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IHEPEIMOBA

Mera HaBYaIbHOI NMCUUIUIIHA — HABYUTH CTYACHTIB YKJIQJaHHIO aBTEHTUYHOI
HayKOBO-JIOCTITHUITPKOT JTOKYMEHTAIlli aHTJICHKOI0O MOBOKO 3TIIHO CTaHIAPTIB,
OPUMHATUX B aHTJIOMOBHUX KpaiHax, MpUHOUIAM O(OpMIIEHHS i€l JOKyMeHTarlil
aHTJINACHKOI0 MOBOIO 3TITHO BUMOT ii BIIMOBIAHUX BHUAIB, cOpMyBaTH BiJMOBIAHI
BMIHHS 1 HABUYKHU Ta HABYUTH KOPUCTYBAHHIO HAYKOBUM CTHJIEM aHTJIICHKOT MOBH.

[IpenMeT HaBUAJIbHOI JUCHUIUIIHK — HAYKOBO-JIO0CIITHUIIPKA JOKYMEHTAIlis Ta il
CTaHJIapTH, 5Kl ICHYIOTh B aHTJIOMOBHHUX KpaiHax .

HanpukiHiii Kypcy CTyJIEeHT TOBUHEH 3HATH:

- 3araJIbHOMPHUHHATI Cy4dacHI HOPMH Ta CTaHIapTH OQGOPMIICHHS HayKOBO-
TEXHIYHOI JOKyMEHTallii, SIKl ICHyIOTh B aHTJIOMOBHHUX KpaiHax;

- METOJMKH YKJIQJaHHs Ta NepeKiIaay HayKOBO-TEXHIYHOI TOKYMEHTaIlli;

Hanpukinii Kypcy cTy/I€HT HOBUHEH BMITH:

- BUIBHO BOJIOJITH Ta aJeKBAaTHO IMEpeaaBaTH y MEpeKyaagl TEpMIHOJOTIYHI,
CTPYKTYPHI Ta 3MICTOBHI OCOOJIMBOCTI HAYKOBO-TEXHIYHOT JOKYMEHTAIIII;

- JIOJIaTH JIEKCHMKO-TPaMAaTU4HI Ta CTUJIICTHYHI TPyJAHOLI Ipu OGOpPMIICHHI Ta
nepeKIiaii HAYKOBO-TEXHIYHOI IOKYMEHTAIlIi;

- 3pOOUTH BJAcHE MIKPOJOCIIPKEHHS 3 aKTyaJbHOi HAayKOBOI MpoOieMH Ta

MPaBIWIbHO O()OPMUTH HAYKOBY JOKYMEHTAI[IIO JO CBOTO JIOCIIIKECHHS.



Curriculum Vitae & The letter of application. — biorpadis i cynpoBignmii jmcr.

1.The success of your job seeking depends on the way you make up your Curriculum Vitae.

Curriculum Vitae is:
- short information about your life

(biography);

- short information about your
education;

- information about your

professional skills.

1.The Curriculum Vitae (CV) and the
letter of application are very important as
they often provide the first direct contact
between a candidate and an employer. If
these documents are not well written and
presented, it will make a poor impression.

As a rule, the CV includes such piece of
information:

1.Personal information: surname, name and
patronymic, address, phone number,
birthday = and age, marital status
(dependents), nationality.

2.The aim of job seeking (briefly).

3.Information about education
(chronologically): names of schools, year
graduated, course taken or degree.

4.Information about additional education
(chronologically): names of courses, dates of
attendance, qualification.

5.Information about your practical skills:
knowledge of foreign languages, driving, PC
literacy.

6.Information about experience
(chronologically): names of companies,
companies’ addresses, type of industry,
dates of work, position held, responsibilities.

7.Information about personal interests and
hobbies.

8.References may be represented as
additional information  about  your
personality upon request.

- crucna iHdopmaris mpo Barme
xUTTA (Oiorpadis);

- crucna i”Hdopmamis npo Bamry
OCBITY;

- iHdopmarris po Barmi
npodeciiiHi BMiHHS.

1.Kutrenue i cynpoBigHMii JHCT - 1€
JAy’Ke BaMJIUBI JOKYMEHTH, OCKUIbKHU
BOHM 4YacTo 3a0e3nme4yTh NepuInii
NpPSIMUA  KOHTAKT MK KaHIMAATOM i
npamneaaBueM. SIKmo mi JOKYMEHTH He
nodpe HamucaHi 1 TmpeacTaBjeHi, ue
CIIPABUTH OiHE BpaKeHHsI.

Sk mpaBuno CV BKIIOYa€E TaKy 4YacTUHY
iHpopMmaii:

1.0cobucra iHpopMmarist: Mpi3BUCHKO, IM'S 1
no OaTbKOBi, aapeca, TereGOHHHI HOMeEp,
JIeHb HApOJKEHHS 1 BiK, NUTFOOHUN cTaTyc
(yTpumaHIli), TpOMasTHCTBO.

2.Merta nomryky po60oTH (CTHCIIO).

3.Indopmartis po OCBITY (XPOHOJIOTIUHO):
Ha3BM IOKIJ, PIK  3aKIHYEHHS, KypC
OTpUMaHMI ab0 CTYITiHb.

4.Indopmarisi mpo  JTOAATKOBY  OCBITY
(XpOHOJIOTIYHO):  Ha3BM  KypCiB, JaTu
BIJIBITyBaHHS, KBaJTi(piKartii.

5.Indopmarris mpo Bamty mpaKTUYHI BMiHHS:
3HAaHHS 1HO3EMHHX MOB, YIPABIiHHS aBTO,
HAaBUYKW OIpAIlOBaHHA 3 MEPCOHAIbHUM
KOMIT FOTEPOM.

6. Indopmariis mpo 10cBix (XpOHOJIOTIUHO):
Ha3BM KOMITaHIM, aJpecu KOMITaHid, BU]
iHaycTpii, pgara poOOTH, yTpHUMyBaHa
rnocana, 000B’SI3KU.

7. Indopmartist mpo 3aIikaBJICHOCTI 1 X00I.
8.PexomenmaniiHuii  nUCT MOXe OyTH

MPEACTABJICHO SIK JIOAATKOBa 1HQOpMAIis
po Bally ocoly Ha 3aIuT.



The letter of application normally
contains four paragraphs in which you
should:

1.Confirm that you wish to apply and say
where you learned about the job.

2.Say why you are interested in the position
and relate your interests to those of the
company.

3.Show that you can contribute to the job by
highlighting your most relevant skills and
experience.

4.Indicate your willingness to attend an

interview (and possibly say when you would
be free to attend).

Read carefully the information below.

CynpoBiaHuii JJUCT 3BUYANHO MICTUTH
yoTupu naparpagu B iIKUX BH IOBUHHI:

1.ITinTBEpIUTH CBOE MPOXAHHS 1 CKa3aTH, Jie
BU JII3HAJIUCS PO pOOOTY.

2.JloBimoMuTH dYOMYy BH 3allikaBieHI B
mocaali 1 pO3MOBICTH  MpPO  Bally
3a[IKaBJIEHICTH KOMIIAHIECIO.

3.IlepexkoHatH, 1O BU MOMKETE CIPHUATH
poboTi 3a JIOTIOMOT OO BaIoi
HalopeuHimoi kBaidikarii i TOCBITy.

4 BkaxiTh MpO Bamly TOTOBHICTh JaTH
iHTepB't0 (1 MOMJIMBO CKa3aTH, KOJIU BH
Oynere BUTbHI JIJIs B1IBITyBaHHS).

A Curriculum Vitae (CV) or resume is a summary of your career history, the skills and
experience you have gained during the course of it.

A good CV, resume should:
1.Attract attention.
2.Create a positive impression.

3.Present your skills and qualities clearly and concisely.
The purpose of the CV, resume is to tell the employer why you should be hired. Consider
it as your personal marketing instrument. A good CV, resume will help you to open the door to a

job interview.

There are two kinds of CV, resume: employment and academic. The employment CV,
resume is typically shorter. Academic interview generally includes several additional sections

such as:
1.Conferences, seminars attended.
2.Papers given.
3.Publications.
4 Professional affiliations.

The academic CV, resume is used when applying to research bodies, international or

educational organizations, etc.

The CV, resume, as a standard summary of information, may be photocopied and sent off
to the majority of employers, changing sections of the content according to the different needs of

the organizations contacted.

CV, resume writing tips

As you write your resume, keep in mind the following:

1.Use concise language.

2.Minimize or omit everything which is irrelevant.

3.Select and order the major categories so that the most relevant information is placed
near the top of your CV, resume where it will receive the majority of the reader’s attention.

4.Your CV, resume must be free of typographical and grammatical errors.

5.Have your CV, resume critiqued by experienced person.

6.Print your CV, resume on white paper.



Name:
Address:

Telephone:

Education & Training
December 1991 — April 1994

Qualifications:

September 1981 — June 1986
Qualifications:

April 1997

Employement

July 1996 to present

Position:
Responsibilities:

August 1995 — July 1996
Position
Responsibilities:

August 1994 — August 1995
Position:
Responsibilities:

August 1986 — August 1994

Position:
Responsibilities:

1986 up to present

Skills

Computer literacy

Languages

Interests
Social / Cultural

Sporting

Countries visited
References

Sample of Curriculum Vitae

Maria Ivanova

ul. Tverskaya, 55/134
Moscow

Home: (095) 292 52 22

Moscow State Linguistic University, Department of English
Lexicology.

Linguistic Researcher; PhD diploma was obtained

in April 1994.

Moscow State Linguistic University, Department of German
Languages.
Higher education diploma: Teacher of English and German.

Computer training courses in Xylos
(Microsoft Authorised Training Centre in Moscow).

Price Water House Translating & Interpreting Department.
Translator from / to English and German.

Interpreting, audit documents translation from / to English
and German.

British Petroleum.

Translator and Administrative Assistant.
Translating from / to English,
administrative duties performance.

Norton Rose.

Translator and interpreter.

Translation from / to English and German
(commercial contracts, legal documents, etc.)

English language teaching at the Department

of English Lexicology of the Moscow State

Linguistic University.

Tutor of English.

Practical English and Grammar for third year students,
Stylistics.

Free — lance interpreter and translator
at the Chamber of Commerce and Industry.

Good typing skills, strong organizational skills, ability to work]
under pressure, customer — oriented, good time management.

Word Perfect, MS Word for Windows, Lotus Ami — Pro 3.1.,
Lotus 1 — 2 — 3, e — mail, Internet user.

Native Russian, professional level of English and German.

Traveling, classical literature, world history, jazz music.
Swimming, skiing.

UK, USA, Spain, Japan, Australia, and New Zealand.
are available upon request.




2.Cliché & Expressions to the letter of application.

- With reference to your advertisement in
"Kiev Post" of Tuesday, January 10, I would
like to apply for the position of... in your
company.

- I recently heard from ... that there is a
vacancy in your sales department.

- I am used to working on my own.

- I appreciate the opportunity to work on my
own initiative and to take on a certain amount
of responsibility.

- During training for my present job I took
courses in marketing.

- Since my present position offers little
prospect for advancement, I would prefer to
be employed in an expanding organization
such as yours.

- I am at present earning ... per month.

- Thank you for offering me the
post/position of...

- JIsxyro Bawm 3a te, mo Bu 3anpononyBanu
MeHi Tocay.

- I am looking forward to commencing
work on September 1.

Written refusal of the offered work

- I regret to inform you that I am unable to
accept the position, since I have received
another, more attractive one.

- I feel that my experience in this field
would not be used to its full capacity in
above position. Therefore, I have to decline.

- ITocunarourch Ha orojomeHHs 10 «Kuesa
— IToct» Bix 10 ciuns, BIBTOPOK, S XOTIB OH
IPETeHyBaTH Ha Mocay... y Bamlii ¢ipMi.

- 5] Hemo1aBHO MOYYB BiJ . PO BaKaHCIIO Y
BaIlIOMY TOPTrOBEJILHOMY BiJJIiIi.

- 51 3BUK mpalroBaTH CaMOCTIIHO.

- 51 BUCOKO LIIHYIO MOJJIUBICTD IPALIOBATH 3
HaJIE)KHOIO MipOIO BiJIMIOB1TaNTbHOCTI,
MIPOSIBJISIIOYH BJIACHY 1HIIIATHBY.

- [ig wac HaBUaHHS AJIsi OTPUMAHHSI TIOCAIH,
AKy s 3aiiMar0 3apa3, s 3aKiHYMB KypcH
MapKETUHTY.

- OcCKiTbKH MOS CHpaBXHS IOcajla HE Jae€
MeHi BEJIUKHUX MOYITUBOCTEH TUTSE
MPOCYBAHHS, S XOTiB O MpAaIfoBaTH B TaKii
MEepPCIEeKTUBHIA  opraHizamii, sk Bama.

- B nanuit yac 1 ogepxyr ... B MiCSIb.
- I have pleasure in accepting this position.
- I3 3a10BOJICHHSAM TIpUIIMAIO L0 MOCAy.

- 3 HETEPIIHHAM YEKar MoYaTKy poOOTH
IBepecHs.

IIncomoBa BiiMOBa Bi 3aIPONOHOBAHOL
poboTu

- 3 xaneM moBimoMisiro Bac, mo He MOXy
MOCICTH II0 TOCaAy, OCKIUIBKHM OTpHUMAaB
1HIITY, TPUBAOJIUBIITY TTPOTIO3HUIIIIO.

- Cnagae Ha IyMKy, IITO Mii TOCBiJ poOOTH B
1iit o6macti He Oy/1e BUKOPHCTAHHIA TOBHOIO
MIpOF0, TOMY BUMYIICHUH BIIXWIATH
IPOTO3HULIIO.



3. Exercises.
The nouns in the two boxes below can be combined with the help of a hyphen (-). Match one
noun from each box to form a compound noun.

risk wage earner programmer
computer wine winner solver
problem law breaker importer
award trouble shooter taker

Fiona Scott decides to apply for the job at Patagonia. Study her CV carefully to see how she
has presented the information about herself. Where do you think each of the following
headings should be placed?

References Activities Personal Details
Education Skills Professional Experience

Personal Details !
Fiona Scott
52 Hanover Street
Edinburgh EH2 5lm
Scotland
Phone: 0131 449 0237
E — mail: fiona.scott@caledonia.net

2

1991 — 1992 London Chamber of Commerce and Industry

Diploma in Public Relations
1988 — 1991 University of London

BA (Honours) in Journalism and Media Studies (Class II)
1981 — 1988 Broadfield School, Brighton

Levels in German (A), English (B), History (B) and Geography (C)

1995 — present Public Relations Officer, Scottish Nature Trust
Responsible for researching and writing articles on all aspects of the
Trust’s activities and ensuring their distribution to the press
Editor of the Trust’s monthly journal
In charge of relations with European environmental agencies

1992 — 1995 Press Officer, Highlands Tourist Board
Preparation of promotional materials and brochures
Co — ordination of media coverage
Summers of
1990 and 1991 The Glasgow Tribune newspaper
Two three — month training periods as assistant to the Sports Editor
Arranging and conducting interviews
Preparation of articles covering local community sports events



mailto:fiona.scott@caledonia.net

IT Office 2000 and Windows NT, Excel, Internet, PowerPoint
Languages Fluent German and proficient in French
Additional Driving license (car and motorcycle)

5

Cross — country skiing, rock climbing and swimming

Ski Instructor (grade II)

Secretary of the local branch of ‘Action’, an association organizing sports
Activities for disabled children

6

Geoffrey Williams Brenda Denholm
Professor of Journalism Sports Editor
University of London The Glasgow Tribune

Below you will find details from Fiona Scott’s letter of application. Look at the outline of the
letter on the left and indicate where the information below should go.

)52 Hanover Street g)Nathalie Baudoin h)My work experience has familiarized me with many
Edinburgh Patagonia Gmbh of the challenges involved in public relations today. I am
EH2 5LM Reitmorstrasse 50 sure that this, together with my understanding of the
UK 8000 Munich 22 needs and expectations of sport and nature enthusiasts,

Germany would be extremely relevant to the position. Moreover,

as my mother is German, I am fluent in this language
and would definitely enjoy working in German —
Yours sincerelvy speaking environment.

1)Fiona Scott

a)Although I am presently employed by a non — profit

1f making organization, it has always been my intention
to work in a commercial environment. I would
2 particularly welcome the chance to work for your
company as | have long admired both the quality of
3 the products that it provides and its position as a
defender of environmental causes. As you will notice
4 on my enclosed CV, the job you are offering suits
both my personal and professional interests.
5
b)I would be pleased to discuss my curriculum vitae
with you in more details at an interview. In the
6 meantime, please do not hesitate to contact me if you
require further information. I look forward to hearing
7 from you.
8
¢)Dear Ms Baudoin d)8™ January 2000
9
e)l am writing to apply for the position which was
10 advertised last month in The Independent.




Do you think that Fiona has a chance of getting the job? What are her strengths and
weaknesses?

4.Write your own Curriculum Vitae and the letter of application.

10



Business Letter Structure. — CTpykTypa AlJ1I0BOr0 JIMCTA.

With intensive development of
entrepreneurial activity and creation of joint
ventures lately the number of external
economic and scientifically — technical
communications with the firms of foreign
countries grows. Any form of business
collaboration  assumes a  permanent
exchange by information. Correspondence
remains the most accessible and reliable
means of communication. Correspondence
with a business partner is important part of
any business.

1.Business Letters may consist of the
following components:

3 IHTCHCUBHUM PO3BUTKOM
M1 IPUEMHUIBKOT TiSUTBHOCTI 1 CTBOPEHHSM
CHIUTBHUX TIAMPUEMCTB OCTaHHIM YacoM
pocTe YHUCIO 30BHIMIHHOCKOHOMIYHHX 1
HAayKOBO — TEXHIYHUX 3B'M3KIB 3 (ipmamu
3apyOiKHUX KpaiH. Bynp-sika ¢opma ninoBoi
CHIBMpaIll TPHUIYCKAE TMOCTIHHUA OOMIH
iHpopmaniero.  HalgocTynHimmm 1
HaJIHHUM 3aCO00M CHJIKYBaHHSI MPOJOBKYE
3anumarucs JaucT. JIMCTyBaHHS 3 JiOBUM
NapTHEPOM € BaXJIMBOIO YaCTHHOK Oy/Ib-
SIKOTO Oi3HEcCy.

1.Jlin0B1 JIMCTH CKJIAHAIOTHCS 3 HACTYIHUX
KOMITIOHEHTIB:

- The Notepaper - [lTanka 6manka
- The Reference - [Tocunanns

- The Date -Jlata

- The Addressee - Anpecar

- The Salutation - 3BepTaHHA

- The Body Text - Teker nucra

- The Complimentary Close - KommutiMmenTapHa KiHiiBka

- The Surname & the Signature - [Ipi3Buie Ta mignuc

2. Exercises.

Study carefully the text to see where each of the following components should be placed.
Study of a Business Letter

Business letters include all kinds of commercial letters, inquiries, replies to inquiries, Letters
of Credit (L/C), invoices, Bills of Lading (B/L), Bills of Exchange or drafts, letters of insurance,
explanatory letters, orders, letters of packing, letters of shipment, letters of delivery, offers, letters of
complaint, replies to those of mentioned above, etc.

A business letter should be as short as possible, intelligible, polite, and benevolent and its
language must be simple.

Rules and traditions of correspondence vary in time but some basic principles of a
commercial letter remain unchanged.

A private business letter is written by hand and each paragraph begins with an indented line.
But if a letter is sent by an organization it is typed on the form of this organization. In this case it is
not necessary to use indented lines.

A letter is composed of the following elements: heading, date, address, salutation, text,
subscription.

A letter can be typed on the organization’s form. Any form has its letter — head printed
typographically. The letter — head bears the name of organization or firm, sending this letter, its

11



address, address for telegrams, telephone, telex, fax. If you do not use the form, write your address
(as a sender) on the upper right side of the letter. Do not indicate your name here; it will follow your
signature. Ukrainian names of foreign trade organizations are not translated into foreign languages.
They are written with Latin letters using English transcription. Your telephone number may be
written below.

The date is written on the right side above (under your address if the letter is written on a
form or under a typographical letter — head of the form).

In Great Britain the date may be indicated as follows: 7™ April, 1998 or 23 March, 1998.

In the USA it is usually written like this: April 7, 1998.

As a rule, before the address of the recipient a reference is indicated which the sender asks to
mention in the reply to the letter. A common reference represents the initials of the person who
wrote the letter and those of the typist who typed it.

The references may be as follows:

Our Ref: MRE/JNK (in the first letter)

Your Ref: BAT/SN (in the second letter after the reply has been received)

MRE are the initials of the author of the letter (M.R.Erickson),

JNK are the initials of the typist.

The address of the recipient (inside address) is written on the left above, under the reference.
Lower, the name of the firm is written under which the number of the house, street, city or town,
state or country is indicated, the last element being the country.

The salutation is written on the left (not in the centre).

The salutation ‘Dear Sir’ is appropriate, when you write to a real person if you do not know
him. If you know the person, you should write ‘Dear Mr. Jones’, for example.

If the letter is addressed to a firm, the salutation should be ‘Dear Sirs’. In modern business
correspondence it is needless to use any other forms of politeness.

As was mentioned above, the text of the letter should be as short, simple and clear as
possible.

In the subscription the expression ‘Yours faithfully’ is usually used if you are not acquainted
with the person(s) or “Yours sincerely’ if you write to a man (woman) whom you know at least by
correspondence. In American English the above expressions are rarely used. More common are the
expressions ‘Sincerely your’, or simply ‘Sincerely’, and sometimes ‘Very truly yours’.

The signature is affixed by hand above the typed name of the author. It is not obligatory to
indicate your position.

If near the signature, there are two letters ‘p.p.” (per pro) it means that the letter is ‘by
warrant’.

The heading may be written above the main text of the letter. The heading indicates short
contents of the letter or its subject.

If some material is added to the letter the words ‘Enclosure’ (‘Enclosures’) or the
abbreviation ‘Encl’ are written in the left lower corner of the letter. You can also use the expression
‘We enclose ... .

Letters in English often begin with the reason for writing. Look at the opening words of seven
different letters and complete the sentences, using the phrases on the right.
e.g. I am writing to confirm our meeting next Tuesday.

I am writing to confirm ... ... your letter of 25 June.

I am writing to apologize ... ... for the delay.

I am writing to answer to ... ... our meeting next Tuesday.

I am writing to thank you ... ... about your English courses.

I am writing to inquire ... ... the order we received.

I am writing to inform you ... ... for sending me the books.

I am writing regarding ... ... that I will not be able to come to your reception.

12



Study the four letters below and say what kind of letter each is.
- An inquiry (checking facts or requesting information).

- A covering letter (explaining something).
- A thank - you letter.
- An invitation.

Heelmann Winters Consultants

Sarah Warton

Colehouse Associates
20 Eyot Place, Bath BA1 4XT

Kerstin Security System
Kerstin House

High Street

Oxford OX1 7QP 18™ September, 1991
Dear Sirs,

We are writing concerning the security locks (B 701)
described on page 23 of your catalogue, which we
received yesterday.

It is not clear if the locks can be used on all types of
windows or are only suitable for use with wooden
windows. Please could you advise us on this. We enclose
specifications of the windows we invented to fit the locks
to.

We look forward to hearing from you.

Yours faithfully,

Chaclotte 2uban
Charlotte Ruban

Communications Officer
CODATA plc
1 — 3 Prideaux Place
Southampton SO6 7DY

4t February 1991
Dear Sarah,
| am writing to thank you for your help and
advice with my research. | am sorry that |
have not written before, but | have been
very busy.
It was very kind of you to meet me last
week and discuss my paper on Customer
Training — your suggestions and comments
were very useful. | will, of course, send you
a copy of the full report as soon as it is
ready.
Please contact me the next time you come
to Holland. | would be delighted to meet

you again. Give my regards to your
colleagues in the Communication
Department.

Yours,

Piet Winters

KERSTIN SECURITY SYSTEMS

Piet Winters

KERSTIN HOUSE HIGH ST. OXFORD OX1 7QP

Mr V Hannah
Gees Hardware Store
Godstone Road

Banbury OX3 9JG 6 June 1991

Dear Mr Hannah,

Thank you for your inquiry about our smoke
alarms.

Please find enclosed a brochure and a copy
of our price list for this year. You will see
that we are offering a special discount on our
Little Gem range until the end of the next
month.

Please contact us if you require any further
information.

Yours sincerely,

7homas (Y Gorman

Thomas O’Gorman

(Sales Dept.)

INSTITUTE OF MEDICINE &
PHARMACEUTICAL PREPARATIONS

FERN HOUSE, BRIDGEWATER ROAD, EXETER, DEVON. EX9 2A

G K Winkel

Marketing Manager
Reach Pharmaceuticals
31004 Zurich
Switzerland

Dear Mr Winkel,

I do not know if you remember me - we met at
the Healthcare Exhibition in Zurich last year.

We are holding another conference on
Pharmaceuticals and the Law in Paris from March
12 - 16 and we would be very pleased if you
could participate. Perhaps you would also like to
speak to the conference about the law in
Switzerland?

I look forward to hearing from you and hope
very much that you will be able to attend.

Yours sincerely,

Jrian Corbin

Brian Corbin
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3.You are going to write the letter and reply to them. Read the instructions and use the
correspondence above to help you.

Write a letter: Write a letter:

You receive this fax from the You want to make a promotional

Grand Hotel. You wanted a single video about your company.

room, 3 — 5 June. Write and check Write and invite Mr. Sherman, a film —
the details. maker, to discuss this with you over lunch.

Confirmation of booking:
Regency Suite, 3 — 5 May at

$258 a night.
Reply to a letter: Reply to a letter:
Read the inquiry and write back Read the invitation
giving the correct information (below) and write back saying you
and apologizing for the mistake. cannot help him at the moment

because you have a lot of other work.

Confirmation of booking:
Single Room, 3 -5 June, at
$85 a night.

,\\

/
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Inquiry - letter. — JIuct — 3anur.

1.Inquery is sent by a company, if
necessary:
- to obtain detailed information about goods;

- to know about the availability of goods;

- to specify time and delivery dates;

- to obtain information about the terms of
delivery and  discounts, mean of
transporting, insurance;

- to obtain information about prices of
goods;

- to get catalogues and samples of goods.

Writing the inquiry - letter, you need give
full details as it possible, that will allow
your business partner to shorten time on
drafting of answer.

In the case if you apply with the inquiry in
this company first time, it is desirable to
include in a letter the following points:
1.Mention the source of information about
this company and its goods.

2.Essence of the question.

3.Brief information about your company.
4.Express hopes for cooperation.

2.Cliché & Expressions

To the point 1.

We read your advertisement in ...

With regard to your advertisement in ... of
..., we would ask you ...

We have heard of your products from ...

We have seen your current catalogue
showing ...

To the point 2.
We are interested in buying (importing, etc.)

Please inform us (let us know) as soon as
possible ...

Would you please inform us if it were
possible to deliver...

Please let us know what quantities you are
able to deliver till ...

We would ask you to let us have a quotation
for ...

1.JIuct - 3aIUT HAACHJIACTLCA
KOMIIaHi€10, AKIO HEOOXiAHO:

- OTpUMaTH JOKJIagHy I1H(OpMAII0 TMpo
TOBapH;

- Y3HATH PO HasIBHICTh TOBApY;

- YTOYHUTH 4Yac 1 TEpMiHHU ITOCTABKH;

- oTpuMmaTtH iHQOpMAII0 PO YMOBH
IMOCTaBKH 1 3HIDKKH, 3ac00iB
TPaHCTIOPTYBaHHS, CTPAXyBaHHS;

- OTpuUMatH iHpopMallio Mpo IiHU Ha TOBAp;

- OTpUMATH KaTaJIOTH 1 3pa3Ku TOBapY.

[Ipn wHanucaHHI JHCTIB — 3amUTIB CHif,
SIKOMOTa OUTBII JETaJbHO BHUCJIOBUTH CYTh
MUTaHHS, 10 JO3BOJUTH Bamomy ginoBomy
MapTHEPY CKOPOTUTH Yac Ha CKIIaJaHHSI
BIITOBI/II.

Y Bunmaaky skmo Bwu mnoBomurecs i3
3aIMMTOM B JaHy KOMIIAHIIO BIIEpIIE, B JIHCT
0a)kaHO BKJIFOYUTH HACTYITHI MyHKTH:
1.BkasiBky Ha mkepeno iHdopmarii mpo
JlaHy KOMTIaHIo 1 i1 ToBap.

2.CyTb NIUTaHHS.

3.KopoTki BizomocTi ipo Bamnry kommasiro.
4.Bupa3 HaJii Ha CIIBIPALIO

Mu npounTanu Bairy pekiiamy y ...

VY 3B’s3Ky 3 MyOJTIKaIli€lo Balloi peKiIaMu y
.. BIJI ... MA XOTLJIX O 3aIIMTATH Bac ...

Mu B3HaIM MPO MPOIYKIIIIO BalIoi KOMMaHii
3.

Mu 3BepHyauM yBary Ha Ball OCTaHHIN
KaTajor, B SKOMY OIUCY€ETHCA ...

Mu x0T 6 KynmuTH (IMIOPTYBaTH 1 T.11.)
[IpocrMo MOBIIOMUTH HAC SIKHANCKOPIIIIE

[TpocuMo MOBITOMHUTH HAC, M 3MOKETE BU
IIOCTABUTH ...

bynws nacka, moBioMTe Hac, Ky KIJTBKICTh
BH 3MOXKETE IIOCTABUTH JIO ...

[ToBimomTe Hac, Oyap Jlacka, PO PO3IIHKH
HA ...

15



Would you kindly quote your prices and
terms of delivery (terms of payment, etc.)
for...

We would like to have further details about

We would like to represent your products in
the Ukrainian market.

Please send us samples of ... (your
catalogues, leaflets, etc.)

To the point 3.
As distributors we have a large network of

In connection with this ...
We are distributors (importers, retailers,
etc.) of ...

We would like to get in touch with
manufacturers (suppliers, sellers, etc.) of ...
There is a large market here for your
products.

For over ... years our company has imported
from western countries ...

Our company was founded in ...

We usually effect payment by letter of credit
(cheque, bank transfer, etc.)

To the point 4.
If your prices are competitive (the samples

meet the standards, your equipment
complies with our requirements, etc.) we
may be able to let you have regular orders.

We look forward to your early reply.
Your prompt answer will be (would be)
appreciated.

3. Exercises.

He mornm © BM BCTAaHOBUTH HAaM I[IHU 1
YMOBH TTOCTaBKH (YMOBH OTUIATH 1 T.J.) HA ...

Mu © XOTUTH OTpUMaTH OLIBII JOKIAIHY
iH(OopMaIlito mpo ...
Mu © XOTIIM  TPEACTABISITH
MPOIYKIIiI0 HA YKPaiHCEKOMY PUHKY.
byns nacka, BumIiTh HaMm 3pa3ku  (CBOT
KaTaJior, OpoIrypH i T.11.).

Bally

Sk aucTpuO'tOTOpH MH  MaeMO  OOIIUpY
CITb...

VY 3B's13Ky 3 UM ...

Mu BHUCTYTIAEMO JTUCTPHUO'TOTOpaMH
(iMmmoprepamu, MPOAABLSAMU 1 T.11.) ...

Mu O XOTiIM BCTAaHOBUTH KOHTAakT 3
BUPOOHUKAMU (mocTayagbHUKaMH,
MPOJIaBISIMU 1 T.J11.)..

Bami BupoOu 3HaiinyTh y Hac CBOTo
MOKYTITIS.

binpmr  Hixk POKIB Hamia KOMIIaHis
IMITOPTYE 13 3aX1AHUX KpaiH ...

Hamra xommnanist 6yna 3acHOBaHa B ... POLI.
Mu 3BHYAITHO MPOBOJMMO OIUIATY HIISAXOM
BIJIKPUTTS aKpEeTUTHBY (uexom,
MepeBECHHSM 1 T.]11.)

Slkmio Bamm MiHW BJIAINTYIOTH HAc (3pa3Ku
32/I0BOJILHATUMYTh BHUMOTaM CTaHJIApTiB,
Ballle  YCTaTKyBaHHS  3aJI0BOJIbHATHME
HAIllUM BUMOTaM 1 T.1.), MH DETYJISpHO
3aMOBJIITUMEMO BaIlly MPOIYKIIIO.

3 HeTepmiHHIM YyeKkaeMo Baroi BiAmoBii.
bynemo BAsUIIMBI 32 IIBUIKY BiIMTOBIIb.

Match the words on the left with their corresponding definitions on the right.

advertisement
quotation
samples

letter of credit
competitive
terms of payment
with regard to
current

retailer

the latest

the convenient way of written payment

the prices for smth.

rival

the period of time agreed for payment

in connection with smth.

piece of useful information about smth.

the period of time agreed to supply smth.

the convenient way of payment through the bank net

bank transfer seller
terms of delivery patterns
leaflets broaches
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Read the first part of the inquiry — letter. Fill in the blanks using the words from the chart.

buying advertisement food delivery
terms information equipment
Sample of Inquiry
Pet Products Ltd.
180 London Road
Exeter EX4 4]Y
England
25th February 1997

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

- price (please quote GIF Odessa price)

- dates of

- of payment

- guarantees

- if the price includes the cost of installation and our staff training.

Complete the second part of the inquiry — letter.

Our company sp zes in distributing petp s in Ukraine. We have more than 50
dealersandrep ves in different regions and would like to start producing pet food in
Ukraine. If your equipment meets ourreq ts, and we receive a favorable offer, we will
be able to place a large order foryoureq = t.
Yourearlyr  would be appreciated.

Yours faithfully,

V. Smurov

Export — Import Manager

4.Write an inquiry — letter of your company that is interested in the delivery of cars.
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Offer - letter. — JIucrt - npono3uiis.

1.Offer - letter is usually used by a supplier
to answers on an inquiry - letter. Answering
on the general request, he thanks for the
personal interest and usually encloses price-
lists, catalogues or conditions of the typical
agreement. An answer for the special
inquiry - letter foresees to answer for all
questions of a potential client.

The structure of offer - letter

1. The reason of writing.

2. Answers for the question of target
customer.

3. Additional offers.

4. Expression of hope on the order.

2.Cliché & Expressions

To the point 1.
- We were pleased to learn your interest in

- We are most pleased that you want to buy
- We are glad to say that we can reserve you

- It is generous of you to take so much
interest in our work ...

- We take pleasure to send you the desired
samples and offer ...

- As to your inquiry of ... we are informing
you that ...

To the point 2.
- We enclose our catalogue with the latest

price — list.
- Our detailed price — list will convince you
in diversity of our assortment.

- Our proposal is valid till ...

- We deliver our goods on CIF terms.

- The price covers packing and
transportation expenses.

- We can give you a 5 per cent discount.

- As you can see from our price — list, our
prices are at least by 3% lower than market
ones.

To the point 3.
- I call you attention especially on item ...

1.JlucroMm — mpomo3uIli€r0 MOCTA4aIbHUK
3BHYAMHO BIAIIOBiZa€ Ha JIHUCT — 3aluT.
BignmoBimaroun Ha 3arajJbHUMA 3aIlldT, BiH
JSIKy€ 32 TPOSIBIEHY 3alliKaBICHICTh 1
3BUYAHHO MpUKIagae MPENCKypaHTH,
Karajgoru abo YMOBH THUIIOBOTO JOTOBOPY.
Biamosins Ha crermaabHuN 3aIuT
nependavae BIAMOBIAI Ha BCI MHUTaHHS
[IOTEHIIIHHOrO KJII€HTA.

CTpyKkTypa JucTa - NPONno3uILii

1. ITpyunHa HaNMCaHHS.

2.BigmoBini Ha OWTaHHS MOTEHIIIHOIO
3aMOBHUKA.

3. JlomaTKoBi IPOTIO3HITii.

4. Bupa3s HaJii Ha 3aMOBJICHHS.

- Ham Oyno mpuemHo mouytu mpo Bamry
3aI[iKaBJICHICTD ¥ ...
- Mu nyxe paji, 0 BU CXOTUIH KYTTHTH ...

- Mu pami TOBIJIOMHUTH,
3aTUIIUTH 32 Bamu ...

- byno nyxe mo0's3Ho 3 Bamoi ctopoHu
BUSIBUTH TaKy LIKaBiCTh J0 HALIOI POOOTH .

- I3 3amoBonenHsM Hajgcuiiaemo Bam oGpani
3pa3Ku 1 MPUITYCKAEMO TIIO ...

- Ha Bam amcr - 3amur Big ... MHA
MIOBIIOMIISIEMO, IIIO ...

0 MOXEMO

- Mu nmpuxiiagaeMo Haml KaTajor 3 HOBILIUM
IIPEUCKYPaHTOM.

- Ham JOKJIaTHUI MPEUCKypaHT
BIOCKOHAJIUTh Bac y pi3HOMaHITTI HAIIOro
ACOPTHUMEHTY.

- Hamra npono3uuist gificHa 1o ...

- Mu BukoHyeMo noctaBku Ha ymoBax CIO.

- Ilina BkJIIOYa€ yMakoBKY 1 TPaHCHOPTHI
BUTPATH.

- Mu moxxemo Hagatu Bam 5% 3HIKKY.

- SIx BUAHO 3 HAIIOTO MPEHUCKYpaHTy, HaIll
LiHY, TpUHANMHI, Ha 3% HIKY1 32 PUHKOBI.

- 51 ocobauBO 3BepTal Bally yBary Ha
[MO3UIIO ...
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- Besides above mentioned goods our
company produces also (see ...)

- We would like to recommend you
especially the following position in the price
— list.

- The model
requirements.

will most meet your

To the point 4.
- We ask you to discuss our proposal once

more and inform us whether we could
expect getting your order.

- I ask you to make the order faster as the
quantity of this product at our warehouse is
limited.

- We would appreciate if we get the order
from you as soon as possible.

- If you are not happy with our proposal
please inform us about its reason.

- We are looking forward to hearing from

- Kpim 3ragyBanux panimie TOBapiB Haria
¢ipma BupoOIIsie TAaKOXK (IUB...)

- Mu 6 x0Tt 0COOIMBO MMOPEKOMEHyBaTH
Bam HactynHi nmo3umii y npeicKypaHTi ...

- Jna Bammx wnineir Bam kpame 3a Bce
Miaiie MOJENb ...

- Mu mpocumo Bac mie paz oOroBoputu
Hally TPOIO3MINI0 1 TMOBIAOMHTH HAc, 4
MOJKHa pPO3paxoOByBaTH Ha OTPUMaHHS
3aMOBJICHHS.

- S mnpomy Bac mBuame odopMuTH
3aMOBJICHHS, OCKUIBKM KIJIBKICTH IIBOT'O
TOBapy Ha CKJIaJi 0OMexKeHa.

- Mu 6 Oymu myxe paai oTpumatu Bix Bac
3aMOBJICHHS SIKHAHCKOPIIIIE.

- JSxmo Bac He BIAIITOBYE Hama
IPOMO3HULis, TPOCUMO MOBIAOMHUTH HAC MPO
PUYUHY.

- 3 HeTepHiHHSAM YeKAEMO BiIIOBIJII.

you soon.

3.Exercises.
Read attentively the notes and the sample of the offer - letter.

Notes: Answering questions, you should give exact description of goods, if it is possible, to enclose
photos and/ or pictures and/ or samples. While determining the price all the discounts are taken into
account. The questions of charges on packing should be considered separately, as well as, transport
charges, terms of delivery and payment.

Offer — letters are sent without the preceding query also, if a supplier desires to come into

notice of potential clients or find new customers on concrete products or their assortment. The firm
offer foresees the special terms, for example, dead-line of order receipt and system of discounts,
depending on the quantity of goods and other terms.
Kinds of offers. An offer (a quotation) is a statement by the Sellers usually in written form
expressing their wish to sell the goods. But it is not a legal document, i.e. if the Sellers for this or
that reason decide not to sell, the Buyers have no legal remedy. An offer is only the first step in a
contract.

Offers (quotations) will as a rule include the following information:

- the description of the goods offered (their quality, quantity),
- details of prices, discounts and terms of payment,
- the date or the time and place of delivery.

There are two kinds of offers.

A free offer (sometimes called Voluntary offer) is made when Seller offers goods to regular
customers without waiting for an enquiry and sends quotation to those who may be interested in the
goods. These offers were formerly called offers without obligation. There must be an indication in
such an offer that it is made subject to the goods being available when the order is received. The
opening phrases in voluntary offers may be: «We think yon will be interested in our quotation for the
goodsy» or «We have pleasure in enclosing our latest catalogue (or the price-list of our products) ».
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A firm offer is a promise to supply goods on the terms stated (i.e. at a stated price and within a
stated period of time). This promise may be expressed in a letter in the following words: «We make
you a firm offer for delivery by the middle of May at the price quoted» or in some other qualifying
words like: «The offer is subject to acceptance within fourteen days», or «The offer is open for
acceptance until the fifteenth of January».

The Sellers making a firm offer have the right to withdraw it at any time before it has been
accepted. In practice, however, no reputable seller would risk his reputation by withdrawing his offer
before the stated time.

Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 1999.
Dear Mr. North,

Thank you very much for your inquiry. We are of
course very familiar with your range of vehicles and are
pleased to inform you that we have a new line in batteries
that fit your specifications exactly.

The most suitable of our products for your
requirements is the Artemis 66A Plus. This product
combines economy, high power output and quick charging
time and is available now from stock.

I enclose a detailed quotation with prices,
specifications and delivery terms. As you will see from this,
our prices are very competitive. I have arranged for our
agent Mr. Martin of Fillmore S. A. to deliver five of these
batteries to you next week, so that you can carry out the
laboratory tests. Our own laboratory reports, enclosed with
this letter, show that our new Artemis 66A Plus performs as
well as any of our competitor’s product and, in some
respects, outperforms them.

If you would like further information, please
telephone or telex me: My extension number is 776. Or you
may prefer to contact Mr. John Martin of Fillmore S.A. in
Massachusetts: his telephone number is 01 77 99 02.

I look forward to hearing from you.

Yours sincerely,
Fred Stock
Fred Stock

Direct mail marketing involves sending publicity material to people directly by mail. It is
highly successful for selling magazine subscription, insurance and financial services. The letters
contain:

- avery personalized first sentence designed to ensure that the reader continues reading.

- apersuasive and clear sales message, adapted to a specific market segment.

- direct and convincing language, intended to appeal to the chosen audience.
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The profiles below are based on the results of several hundred interviews conducted in a
shopping centre by a major insurance company. Following the survey, the company decided to
concentrate its direct marketing sales efforts on two specific products: a life insurance plan for
young couples and a pension plan for slightly older couples.

Read the profiles and match the letter extracts below to the profiles.

1.Profile for life insurance

Young married couples who have just had their first baby. They are aged
between 25 and 30 and have fairly good salaries but are very careful about
their spending. They have never considered insurance before and are put
off by the complicated documents. They are suspicious of insurance sales
people and would not agree to spending hours going over figures with
them. They would respond if the insurance plan was inexpensive and

looked easy to take out.

2.Profile for private pension.

Couples aged between 35 and 45 who are just beginning to
have some financial stability. They have never considered
pension until now because they felt they couldn’t afford it and
that they were too young to think about retirement. They are a
little anxious as they realize that they have left it very late, and
would like to discuss their financial situation with ‘an expert’
who could advise them on the best plan.

¢)Of course most parents recognize that it
is important to provide insurance cover for
the family, but many of the schemes
around are confusing and too expensive.

a)Our new policy is guaranteed to give you
the best value for money currently available.
There is no red tape, just a simple application
form which takes two minutes to complete.

d)Offered direct to you — no sales
commissions, no insurance broker to pay
and no pushy sales people in your living
room.

f)They have no worries about whether they
will be able to afford holidays, presents for
their grandchildren and all those little
extras that make life easy and comfortable
in later years.

b)It’s still not too late to join the club and
dream about the future. Just pick up the
phone and make an appointment and you can
start saving straightaway. The sooner you
start the more you have to look forward to!

g)Just return the attached enquiry card.
There’s no postage to pay and we will send
full details to your home address so you
can read at your leisure.

e)Act now and enjoy later is our policy and
it’s possible without giving up luxuries in the
meantime. Our policy advisers will take all
the time you need to draw up a plan
specifically adapted to your financial
situation.
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Dear Parent

The arrival of anew baby is such an
important time, it is almost impossible to
think about the practical side of being a
parent ... however, I know that you’ll agree
that nothing matters more than your baby’s
future.

l.c

We feel that now is the right time to tell you
about a plan which has been designed
especially for young people like you.
Interested? Read on.

2.

Do you see it really is your type of plan?

3.

4.

Don’t miss this opportunity to provide
financial protection for your family at a
lower cost.

I look forward to receiving your enquiry
card.

Yours faithfully

Dear John and Mary

Have you ever wondered how lucky you are?
Have you ever wondered what the future has
in store?

Our policy holders are looking forward to the
future and planning how they will spend all
the money they have saved.

5.

6.

So relax, the situation is under control.
7.

Looking forward to hearing from you very
soon.

Sincerely

4.Write an offer — letter of your company which is producing some medical remedies for the

healthcare.

Deanr Parent

e anrival of amew baby ia
abmort imporslle 1o Wirk
being & parent ... boweven, |
bnow Hat you'll agree Uat
wolling mattns more Yoan
youn el s futt.

y
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Order - letter. — JIucT — 3aMOBJICHHS.

1.0rder letter is meant to arouse and
stimulate business activity on the part of
recipient. It is the typical asking letter. Order
expresses the writer’s intention to do
business with his correspondents, usually to
buy some goods from them.

In order to place the order on the purchase
of those or other good they fill in the special
order forms, where the quantity of wares,
their description, price, terms of payment,
date of delivery, discounts and so on should
be mentioned. In a number of cases, when it
1S necessary to make certain points quite
clear, an accompanying letter with enclosed
order form should be written.

If Seller or Supplier is able to perform the
order, he sends to Buyer the order
acknowledgement or confirmation of order,
what more frequently is the order copy or
duplicate, signed by Seller. Usually
confirmation of order is enclosed to the
accompanying letter, where Seller expresses
gratitude for the order, and also reports to
Buyer about those or other changes (the
price change, delivery dates change and etc).

If Seller or Supplier from some reasons is
unable to perform the order, he declines the
order, or offers adequate substitute of goods
which are not at present.

2.Cliché & Expressions

Order — letter

In reply (response) to your letter (fax) of
(dated) ..., we thank you for ...

We are pleased to enclose our Order Ne ...

We enclose (are enclosing) our order for ...
We accept your offer and have pleasure in

placing an order with you for ...

Please confirm that you can supply ...

1.JIucT - 3aMOBJIEHHA COPSIMOBAaHUN Ha Te€,
mod WAHATH 1 CTUMYJIOBATH JIJIOBY
aKTHBHICTh Ha Oormi ogepxyBauda. lle -
TUMNOBUM JIUCT - 3amuT. JIUCT - 3aMOBJICHHS
BUpaXa€ METy aBTopa 3pobutH Oi3Hec 3
HOro KOpeCHOHACHTAaMH, 3BHYAiHO, 100
KYIUTH JIeSK1 TOBapH y HUX.

Jnst Toro, moO 3poOMTH 3aMOBJICHHS Ha
3aKymliBIIO TUX abo IHIIUX  TOBapiB
3BHYAMHO 3aIlIOBHIOIOTH CHEIaJIbHI OJIAaHKHA
3aMOBJIEHb, B SIKMUX BKa3y€TbCS KUIBKICTh
BUpOOIB, 1X OMHC, IliHA, YMOBHU OIUIATH,
JaTa TOCTaBKU, 3HUXKKKA 1 T.0. Y psai
BUIAJIKIB, KOJM HEOOXIMHO TMPOSICHUTH
OKpeMi IyHKTH 3aMOBJICHHS, IHUIIETHCS
CYNPOBIAHMIA JIUCT, JO SKOTO JIOAA€THCS
OJIaHK 3aMOBJIEHHSL.

SAxmo IlpomaBeupr ab6o IlocraganbHuk
TOBapy B 3M031 BUKOHATH 3aMOBJICHHS, BIH
MTOCHJIAE [Moxymiro M TBEPKCHHS
3aMOBJICHHS, K€ YacTillle 3a BCE € KOIIEI0
3aMOBJIEHHS, mignucanoo  IIpomaBiem.
3BHYATHO  TIATBEPPKCHHS  3aMOBJICHHS
JOJTAETHCS IO CYIMPOBITHOTO JIMCTA, B TKOMY
IIponasenn BUpaXKae MOJSIKY 3a
3aMOBJICHHS, a TaKoX moBimomiisie [lokyms
mpo Ti abo iHII 3MiHM (3MiHI IiH, TEPMiHIB
MOCTaBKH 1 T.JI.).

SAxmo IlpomaBeups ab6o IlocraganmbHuK
TOBapy 3 SKUXOCh IPUYMH HE B 3MO31
BUKOHATH 3aMOBJICHHS, BiH abo
BIIMOBJISIETBCSA  BiJl  3aMOBJICHHS, a0o
MPOTOHYE aJCKBAaTHY 3aMiHy TOBapy, SKOTO
HEMAE a HasBHOCTI.

JIMcT - 3aMoOBJIeHHS

V Bianosiap Ha Bam nuct (dakc) (Bix ... ) .,
MH BIsg4H1 Bam 3a .

Mu npuemHO n01atH Haiie 3aMoBiIeHHS No

Mu gogaeMo Hallle 3aMOBJIEHHS HA ...

Mu npuiimaemo Bamry npomno3uiiro i Maemo
3aJIOBOJICHHS BJIAIITOBYIOUM 3aMOBIICHHSI 3
Bamu Ha ...

[TinTBEepaiTh, 10 BU MOXeETE MOCTABIIATH ...
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Please send the copy of this order to us, duly
signed, as an acknowledgement.

Please supply/send us ...

Acknowledgement or confirmation of
order

Thank you very much for your order Ne ...
of (dated) ...

As requested we enclose (are enclosing) the
copy of your order, duly signed, as an
acknowledgement.

We confirm that delivery will be made by ...

We hope that you will have a good turnover,
and that we will be dealing with your
company in the future.

Delivery will be made in conformity
(accordance) with your instructions.

Declining of the order

We are (we regret) to let you know (to
inform you) that we cannot execute your
order because of (through) ...

The goods you ordered are no longer
available.
We can offer you a substitute.

3.Exercises.

BianpaBte Komito IIbOTO 3aMOBJICHHS HaM,
HiIICany HAJIEXKHUM YUHOM, SIK
MiTBEPIHKCHHS.

Bynw nacka 3abe3meure Hac/HATINUIITE HAM

IHinTBepa:KeHHSI 3aMOBJICHHS

Benuke cnacu0i 3a Bamre 3amoBieHHs No ...
(Bin) ...

Sk Oymno morpiOHO, MM  JOJA€EMO KOIIiIO
BAIllOTO 3aMOBJIEHHS, HAJIECKHHUM YHUHOM
MIMACAHOTO, SIK MM ATBEPIKEHHS.

Mu miaTBepIKyeEMO, IO JIOCTaBKa Oyne
BHKOHAaHA ...

Mu crnioziiBaeMocsi, 10 BU MaTHMETE JOOPHii
TOBapoOOIT, 1 MO MU OyIeMO MpaIIOBaTH 3
Bamioro komnani€io B Maii0yTHbOMY.
JlocraBky oyne BJIAIITOBAHO y
BiJITOBIAHOCTI 3 BalllIMH 1HCTPYKITISIMHU.

BinMmoBa Bix 3aMoBJIeHHSA

Mu MaeMo (MM KaJIKyeEMO) TTOBITOMUTH Bac
(inpopmyBaTu Bac), IO MH HE MOXKEMO
BUKOHATH Ballle 3aMOBJICHHs 4Yepe3 (uepes)

ToBapu, sKi BU 3aMOBWJIM, OUIbIIE HE
JOCTYTIHI.
Mu MOXKEMO 3aNpoIOHyBaTH BaM 3aMiHY.

Read attentively the notes and the sample of the order - letter.

NOTES:

It is an import order, and as we can notice, placing orders is simple from the point of
view of letter writing. The fact is that usually the purchasing department or the buyer fills in an order
form. But in this case the correspondent prefers to write a letter in order to make certain points quite
clear. There are special import regulations which are touched upon in the last paragraph: it is
necessary to complete formalities and to stress delivery instructions.

It should be mentioned here that the supplier must send order acknowledgement as an answer
to order promptly to thank his customer for the order and to confirm it.
If some conditions have changed, the customer must be notified. In case the goods ordered

are no longer available, a substitute may be offered.
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JACKSON & MILES
118 Regent Street
London WIC 37D
UK

Gentlemen:

Thank you for your quotation of October 30. We have pleasure in
placing an order with you for 1,900 dresses at Price: $38,745 in the
colours and sizes specified below:

HOWARD & PRATT
Ladies’ Clothing

306, 3d Avenue
Chicago, Il1. 60602

4 November, 2000

Quantity Size Colour | Quantity Size Colour
50 8,16 white 100 10,12,14 red
100 10,12,14 | white 50 16 yellow
50 8,16 green 100 10,12,14 | yellow
100 10,12,14 | green 50 16 black
50 8,16 red 100 10,12,14 | black

7. Pratt
P. Pratt
Buyer

Delivery: air freight, c.i.f., Chicago

We shall open a letter of credit with your bank as soon as we receive
your order acknowledgement. Please arrange for immediate
collection and transport since we need the dresses for Christmas.

Very truly yours,

Complete the elements of the order — letter in the right order.

Men’s Clothes Dealers Ltd. Our Order for Silk Shirts Dear Sirs,

142 South Road

Sheffield S20 4HL
England

Y. Smurov 21% March, 1997

In response to your letter of 17" March,
we thank you for sending us your
catalogues of men’s silk shirts. We are
sure, there will be a great demand for
them in Ukraine.

We are enclosing our Order Ne 144, and
would ask you to return its duplicate to us,
duly signed, as an acknowledgement.

Enc. Order No. 142 Yours faithfully, Export — Import Manager

Vladimir Smurov
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Fill in the blanks in the following order using the words from the chart.

March Supply silk shirts
letter of credit refer copy
ORDER Ne. 142
(please to this

number on all correspondence)

Men’s Clothes Dealers Ltd.
142 South Road

Sheffield S20 4HL
England

Please
400 men’s

specified below:

Size

14

14

15

15

16

16

17

17

Price
Delivery:
Payment:
Packing:

Please send us the
acknowledgement.

21 , 1997

in the colours and sizes (collar)

Colour Quantity
white 70
blue 30
white 70
blue 30
white 70
blue 30
white 70
blue 30

$10.53 each (total - $4212)
air freight, CIF Kiev
by

standard

p-p. Chief Buyer

AAlexey Plostnikov
Visteria Ltd.
of this order, duly signed as an

4.Write an order — letter of your company that is interested in the delivery of women’s fur -

coats.
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Reply to the letter. — Jluct — Bianosiab.

1. Reply to the letter is sent by a company, if
necessary:

- to send detailed information about goods;

- to report about the availability of goods;

- to send the information about the terms of
delivery and discounts, mean of
transporting, insurance;

- to send the information about prices of
goods;

- to send catalogues and samples of goods.

2.Cliché & Expressions
1. We refer to your advertisement in ‘Daily
News’.

2. We learn from your letter that you are
manufacturers of the electronic equipment
we need.

3. We are interested in the equipment your
firm produces.

4. We shall be obliged if you send us your
latest

catalogues, brochures or any other
publications containing a description of your
equipment.

5. Please let us know if you can offer us
your equipment as per specification
enclosed in your letter.

6. Please send us samples of your
manufacturers stating your lowest prices and
best terms of payment.

7. We look forward to receiving our answer.
8. We expect to hear from you in the nearest
future.

9.We wish to maintain cooperation with
you.

10. Your prompt execution of your order
will be appreciated.

1.JIuct - BIZIIIOBIIb HAJICHJIAETHCS
KOMIIaHI€I0, K0 HEOOX1HO:

- HaAICIATH JAOKIAAHy iHQOpMaIliio Mpo
TOBapH;

- IOBIIOMHUTH TIPO HASBHICTH TOBApYy;

- HajaTu iHQOpMaIliF0 PO YMOBH MOCTAaBKH
1 3HIKKH, 3aco0l TpaHCHOPTYBaHHS,
CTpaxyBaHHI;

- HaJaTu iHOpMaLilo PO LiHK Ha TOBAp;

- HaJIICIaTH KaTaJoTH 1 3pa3Ku TOBapy.

1.Mu 3BepTaemocs 3 npuBoay Baioi
pexinamu B ‘Daily News’.

2. Mu B3Haimu 3 Bamoro nmcra, o BH €
BUPOOHUKAMHU €JIEKTPOHHOT'O YCTaTKyBaHH,
sIKe HaM TOTpiOHe.

3. Mu 3a1ikaBjeHi B yCTaTKyBaHHI, sIKE
BUpoOIsie Bamra dipma.

4. Mu OyneMo BIsYHI, SKIIO BU HAIIIIETE
HaMm Bami mi3Himi karanoru, 6pourypu abo
Oynb-sKi 1HII IMyOmiKaIii, o MICTATH OTHC
Bamoro ycratkyBaHHs.

5. TloBimomte Hac, sk Bu Moxere
3alpONOHYBaTH HaM Baire ycraTkyBaHHS SIK
3a crenudikaiie, yKiaaeHow a0 Bamoro
JHCTA.

6. Hanminwtite Ham, Oyap Jacka, 3pa3Ku
Bammx BHpPOOHHKIB, IO BCTaHOBJIIOIOTh
HaWHWKY1 I1HYU 1 KpaIl YMOBH OIJIaTH.

7. Mu dYexkaeMO OTpPUMaHHs BIJNOBIZAI Ha
HaIlC IMUTaHHA.

8.Mu dekaemo dYyTOoK Big Bac B
HalOMMKIOMy MaOyTHHOMY.

9.Mu GakaeMo MiATPUMYBATH
CHiBpOOITHUITBO 3 Bamu.

10. Bynemo BisiuHi 32 IIBHJIKE BUKOHAHHS
Bamu 3amoBH.
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11.We thank you for your letter of 20" May
1998 but regret to inform you that at the
present time we cannot make you an offer
for the goods required by you.

11.Mu Basgugi 3a Bam maumcr Big 20-ro
TpaBHs, 1998, ame, Ha ’anb, TOBHHHI
iHpopmyBaTn Bac, mo Ha el 4ac Mu He
MOKEMO BHKOHATH IMPOIO3UIIII0 TOBapY,

3aMOBJIcHOro Bamu.

3.Exercises.

Read attentively the sample of the answering letter and the notes.

JACKSON & MILES
118 Regent Street
London W1C 37D
UK
HOWARD & PRATT
Ladies’ Clothing
306, 3d Avenue
Chicago, Il1. 60602
28 Oct, 2000

Dear Sirs,

We are pleased to make you an offer
regarding our products in the size you require.
Nearly all the models are obtainable and could be
delivered to you in March. All other models can be
supplied by the middle of January 2001, subject to
our receiving your form order by 15" of
November. Our c.i.f. prices are understood to be
for sea/land transport to Chicago. If you would
prefer the goods to be sent by air freight, this will
be charged extra at cost.

Suits sizes 8 — 16 in white, yellow, red, and
green, navy blue, black. Sizes 12, 14 also in pink
per 100 $2,650.00

Dresses sizes 8 — 16 in white, yellow, red,
green, black per 100 $1,845.00

You will be receiving price — list, cutting of
our materials and a colour chart. These were
airmailed to you this morning.

Yours faithfully,

D:-A-Leary

D.A.Leary

Export Department

NOTES: As you can see, it is the second
business correspondence — the answering
relationships between two partners. It does not
only characterise the company, but also
advertises it. The purpose of the letter is to
persuade the partner that you are the best in
business.

This letter contains the quotation in
an inquiry. In lots of similar letters, the
quotations are simply prices and information
asked for. But this sample is quite the
it shows the customer that he met the sales -
caring businessmen, who use every
opportunity to stimulate his correspondent’s
interest in his goods by including the sales
message. And between the lines we can read
the assurance that the customer will receive
personal attention. In order to draw the
attention of the customer to the products in
question the supplier offers ‘cuttings of our
materials and a colour chart’. On the whole a
firm offer is subject to certain conditions, a
deadline for the receipt of orders, or a special
price for certain quantities.
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Below you will find details from the answering letter. Look at the outline of the letter on the left
and indicate where the information below should go.

1 £ a)We do not supply brochures ourselves, as
this can be done more cheaply and
conveniently by our distributors. We have
looked at our list of distributors and found
that the nearest to your address is Scott’s of

2 137 High Street, Thames bank. You may

know it.
3

4 b)Thank you for your letter of the 4™ of April
1998, in which you requested a brochure on

5 our latest stereo cassette/ radio Model
ECR/12.

6
c¢)Dear Sir, d)9™ April, 1998 2000

7

e)They stock copies of the brochure you
8 require, and they will give you a copy on
demand, free of charge.

10 f) Mitchel Electronics Company Limited
St. Mirren Avenue, London E 15 3ET
Telephone: 01 — 386 9239
Telegrams MELEC LONDON

j) M. R. Erickson
Sales Department 1)Yours faithfully g)Our Ref:
Mitchell Electronics Co Ltd MREVNK

C. A. Atkins Esq.
147 Macduff Road
Thames bank
London NW11

h)We trust that they can be of assistance.

Read the reply to the letter. Fill in the blanks using the words from the chart.

inquiry information costs deliver hesitate
discount questions brochure account payment

Dear Mr. Brown

Thank you for about our new tape-recorded. I am enclosing our ,
which gives general about the product.

In answer to your specific

LIt $300 + VAT at 13.5%.
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2.We offer a of 5% on orders of 5 units or more.
3.We will be able to your order within 10 days of receiving it.

4.Unless you already have an with us, we will require
with your order.

If you have any further questions, please do not to contact me.

Yours sincerely
Robert Roughson

4.Write a reply to the inquiry — letter of some company that is interested in the delivery of
juices.

29



Contract Structure. — CTpyKTypa KOHTPaKTYy.

1.Contracts and their features.

Contract is an agreement between the parties
involved that creates a binding obligation. In
general, contracts may be either oral or
written. Certain classes of contracts must be
written and signed. These are contracts
involving the sale and transfer of real estate,
and contracts to guarantee or answer for the
miscarriage, debt, or default of another
person. A contract forms the basis of a
transaction between the Buyers and the
Sellers.

Essential clauses of contract.

Some of the items are necessary in any
contract: legal title of the contracting parties,
subject of the contract, quality, price,
delivery and payment terms. As a rule, a
contract contains a number of clauses, such
as:

- Subject of The Contract

- Quality and Price of goods

- Terms of Payment

- Delivery

- Inspection and Test

- Guarantee

- Packing and Marking

- Arbitration

- Transport

- Insurance and other conditions

1.KonTpakTH i iX 0c00/IMBOCTI.

KoHTpakT - 1e yroma MiX CTOpOHaMH,
3alydeHUMH [0 CHpPaBH, $Ka CTBOPIOE
B3a€MOBIIIIOBIJaJIbHE 3000B's13aHHS.
B3zaraini, KOHTpakTH MOXYTh OyTH a00 ycHi
a00 muceMoBi. [leBHI BHAM KOHTPAaKTIB
NOBHMHHI nucaTvcd 1 mignucyBaTucs. Lle e
KOHTpPAKTaMH, IO 3aly4aroTh MPOAaX i
nepegady HepyXoMoro MaifHa, i KOHTPakTH
0 TapaHTyOTh abo0 BIAMOBIZAIOTH 3a
HEIOCTABIISTHHS TOBapy 10 MICIIst
MpU3HaYeHHs, 00pru, a0 THUIIOBY MOMUJIKY
iHIIO1 ocoOu. Branku KOHTpakTy - OCHOBa
onepaiii mix Kiiearamu 1 Topropusmu.

Ba:xiuBi yMOBH KOHTPaKTYy.

Hleski 3 yMOB HeOOXiJHI B Oyab-sIKOMY
KOHTPAaKTi: 3aKOHHUH 3arojoBOK CTOPIH
KOHTpakKTalii, mpeaMeT KOHTPaKTy, SKOCTI,
I[IHA, yMOBHU JOCTaBKM 1 ormiatu. Sk
NPaBUJIO KOHTPAKT MICTUTh LITHHA PSIJT YMOB,
SK HaIPUKJIa/I:

- [Ipeametr KoHTpakTy

- SIkicTh 1 iHa TOBApiB

- ¥YmoBu Omiatu

- [TocraBka

- [ncniexnis 1 BunpoOyBaHHs

- TapanTis

- YnakoBka 1 [lo3HaueHHs

- ApGiTpax

- TpancnopTtyBaHHs

- CTpaxyBaHHs 1 1HIII YMOBHU
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Here is an example of clauses of a contract signed by a Russian trading organization (the
Buyers) and a Swedish company (the Seller). Read the contract attentively.

Contract No.

I.Subject of the Contract

The Seller undertakes to sell and the Buyer to buy on the basis of
delivery FOB Stockholm a party of complete equipment for car
repairing.

I1.Price and Total Value of the Contract

The total value of the Contract including the cost of the complete
equipment for car repairing as well as technical documentation, knowl-
edge and experience (know-how), engineering, after-guarantee spares
and services is $ 120.000.

III.Terms of Payment

The total amount of $120.000 stated in Clause II shall be paid by
the Alpha Bank, Moscow, in accordance with the following terms:

15% advance payment of the total Contract value shall be made
within 30 days of the effective date of the Contract October, 19, 2001.

75% of the total Contract value shall be paid in accordance with
the Credit Agreement between the Alpha Bank, Moscow and the Gottes
Bank, Sweden.

5% of the total Contract value shall be paid within 30 days of the
date of receipt by the Alpha Bank, Moscow of the following documents.

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 equipment for commercial operation.

IV.Time of Delivery

The delivery of the equipment under the present Contract shall
begin in 2 months and shall be completed not later than 3 months from
the date of signing the Preliminary Project Acceptance Protocol.

V.Inspection and Test

1.Inspection and/or test of the equipment shall be carried out after
the equipment installation at the Seller's place at the expense of the Seller
in the presence of the Buyer's inspectors.

2.The Seller is to notify the Buyer about the readiness of the
equipment for inspection and/or test not later than 10 days before the
proposed time of the inspection and/or test.

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

4.1f the Buyer's inspector cannot be present on the appointed date,
the Seller shall have the right to carry out the test without the Buyer's
inspector. The Seller shall issue a Test Certificate which is to be sent to
the Buyer's who will issue a Release Certificate for shipment without
delay.

5.Final tests and acceptance of the equipment for putting it into
operation are to be made in Russia.
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2.Cliché & Expressions

Types of Contracts

-contract for the
equipment
-contract for rendering technical assistance
in project operation

-research and development contract

supply of complete

-contract for the preparation of a detailed
project report

-production sharing contract

-contract for the sale of ‘know — how’

-‘turn — key’ contract

-flat fee contract
-fixed — price contract with escalation

-cost — plus — fixed — fee contract

-KOHTPAaKT Ha TOCTaBKy KOMIUIEKTHOTO
yCTaTKyBaHHS

-KOHTPAKT Ha HaaaHHA TeXHi‘-IHOI‘O
CIIPUSTHHSA B €KCIUTyaTallii 00'ekTy

-KOHTPAKT Ha IMPOBCACHHA HAayKOBHX
JIOCJTIJDKEHB 1 pO3p000K
-KOHTPAKT Ha BUKOHaHHA TeXHi‘IHOFO

MIPOEKTY 00'€KTY

-KOHTPAKT HA KOMIICHCALIMHUX YMOBaX
-KOHTPAKT Ha MPOJIaX JIIEH3I1 «HOY - Xay»
-KOHTPAaKT Ha OyIIBHUITBO OO0'€KTy Ha
YMOBaX «ITiJT KITFOW»

-KOHTPAKT 3 Harepe,l BCTAHOBIICHOO IIHOO
-KOHTPAKT 3 KOPEKTYBaHHIM (HiKCOBaHOT
[IHA 110 3MIHHIN KAl iH

-KOHTPAKT 3 OIUIATOI0 BUTPAT TUTIOC TBEP I
npudyTOK

Conclusion of a Contract

-draft contract

-make a contract/conclude a contract
-negotiate a contract

-initial a contract

-sign a contract

-the date of signing a contract
-contract, duly signed by
representatives

authorized

-appendix (to contract)

-listed in appendix

-attached to contract/annexed to contract
-mentioned in appendix

-contract clause/contract article

-include a clause into a contract
-exclude a contract clause

-TIPOEKT KOHTPAKTY

-YKIIaJaTH KOHTPAKT

-00rOBOpIOBATH KOHTPAKT

-mapadyBaTH KOHTPAKT

- ITUCYBaTH KOHTPAKT

-J1aTa MiAMICaHHS KOHTPAKTY

-KOHTPAKT, HAJICKHUM YUHOM ITiJITHCAHUH
YIOBHOBaXEHUMH 0cO0aMu

-10JJaTOK (/10 KOHTPAKTY)
-nepepaxoBaHUi B JOJATKY
-IIPUKJIAJACHUMN 10 KOHTPAKTY
-3raJlanuil B JOAaTKy

-CTaTTs] KOHTPAaKTy

-BKJIFOYATH B KOHTPAKT CTATTIO
-BUKJIIOYUTH CTATTIO 13 KOHTPAKTY

Fulfillment of a Contract

-due and faithful performance of a contract
-course of the implementation of a contract
-hold a contract

-execute a contract/perform a contract
-infringe a contract/break a contract
-terminate a contract

-obligations  (of the parties)
contract/commitment under contract
-bear responsibility for delay in fulfillment
of contractual obligations

-revise a contract

under

-TOYHE 1 CBO€UYaCHE BUKOHAHHS KOHTPAKTY
-X17] BAKOHAHHS KOHTPAKTY

-TISITH 32 KOHTPAKTOM

-BUKOHYBAaTH KOHTPAKT

-TIOPYIIyBaTH KOHTPAKT

-pO3pUBaTH KOHTPAKT

-3000B's13aHHS (CTOPiH) 32 KOHTPAKTOM

-HECTH BIAMOBIJAIBHICTh 3a 3aTPUMKYy ¥
BUKOHAHHI KOHTPaKTHHUX 3000B's3aHb
-TepersiIaTH KOHTPAKT
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-cease to be wunder any contractual -IIPUTIHHATH BUKOHAHHS KOHTPaKTHHUX

obligations 3000B's13aHb

-suspend the fulfillment of contractual -IIPUTIHHSATH BUKOHAHHS KOHTPaKTHHUX

obligations 3000B's13aHb

-evade the fulfillment of contractual -YXWJISITACSA BiJl BHUKOHAHHS KOHTPAKTHUX

obligations 3000B's13aHb

-sanctions for the non - fulfillment of -CaHKIi 3a HEBUKOHAHHS KOHTPAKTHUX

contractual obligations 3000B's13aHb

-within the limits of the contract -B MEXaX KOHTPAKTHUX 3000B's13aHb

-within the extent of the contract -B 00'eMi KOHTPAKTHUX 3000B'A3aHb

-supplement to contract, addendum to -JIOTIOBHEHHSI 10 KOHTPAKTY

contract

-in accordance with supplement ... to -BIZIMTOBITHO /IO JOTIOBHEHHS 10 KOHTPAKTY

contract

-assume obligations under the contract -npuiiMaTd  Ha cebe 3000B'sA3aHHS  3a
KOHTPAKTOM

-default (on) one’s obligations -HE BUKOHYBATH 3000B's13aHHS 32 KOHTPAKTOM

-prolong a contract term -TIPOJIOBXKUTH TEPMiH Jii KOHTPAKTY

3. Exercises.
Study carefully the text to see what function each of the following components should have.

Subject of contract
This section names the product for sale or purchase. It also indicates the unit of measure generally
employed in foreign trade for specific commodities. Contracts for bulk cargo contain a stipulation
«about» or «plus or minus... per cent», denoting the permitted quantity tolerance.

Quality and Price of goods
The quality of machines and equipment is to be in conformity with the technical specification
of the contract.
The quality of raw materials and foodstuffs is determined, as a rule, by standards, by sample
or by description.
The price stated in a contract may be firm, fixed or sliding.
Firm price. Firm prices are not subject to change in the course of the fulfillment of the contract.
Fixed price. 1t is the price governing in the market on the day of delivery or for a given period.
Sliding prices. These prices are quoted for machinery and equipment which require a long period
of delivery.

Arbitration.
In case of a breach of contract the injured party may go to court to sue for money damages, or for the
contract to be rescinded, for injunction, or for specific performance if money damages would not
compensate for the breach. Specific performance of a contract is the right by one contracting party to
have the other contracting party perform the contract according to the precise terms agreed therein.

Terms of payment
Payment in foreign trade may be made in cash and on credit. There are different methods of
cash payment:
1.By cheque (but it is not practicable as a cheque is payable in the country of origin. That's
why cheques are mostly used for payment in home trade.)
2.By telegraphic or telex transfers or post (mail) remittance which is made from the
Buyers' bank account to the Sellers' in accordance with the Buyers' letter of instruction. Actually this
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method of cash payment may sometimes take several months, which is naturally very
disadvantageous to the Sellers. The transfer is carried out at current rates of exchange.

3.By letter of credit (or just by credit) — L/C
The following types of letters of credit are usually used: irrevocable, confirmed and revolving.
* An irrevocable L/C is one which can neither be modified nor cancelled without the consent of the
party in whose favor it has been opened.
* A confirmed L/C is an irrevocable L/C, payment under which is guaranteed by a first class bank
in case the opener of the L/C (i.e. the Buyers) or the bank effecting payment defaults, or is unable to
make payment.
* A revolving L/C is one under which its value is constantly made up to a given limit after payment
for each shipment, which saves the charges on multiple letters of credit.

The Letter of Credit is the most frequently used method of cash payment because it is
advantageous and secure both to the Exporter and to the Importer though it is more expensive than
payment by transfer. It overcomes the gap between Delivery and payment and gives protection to the
Sellers by making the money available for them on the fulfillment of the transaction and to the
Buyers because they know that payment will only be made against shipping documents giving them
the title for the goods. This method of payment is often used in dealings with developing countries.

4.For collection (Payment for collection does not give any advantages to the Exporter
because it does not give any guarantee that he will receive payment in time or at all. That's why the
Exporter usually requires that the Importer presents a guarantee of a first class bank that payment
will be effected in due time. Also, there is a long period of time between the delivery of the goods
and actual payment. But it is advantageous to the Importer because there is no need to withdraw
from circulation big sums of money before actually receiving the goods).

Payment for collection against documents (with subsequent acceptance or very often telegraphic
collection with subsequent acceptance) is mostly used in trade with East European countries.

The costs involved in effecting payment for collection are twice or three times lower than those
by letter of credit. Most modern business is done on a credit basis which may be:

1)by drafts (by Bills of Exchange — B/E) — the Exporter credits the Importer which is
advantageous to the latter.

A draft (a bill of exchange) is an order in writing from a Creditor to a Debtor to pay on

demand or on a named date a certain sum of money to a company named on the Bill, or to their
order. It is drawn by the Sellers on the Buyers and is sent through a bank to the Buyers for
acceptance (i.e. for acknowledging the debt). The draft becomes legally binding when signed and
dated by the Buyers on its face (front) and is to be met when due, i.e. 30, 60 or 90 days after
presentation. The draft may be negotiable, i.e. it may be used by the Sellers to pay their own debts,
but in this case the Sellers are to endorse it by signing it en its back, then they can pass it on to the
new holders.
If the exporter wants immediate payment, he can discount the draft in return for a cash advance with
a bank for a commission, i.e. sell it to a bank for its face value loss interest, and by supplying a
document (a letter of hypothecation) giving the bank the legal right to claim the goods if necessary.
Besides, he may leave it with a bank as security for a loan. All this makes the Draft a very practical
method of payment in foreign trade. To sum up its advantages — it simplifies the financing of export
and import foreign trade and cuts down innumerable movements of currency.

There may be two main types of drafts:

Sights Drafts, which are payable on presentation (at sight) or on acceptance and

Term Drafts, which are drawn at various periods (terms) and are payable at a future date and
not immediately they are accepted. Term, drafts may pass through several hands before maturity and
require endorsement by the Sellers.

2)in advance (the Importer credits the Exporter, for example, the contract may stipulate a 10
or 15 % advance payment, which is advantageous to the Sellers). This method is used when the
Buyers are unknown to the Sellers or in the case of a single isolated transaction or as part of
combination of methods in a large-scale (transaction) contract.
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3)on an open account. Open account terms are usually granted by the Sellers to the regular
Buyers' or customers in whom the Sellers have complete confidence, but sometimes they are granted
when the Sellers want to attract new Buyers then they risk their money for that purpose. Actual
payment is made monthly, quarterly or annually as agreed upon. This method is disadvantageous to
the Exporter, but may be good to gain new markets.

The two methods of payment (in cash and on credit) are very often combined in a contract.
Drafts, for example, may be presented under a letter of credit and there may be other, sometimes
very complicated combinations of various methods of payment stipulated in a contract.

The currency to be used for payment is a matter for arrangement between the counterparts.

Payment
A cheque is a written order to a Bank given and signed by someone who has money
deposited there to pay a certain amount mentioned in the cheque to a person named on it. In the
place of the cheque system Banks provide an international system of Bank Transfers. The Seller
gives TT or mail remittance terms to a Buyer when he is a trusted customer or agent. It involves risk
as the Seller ships goods without any assurance of getting payment.
Here is an example of a draft:

Draft Moscow, ,200
. . ON PAY AGAINST THIS BILL
Like a cheque, a draft is an order to pay. OF EXCHANGE TO THE ORDER OF
It is made out by an exporter and presented THE ALPHA BANK RUSSIA,
to the importer. It is also called MOSCOW, THE SUM OF
a bill of exchange. A sight draft is a bill ONLY FOR VALUE RECEIVED.
which is paid immediately on presentation. To. - Promstrojimport

A bill to be paid at a later date is called
a term draft. There are 30-day, 60-, 90-
and 120 day drafts.

A very useful method is to attach the shipping documents (the Bill of Lading, the Insurance
Policy and the Invoice) to the Draft and hand them to the Bank for collection. The documents can be
handed over to the Buyer either against payment (D.P. — Documents against Payment) or against
acceptance of the Draft (D.A.-Documents against Acceptance), D.P. refers to sight drafts. D.A.
refers to term drafts.

A sight draft does not require acceptance. A term draft must be necessarily accepted. The
drawee writes “Accepted” across it and signs his name.

The draft is then returned to the Seller, who can hold it until maturity.

This method of payment involves risk to the exporter or his bank as it may happen that a draft
is not honored when it is due.

The shipper has full protection when drafts are presented against L/C. With a letter of credit,
at least when it is confirmed and irrevocable, the payment is guaranteed.

The Bank at the Sellers' end guarantees payment in case the opener of the credit defaults.
Besides, the credit cannot be cancelled before the expiry date.

Transport and delivery terms

Multimodal (Door to Door) transport is wide-spread in shipping now. It involves a transfer of
goods from one mode of transport to another.

Traditionally, the ship's rail was considered the critical point of responsibility that is when all
risks of loss or damage are transferred from one party to the other. Now it is no longer the ship's rail
but the port terminal which may be such a point. In sea port areas the goods are put into containers,
on pallets or aboard the ship.

The main carrier often prefers to assume through responsibility for the cargo he carries. In a
through movement of the goods a combined transport document is issued instead of a traditional Bill

35



of Lading. Like a traditional Bill of Lading it is a receipt for the consignment. But instead of ports of
shipment and discharge it shows the place of delivery and receipt.

Incoterms

The new system of multimodal shipment in international trade is reflected in the International
Commercial Terms (Incoterms 1980.).

EX Works

«Ex Works» means that the seller's only responsibility is to make the goods available at his
premises (i.e. works or factory). In particular, he is not responsible for loading the goods in the
vehicle provided by the buyer, unless otherwise agreed. The buyer bears the full cost and risk
involved in bringing the goods from there to the desired destination. This term thus represents the
minimum obligation for the seller.

Free Carrier ... (named point).

This term has been designed to meet the requirements of modern transport, particularly such
«multimodal» transport as container or «roll on-roll off» traffic by trailers and ferries. It is based on
the same main principle as FOB except that the seller fulfils his obligations when he delivers the
goods into the custody of the carrier at the named point.

For/Fot

FOR and FOT mean «Free on Rail» and «Free on Truck». These terms are synonymous since
the word «Truck» relates to the railway wagons. They should only be used when the goods are to be
carried by railway.

Fob Airport

FOB Airport is based on the same main principle as the ordinary FOB term. The seller fulfils
his obligations by delivering the goods to the air carrier at the airport of departure. The risk of loss of
or damage to the goods is transferred from the seller to the buyer when the goods have been so
delivered.

FAS

FAS means «Free Alongside Ship». Under this term the seller's obligations are fulfilled when
the goods have been placed alongside the ship on the quay or in lighters. This means that the buyer
has to bear all costs and risks of loss of or damage to the goods from that moment.

FOB

FOB means «Free on Board». The goods are placed on board the ship by the seller at a port
of shipment named in the sales contract. The risk of loss of or Damage to the goods is transferred
from the seller to the buyer when the goods pass the ship's rail.

C&F

C & F means «Cost and Freight». The seller must pay the costs and freight necessary to bring
the goods to the named destination, but the risk of loss of or damage to the goods is transferred from
the seller to the buyer when the goods pass the ship's rail in the port of shipment.

CIF

GIF means «Cost, Insurance and Freight». This term is basically the same as C & F but with
the addition that the seller has to procure marine insurance against the risk of loss of or damage to
the goods during the carriage. The seller contracts with the insurer and pays the insurance premium.

Freight Carriage Paid To

Like C & F «Freight or Carriage paid to...» means that the seller pays the freight for the
carriage of the goods to the named destination. However, the risk of loss of or damage to the goods
is transferred from the seller to the buyer when the goods have been delivered into the custody of the
first carrier and not at the ship's rail. It can be used for all modes of transport including multimodal
operations and container or roll on-roll off traffic by trailers and ferries. When the Seller has to
furnish a bill of lading, waybill or Carrier's receipt, he duly fulfills this obligation by presenting such
a document issued by the person with whom he has contracted for carriage to the named destination.

Freight Carriage and Insurance Paid To...

This term is the same as «Freight or Carriage Paid to...» but with the addition that the seller
has to procure transport insurance against the risk of loss of or damage to the goods during the
carriage. The seller contracts with the insurer and pays the insurance premium.

EX Ship
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«EX Ship» means that the seller shall make the goods available to the buyer on board the
ship at the destination named in the sales contract.

EX Quay

«EX Quay» means that the seller makes the goods available to the buyer on the quay (wharf)
at the destination named in the sales contract.

Delivered at Frontier

«Delivered at Frontier» means that the seller's obligations are fulfilled when the goods have
arrived at the frontier — but before «the customs border» of the country named in the sales contract.

Delivered Duty Paid

While the term «Ex Works» signifies the seller's minimum obligation, the term «Delivered
Duty Paid» when followed by words naming the buyer's premises, denotes the other extreme — the
seller's maximum obligation. The term «Delivered Duty Paid» may be used irrespective of the mode
of transport.

Pay your attention to the next information:
«Incoterms» — «MiKHapoIHI TpaBWiIa TIyMauyeHHS KOMEpPLIHHUX TepMiHiB». Po3pobieHi
Mixnaponnoto ToprisenbHo [lamaroro, 36ipka «Incoterms 1980» MicTUTh mpaBuiIa TIyMavdeHHS
14 Ga3ucHUX YMOB IOCTAaBKH
EXW — EX works — GpaHko-3aBoj, 13 3aBOIy
FRC — Free carrier... named point — BUIbHO y TIepeBi3HHUKA (B TOHMEHOBAHOMY ITyHKTI)
FOR/FOT — Free on Rail/Truck — dbpanko-Baros, BUIbHO y Barosi adbo Ha rutatdopmi
FOA — FOB Airport — BiTbHO B a€pOIOpPTY
FAS — Free alongside ship — BinbHO Ha 0OpTYy CyIHA
RO/RO Roll on/Roll of — MeTo TpaHCTIOPTYBAHHS BAaHTAXIB 3 TOPU30HTAIBHUM BaHTAXECHHSM 1
BHUBAaHTAXCHHIM
FOB — Free on Board — BinbHO Ha 0OpTY CyJHA
CFR — C and P — Cost and Freight — KA®-BapricTh 1 ¢ppaxt
CIF — Cost, Insurance, Freight — CU® - BapTicTh cTpaxyBaHHs, ppaxT
Freight/Carriage paid to — bpaxTt/ npoBi3Ha TUIATHA CIUIa4YeHi JO...
Freight/Carriage and Insurance paid to — Qpaxt/ npoBi3Ha IJIATHA 1 CTpaxXyBaHHs CIUIA4€Hi JI0...
Ex Ship — 3 cynna
Ex Quay — 3 npucTasi
DAF — Delivered at Frontier — nocTaBJIeHO Ha KOPJIOH1
DDP — Delivered Duty Paid — 110CTaBJIE€HO 3 OILJIaTOI0 MUTA

Packing and marking

Goods for export are to be properly packed. If they are poorly packed and marked the carrier
can refuse to accept them, or will make qualifications about the unsatisfactory condition of packing
in the bill of lading.

Packing can be external (crate (xmith), bag) and internal (box, packet, flask etc,), in which the
goods are sold.

In case of consumer goods packing has a double function. On the one hand, it is for
protection. On the other — it serves to advertise a product and attract a customer.

Marking should be in indelible paint with recognizable marks.
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Here is an extract from a concerning packing
contract:

Here is an extract from a contract concerning
marking:

Contract No.
Packing

1.The equipment and spare parts
are to be shipped in export packing
meeting the requirements of each
particular type of equipment.

2.The packing is to secure full
safety of the goods from any kind of
damage and corrosion during
transportation by sea, railway and
combined transport. The packing shall be
suitable for loading by crane, by
autocars, by trucks and manually in so far
as the weight and volume of individual
packages allow.

Before packing, the equipment is
to be protected with anticorrosive coating
to protect it from any damage and
corrosion in transit and to ensure storage
during hot summer and cold winter.

3.The Sellers shall be responsible
for any damage to or breakage of the
goods that may be caused by poor
packing or for corrosion which may
appear due to improper or insufficient
coating.

Contract No.
Marking

1.The cases in which the equipment is packed
are to be marked on three sides: on the top of the
case and two non-opposite sides.

2.The marking shall be clearly made with
indelible paint in English and Russian as
follows:

Contract No. KonTtpakt Ne

Trans No. Tpanc Ne

Package No. Mecto Ne

Net/Gross weight in kg Bec HerTo/6pyTTO
B KT

Case dimensions in cm Pasmepsr mecta B
cM

(length, width, height) (nmuHa, UIMpUHA,
BBICOTA)

3.All cases which need special handling must
have an additional marking as well as other
indications if specific handling of a particular
case is required:
«Handle with care»
«Top»

«Do not turn over»
«Do not use hooks»

«OCTOPOKHOY
«Bepx»

«He xanTOBaTEHY
«He wucmnonn3oBarTh
KPIOKH

Insurance of goods

The export trade is subject to many risks. Ships may sink or collide; consignments may
be lost or damaged. So, the goods are usually insured now for the full value. The idea of
insurance is to obtain indemnity in case of damage or loss. Insurance is against risk.

While the goods are in a warehouse, the insurance covers the risk of fire, burglary, etc.

As soon as the goods are in transit they are insured against pilferage, damage by water,
breakage or leakage. Other risks may also be covered.

The insured is better protected if his goods are insured against all risks. The goods may
be also covered against general and particular average.

In the insurance business the word average means loss. Particular average refers to risks

affecting only one shipper's consignment.

General average refers to a loss incurred by one consignor but shared by all the other
consignors who use the same vessel on the same voyage.

Claims and sanctions

A contract defines rights and obligations of the parties involved.
In case of breach of Contract, the sufferer makes a claim on the party which fails to meet

its contract obligations. It is more often the case that it is the Buyer who makes a claim on the
Seller.

Most often the Buyer makes quality and quantity claims on the Seller. The cause for
complaint may be poor quality, breakage, damage, short weight, leakage etc...
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What is the claim procedure?

The Buyer must write a statement of claim and mail it to the seller together with the
supporting documents. Bill of Lading, Airway and Railway Bill, Survey Report, Quality
Certificate may serve as documentary evidence. If necessary, drawings, photos, samples are
enclosed as proofs of claims. The date of a complaint is the date on which it is mailed. Claims
can be lodged during a certain period of time, which is usually fixed in a Contract.

During the claim period the Seller is to enquire into the case and communicate his reply.
He either meets the claim or declines it.

The Seller declines liabilities if the B/L is «cleany, that is the shipping company hasn't
made any remarks about the quantity or condition of the cargo shipped.

The Seller has also a full right to decline a claim if the goods are disorderly stored,
mishandled or misused by the Buyer.

If a claim has a legitimate ground behind it the parties, try to settle it amicably.

What are the ways of settling a claim?

In case of short-weight it is recompensed by a load sent separately or at the time of
follow-up shipments. In case of damage or faults, the goods at the Buyer's option can be repaired
or replaced, all at the Seller's expense.

Sometimes if deviation in quality is within certain limits the goods can be retained but
with an allowance proportional to the discrepancy in quality. This is usually the case with raw
materials, foodstuffs or any other goods sent in bulk.

If the goods are missing the Seller must necessarily locate them. Sometimes it is quite a
problem as consignments may be lost when transshipped at some intermediate port or if sent at a
wrong address. If the goods are not recovered compensation must be paid by the party directly
responsible for it.

What is the sanction against the Seller?

The Seller is penalized if he fails to deliver the goods by the date due. The rate of penalty
is fixed in the Penalty Clause or in the Clause of Agreed and Liquidated Damages.

If the delay is longer than 2 months, the Buyer has the option of canceling the Contract
altogether but the Seller is to compensate for the loss incurred.

What may be the grounds for complaint coming from the Seller and what are the
ways of settlement?

The Seller in his turn is entitled to make a claim on his counterpart if the Buyer fails to
meet his contractual obligations.

The Seller may inflict penalties on the Buyer if there is a default in payment.

In an f.o.b. transaction the Seller is entitled to compensation for extra storage expenses if
the Buyer's vessel bound to pick up the goods fails to call at the port in time.

In a c.i.f. transaction the Seller may claim the demurrage if his own vessel stays idle at
the port waiting unloading.

The demurrage claims may emerge from the Buyer as well if a Contract is signed on
f.o.b. terms of delivery. If it is a c.i.f. contract, the Buyer is liable to extra storage expenses when
through the Seller's fault he cannot clear the goods from the customs within the allowable period.

Financially, legitimate claims are in large part settled by debit or credit notes.

Invoice.

In the context of international trade, the invoice provides information about goods
exchanged between the exporter and the importer. It is prepared by the exporter and includes a
description of the goods, their price and the quantity supplied. It can act as proof of purchase,
informing the buyer that the goods have been sent.

The invoice also informs the customer that the service requested can be available after
payment.
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Read and translate the sample of the invoice.

NETWORK SOLUTIONS' A VeriSign® Company PO BOX 1656 « Herndon * VA « 20172-
1656 Web Address Registration.

Send Payments To:
Network Solutions, Inc.

PO Box 17305

Baltimore, MD 21297-0525

SUBJECT: Web Address Registration.

To The Account Of:
Peter Kovalenko
RUSTRADE
av.Teatralny 40/13
Rostov, 344019
Russian Federation

Invoice Date: 21-Aug-01
Tax ID: 52-1146119

Invoice Number: Web Address:
25198745 RUSTRADE.COM
Due Date: Period Covered; Amount Due:
18-AUG-2000 14-JTJL-2000 — $70.00 US Dollars
14-JUL-2002
To Pay By Thank you for registering the Web address shown above. Timely
Credit Card or receipt of payment will ensure registration services for the period
Confirm noted above. By this payment, Registrant agrees to the terms and
Payment: conditions of the current Service Agreement. This payment is

nonrefundable.

Invoice Number: Web Address:
25198745 RUSTRADE.COM
Due Date: Period Covered: Amount Due:
18-AUG-2000 14-JUL-2000 — $70,00 US Dollars
14-JUL-2002
To Pay By We accept all major credit cards 24 hours per day, seven days a week.
Credit Card or Go to www.net-worksolutions.com
Confirm Call 1-888-771.3000 toll-free from the
Payment: United States, or use Network Solutions Secure On-Line Payment
System in Canada, Puerto Rico and the U.S. Virgin Islands. Outside of
these areas, call 1-402-496-9798.
To Pay Make check payable to Network Solutions, Inc. in US Dollars, drawn
By Check: on US bank and return the check and payment stub in the enclosed

remittance envelope.

To pay using the funds in your debit account send e-mail to the Web
address,

invoice number, and 16-digit Account Number.

For billing inquiries, write us http://www.networksolutions.com /helpjcontactus.html. or call 1-
600-779-1710 from the United States and Canada. Outside of these areas, call 1-703-742-4777
Monday through Friday from 7:00 am to 9:00 pm Eastern Time. Registering a Web address
through Network Solutions, Inc. will get your business automatically listed in the dot com
directory ™ the quick way to find a business on the Internet. Visit the dot com directory at
www.dotcomdirectory.com. Retain this portion for your records.
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After talks in Brighton Victor Klimenko has signed the contract between Continental
Equipment and TST Systems for the supply of process equipment. Here are some clauses of
this contract.
Match the clauses of the of the contract with their corresponding translations.
Brighton, England

April 10, 1997

Continental Equipment Plc, Brighton, England, hereinafter referred to as 'the Seller'", on
the one part, and TST Systems Ltd., Kiev, Ukraine, hereinafter referred to as 'the
Buyer", on the other part, have concluded the present Contract as follows:

1.Subject of the Contract
1.1.The Seller has sold and the Buyer has bought the machinery, equipment, materials, and ser-
vices ("Equipment") as listed in Appendix 1 being an integral part of this Contract.

2. Prices and Total Value of the Contract
2.1.The Total Contract Value is as following:

Equipment and engineering FOB U.K. port + documentation £
Supervision, start-up and training £
Spare and wear parts £
Freight £
Total price GIF Odessa £
Discount £
Total Contract Value £

2.2.The prices are understood to be C1F
Odessa including cost of packing, marking, loading on board a ship, stowing and fastening the
equipment in the hold, and the cost of the materials used for this purpose.

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

3.Time of Delivery
3.1.The equipment specified in Appendix 1 of the present Contract is to be delivered within two
(2) months from the date of opening the Letter of Credit specified in Clause 4.1 of this Contract.

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

4. Terms of Payment

4.1.Within thirty (30) days from the date of signing this Contract, the Buyer is to open in
favour of the Seller an irrevocable confirmed Letter of Credit with City Bank, London, for hun-
dred per cent (100%) of the total contract value. The Letter of Credit is to be valid for three
(3) months.

4.2 .Payment from this Letter of Credit at the rate of hundred per cent (100%) of the total con-
tract value is to be effected in GB pounds against the following shipping documents:
4.2.1.0riginal Bill of Lading issued in the name of the Buyer, destination Odessa Port of
Ukraine.

4.2.2.Shipping Specification.

4.2.3.Certificate of Quality.

4.2 4 .Certificate of Origin.
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4.2.5.Packing List.
4.2.6.Insurance Policy.

5.Technical Documentation
5.1.Within five (5) days from the delivery date the Seller shall send two (2) sets of the technical
documents as listed in Appendix 2 to the address of the Buyer.

5.2.All instructions on the drawings are to be in English, with all the instructions contained in
Items 1,2,3, and 4 of Appendix 2 translated into Russian.

6.Guarantee of the Quality of the Equipment

6.1.The guarantee period is twelve (12) months from the date of the start-up of the equipment,
that is reflected in an appropriate Act signed by the representatives of the Parties to the present
Contract, but not more than eighteen (18) months from the date of delivery of the equipment.

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

7.Packing

7.1.The equipment is to be shipped in export sea packing suitable for the type of equipment
delivered. Packing should also be suitable for transshipment in transit and reasonable long
storage of the equipment.

7.2.Each container is not to exceed the following dimensions: length = 2,500 mm, width =
2,500 mm, height = 2,500 mm.

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

8.Marking

8.1.All the containers are to be marked on the three (3) sides. Each container should bear the
following markings made in indelible paint (in Russian and English):
Contract No.

Seller: Continental Equipment Plc (Address)

Buyer: TST Systems Ltd. (Address)

Railway Station of Destination: Kiev

Container No.:

Gross weight: kg

Net weight: kg

Case dimensions in cm (length x width x height)

8.2.If a case requires special handling it should bear additional marks: "Fragile", "Top" or "This
side up", etc.

9.Shipping Instructions and Notifications

9.1.Within twenty-four (24) hours after shipment, the Seller is to inform the Buyer by fax
regarding the date of shipment, the Bill of Lading number, number of containers, their weight,
the vessel name.

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

11.Sanctions

11.1.In the event of delay in delivery of the equipment the Seller is to pay the Buyer a penalty at
the rate of 1,0% of the total contract value for every week of delay. However, the total amount
of penalty for delay in delivery is not to exceed 10% of the total contract value.

11.2.While calculating penalty for delay, the amount of days comprising over half of a calendar
week is considered to be a full week.

12.Force Majeure

12.1.The Parties are released from their responsibility for partial or complete non-execution of
their liabilities under the Contract should this non-execution be caused by the force majeure
circumstances including, but not limited to: fire, flood, earthquake, and if these circumstances
have had a direct damaging effect on the execution of the present Contract.

12.2. The Party which is unable to fulfill its obligations under this Contract is to inform the
other Party within ten (10) days from the beginning of force majeure circumstances.

13.Arbitration
13.1.The Seller and the Buyer will take all possible measures to settle amicably any disputes or
differences which may arise out of the present Contract or in connection with it.

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

14.0ther Terms

14.1.The Seller upon written consent of the Buyer shall be permitted to substitute equipment of
comparable quality and conforming to the technical requirements for any item of equipment
that may not be available for one reason or another.

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

14.3.After the Contract has been signed all the preliminary agreements, discussions and cor-
respondence between the Parties concerning this Contract are to be considered null and void if
conflicting with this Contract.

14.4.The Contract becomes effective and comes into full force from the date of signing.

15.Legal Addresses of the Parties
SELLER (ITPOJABELIb):
Continental Equipment Plc

9 North Road

Brighton BN1 5JF

England
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Skmio YCTaTKyBaHHS
BUIJE 3 JIaay MPOTATrOM
rapaHTiiHOTO  TEpPMiHY,
[IponaBenr MOBUHEH 3a
CBIi paxyHOK 1 1O
po3cyay 060x cTopiH abo

YCYHYTH BUHHKIT
nedextd, abo  3aMiHUTH
[0 BHUUIILIO 3 Jamxy
yCTaTKyBaHHS Ha HOBE
yCTaTKyBaHHS

BIAMIOBIAHOI SAKOCTI, sKa
MMOBUHHA OyTH 0e3

3aTPUMKH JIOCTaBJIICHUN B
MIOPT NMPU3HAYECHHS.

KoxxHuii  KOHTEWHED
3a po3MmipaMu HE
IIOBUHEH
NepEeBUIILYBaTH
HACTyIHHUX

rabapuTiB:

noxkuHa — 2 500 MM,
mupuHa —2 500 mwm,

Kommnanis
Equipment Plc, bpaiiton. Anrmis,
Hajan iMeHoBaHa «lIpomaBerpy,
3 onHoro Ooky, i kommanis TCT
Cucrem3 Jltn., KuiB, VYkpaiHa,
Hagaini imeHoBaHa «[lokymenby, 3

Ipyroro
KOHTPAKT NP0 HI>KUCHABE/ICHE:

Continental

O0OKy, yKIamum 1ei

Bucota — 2 500 MM

IIpeamer KOHTpAKTy

IIponaBenrs mponas, a
IToxymenn KYyIHUB
MallliHY, YCTAaTKyBaHHJ,
Mmarepiaid 1 TOCIYyTH
(«YcraTtkyBaHH»),

nepepaxoBani B Jlogatky
1, AKUH € HEeBig'€MHOIO

TexHiuHA TOKYMEHTAIIis
[Ipotsirom m'situ (5) nmHIB 3
MOMEHTY ITOCTaBKH
[IponaBenr MOBUHEH BUCIIATH
Ha azapecy [lokynus nsa (2)
KOMIIJIEKTH TEXHIYHHUX
JIOKYMEHTIB, TE€pepaxoBaHUX
B Jlomatky 2.

YaCTUHOIO bOT0
KonTtpakry.
Haroro MOCTaBKHU

oOJIafHAHHS BBAXXACTHCS
nara BUAYl YHUCTOTO
KOHOCaMEeHTa 3
BKa3iBKkor imMeHi [Tokymiis

1 KIHIIEBOTO opTy
npuszHaueHHs - Opeca,
VYkpaina.

VYMoBH omtatu

[Iporarom Tpunusartu (30)
JTHIB 3 MOMEHTY
AU CAaHHS IAHOTO
KonTpakrty [Tokynens

noBuHeH Biakputu B City

Bank (JIoHmon) Ha 1M's
[Iponasus 0€e3BIBUBHUNA
MIATBEP/UKCHAA  aKPETUTHB

Ha cto BigcotkiB (100%) Bix
3arajlpHOI CyMH KOHTpPAKTY.
AKpenuTuB IHACHUNA
MPOTSTOM TPHOX (3) MicCSIIIB.

[lirm  BBaKalOThC Ha
yMOBax CIF Ouneca,
BKJIIOYAIOUU BapTICTh
YIAaKOBKH,  MapKipOBKH,
BaHT&XEHHS Ha  OOpT
KopalOuist, yKJIagaHHSI 1
KpiluleHb B TpiOMi, a
TaKOX BapTICTh
Martepiais, 110

BUKOPUCTOBYIOTBCS  JUIS
i€l MeTH.

[IponaBeur Hece mnepen

[Tokynem
BIIMOB1NAJIBHICTD 3a
OyIb-sIKI ~ MOLIKOKEHHS

YCTaTKyBaHHs 4epe3 Horo
HENpPaBUIbHY YIaKOBKY.

KonTpakr crae mificHuM
1 BXOIWTH B IOBHY CHIY
3 JaTH WOTO MiIMUCAHHSA.

Tepmin nocTaBku Y CTaTKyBaHHS, IEPEPAXOBAHOTO B JIOJIATKY

1 no 1mporo  KoHTpakry,
npoTsiroM J1Box  (2)

MMOBUHHE OYTH ITOCTaBJIICHO
MICSIIIB

3 MOMEHTY BiJKpUTTA

aKpeIUTUBY, BKazaHoro B 1. 4.1 ganoro Konrpakry.

["apaHTist IKOCTI yCTaTKyBaHHS

HagaHHA HaCTYIIHUX

l'apantiifHuit  TEpMIH ~ cKiIajae [Tnatix 1Mo aHOMy aKpEJUTHBY y PO3MIpi CTa BiJICOTKIB
aBaHanuATe  (12) wmicsuis 3 (100%) Big 3aranbHOI CyMH KOHTPAKTY IPOBOAUTHLCS B
MOMEHTY IyCKY YCTATKYBaHHS, AHTHCEKUX  (BYHTAX — IpOTH

mo bixcyetsest Y | | pinpanTakyBanbHUX 10KYMEHTIB

BUIIIOBITHOMY AKTI, | | _Opurisany KOHOCaMEHTa, BUIIICAHOTO Ha iM's
MANTACAaHOMY [Toxymiis, 3 BKa3iBKOIO KiHIIEBO-TO MOPTY
YIIOBHOBaXXCHUMU ) npusHaueHHs — Opeca (Ykpaina).

NpEACTABHUKAMU ~ CTOPIH, IO -BigBanraxysanbHOI crienuikartii.

yknanaioth et KoHTpakr, -Ceprudikary sKocri.

ajie He 6?”"11?6 BICIMHA/IIATH -Ceprudikary IOXOKEHHS TOBapy.

(18) Micamis - 3 Aatu -ITakyBaILHOTO JIKCTA.

MOCTaBKH YCTaTKyBaHHSI. TTomica cTDAXOBKIL
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Iiawm 1 3aranbHa cyma KoHnTpakrty
3aranbHa cyma KoHTpakTy ckiajae:
VYcrarkyBaHHs 1 TexHika Ha ymoBax FOB

VYnakoBka
yCTaTKYBaHHH IIOCTaBJIAECTHCA B
MOPCBKIH ~ €KCIOPTHIN YIaKOBIIi,

(mopt BenukoOputanii) + nokymeHTanis £ NpU3HAYeHIN TUIs
CyrmpoBiz, mycK 1 mMiArOTOBKA MepcoHalry £ TPAHCIIOPTYBAaHHS  YCTaTKyBaHHS
3amacHi 1 cpalboBaHi Jerani £ JTAaHOTO TUITY. YnakoBka
®paxT cynHa £ IIOBMHHA TaKO0X TOIWUTHUCS I
3aranbHa cyma Ha ymoBax CIF Opneca £ TPaH3UTHUX TepeBe3eHb 1 JUIs
VYerynka £ 30epiraHHs yCTaTKyBaHHS
3aranbHa cvma KoHTpakty £ MPOTATOM PO3YMHOTO TEPMiHY.
[{inu 3aIMIIalOTHCS HE3MIHHUMH MPOTSITOM -

BCHOT'O TEPMIHY Jii KOHTPAKTy 1 MOXYTh OyTH Bei TIOSCHCHHS Ha KPECICHHAX
mepernAHyTH  TUBKH y  pasi B3AEMHO MOBUHHI OyTH HA aHTIIHCHKI MOBI.

3JIArOHKEHUX 3MIH B crenudikamii Ha
yCTaTKyBaHHA abo #oro Mommdikariii, a Takox
3MIHHM  KIJBKOCTI HOro  CKJIaJOBUX  YaCTHH,
BkazaHoi B Jlomarky 1 no uboro Konrpakry.

[ToBuHHI OyTH TaKOX Ha/IaHI
NepeKad Ha poCiiiCbKy MOBY BCIX
MOSICHCHD Ha KPECIICHHSX, 10
BXOIATh BTI. 1. 1, 2, 3 14 Jlomatky 2.

dopc-maxop

CTopoHM 3BUIBHSIFOTBCS BiJl BIiAMOBiNATBHOCTI 3a
nmoBHe ab0 YacTKOBe HEBUKOHAHHS CBOIX
3000B's13aHp 1O 1IbOMY KOHTpakTy, SKIIO Take
HEBHKOHAHHS OyJI0 BUKIMKAHO (OpC-MaKOPHUMHU
oOCTaBHMHAMU, K1 BKJIFOYAIOTh. ajue HE
OOMEXYIOTbCSI TaKMMH TPUYMHAMHU, SIK T0XKEXKa,
MOBiHb, 3eMJIETPYC, 1 AKIIO AaHI OOCTABUHU 3pOOHIN
Oe3rocepeiHiii  BIUTMB Ha MOXJIMBICTb BUKOHAHHS
IIUX 3000B'13aHEb.

MapxkipoBka

Bci xonTeliHepu MapKipyroTbes 3 TphoX (3) cTopiH.
Ha xoxxHOMYy KOHTeiiHepi MOBHMHHI OyTH HaHECceHi
HE3MUBHOIO (apboro HACTyTHI Hamicu (Ha
POCIHCBKIH 1 aHTTIIHCHKIN MOBax):

KonTpakt Ne

IIpooaseyw: Continental Equipment Plc (Anpeca)
Tloxyneyw: TST Systems Ltd (Aapeca)

JK/0 cmanyia npuznauenns: Kuis

Konmeitinep No:
Baea opymmo: __ xr
Baea nemmo: KT

Pozmipu konmetinepa 6 cm (noBxkuHa X mupuHa X
BHCOTA)

SIKI0 KOHTEWHep BUMAarae cremiajJbHOro 00iry, To
Ha HbOMY TIOBHHHA OyTH HaHeceHa JJ0AaTKOBa
MmapkipoBka: «Kpuxkuity, «Bepx» ado «TyT Bepx» i
T.IL

SIKII0 CTOPOHU HE MOXKYTh MPUUTH
JI0 YTOAM, CyNepedKH 1 po301KHOCTI
NPEJCTaBISIOTBCSI  HA  PO3TIISI
apOiTpaxknoro cyny B CTOKrosbmi
(I1IBemis) BiAMOBIMHO A0  TPaBUI
1 monoxenp Toprosoi Ilamaru
CrokronpMa 1 13 3aCTOCYBaHHSIM
BinnoBigHMX 3akoHiB IlIBemii.

[Micna minnucanns Kontpakty Bei
MOTIEPEIHI YTOIHU, TOMOBJICHOCTI 1
JUCTYBaHHA MDK CTOpPOHAMH, IO
YKJIATH 1Iel KOHTPAKT, CTAlOTh
HEIIMCHUMH, SKIIO BOHU BXOISThH B
CYyNEepeyHICTh 3  TIOJOXXCHHSIMU
nanoro Konrtpakry.

Cankmii

Y pa3i 3aTpUMKH B TOCTaBIl
ycratkyBaHHs [IponaBens moBuHEH
pumuiatutd  Ilokynio mneHro y
po3mipi 1 % Big 3araibHOT CymMH
KoHTpakTy 3a KOXHHH THXIEHb
3aTpuMKU B moctasui. [Ipu npomy,
3arajgbHa cyMa TIeHi 3a 3aTPUMKY B
MOCTaBIIi yCTaTKyBaHHS HE
noBuHHa nepesunryBatu 10 % Bix
3aranpHoi cymu KoHTpakTy.

45



[HCTpPYKIIiT 1 TOBIIOMJICHHS TIPO BiJIBAHTAXKCHHS
[IpoTsirom nBafgusATH 4YOTUPHOX (24) TOAMH Micis
BiIBAHTa)XCHHS ycTaTKyBaHHs [IponaBens MOBUHEH

a1 ymoBH
3a HasABHOCTI NHCHMOBOI 3TOJH

g IToxynus  IlpomaBens  MoOxe
HOBIIOMHTH Tokymniyo (baxcom  nary HPOBECTH 3aMiHy THUX a00 iHIINX
BIABAHTAXKCHHS, HOMEP KOHOCAMEHTA, KilbKICTb YACTMH YCTATKYBAaHHS, SKHUX i3
KOHTEWHEpIB, iX Bary, Ha3Ba CyJHa. Tiei a6o iHIIOl MPUYMHHE HeMae B

HAsBHOCTI, Ha 3a/I0BOJILHSIOYE
[Ipu pO3paxyHKy CrpaxyBaHHs TCXHITHAM _BaMOTam
meHi 3a 3aTPHMKY B Mponaseirs MPOBOIHTS yCTaTKyBaHHS 3aCTaBHOI SKOCTI.
MOCTABIT CTpaxyBaHHS yCTaTKyBaHHSI,
YCTaTKyBaHHS mo MOCTaBIISETHCS ApGitpax
KUTBKICTh JIHIB, IIIO BIIIOBITHO 70 [HOTO TMokyrerrs ; Mponaseis
g Pt ot | BT
) 3aX0JiB  JUIi  BPEryJIIOBaHHS
KaJICHJapHOTO MOMEHTY  BillBAHTKCHHS CyTepeuoK i posGixHoCTei,
THXKHS, BBaKACTbCH YCTAaTKYBAHHS i 10 MOMEHTY ki MOXYTh BHHWKHYTH IIpH
SIK TIOBHUU THXJICHb npubyTTss HWOro B TOPT BHKOHAHH] 150r0 KOHTpAKTy 260
3aTPUMKH. Onecn. 13 3B'I13KY 3 100 BUKOHAHHSIM.
CropoHa, sIKa HE MOJKE BHMKOHATH CBOIX KOpuanyni agpecu cropin
3000B's13aHb mo 1poMy KoOHTpakTy, MOBHHHA [TOKVIIELIb (BUYER):
npotsirom aecatu (10) aHiB micns mouaTky il TST Systems Ltd.
dhopc-MaKOpHUX OOCTaBUH MPOIH(GOPMYBATH THIITY P.O.Box 171
CTOPOHY PO 1X HASIBHICTb. Kiev 253100
Ukraine
Bil IMEHI 1 3a JOpY4YCHHSIM

Bynp-siki 3MiHM, TONpPaBKH 1 JIONMOBHEHHS YMOB
nporo KOHTpakTy BBaKarOThCS MIMCHUMU TUIBKH B
TOMY BHIIQJIKy, SIKIIO BOHHU 3pOOJICHI MHUCHBMOBO 1
HaJeKHUM YHWHOM IMIJIMHACAHI  YIOBHOBaKEHUMHU
MPEJCTaBHUKAMHU CTOPIH.

[Tokymus

(for and on behalf Buyer)
Bikrop Kiimenko
Komepuiiiauii qupexrop
(Commercial Director)

4. Write a contract. Imagine that you are interested in delivery of Butislous coal, 10 tones,

608 per a tone.
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Meronnune 3a0e3neueHHs
Croasipcbka Onena BikTopiBHa

Yepuuk Onena OneriBHa

AHIJIIMCHKE TOKYMEHTYBAHHSI: MOBA TA CTIWIb
METOJAWYHI PEKOMEHJALII 1O IPAKTUYHUX 3AHATH

JUTst CTyAeHTIB crierianbHocTi 035 dinmosnoris

EnexkTponHuii pecypc

3a penakiiiero ykiaagaqin
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