those products to honour the
commitments. How could we make loans, sell goods on credit, or rent property unless loan
agreements, conditional sales agreements, and leases where backed by the force of the law?
Contract, then, is an inescapable and valuable part of the world as we know it. Like that world,
its particulars tend to change over time, while its general characteristics remain largely stable.

Text 2: THE EVOLUTION OF CONTRACT

The contract idea is ancient. Thousands of years ago, Egyptians and Mesopotamians
recognized devices like contracts; by the 15" century, the common courts of England had
developed a variety of theories to justify enforcing certain promises. Contract law did not,
however, assume major importance in our legal system until the 19" century, when numerous
social factors combined to shape the common law of contract. Laissez-faire (free market)
economic ideas had a profound influence on public policy thinking during this period, and the
Industrial Revolution created a perceived need for private planning in the early decades of the 19"
century involved face-to-face transactions between parties with relatively equal bargaining
power who dealt with relatively simple goods.

The contract law that emerged from this period was strongly influenced

by these factors. Its central tenet was freedom of contract: Contracts should be enforced
because they are the products of the free wills of their creators, who should, within broad
limits, be free to determine the extent of their obligations.

Text 3: BASIC CONTRACT CONCEPTS AND TYPES

Contracts have traditionally been classified as bilateral or unilateral,

depending on whether one or both of the parties has made a promise. In unilateral contracts,
only one party makes a promise

A valid contract is one that meets all of the legal requirements for a building contract.
Valid contracts are, therefore, enforceable in court.

An unenforceable contract is one that meets the basic legal requirements for a
contract but may not be enforceable due to some other legal rule.



Voidable contracts are those in which one or more of the parties have the legal right to
cancel their obligations under the contract. They are enforceable against both parties unless a
party with the power to void the contract has exercised that power.

Void contracts are agreements that create no legal obligations because they fail to
contain one or more of the basic elements required for enforceabihty. A void contract is a
contradiction in terms. It would be more accurate to say that no contract was created in such
cases.

In an express contract, the parties have directly started the terms of their contract orally
or in writing at the time the contract was formed. When the surrounding facts and circumstances
indicate that an agreement has in fact been reached, an implied contract (also called a contract
implied in fact) has been created.

A contract is executed when all of the parties have fully performed their contractual duties,
and it is executory until such duties have been fully performed.

Step 9.
1. Read and translate the texts:
Text 1: CONTRACT AS ADOCUMENT

Contract is an agreement made by two or mere persons that is enforceable by law. It
consists of voluntary promises to do or not to do certam things. When people make a contract,
their promises become legal obligations.

Contracts are vital to the economic systems of countries where private enterprise is
encouraged. Much of the wealth of free enterprise nations takes

the forrm of such contracts as bonds and promissory notes. Most business activities in these
countries depend on contracts. These contracts include promises to deliver or pay for goods,
perform or pay for services, pay wages or rent, exchange property, and construct buildings.

Freely made economic decisions are basic elements of the free enterprise system. As a
result, a leading principle of contract law is that persons may agree with each ether on any
terms they think fit. But an agreement that would upset public order is unenforceable. For
example, the courts would net enforce an agreement to bribe a public official. The courts also
refuse to enforce an agreement if one party has clearly taken unfair advantage of another. The
laws bar some people, chiefly minors or the mentally incompetent, from assuming obligations
under contract.

The making of a contract usually involves two important acts: (1) making an offer and
(2) accepting the offer. The acts may be verbal or in writing. However, the law requires certain
contracts to be made in writing. These contracts include agreements to sell or lease property
and, for instance, hire purchase agreements and contracts of employment.

Before a contract is formed, the parties usually negotiate the terms of the agreement, One
party makes one or several offers. As soon as the other party accepts an offer, the negotiations
are over. Under many systems of law, the moment of acceptance is decisive. At that time, the
contract is concluded, Government agencies usually negotiate contracts under special rules.
They invite all interested parties to submit tenders (offers). Then they accept the most
favourable tender.

Most contracts arc enforceable only if all parties get something out of the agreement. What
a contracting party gets is called consideration. When a loan contract is made, the money



advanced by the lender is the consideration received by the borrower. The borrowers premise to
return the money with interest is the consideration received by the lender. A premise for no
consideration is net an offer to make a contract. For example, if two friends promise each other to
meet for lunch, no consideration is involved. They merely agree to a social engagement, not to a
contract.

A contract is said to be discharged after the obligations of the agreement ha been
fulfilled, if either party violates the agreement, a breach of con occurs. In that case , court
ordinarily awards money, called damages, to other party, la enforcing contracts, the courts try
to carry out the plain intention of the agreement.

Text 2: Classification of contracts

Contracts are divisible into three classes:
(A) Contract of record,;

(B) Specialty contract;

(C) Simple or parol contracts

CONTRACTS OF RECORD. A contract of record is the obligation which is imposed by the
entry of the proceedings in the parchment rolls in a court of record. The principal classes of
record which arc now found arc (1) judgments, and (2) recognizances.

(1)Judgments. A judgment is an obligation imposed upon one or more
parties, in favour of another or others, by a court of record; and it depends
for its binding force, not upon the consent of the parties, but upon th
authority of the judicial representative of the Sovereign delivering the
judgment, A judgment is therefore an order of the court, and since it is'an
obligation imposed upon a party, it is not strictly a contract which rests upon
agreement.

(2) Recognizances. A recognizance is a contract made with the
Severeign through the judicial representative. It is, generally, in the nature of
a promise to do some particular act, or to answer to a penalty slated in the
recognizance, such as an undertaking by a person tried upon a criminal charg
to come up for judgment if called upon, or a promise to pay a specified sum
o money if an accused person out on bail, does not appear at the trial.

The terms of a contract of record admit of no dispute, but are conclusively proved by
the record itself. It also merges within itself any previously existing contract relating to the
same matter, and is the highest form of contract in English law,

SPECIALLY CONTRA CIS. A specially contract, or deed, is e which is not only reduced to
writing, but is also executed under seal, a delivered. Both scaling and signature arc essential for
the proper execution a deed.

The delivery may be actual or constructive, as a general rule it 1 made sinultaneously with
execution. The modem method is to affix a paper water, forming a facsimile of a seal, which the
party executing will.touch with his finger, saying "1 deliver this as my act and deed".

SIMPLE CONTRACT. A simple contract is one which is created, either by an oral
promise, by writing not under seal, or by implication. A parol contract is, strictly, a contract
entered into by word of mouth, but the trim is frequently used to denote all simple contracts,



and this is due to the fact that before the Statuterf Frauds was passed there was no difference at
common law between an agreement by word o mouth and an agreement by writing not under
seal.

Most contracts entered into in ordinary commercial transactions fall within this
classification.

A contract by implication arises where either there is no express contract in existence
but some right and correlative obligation are inferred by reason of the circumstances, or the
parties are already in contractual relationship upon some matter and collateral tenns are to
be inferred therefrom. As an illustration of the former class, a surety who has been called upon
to pay a debt which the debtor has failed to discharge, can clami

contribution from a co-surety; or an agerit of necessity can claim reimbursement from the
person in whose interests he has acted. The right of an agent to remuneration where the contract
had made no specific provision affords an example of the latter class, the law often assumes a
promise to pay a reasonable or customary amount for the services rendered. Contracts may
also be implied where a party indicates, his intention by a mere act, e.g., boarding an omnibus.

In certain cases law imposes an obligation, analogous to a contractual obligation, on a
person, who has not agreed, expressly or implicitly, to be bound thereby. An example is the
obligation wh*ch rests on a person to repay money which has been paid to him for a
consideration which has wholly failed. Such obligations are said to arise "quasi iiX-Lontractu

Text 3: THE ESSENTIAL ELEMENTS OF A CONTRACT

A contract is an agreement which legally binds the parties. Sometimes contracts are
referred to as "enforceable agreements”. This is rather misleading since one party caimot
usually force the other to fulfil his part of the bargain. The usual remedy is damages. The
essential elements of a contract are:

a. That an agreement is made as a result of an offer and acceptance.

b.The agreement contains an element of value known as consideration, although a
gratuitous promise is binding if it is made by deed.

¢ The parties intend to create legal relations. The validity of a contract may also be
affected by the following factors:

a. Capacity. Some persons, e.g. children have limited capacity to
make contracts.

b. Form. Most contracts can be made verbally, but others must be in
writing or by deed. Some verbal contracts must be supported by written
evidence.

¢ Content. The parties may generally a”ee any terms, although they must be reasonably
precise and complete. In addition some terms will be implied by the courts, custom or statute
and some express tenns may be overridden by statute.

d. Genuine consent. Misrepresentation, mistake, duress and undue
influence may invalidate a contract.

e. lllegality. A contract will be void if it is illegal or contrary to
public policy.



A contract that does not satisfy the relevant requirements may be void, voidable or
unenforceable.

A void contract has no legal effect. The expression ""void contract' is a contradiction in tenns
since if an agreement is void it cannot be a contract

However the tenn usefully describes a situation where the parties have attempted to contract,
but the law will not give effect to their agreement because, for example there is a common
mistake on some major term (such as the existence of the subject matter). When a contract is
void ownership of any property "sold" will not pass to the buyer, so he will not be able to sell it
to any one else. The original seller (i.e. the owner) will therefore be able to recover the property
from the person in possession.

When a contract is voidable the law will allow one of the parties to withdraw from it if he
wishes, thus rendering it void. Voidable contracts include some agreements made by minors
and contracts induced by misrepresentation, duress or undue influence. A voidable contract
remains valid unless and until the innocent party chooses to terminate it. Therefore if the buyer
resells the goods before the contract is avoided, the sub-buyer will become the owner and will
be able to keep the property, provided he took it m good faith.

An unenforceable contract is a valid contract and any goods or money transferred
cannot be recovered, even from the other party to the contract, However if either party refuses
to perform his part of the contract the other party cannot compel him to do so. A contract will
be unenforceable when the required written evidence of its terms is not available e.g. the
written evidence for a contract for the sale of land.

2. Read and learn;

Conversational Patterns

A. Mr. Brown, have you any questions
as regards the contract?

B. No, I think we have settled all the
points under dispute.

A. Good. If some problems arise in the process of work we shall deal with them there and then.
Some principal points can be included into a supplement to the contract up»n mutual agreement.
B. Agreed.

A. Fine. In that case we'll tell our experts and lawyers to prepare the contract lor signing. 1 don't
think, this purely technical work will take much time and we can sign the contract at 7.00 o'clock
in the evening (morning)

B. 1 believe that time will be convenient for signing the contract. Mr. Anderson, we've worked
hard and fruitfully, so 1 think we deserve a good rest. I'd like to invite you to have dinner in a
restaurant and make a tour of our city.

A.I'm very happy to accept your invitation, Mr. Brown let me once more thank you for the
constructive way you helped to settle all the problems that were in the way of signing the
contract.



A. Tlane bpayH, uu € y Bac Oyap-siki TUTaHHs [0JI0 KOHTPAKTA.

B. Hi, s BBa)karo 110 mu 3 Bamu Bupitmian BCI CIipHi MTATaHUSL.

A. Jloope.Sk1io B mporieci poO0OTH BUHUKHYTH SIKICh 3aIlIUTaHHS, MU OyJeMO BUPIIITYBATH IX
OIIEpPaTUBHO B poOOYOMY NOPsAKY. [I[pHHIMIIOB] MUTAaHUS 32 B3a€MHOIO IOMOBJICHICTIO MOKYTh
OyTH BKJIIOYEHI B I0JATOK JO KOHTPAKTY.

B. IToromxkyrocs

A. B TakoMy BHITaJIKy MH [TIOPYYUMO  HAIIMM €KCIIePTaM | FOPUCTaM MiArOTYBaTH KOHTPAKT
70 mignucadHs. S xymaro, mo s YMCTO TEXHIYHA poOoTa He 3aiiMe 6araTo 4acy, i MU MOKEMO
npu3HaYuTH nignucanHs Ha 7.00 Beyopa (paHKYy).

B. Jlymaro, 1o 11e 3py4HUi 4ac s MignucaHHs KoHTpakTy. [lane Aunepcon, mu 3 Bamn
n06pe 1 T IHO monpaIfoBay i, AymMaro, 3acayKuan 100puil BigmounHok. S 3ampormryro Bac
1oo0iaT! B pecTOpaHi | 31iIHCHUTH HEBEIHNKY ITOJ0POK MICTOM.

A. S 3 BasiaHicTIO TpuiiMaro Bare 3anmpomenns nane bpayn. Jlo3BosbTe 111e pas moasKyBaTh
Bawm 3a KOHCTPYKTHBHEH JIUIOBUI TAX1 Y BUPILICHH] TUTaHb, 10 COPUSIIO MiAMKUCAHHIO
KOHTPAKTY

3. Explain the meaning of the words:

Kontpakr, koperyBaHnns, "Hoy-xay",aHyJIOBaTH, KOMIUICKT, CTHMYJ, KOHKYpEHIIis,
KaJbKYJSIisl, 1HAEKC, KOTUPYBAHHS, TPEUCKYPaHT, KOH'TOKTYpa, IPETEH3Is.

4. Retell the text I.

BUSINESS LETTER

Task 1. Read and translate:

Addressing an Envelope

There are three important requirements in addressing envelopes: accuracy, legibility and
good appearance. Begin the first line about half-way down the envelope, leaving at least 3 cm
of clear space for the postmark. Type the address in double line-spacing, using block capitals for
name of the town. When it is known, add the Postcode on a separate line at the end.



Use separate lines for the name or company, post box or house name, number and street,
town and county or city and state, postcode.

The number precedes the street name. Words like Street, Square, Avenue are written
separately, each word starting with a capital letter.

The postcode should always be the last item or information in the address, and in
block capitals.

Such words as Confidential or Personal should be typed in the bottom left hand comer or in
the upper left-hand comer. The address is written as follows:

Task 2.Read,translate and learn the structure of business letter.
Business letter consists of the following parts:

1. The letter head or heading

2. Inside name and address

3. The attention line e.g. Attention. The Personnel Manager
4. The reference

5. The date

6. The salutation

7. The subject line

8. The body

9. The complimentary close

10. The signature
11.The Enclosure

Task3 Read and translate the following information::

In business letters it is essential to make a favourable first impression. Obviously no letter
will do this if it is written in poor English, on inferior paper, badly arranged, typed with a dirty
ribbon, full of grammatical mistakes or corrections, confused, obscure or illogical m its
construction. Every letter that leaves the office should be looked upon as a representative of the
firm. The lay-out of the letter should make it look like a well-framed picture. The left-hand
margin should be about 2 1/2 cm. The right-hand margin should be as uniform as possible, but
devision of words should be avoided; a shorter letter may be given a larger margin, Single line-
spacing is usually used.

Task 4. Pay attention to the pattern of business letter:

The Main Parts of a Business Letter.

Business Information Center

London WIR 7HD

7 Swallow Street Heading
Telephone 01242

Telex 436572



DA/MG

Foreign Trade

Enterprise POVEX

12 Zelena St.

290006 Lviv, Ukraine
December 15, 1999
Attention Mr. Wilby

Dear Mr. Wilby,

PRICE LIST

Due to worsening rates of exchanges, we
produce a new price list.
Therefore, may we ask if you enterprise is

planning any price increase in nearest future.

Please, inform us.

Yours sincerely,

(Mr.) D. Taylor
Secretary

Encl: Price list

Task 5 Answer the questions:

1. What are the parts of the letter?
2. Where is the inside address typed ?
3. Where is the salutation placed ?

Reference

Inside address =
Recceiver’s

Date

Attention line

Salutation

Subject line

Body

Close

Signature

Enclosure

4. What is the salutation form if you don't know the name of the person

you are writing to ?

Task 6.Read and translate:

1. The L etter Head or Heading. This is normally printed on the paper. It
must give all the necessary information: the name and address of the firm, the
telephone number, telex and telefax. If the printed heading is absent, the
company's address without the name of the sender, is typed on the right side.




2. Inside Name and Address. This is the address of the person receiving
a letter. It is typed on the left against the margin. When we write to a man, we
write: Mr. P. Smith. When we write to a woman, we write: Miss J. Ross if the
woman is unmarried and Mrs. S. Jones if the woman is married, Ms. A. Taylor
either for married or unmarried woman. When we write to a man and his wife
we write Mr. and Mrs. J. Collins. If we don't know the name of the person we
are writing to, we can write: The Personnel Manager. When our correspondent
holds a special title such as Doctor, Professor, Sir, he is addressed by his title
and Mr. must not be used. Messrs (ITanose) is used to address in general to the
members of the firm. The address is written as follows:

Europe Publication Ltd.

18 Bedford Square, London WC 1B 3JN
ENGLAND

3. The Attention Line. If the attention line is used it is typed above the
salutation line as follows:

Chart analysis Ltd. Winchester House
Winchester Hants S023 9EH

Attention: The Personnel Manager Dear Sir, Thank you
for your letter of....

4. The Reference. This consists of the initials of the person who signs
the letter (and often dictates it) and those of the typist. Sometimes other
mitials are added according to whatever may be useful for the filing system-of
the firm.

OurRef.:BS/MB
(BS = Bill Smith, MB = Mary Brown)

5. The Date. The generally accepted way of writing the date is the
following

October 17,19

17 October, 19 OctobeT 19", 19 19"
October, 19

6. "' The Salutation. This is the greeting with which every letter begins
and must agree with the address. Place the salutation at the left margin of your
letter. Use a comma after it. If you know the name of the person you are
writing to, use it m the salutation: Dear Mrs. Smith, Dear Mr. Jones, Dear Sir,
Dear Madam, Dear Sirs (to more than one person and to all limited
companies), Gentlemen (in American English, with a colon instead of a
comma).

---------- British American
Formal Dear Sir, Dear Sirs, Dear Sir:
or Routine Dear Madam, Gentlemen;



Dear Mr. Brown:
Dear Miss. Smith:

Informal Dear Mr. Brown, Dear Mrs. Brown:
Dear Miss. Smith, Dear Mr. Brown:
Dear Miss.
Personal Dear Mr. Brown,
My dear Mr Brown, |Dear Mr. Brown,
Dear Jim, My dear Mr.
Brown,

Dear George,

7. The Subject Line. The line is typed immediately below the
salutation in the centre. It helps to ensure that the letter is passed without
delay to the right person or department:

Dear Sir,
Your order no. 0072/98

8. The Body. As business letters are written on behalf of a firm, use
"we" and "our" instead of "my" and "1". Do not use the short forms "we'll",

"we've" in all formal and business letters. Extra spacing is used between paragraphs to separate
different points more effectively.

The right margin should be as wide as the left one. Try to use short sentences and short
paragraphs because it is easier to read and understand such a letter.

9. The Complimentary Close. The complimentary close depends on how well you
know the reader: formal, semiformal, polite but distant. Leave two spaces below the last line of
the body. Write the first word with a capital letter. It must match the salutation.

British American
Formal Yours faithfully, Very truly yours,
or Routine Sincerelv vours,
Yours very truly,
Informal Yours sincerely. Sincerelv vours,
Yours truly, Cordially yours,
Personal Yours sincerelv. Sincerelv vours.
Sincerely, With kind regards.
With best wishes. With best reaards.
Yours, Sincerely
Yours,

10. The Signature. Always sign the letter by hand and in ink. Always use the same style. You
cannot sign "TOM ROSS" on one occasion and "T. Ross™ on another. Do not use a title with a
signature.

Exception: a woman writing to a stranger should indicate if she is married or not by adding
"Mrs" or "Miss" in brackets in front of her signature: (Miss) Alice 11. Ross.



If your signature is illegible, type the name and sign the letter above it. If an employee with
special authority signs the letter, use "per pro”. An employee without special authority must use
the word "for",

Examples:

Yours faithfully, Yours faithful

per pro: Jackson, Brown & Co For: Sales Manager

11. The Enclosure, if there are enclosures, the word ... End:" is typed at the bottom left -

hand comer, with a short description of the enclosure.
Examples : Encl: Catalogue
Enel : Price List

Enel; Drawings If there is more than one document, write :
Encls: Catalogue, Price list.

The postscript (P.S.) should be avoided. But sometimes it has a definite, planned function.
It is designed to draw special attention, to emphasize a point made elsewhere in the letter, or to
make a special offer. Sometimes it may serve as a reply to a further letter that has come in after
the letter had been completed.

Sometimes copies of a letter are sent also to other parties interested in the transaction.
Then a remark appeals in the bottom left-hand comer: Copies sent to ....



WRITING BUSINESS LETTERS AND COMPLETING FORMS

The business letters you write and the forms you complete are permanent that represent
you to people you may never meet. To do their job of representing you well, your business letters
must be appropriate in tone, attractive in appearance and clear. The forms and applications you
complete must also be neat and free of errors.

WRITING BUSINESS LETTERS

Your message in a business letter should be unmistakably clear and direct; you need to be
brief-without seeming curt. You should choose your words carefully to be sure that your tone is
polite and businesslike. How your letter looks is just as important as what it says

APPERANCE AND FORM OF A BUSINESS LETTER

As you prepare to write business letters, recognize the conventions-or standard practices-of
letter-writing form.

You should type your letter, if possible, on plain white stationery. A typewritten letters is
more letter is more legible and therefore more quickly read then a handwritten one. If you write
your letter by hand, use dark ink on plain white stationery. Also, remember to type or write
carefully; never send a letter that has typeovers or messy correction.

Before beginning you letter, estimate the amount of space it will occupy on the stationery
you are using. Center the letter as nearly as possible by making sure you will have approximately
the same margin at the top and bottom of your page and the same margin on both the left and
right sides. If you need a second page, be sure that you will have at least three lines on it. Never
write on the back of a page.

LETTER FORM

The six parts of a business letter are heading,_inside address, salutation, body, closing, and
signature. These parts are labeled in the illustrations below.
The parts of a business letter are arranged in standard patterns. The two most frequently

used patterns are the block form and the semiblock form. The block form may be used only if the
letter is typed. In this style, you begin each line at the left-hand margin. Allow one line of space
between each paragraphs, but do not indent paragraphs. The block form is easy for a typist to use
since there is no need to set paragraphs tabs or computer codes. Some business prefer not to use
block form, however, because letters types this way tend to look unbalanced at the left.

With the semiblock form, you place the heading, closing, and signature just to the right or
the center of your page. You may indent paragraphs consistenly throughout the letter or begin all
of the left margin.

1. Heading

Before you begin your business letter, decide whether you want to use block or semiblock
form. Then write your complete address and the full date, beginning at least one inch from the
top of the page. Many businesses use the two-letter code recommended by the postal service for
states.

Example 49 Surrey Lane 49 Surrey Lane
Clinton, lowa 57232  (or) Clinton, 1A 57232
June 4, 1998 June 4, 1988

2. Inside Address



Start the inside address at the left-hand margin about four spaces below the heading. It
should include the full name of the company to which you are writing, as well its complete
address. If you are writing to an individual, use the full name and title, with a comma between
the two if they are on the same line, if the name and title are long, put the title on the next line.

Examples The Helen Mills Company
RFD 4
Cross Corners, Oklahoma 73028

Ms. Marjorie Berg, Vice-President
Newland and Company

40 Fifth Avenue

Lewiston, Maine 04240

Mr. Reginald B. Macpherson
Secretary to the President
Wilbur Field and Sons
218 South Street
Fort Hamilton, Virginia 24437
3. Salutation
The salutation is placed two spaces below the inside address and flush with the left-hand
margin. For addressing an individual within the firm, the correct salutation is Dear Mr...
...(Mrs., Ms., or Miss) followed by a colon. If you are writing to a professional man or woman,
use the title instead;

Examples:  Dear Dr. Grayce;
Dear President Tyson;

When you write to a company or to a person whose name you do not know, you may have
just Personnel Department, President or Editor on the first line of the inside address. You may
then use an impersonal salutation(Editor, Personnel Department) or the traditional salutation
(Dear Sir, Gentlemen) followed by a colon.

In using traditional salutations, it is understood that the group to which you are writing
may be composed of both men and women.

4.Body

Keep your paragraphs fairly short and use a double space between paragraphs if you are
typing. Remember that paragraph indentations are acceptable only if you use the semiblock
form, and that if you indent one paragraph, you must indent the others. If your typewritten letter
is seven lines or less, you may either put it on a smaller sheet of stationery( inches) or double-
space the entire body the letter on — inch stationary.

5.Closing

In business letters, appropriate closing are Very truly yours, Yours truly, Yours truly,
Yours very truly, Sincerely yours, and Yours sincerely. The closing is placed two spaces below
the last line of the body of your letter. It is followed by a comma.

Avoid ending your letter with an outmoded phrase such as “Hoping to hear from you soon,
I am, ...” or “Thanking you in advance, | am ...”. End the body of your letter with a period .
Begin the first word of your closing with a capital letter.




Examples: Very truly yours,
Yours truly,
Sincerely yours,
6. Signature
Sing your full name to your letter. A signature should always be handwritten. If your letter
is typewritten, type your below your signature, flush with the first letter of the closing.

Examples: Very truly yours, Sincerely yours,
Elena Montera Minh Luu
CONTENT OF THE BUSINESS LETTER

Even though the tone of a business letter will be formal, you should still strive for
naturalness and simplicity of expression. Come right to the point in your letter; avoid wordy
beginnings. Make sure you have supplied all the necessary information.

TYPES OF BUSINESS LETTERS

THE REQUEST LETTER.

A letter of request asks for something; information, a free brochure, or a speaker, for
example. It is important to be very clear, specific and reasonable about what you want. When
you ask for information, you are more likely to get a reply if you enclose a stamped, self-
addressed envelope. When you write to ask someone to send a speaker, be sure to write early and
give all the information that the person will need about time, place, and audience.

Be sure to be courteous in the phrasing of your request. You may want to conclude the
request letter with a polite acknowledgment like: “I shall certainly
appreciate any help you can give me with this request.” Finally, make your request simple.

Companies handling a large volume of mail cannot afford to spend time reading lengthy letters.

76 Brixton Place
Phoenix, Arisona 85008
July 8, 1988

Model Airways, Inc.
410-12 Second Avenue
Flagstaff, Arisona 86002
Mail Order Department:
Will you pleace send me a copy of your latest catalog on model planes? | have three of
your models and would like to add some of the later ones to my collection.
Very truly yours,

Frank Tyndall

Model Request Letter-Semi-block Form




Exercise 1. Writing a Request Letter. Copy in proper form the business letter given below.

420 Jackson Avenue, lola, Texas 77861, January 8, 1986. Miss R.F. Hawkins, Business
Manager, Perry and Company, 480, 480-96 Fuller Street, Fort Worth, Texas 76104. Dear Miss
Hawekins; Our junior class of 179 students will decide this month on our class rings and pins. We
expect to have representatives from several companies here on Monday, January 21, to show us
samples of the rings and pins their firms make, together with price lists. We would very much
like to have someone from your company here on that date, if possible. Your representative
should come to Room 31, between 2:45 and 3:30 p.m. Very truly yours, Sarah Porter. Secretary
of the Junior Class, lola High School.

Exercise 2. Writing a Request Letter. Using the following information, set up this material
in the form of a business letter. You must compose the letter.

Ms. Elsie Dowing of 22 Twin Oaks Road, Carlsburg, Ohio 43316, writes on April 6, 1988,
to the George C. Buckeye Company, 240 Lexington Avenue, Cleveland, Ohio 44102, stating that
while shopping there the week before, she lost a valuable gold ring. It contained a diamond and
two pearls in an old-fashioned setting. She would like to know if has been found and if so, where
she may call for it.



THE ORDER LETTER

If you are writing an order letter, you should list the items you wish to purchase, one below
the other with complete information(catalog number, style, size, price, etc.) about each item. The
price should be put at the right-hand side (flush with the tight-hand margin), and each amount
should be placed directly under the one above, to make it easier to add prices. List the cost of
shipping, if you know it; and include it in the total, unless you know the firm pays for shipping.
Be sure to specify how the articles are to be paid for — check, C.O.D., etc.

58 Crane Street
Canton, lowa 52542
December 1, 1988

Webb and Sons
140-156 Seventh Avenue
Des Moines, lowa 50311

Gentlemen

I should like to order the following articles, as advertised in the Des Moines Register of
November 29.

2. white silk scarves, fringed, one with black initials A.J., the other with red M.W.

@%$7.98 $15.96
| size 15-34 Supercron white shirt 16.50
Postage 1.20
Total  $33.66

I am enclosing a check for $33.66 to cover the total amount.

Very truly yours,
Amy Ladd

Model Order Letter-Semiblock Form without Paragraph Indentation




Exercise 3. Writing an Order Letter.

Write to Ritz Camera Center, 1147 A Sixth Avenue, New York, New York 10036, a letter
ordering the following items: | Star D Model D-18 tripod, price $19.75; rolls 35mm Kodachrome
film at $3.50 a roll. Include $1.50 postage. You are enclosing a money order for the amount.

THE LETTER OF APPLICATION

When you apply for a position, your letter of application comes before you interview with
your prospective employer. It is first contact the two of you have. Therefore, you must “put
yourself across” in a way that will suggest confidence tht you can put some original, person
touch into your letter (but only of it comes naturally to you ) to distinguish you favorably from
the rest of the applicatants this employer may be considering.

Remember to include the following information:

1. Include a statement of what position you are applying for and how you learned about

int.

2. Show that you know what qualificastions are needed and that you believe you can fill
them. State your arc, experience, and education.

3. List names, address, and telephone numbers of two three people who can be contacted
for references as to your character and ability. Always make sure first that these people
are willing to be listed.

4. Request an interview at the employer’s convenience.



98 Oxford Street
St. Cloud, Minnesota 56303
April 2, 1988

Mrs. O.A. Lester, Director
Camp Carlson

Oneidaga Lake

Big Pines, Minnesota 56680

Dear Mrs. Lester:

Ben Nicholas, one of your regular campers, told me this week that you have a vacancy for
a swimming counselor on your camp staff this summer, and | would like to apply for the
position.

I am a senior at St. Cloud High School and am eighteen years old. For the last two years |
have been the junior swimming counselor at Camp Winnebega, Cauhoga Falls, Wisconsin. |
have just received my Examiner’s badge in lifesaving and am now certified for the position of
senior swimming counselor.

The following people have given me permission to use their names as references:
Mrs. J. B. Morse, Director, Camp Winnebega, Box 150, Cauhoga Falls, Wisconsin 54615
(414) 936-1212

Mr. Chester Roberts, Principal, St. Cloud High School, 525 Ancona Acenue, St. Cloud,
Minnesota 56303 (612) 452-2323

I will be glad to come for a personal interview at your convenience.

Model Letter of Application-Semiblock Form With Paragraph Indentations




Exercise 4. Writing a Letter of Application.

You have learned from a fried that a coupe knows in another city are looking for a high-
school student to spend to spend the summer with their family at their summer home. They want
the student to take care of three children, ages two, four, and six. White to the couple (make up a
name and address) and apply for this job. State your qualifications. Try to make your letter
interesting as well as informative.

Exercise 5. Writing a Letter of Application. A drugstone in a neighbouring town needs someone
to deliver orders from 4.00 to 6.00 p.m. schooldays and all day Saturdays. Write your letter of
application.

COMPLETING FORMS AND APPLICATIONS

All forms are alike in that they ask you to provide specific, often detailed information
before you sign your name at the end. It is extremely important to fill out forms carefully,
keeping these points in mind:

1.Always read through the entire form and any accompanying directions before you begin
to fill in the blanks.

2.Most forms ask you to print or type information. Use black or blue ink if you print,
uncles the form specifically asks you to use pencil. Be sure that anything you print is legible and
that you have supplied each item of information one the correct line.

3. After you have finished filling out the form, read through it again before you sing.
Proofread to make sure that you have made no spelling punctuation, or factual errors.

THE PERSONAL CHECK

Keeping most of your money in the bank is safer carrying it around or having it at home.
Many people keep money in checking accounts. A personal check is form that is a form that tells
the bank to take money from your account to pay the person or company whose name you have
written on the check.

All personal checks are organized in the same way even though various ways of
personalizing checks make then look quite different from one another. Checks are numbered in
sequence. The bank identifies each of your checks by (1) this number, but more importantly, by
(2) the code number in computer language. When you write a check, you fill in (3) the date; then
you write (4) the name of the company or person that you are paying . Notice that you write the
amount of the check twice. First you write it in (5) numbers to the right of the dollar sing. On the
next line use (6) words to indicate how many dollars and a fraction to show how many cents.
Draw a wavy line to fill in the rest of the space on this line. Write (7) your signature on the check
the way you signed the signature card that the bank has on file. Notice that (8) the name of the
bank is always printed on the check and (9) a code number for the bank appears near the date.



THE DEPOSIT SLIP

You checkbook may have forms at the back of the checks. You should use these forms,
called deposit slips, when you make a deposit to your account. These deposit slips usually have
your name, address, and account number already printed on them.

Notice that (1) the bank’s name printed on the slip. When you want to make a deposit, you
write (2) your account number and the date in the appropriate spaces at the left. Then you print
(3) you name and address below the account number. You write (4) the amounts that you are
depositing in the columns at right and indicate (5) the subtotal. If you want cash back from your
account, you write (6) the amount to be taken out on the line beside “less cash ”, and subtract
from the subtotal to get the total, which is (7) your net deposit. Then you write (8) the amount of
cash receives, and (9) your signature on the slip. If you are not getting cash back, you need not
sigh the deposit slip.



