MEXT'OCYJIAPCTBEHHOE OBPABOBATEJIbHOE YUPEXJIEHUE
BBICILIEI'O OBPAZOBAHUS
«BEJIOPYCCKO-POCCUUCKUN YHUBEPCUTET»

Kadenpa «I'ymanutapHbie JUCHUILIAHBD)

JTEJIOBASI IEPEIUCKA
HA UHOCTPAHHOM SI3BIKE
(AHTJIMCKUM S3BIK)

Memoouueckue pekomenoayuu K NPaKmMu4ecKum 3aHAmMuUAM
011 CIMy0eHmOo8 Hanpaei1eHus N0020MOEKU
41.03.01 «3apyodesxcnoe pecuonoseoenue»
OUHOU hopmbl 00yUEeHUA

Morwuies 2022



YK 804.0
BbK 812.AHI'
J164
Pexomen10BaHO K U31aHUIO
y4eOHO-METOIMYECKUM OTAEIIOM
benopyccko-Poccuiickoro yuusepcurera

Onobpeno xadeapoit «I'ymMaHnuTapHble IUCHMIUIMHBDY «9» wmapta 2022 r.,
npotokoi Ne 9

CocraButens cT. npenojaasaresb E. H. MenbHukoBa
Peuenzent E. C. BepOurnikas

MeTtoauueckre pekOMEeHAalMd HalrpaBieHbl Ha (OpMHUpPOBaHME, Pa3BUTHE U
COBEPILECHCTBOBAHUE Yy CTYJEHTOB YMEHHH M HABBIKOB JEJIIOBOTO OOIICHHS B
NUCHbMEHHOU (opMe; coaepkaT oOIIre peKOMEHJAIMH MO0 COCTABJICHUIO MUCEM Ha
AHTJIMKACKOM $3bIKE, CTAHJAPTHHIC IITAMIIBI M BBIPAKEHHS, a TAKXKE YIPaKHECHMS,
HaleJIeHHbIE HAa TPUOOPETEHNE MPAKTUUECKUX HABBIKOB JIEJIOBOTO MUChMA.

YV4yeOHO-METOIUUECKOE U3TaHUE

JIEJIOBAS IIEPEITUCKA HA THOCTPAHHOM SI3bIKE
(AHTJINIACKUI S3BIK)

OTBETCTBEHHBIN 3a BBITYCK H. H. PriToBa
KoppexkTop . B. T'ory61ioBa

KoMnwroTrepHas BepcTka H. I1. [ToneBHnyas

[Toanucano B mevarthb . ®opmat 60x84/16. bymara ocernas. ['apautypa Taiimc.
[leuats TpadapeTHas. Yci. med. J. . Ya.- u3g. o . Tupax 26 3k3. 3aka3 Ne

W3znarens u noaurpaduyeckoe UCTIOIHEHHE:
MesxrocyrapcTBEHHOE 00pa30BaTeIbHOE YUPEKICHHE BBICIIETO 00pa30BaHuUs
«benopyccko-Poccuiickuii yHuBepcureT.

CBHIETENBCTBO O FOCYAAPCTBEHHON PETUCTPALIUU U3ATENs,
W3rOTOBUTES], PACIIPOCTPAHUTENIS IEYATHBIX U3JaHUI
Ne 1/156 ot 07.03.2019.

[Ip-T Mupa, 43, 212022, r. Morusnes.

© benopyccko-Poccuiickuit
yHUBEpCUTET, 2022



3

Tema 1. IIpaBuiia opopmiieHUs 1€JI0BOT0 NMIUCHMA

1 Read the texts and answer the following questions.

1 What is business communication?

2 What are characteristics of business writing?

3 Why is business writing essential for business?

4 What is a business letter?

5 How does a business letter differ from a personal letter?
6 What are the most common types of business letters?

7 Why is email so popular?

8 What are the major steps in business correspondence?

BUSINESS COMMUNICATION

Business communication is information sharing between people within and
outside a company that is performed for the commercial benefit of the country.

One type of communication that is used in the business world is business writing.
Business writing is a type of written communication with standard structure, style,
grammar and vocabulary. E-mails, letters, reports, press releases, memos, minutes,
contracts and agreements are examples of business writing. Written communication is
used in cases which require detailed instructions or when something has to be
documented.

BUSINESS LETTER

A business letter is a formal means of communication between people or
companies. The main purpose of business letters is to exchange information related to
business. Business letters are written to inform the reader about something or persuade
the reader to do something.

Since the main aim of your letter is to do business, it should be organized in a
business-like manner. When writing a business letter, you should always: a) make your
letter easy to read and understand; b) state the subject immediately; ¢) begin a new
paragraph for each new idea; d) be sure your ideas are connected in a logical way; e)
make it clear to your reader what should be done next.

A letter is a message written on letterhead paper and addressed to someone outside
the organisation.

Business letters differ from personal letters because they follow certain rules of
composition. The body of the letter is made up of the introduction, middle and
conclusion. The introduction opens the letter, establishes rapport and acknowledges
any previous correspondence or contact. The middle of the letter contains all details
and information. The conclusion outlines any actions and/or information required
along with a polite ending.

A business letter may be used to: make initial contact; arrange an appointment or
meeting; confirm a verbal agreement; solicit new customers; make an enquiry; place,
modify or cancel an order; make a complaint; request payment; acknowledge receipt
of goods, information, payment etc.; make an offer; apply for a job; make travel
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arrangements etc. So the most common types of business letters are the following:
acknowledgement letter; enquiry letter; order letter; complaint letter; apology letter;
appreciation letter, etc.

Email has quickly become very popular as it is a quick and reliable means of
communication and you have the ability to send attachments and links to documents.

The tone and style of the language used in commercial correspondence are
extremely important since they reflect you and your company. Therefore, you should
be both concise and polite.

Correspondence between business partners usually follows the pattern below:

One company writes a letter of enquiry asking other companies for a catalogue,
product samples etc. The businesses that could be interested in doing business with this
company send a reply to the enquiry with the requested information.

The company may write a follow-up letter asking for additional information about
the terms of sale, or they may make special requests for discounts, modification of
terms etc. Other companies reply by giving more details. If an agreement has been
reached and the company is satisfied, they will place an order.

When the order arrives, a reply to confirm receipt is sent, where the time of arrival
of the goods and any other necessary information is specified. The company that is
going to supply goods prepares an order and then ships the goods. The buyer
acknowledges receipt of the order.

The supplier sends an invoice specifying the quantity, the amount and the date
due. The buyer makes payment according to the terms agreed upon in the terms of
sales. If the buyer is late in paying the amount due, the supplier sends a series of
payment reminders, requesting to settle payments.

Tema 2. Buanl 1eJ10BBIX MACEM
2 Study the following phrases.

Source of address. Reference to previous contact

Your name and address were given to us
by ...

Y our company has been recommended to
us by ...

Bae ums u agpec ObLIM IPEAOCTaBICHbI
HaM ...
Bamy xoMIiaHuio HaMm peKOMEHJ0BANMH ...

In response to your advertisement in ...,
I am writing to ask if ...

Further to our meeting/telephone conver-
sation last week, I am writing to enquire
about ...

We thank you for sending us ... and we
are now writing to enquire about ...

B orBer Ha Bamre oObsiBIeHHE B ...,
s ALY, YTOOBI CIPOCHUTB, ...

B nomnonHenune k Hamiel BcTpede/Tene-
(hOHHOMY pPa3roBOpPY Ha MPOILION Heje-
Jie 51 TIMIY, 9TOOBI Y3HATh ...

Mpg1 Gnaromapum Bac 3a TO, YTO MPHUCIIA-
JU HaM ..., ¥ TEIePb MBI IHIIEM, YTOOBI
Y3HATh ...




During a visit to... [ was given... and I am
now writing to ask for further infor-
mation about ...

With reference
December, 15, ...
Thank you for sending us ...

to your offer of

Further to our meeting at ... on ..., we are
writing to.

With reference to our previous conver-
sation, I would like to ...

Bo Bpems BuzuTa ... MHE JAJHA ..., U Te-
nephb s MUIy, YTOObI MOJYYUTh JOMOJI-
HUTEJIbHYI0 UH()OpPMAIIHIO O ...
Ccputasice Ha Bame npenmoxeHue
ot 15 nexadps, ...

bnaromapum Bac 3a 10, 4yTO mpucnanu
HaM ...

B npopomxeHne Hameld BCTpe4H, KOTO-
pasi cocTosach ... (YUCIO) ..., MBI IH-
HIEM ...

Uto Kacaercss Halero MNpeablIyIliero
pasroBopa, s ObI XOTeT ...

Reference to enquiry

Thank you for your letter of ..., enquiring
about ...

In reply to your enquiry of ... about ...,
we ...

With reference to your e-mail of ...,
regarding ...

Cmacubo 3a Bame mnumcemo ot ...,
B KOTOpOM BBl 3amnpaimmsaere ...
B orBer Ha Bam 3ampoc oT
IIOBOJY ..., MBI ...

Ccbnasich Ha Bamie 3J€KTpOHHOE MHCh-
MO OT ... OTHOCUTEJBHO ...

I10

Information about the company’s business activity

We are leading/the largest importers of ...

Our company specialises in... and we
supply ... across the country.

We are a large manufacturing company,
based in...

I am the Director of...

Mpl  sBiseMcs BeAyHIMMH/ KpYIHEH-
IMMHA UMIOPTEPAMM ...

Hama xommanusa cneuuanusupyercs
Ha ..., U Mbl IOCTaBIISIEM o BcCeM
CTpaHe.

MeI siBIIsIEMCS KPYTTHOM ITPOU3BOJICTBEH-
HOM KOMITAaHHEU, KOTOpas pacrojioKeHa
B...

S ABASIOCH TUPEKTOPOM ..

We have been operating in this market
since ...

As you know, we have a reputation for ...
All our products comply with European
standards and have a ... — year guarantee

... the products you are interested in are
all in stock and can be dispatched on
confirmation of the order.

Mps1 paboTaem Ha 3TOM PBIHKE C ...

Kak BrI 3Haere, y Hac penyranus ...
Bce Hamm mpoayKThl COOTBETCTBYIOT
€BpPOIEMCKUM CTaHAApPTaM U UMEIOT ... —
JIETHIOIO TApPaHTHIO ...

TOBaphbl, KOTOPHIE BAC HHTEPECYIOT,
€CTh Ha CKJaJe U MOTYT OBITh OTHpPAaB-
JIEHBI TIOCJIE MOATBEPKICHHUS 3aKa3a.




Details of request

Please send us ...
We would be grateful if you could ...

Would you mind sending us ...?

Would you be so kind as to let us
know/have ...?

We are interested in receiving ...

IIpocum npucnate HaM ...

Mpg1 OblIH OBI OJ1ar0JIapHEI, €CIIM OBl BBI
CMOTJIH ...

He Mornu Ob1 BBl IpHUCIATh HaM ...7
[loxxanyiicta, cooOmure Ham / Mpu-
IIJIUTE HaM ...

MBI 3aMHTEpECOBAHBI B IOIYYEHHUH ...

Sales terms

We are pleased to quote as follows: ...

Our prices are quoted... and we accept
payment by...

We require payment at
receipt of order.

We accept your sales terms.

... days from

As specified, we will pay by...

With reference to..., we would like to
request ...
We can guarantee delivery by...

Msl pansl npeaoctaBuTh Bam crienyro-
1iee KOMMEPUECKOE MPEIOKEHUE: ...
Hamm nensl yka3assl (YCI0BUS) ... H MBI
MIPUHUMAEM OIUIATy (CIOCO0 OIIATHI) ...
Mps1 TpeOyem oriaThl B TEUCHUE ... JHEU
C MOMEHTA MOJYYEHHUs 3aKa3a.

Mbl npuHuMaeM Bamwum ycimoBus mpo-
JaXH.

Kak ykazaHo, Mbl 3amiatuMm (croco0
OILIaTHI) ...

Co ccpuIKOM HA ...,
CZeJIaTh 3a1poc ...
MBI MOKEM TapaHTUPOBATh JOCTABKY ...

MBI XOTEIU OBl

Enclosures

We enclose our ...
Please find enclosed our ...
You will find enclosed ...

MBI npuitaraem Hai ...
B npunoxeHnu BbIChUIAEM HAI ...
IIpunaraem Ham ...

Refusal

I am afraid we cannot/are not able to ...
This is due to the fact that there has been
an extremely large demand for these
products.

The reason for this is that ...

We regret to inform you that ...

borock, MBI HE MOKEM ...
DTO CBSI3aHO C TE€M, YTO 3TH MPOIYKTHI
MOJIB3YIOTCSI OOJIBIIIUM CITPOCOM.

IIprunHa 3TOrO B TOM, YTO ...
Mgu1 ¢ coxaneHuem coobmaem Bawm,
47O ...




Invitation to place an order

We look forward to receiving your initial
order and are confident that ...

We hope that our offer will meet your
requirements.

Please do not hesitate to contact us if you
require further details.

We hope that you will consider our
proposal/offer and we ...
Please let us know if you ...

Mb1 ¢ HerepneHueM xaeM Bamero
MEPBOHAYAJILHOTO 3aKa3a W YBEPEHBHI,
4TO ...

MpbI HazeeMcs, 4TO Hallle MPEIIOKEHUE
OyZneT CcoOoTBETCTBOBAaTH Bammm Tpe-
OOBaHMSIM.

[ToxanyiicTa, HE3aMeNIUTEIBHO 00pa-
manTech K HaM, eciau Bam HyXHa n0-
MOJTHUTEIbHAs UH(POPMAITHS.

Me1 Hageemcs, 4ro Bel paccmorpure
Hallle TPeJI0KEHUE, U MBI ...

[Ipocum coobmuth, Oyaere u Boi ...

Details of order

We are pleased to place an order with
your company for ...

We would like to place an order for...
With reference to your order of June, 8,
we are writing to ...

Thank you for your e-mail ... relating to
our Order No. ...

[ am writing in response/with reference to
your letter of... regarding our order.

Thank you for your reply to our order No.
... iIn which you inform us that ...

We are writing to inform you that ...

We are pleased to acknowledge receipt of
your order No. ...

MsbI panbsl pa3MecTuTh 3aka3 B Bamen
KOMITaHUH Ha ...

MBI XOTUM pa3MeCTHUTh 3aKa3 Ha ...
Ccrinasgce Ha Bamn 3aka3 ot 8 uioHs, MBI
MTHIIIEM ...

Cmacubo 3a Barie 31meKTpOHHOE THCH-
MO OT ..., KacarlIleecss HaIlero 3a-
kaza No ...

S numy B oTBeT/CO cchUIKOM Ha Bare
IMHCHBMO OT OTHOCHUTEIIFHO HAIIIETO
3aKasa.

Cnacubo 3a Bam orBer Ha Ham 3a-
ka3 Ne ..., B koTopoM Bl coobiiaere Ham,
97O ...

Mgl numeM, 4ToObl cooOmuTh Bawm,
47O ...

Mpg1 noaTBepkaaeM nosryuenue Barero
3aka3a No ...

Delivery

With regards to delivery, the goods
should be packed in... and should be
marked ...

The goods must be delivered within 30
days of receipt of order.

Uto kacaeTcsi 1OCTaBKH, TO TOBap J10J]-
eH OBbITh yIaKoBaH B U MapKu-
POBaH ...

ToBap nomxkeH OBITH JOCTABJIEH B Te-
yeHue 30 gHEl C MOMEHTa MOJYyYCHUS
3aKasa.




We would like to request immediate
delivery as ...
Please have the goods shipped by ...

MpI mpocuM JOCTaBUTh TOBAp HEME/-
JICHHO, TIOCKOJIBKY ...

[Ipocum oTnpaBuTh TOBap (crnocod
JIOCTaBKH) ...

Confirmation of orders

We are pleased to supply the items
requested.

We are pleased to confirm that all the
goods are in stock and ...

As the new product is slightly more
expensive/the demand for ... is increasing
rapidly/our sales of ... have been rather
poor lately, we would be grateful if you
would increase/reduce/modify our order
for ... from ... to ... items.

Owing to a present slump in trade/the
urgent demand for this product, we
would like to request that our order be
increased/reduced to...

We would like to modify our order as
follows: ...

We can guarantee you delivery before ...

Mgl pagsl TIpeIOCTaBUTH TOBApHI, KO-
TOopsIe Bl 3ampammusacrte.

Mpb1 moATBEpKIaEM, YTO BCE TOBAPHI
HAXOMSTCS Ha CKIIA/IC U ...

ITockonbKy HOBBIM IIPOAYKT HEMHOIO
JIOpOXKe/CTpoc Ha ... OBICTPO pacTeT /
Hamu npojaaxu (ykasaTb TOBap) ... B
nocJjieHee BpeMsl HaxXoIATCs Ha JI0CTa-
TOYHO HHU3KOM YpOBHE, Mbl ObLIN ObI
Omaromapubi, ecnu Obl Bbl  yBenu-
YT/ YMEHBIIUIN/U3MEHIIA Halll 3aKa3
Ha (HaMMEHOBaHKE TOBApA) ... C ... HA ...
CIVHMII.

N3-3a HBIHEMHETO cnaga B TOPTOB-
JIS/TIOBBINIEHHOTO  CIIpoca  Ha  3TOT
MPOIYKT MPOCUM Bac yBemnInTh/yMeHb-
IIMTH HAII 3aKa3 Jo0 ...

Mgl xoTenu Obl M3MEHHTH Halll 3aKas3
CIIEAYIOIIUM 00pa3oMm: ...

Mps1 MOkeM rapaHTupoBaTh Bam noctas-
Ky 10 (ykazame damy) ...

Refusal to execute the order

Unfortunately, due to ..., we regret to
inform you that we cannot meet your
request for ...

We regret to have to decline your order
as we cannot grant you a ...

As you are unable deliver the goods
within the time specified/we are unable to
accept your proposal, we regret to inform
you that we have to cancel this order.

K coxanenuro, u3-3a ..., MBI C COXa-
JeHueM coobmraem Bam, 4To HE MOkeM
yAOBJIETBOPUTH Bam 3anpoc Ha ...

MBI coxaneeM, YTO BBIHYXIEHBI OTKJIO-
HUTh Bam 3aka3, IIOCKOJIBKY Mbl HE
MOYKEM IIPEAOCTaBUTh Bam ...
[Tockosibky Bbl HE MOXETE€ HOCTABUTH
TOBAp B YKA3aHHOE BPEMS/MbI HE MOKEM
NpUHATh Bale npemioxenue, Mbl ¢ Co-
XKajeHrueMm cooOmaeM BaM, 4To BBIHYX
JI€Hbl OTMEHUTH 3TOT 3aKa3.




Unfortunately, (due to unforeseen
circumstances), we have to cancel this
order. This is because of a slump in
demand for this product/our market
cannot stand such high prices.
Regrettably, we must ask you to cancel
the order.

We would like to cancel our order No. ...
Unfortunately, these articles are no
longer available.

K coxanenuto, (M3-3a HeNpeaBUIACHHBIX
OOCTOSITENTLCTB), Mbl BBIHYJIECHBI OTME-
HUTHb 3TOT 3aKa3. JTO BBI3BAHO CHIDKE-
HUEM CHpoca Ha 3TOT MPOJYKT/HAII Phl-
HOK HE BBIJICPYKMBAET TAKUX BBICOKHUX 1IEH.
K coxanenuto, Mbl JOJKHBI MPOCUTH
Bac ormeHuTsb 3akas.

MBI XOTUM OTMEHUTH Haml 3aka3 No ...

K coxanenuro, JaHHBIM TOBap OT-
CYTCTBYET.

Counteroffer

We would be able to...
We will contact you again as soon as we
have...

MBI MoriH OFI ...
Msb1r cBsbkeMcs ¢ Bamm cHoOBa, Kak
TOJILKO y Hac OyJIeT ...

As we feel that..., we invite you to | [lockonbky MBI TOHUMAaeM, 4TO ..., MBI
reconsider your decision. npocum Bac  mepecmotperh  cBoe
peleHue.
Request for confirmation
Please, confirm receipt of our order. [Ipocum  TOATBEPAUTH  TMOJYYCHUE

We would be grateful if you could let us
know your decision as soon as possible,
to enable us to process the order without
further delay.

Please let us know if you are willing to
accept ...

We would be grateful if you could let us
know your decision/confirm these
changes/this modification as soon as
possible.

HAIIIeTO 3aKa3a.

Mps1 OblM OBl IPU3HATEIBHBI, €CIIA Obl
Bbl cooOmmimm HaM CBOE PEIICHHE Kak
MOXHO CKOpee, 4TOOBl MBI MOTJIH
00paboTaTh 3aKa3 HE3aMETUTEIBHO.
[Ipocum cooOmMTE HaM, MOKeTe JTU Bbl

MIPHUHATE ...
Mpb1 ObuTH OBI TIPU3HATEIBHBI, €CIU OBl
Bl COOOIIMIM HaM CBOE pelle-

HI/IG/HOI[TBepI[I/IJII/I 9T HU3MCHCHHS KakK
MOXHO CKOPCEC.

Closing phrases

We look forward to your reply.

An early reply will be appreciated.

Mbl ¢ HeTeprnieHueM kaeMm Bamero
OTBETA.

MeI 5x1eM OBICTPOTO OTBETA.

We look forward to a favourable reply
together with confirmation that the order
will be promptly executed.

Mkl ¢ HCTCPIICHUCM KACM ITOJIOKUTCIIb-
HOT'O OTBCTA BMCCTC C IOATBCPKACHHUCM
TOI'o, 4TO 3aKa3 6y;[eT HEC3aMCIJINTCIIBHO
BBITTOJIHCH.
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We can assure you that our usual care and
attention will be given to your order and
we look forward to hearing from you
again.

We apologise for any inconvenience
caused and hope that ...

We are still interested in doing business
with you in the future and look forward
to receiving your next catalogue and
price-list.

We hope that this letter will form the start
of a mutually advantageous business
relationship.

An early reply would be appreciated so as
to enable us to ...

We would be very pleased to do business
with your company.

We would be very happy to have an
opportunity to work with your company.

Ms1 yBepsiem Bac, uto yaenum ocoGoe
BHMMaHue Bamemy 3aka3y, u ¢ HeTep-
MeHUeM xJieM Bamero orsera.

[IpyHOCHM W3BUHEHHUS 32 BO3MOXHBIC
HEey100CTBa U HajZeeMcsl, uTo ...

MpbI MO-TIpe)KHEMY 3aWHTEPECOBAHBI B
corpyanuuectse ¢ Bamu B Oyymiem u ¢
HETEPIICHUEM JKJIeM TosrydeHus: Baiero
CJIEIYIOLIEro Karajora u npaic-jiucra.
Mps1 Hageemcsi, YTO 3TO MUCbMO CTaHET
HAYaJIOM B3aMMOBBITOJIHBIX  JIETOBBIX
OTHOLIEHHM.

Mp1 xJieM OBICTPOrO OTBETA, YTOOBI MBI
MOTJIH ...

Mps1 661111 OBI OYCHB PaIbl COTPYIHUYATH
¢ Bameir kommanuen.

Mps1 OyzieM o4deHb pajibl UMETh BO3MOXK-
HOCTb paboTtath ¢ Baiieit komnaHuei.

3 ITucvmo-3anpoc

Engquiries

3 Match the phrases from the two columns and make meaningful sentences.

1 With reference to your advertisement
on your website,

2 We would greatly appreciate

3 We look forward

4 We are a newly established chain of
department stores,

5 Your prompt reply

a) to hearing from you.

b) we are interested in participating in the
tender.

c) and would like to have more infor-
mation about your company's products.
d) if you could send us your price list for
tablets.

e) will be greatly appreciated

4 Put the expressions in the correct order.

a) Yours faithfully,

b) your most current catalogue and price list

c) We look forward

d) We would be very grateful if you could send us

e) Dear Sirs,

f) to doing business with you in the near future.
g) concerning your test and measurement equipment.
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5 Use the following phrases to complete the letters below.

a)
— detailed information concerning; — we would greatly appreciate;
— price list; — a prompt reply.

— will be appreciated;

Dear Mr Brown,
... 1f you could send us ... your recent line of test and measurement equipment

Your early reply ...
Yours sincerely,

Mike Bright
Sales Manager

b)

— with reference to; — to doing business with you in the future;
— will be appreciated; — please inform us.

— are interested;

Dear Mr Brown,
... your advertisement on www.opser.com, we ... in receiving more information

concerning your optimization services.

... if you have any representatives in our country.
We hope for ... and look forward ... .

Yours faithfully,

M. Bright

Sales Manager

6 Complete these letters by filling in the blanks with an appropriate

expression.

a) ...,
With ... your advert on www.mech.com, we are interested in receiving ...

concerning your machinery.

We would be grateful ...your most recent price list.
We look forward to ....

Yours faithfully,

M. Bright

b)

Dear Sir or Madam,

Your company ... to us by...

We are a ..., and are interested ... more information concerning ....
Please send us ....



... doing business with you ....

M. Bright
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Replies to Enquiries

7 Match the phrases and make meaningful sentences.

1 Thank you very much for

2 In reply to your letter of enquiry
concerning our line of products,

3 We are pleased to send further details
4 We would like to

5 We hope

6 Please

a) we are sending a catalogue with detailed
information.

b) do not hesitate to contact us for further
information.

c¢) you will find our prices attractive.

d) concerning our line of products.

€) your enquiry.

f) draw your attention to the unique design
of our product.

8 Use the following phrases to complete the letters.

a)

— do not hesitate to contact us;
— Yours faithfully;

— to hearing from you;

— regarding;

— for your e-mail;

— are pleased to enclose.

Dear Sir/Madam,

We thank you ... of December 10, requesting information ... our line of products.
We ... our current catalogue and price list. Please ... for any further queries.

We are looking forward ... .

M. Bright

b)

— Sincerely;

— require any further information;
— recelving your order soon;

Dear Ms Burger,

— to your letter of enquiry;
—a list of product and product
features.

In reply ... concerning our line of products, we are sending a catalogue with ....

Please let us know if you ....
We look forward to ....

M. Bright
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9 Fill in the blanks with appropriate phrases.

1. Thank you for your letter of ... regarding ....

2. We look forward ....

3. We are pleased to send ... our line of products.

4. We are pleased to enclose ....

5. We ... to a successful working relationship.

7. We look forward ... from you soon.

8. Please ... if you need any additional information.

9. Do not hesitate to ....

10. We ... of your e-mail and thank you very much for ....

Requesting detailed information

10 Match the phrases from the two columns and make meaningful sentences.

a)

1 Will you be able a) for the following items.

2 Please include details b) to deliver the goods within a specified

3 Will you please let us know period of time?

4 We would like to know your prices ¢) your prices for these products.

5 We would be grateful if d) concerning your terms of sale

6 Kindly send us your e) you could send us your best quotation
for the following items.
f) exact delivery dates.

b)
1 We were very happy a) are at the buyer’s expense.
2 Please note that b) enquiring about our best quotation.
3 Unfortunately we do not offer ¢) to receive your e-mail.
4 We thank you for your letter dated | d) discounts for large orders.
May 20 e) offer you a new service.
5 All transportation costs f) our prices are EXW Minsk.
6 We are pleased to inform you that we | g) within 7 working days from receipt of
can order.
7 The goods will be delivered

11 Use the following phrases to complete the letter.
— to further cooperation;

— if you can supply us with;

— our delivery requirements;

— acknowledge receipt;

— within;

— your best terms;




14

Dear Mr Brown,

We ... of your catalogue for which we thank you. We would like to know ..
some items ... 7 working days. Please, find the attached file for your reference.

We would be grateful if you could send us .... We hope that you can meet ... and
look forward ... with you.

Sincerely,

Mike Bright

Favourable and Unfavourable Replies

12 Which of the following phrases can be used for:
a) a favourable reply?

b) an unfavourable reply?

¢) an alternate solution?

We suggest you ... What we can offer is ...
We are willing to ... We are sorry to ...

We are pleased to ... We are delighted to ...
Much to our regret ... We can allow you ...
We are pleased to inform you ... We very much regret. ..
Unfortunately, ... We have pleasure ...

13 Use the phrases below to fill in the blanks in the letters.
a)

— upon receipt of order; — delivery requirements;
— concerning; — timely delivery;

— We require; — be willing to change;
— current supplier; — regular customers.

— thank you;

Dear Mr White,

... for your reply to our enquiry ... computer components.

We are dissatisfied with our ... who is unable to provide ...

... frequent and regular deliveries.

Would you ... your delivery terms to 7 working days ... ?

We hope you can meet our ... and look forward to becoming one of your ... .
Sincerely,

M. Brown

Sales Director

b)
— we regret to inform you that; — although;
— as we would like to do business — look forward to your reply;

with you; — what we could do.
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Dear Mr Miller,

Thank you for your letter dated March 20. We appreciate your interest in our
products.

.. it 1s our desire to meet your demands, ... we do not offer any discounts for

large orders of a single item.

However, ... on aregular basis, ... is allow you to make payment in three monthly
instalments.

We hope that these conditions will suit you and ... .

Sincerely,

M. Bright

Sales Director

14 Complete the following sentences.

1 We would like to know ... (request a discount for large orders).

2 Would you be willing ... (request changing delivery terms)?

3 (acknowledge receipt of the e-mail) ... for which we thank you.

4 However, as we are going to buy a large quantity of spare parts, would you ...
(request discount)?

5 (express thanks for reply to your e-mail) ... concerning terms of payment.

6 Would it be possible ... (request delivery within 7 working days).

15 Put the parts of the letter in the correct order according to 1-9.
1 refer to previous contacts

2 express satisfaction

3 specify order

4 state delivery requirements

5 give packing instructions

6 give transport instructions

7 specify terms of payment

8 urge care in fulfilling order

9 request confirmation

a) The goods must be delivered within five working days.

b) Therefore, please supply us with 20 monitors and 20 motherboards.

c¢) With reference to our phone conversation this morning,

d) I am pleased to inform you that we find your prices very competitive.

¢) Payment will be made upon receipt of your invoice.

f) Please see that the goods are packed in boxes according to enclosed instructions.
g) We hope to receive your confirmation promptly.

h) Kindly have the goods sent through our regular freight forwarder.

1) Please ensure that this order is fulfilled according to our instructions.

16 Use the following phrases to complete the letter.
— we feel sure that;
— delivery must be made within;
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— of your invoice;

— further to our telephone conversation;
— to place an order for;

— your early reply;

— further cooperation with you.

Dear Mr Miller,

..., we thank you for allowing us an extra 4% discount for early payment. ... your
computers will become popular with our customers.

We would therefore like ... 50 computers. The terms we agreed on with your
representative are as follows:

... 30 days after payment. The payment must be made within 20 days from receipt

. . We hope that this order will be dealt with promptly and carefully. ... will be

appreciated. We look forward to ... .

Yours sincerely,

M. Bright

17 Translate the following phrases into English.

1 [Ipocum Bac nucbMeHHO MOATBEPAUTH MOJIYYEHUE TAHHOTO YBEOMIICHHUS.

2 Cnacu6o 3a To, 4TO BbI cOWIN BO3MOKHBIM OTKJIMKHYTbCSI Ha Halle cooOlie-
HUE OT ...

3 IlpunaraeM K 3TOMY MHCbMY JBa SK3EMILUIAPA MPOEKTA TOrOBOPA O MTOCTABKAX.

4 Ilpocum Bac 03HAKOMHUTBCS C COJEPMKAHHUEM HAIIUX MPEIJIO0KEHUH U IO
BO3MOXHOCTH Cpa3y COOOIIMTh HaM O CBOUX HAMEPEHMSIX B OTHOILIECHUU PAa3BUTHUSA
B3aMMOBBITOJIHOTO COTPYAHUYECTBA.

5 Bbl MOKeTe NOJy4UTh OT HAIIEero MPEeACTABUTENS BCIO MHTEpecyroyro Bac
JIOTIOJIHUTENBHYIO U CIIPaBOYHYIO HH(OpMALIHIO.

6 HckpenHe Hajerwch, YTo Bbl HalijieTe B MPOEKTE IOrOBOPAa OTBETHI HA BCE
uHTepecyromue Bac Bonpockl. [Ipu Heo6xoaumocTn npoury Bac oOpamiatscsi Ko MHE
10 3JIEKTPOHHOM MOYTE.

7 YBaxaeMblii (yBaxkaemasi) ...!

Pan(a) monyuuts Barie cooOnieHre OTHOCUTENBHO ...

[Tpocun(a) 661 Bac

BBICJIATh MHE KaTaJIor;

BBICJIATh MHE MPOEKT JI0rOBOPA;

BBICJIATh MHE 00paszell;

BBICJIATh MHE MPANC-JIUCT;

COOOIINTH MHE ILICHY;

COOOIINTH MHE CPOK ITOCTaBKH;

COOOIIUTh MHE TPOTPaMMYy MOE3/IKH;

COOOILUTH MHE MPOTrpamMMy MEPOIPUSITHS;

BCTPETUTHCSI CO MHOM B J1t000€ ynoOHoe aiis Bac Bpems

[IPEeIBAPUTEILHO OOCYAUTh 3TOT BONPOC;

IIPOU3BECTH OIUIATY K ...;

OCYLIECTBUTH MOCTABKY JO ...;
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MOTACUTh 33JI0J>KEHHOCTH K ...;
YCTPaHUTh HEUCIIPABHOCTB JIO ...
C yBaxeHuew,

4 ITucomo-3axka3z

Executing the Order

18 Complete the letters with the following expressions.

a)

— we assure you that your order; — is covered against all risks;

— the amount of our invoice; — according to your instructions;
— further orders from you; — further to your e-mail;

— you requested; — to accept your order.

Dear Sir,

... of April 20, we are pleased ... .
We can supply the items ... .
We assure you that the goods will be packed ... and dispatched by truck. We will
see that your order ... .
Please arrange for a bank transfer covering ... .
.. will be given our utmost attention, and look forward to receiving ... in the

future.
Yours faithfully,
M. Brown
b)
— 1s to be settled; — thank you for;
— we remind you; — our prices reasonable.

— checking our stocks;

Dear Mr Johnson,

... the above order.

We are pleased that you find ... .

We are currently ... and will confirm your order before next week. ... that our
invoice ... by irrevocable L/C.

Sincerely yours,

J. White

19 Complete the following letters with appropriate phrases.

a)

Dear Mr Johnson,

We ... your order No. A123.

We are glad to hear that ... with the performance of our machines. We are
currently checking that the spare parts you requested are still available, and ... .
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We remind you that ... .
We look forward to ...
Yours sincerely,

J. White

b)

Dear Mr Brown,

Thank you ... No. B987. We are glad that ... .

We are pleased to ... and can supply you with the articles from the stock.
We assure you that the goods will be packed ... . ... by bank transfer.

... to further ... .

Yours sincerely,

C. Johnson

Inability to Execute the Order

20 Match the phrases from the two columns and make meaningful sentences.

a)

1 Unfortunately, we are a) inform you that the agreed delivery time
2 We are sorry to cannot be respected.
3 Much to our regret, we b) must inform you that we cannot fill your order
4 We regret to inform according to your requests.
5 We regret c¢) you that we are not in a position to accept your
order.
d) that we are unable to forward the goods you
ordered.
¢) obliged to change our conditions of sale.

b)
1 The product is currently not in stock | a) is no longer available in the model you
2 We are experiencing financial requested.
difficulties, b) but it is available for ordering.
3 Because of insufficient demand, the | ¢) and cannot accept orders that are not
product pre-paid.

4 Because of bad weather conditions d) we are forced to delay deliveries.
5 Given the financial crisis in the region | €) we have stopped doing business with
that company.
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c)

1 If you are willing to accept a later delivery,
2 We therefore suggest waiting

3 We can offer a similar model

4 We would suggest

a) delivery by truck.

b) at the same price.

c) apply to our distributor in that
area.

d) for stocks to be replenished.

d)

1 Please let us know if

2 We apologise for

3 Should you decide to accept our new
conditions,

4 We will contact you as soon

5 Please let us know

a) we assure you that we will execute
your order with the utmost care.

b) the item we have suggested as a
substitution satisfies you.

¢) if you are going to confirm your
order.

d) the inconvenience and hope to be
able to serve you in the future.

e) as the product is back in stock.

Cause and Effect
21 Match the cause with the corresponding effect.

CAUSES

1 there has been an unexpected demand for that product;

2 the unforeseen increase in export fees;

3 we have many commitments to meet at the moment;

4 the freight forwarders strike;

5 our stock are low;

6 open orders in our Sales Department;
7 recent changes in trade regulations

8 high import tariffs;

9 force majeure circumstances;

10 our supplier has gone out of business.

EFFECTS

a) we cannot grant the usual discount;
b) it is completely sold out;

¢) we require an additional 10 days to process your order;
d) shipping expenses are no longer included;

€) we require payment at sight;
f) we no longer export outside Europe;

g) we cannot meet your delivery deadline;

h) that item has been discontinued;
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1) we cannot forward the quantities you requested;
j) our prices must be updated.

22 Complete the letters with the following expressions.

a)

— therefore; — thank you for;

— we regret; —with the quantities you require;
— within 60 days; — look forward to your reply;

— we hope; —unexpected demand;

— our stocks; — for the renewed interest.

Dear Mr Brown,

We ... your order No. A132, which we received this morning. We are grateful ...
you have shown in our line of tablets.

... to inform you that we cannot supply you ... . Due to ... for the Model A, ...
are extremely low at the moment.

We suggest ... that you accept half the quantity requested immediately. The
second half should be available ... .

... this will not be too great an inconvenience to you, and ... .

Your sincerely,

M. Bright

Sales Director

b)

— however; — any inconvenience;

— satisfied with the performance; — fill the above order;

—as of May 5; — your order No.C76;

— if you find this proposal —recent VAT increase;
reasonable; — grant you the discount.

Dear Mr White,

Thank you for your letter of May 15 with ... .

We are pleased that you continue to be ... of our computers.

We regret to advise you that, due to the ... we have been obliged to raise our
prices by the same amount ... .

..., since you have been a loyal customer for so many years, we are willing to ...
at our former prices, but cannot ... you usually receive.

Please let us know ... .

We apologise for ... this may cause.

Sincerely yours,

M Bright
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23 Find suitable phrases to complete the following letters.

a) Dear Mr Brown,
... for our tablets.

... for the interest you show in our products.
Unfortunately, ... that we cannot offer you the set at the prices ... . Both labour
and material costs have risen significantly, forcing us to increase our prices.

Enclosed are the new prices for ...

. We hope that you will still find them

reasonable. We ... at 60 days for this particular order.
Please let us know ... your order at the new prices. We look forward ... .

Yours sincerely,
M. Bright

b) Dear Mr Brown,
... which we received ... .

Much to our regret, ... . Owing to an unexpected amount of orders, ... .
However, production has been stepped up and we expect to have the items back

in stock ... .

... for the inconvenience, and we assure you that ... as soon as the situation is

resolved.
Yours sincerely,
M. Bright

Modifications or Cancellations of Orders

24 Match the phrases and make meaningful sentences.

1 We would like to apologise

2 If you have not yet processed our
order,

3 We would be very much obliged

4 We regret that we

5 We hope

6 We hope that you are

7 We hope that you will

8 We thank you for your

9 We would like

a) modify our order as follows ...

b) if you could change our order.

c) that you can agree to this.

d) for the inconvenience this may cause.

e) in a position to grant us this request.

f) must cancel our order.

g) to modify our order, if possible.

h) please delay shipment until further
notice.

1) understanding in this matter.

25 Fill in the blanks with the following phrases.

a)

— for any inconvenience;

— we are pleased;

— due to;

— given our long-standing
relationship;

— to meet our requirements;

— yours sincerely;

— postpone the other two shipments;
—on.
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Dear Mr Brown,

... May 10th we placed Order No. 114 with your company for 100 fittings to be
delivered in three monthly installments.

... to inform you that the first shipment has arrived safely.

However, ... anunexpected drop in demand for this item, we find that our present
stock 1s sufficient ... for the next 60 days. Therefore, we would be grateful if you could
... until further notice.

I hope that ... , you can agree to this, and I am extremely sorry ... it may cause.

M. Bright

b)

— dated; — we would like to apologise;
—would you kindly modify the order; — refer to.

— for your understanding;

Dear Sir,

We ... our Order No. 79, ... May 15.

Unfortunately, due to an error in inventory, the above order is incorrect.
Therefore, ... as per our new order enclosed.

... for the inconvenience this may cause, and thank you ... .

26 Finish the following sentences appropriately.

1. Because there has been an unexpected drop in demand for this item since our
last order, ... .

2. We are currently experiencing some economic difficulties and cannot meet our
commitments. Therefore,

3. Due to force majeure circumstances, ... .

4. As our present stock is sufficient to meet our requirements for the next
30 days ... .

5. Given that our clients have changed their requirements ... .

6. Due to an error in our inventory, ... .

27 Find appropriate phrases to complete the letters below.

a)

Dear Madam,

On May 15, ... for 30 pumps. However, ... we find that our present stock is
sufficient for the time being. Therefore, ... instead of 30.

We hope you ... and apologise for ... .

Yours ...,

b)
Dear Mr Collins,
. our Order No. C57, dated ..., for ... . Unfortunately ... we would like to
modify our order. Please send us ... instead of ... . We ... and ... .
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28 Match the phrases from the two columns and make meaningful sentences.

1 Unfortunately, present circumstan-
ces do not allow us

2 We were sorry

3 However, we are willing

4 We hope that our proposal

5 We await

6 We refer to your recent letter

7 While it is our wish to satisfy you,

8 We trust that you will find

9 We are pleased to

a) to send you the consignment in two
instalments.

b) to cancel your order.

c) further instructions.

d) be able to honour your request.

e) to hear of your present difficulties.

f) our proposal acceptable.

g) will give you time to resolve your current
situation.

h) we regret that we cannot grant you a
favourable reply.

1) requesting us to modify the quantities
indicated in your order.

29 Use the following phrases to complete the letter.

— of the items you require;
— with the execution;
— acknowledge receipt;

Dear Ms Brown,

— to grant your request;
— we have pleasure;
— asking us to modify.

We ... of your letter of May 15, ... your order.
... to inform you that we can .. .We have a large stock ... on hand and can have

them ready for immediate delivery.

We trust you will be fully satisfied ..

Sincerely yours,
M. Bright

. of your order.

30 Complete the following sentences and letters with appropriate phrases.

a)

1. ... to honour your request.

2. ... because the goods you ordered were made specially to meet your
requirements.

3. ... since the goods have already been handed over to the carrier.
4. ... given that we are currently experiencing economic difficulties ourselves.

5. However, we are willing to ...

b)
Dear Mr Brown,

... your letter of ... , asking us to ..
We are pleased to ... , and we can .
We hope ..., and look forward to ..

e o
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Yours ...,
M. Bright
Sales Manager

c)

Dear Mrs Norton,

We refer to ..., requesting us to ... . We were sorry ... .

Unfortunately, ... . Your order ... . However, ... to offer you a 5 % discount on

the total amount of your order.
We hope that this will help you resolve your current situation, and ... .
Yours ...,
M. Bright

5 Hucomo-rncanooa

Complaints

31 Put the following sentences in order to write letters of complaint.

a)

Dear Sirs,

1 The automatic feeding mechanism on both printers jams easily.

2 We await your instructions by return.

3 This is a major inconvenience since we ordered this printer for its specific feed
feature.

4 1t is our opinion that there is a defect in manufacturing.

5 Unfortunately, we have tested the printers and are disappointed by their
performance.

6 We are not willing to keep the printers and would be grateful if you could let us
know what to do with them.

7 We have received the shipment covered by your invoice No. 1435.

Yours faithfully,

M. Dickson

b)

Dear Mr Bright,

1 This is an inconvenience since we do not usually stock this item.

2 Therefore we are returning the goods for replacement.

3 Apparently, there has been a mistake in your shipping department.

4 We are referring to the goods covered by your Invoice No. 134 which
we received today.

5 We are in urgent need of these items, and would be grateful if you could send
them as soon as possible.

6 We regret to inform you that you have sent us 100 wired computer mice instead
of the wireless ones which we ordered.
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7 We look forward to receiving a prompt reply.

Sincerely,
Mary Crown

32 Match the phrases from the two columns and make meaningful sentences.

a)

1 We have received

2 We regret to inform you that

3 We are surprised that we have not yet
4 1t would appear that there has been

a) one of the tablets you sent us was
damaged.

b) a mistake in your accounting department.
c) received the goods

d) the shipment covered by your invoice
No. 119

b)
1 We ordered according to our |a)we will have to cancel our order.
requirements, b) execute the order without any further

2 If you are not in a position to deliver
immediately,

3 We are writing in connection with

4 We insist that you

delay.
¢) and cannot accept any surplus stock.
d) the above order

©)

1 We were disappointed to find

2 The goods are now

3 We think that the packing used

4 I can only assume your freight
forwarder

5 We request that you

a) made an error.

b) was inadequate.

¢) two weeks overdue.

d) that the quality of the product does not
conform to the standard specified.

¢) send us a refund for the defective items.

Replies to Complaints

33 Combine the following phrases to make complete sentences.

a)

1 We have received your letter dated May 5,
and apologise

2 We regret to learn from your letter of June,
15 that some of the goods

3 Further to your e-mail we received yester-
day, we are sorry to inform you that, due to
4 We were extremely sorry to learn that in the
shipment we sent you,

5 In reply to your letter of June 25, thank you

a) for drawing our attention to the
inferior quality of our shipment.

b) received the goods covered by our
invoice No. 123.

c) a part of the order was missing.

d) covered by the above order were
defective.

e) for the delay in delivery.

f) articles were sent.
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6 We were surprised to learn from the above

letter that you have not yet

7 Thank you for your letter of today infor-

ming us that the wrong

g) circumstances beyond our control,
we are no longer able to guarantee
prompt delivery of your order.

b)

1 We are taking steps so as to prevent
2 We will let you know as soon

3 We have looked into this matter and
4 Our representatives will contact you
next week

5 We are currently investigating this
matter to discover

a) in order to inspect the faulty articles.

b) the cause of the problem.

c) as we have discovered the cause the
problem.

d) such problems in the future.

e) have discovered that there appears to be
an error in marking.

c)

1 It is possible that our forwarding
agents did not follow

2 We remind you that, as stated in our
general terms,

3 We regret that we cannot take your
complaint into consideration

4 We have found that this occurred

a) as it should have arrived within 20 days
of receipt of order.

b) because of a mistake in execution of your
order. ¢) we do not accept responsibility for
loss or damage during transit.

d) your packing instructions carefully.

d)

1 The amount in question

2 We could offer you a 50% discount
on the defective goods,

3 We have instructed our represent-
tative to collect

4 We gladly agree to your proposal

a) to keep the goods against a discount of
10%.

b) if you agree to keep them.

d) will be deducted from your next invoice.
g) the wrongly delivered goods.

e)

1 We feel confident

2 We hope that you will

3 Please accept our apologies

4 We feel confident that such

5 We assure you that we will execute
your orders

a) more carefully in the future.

b) a misunderstanding is not likely to happen
again.

c) rely on us for your future needs.

d) that we can continue to guarantee excellent
quality.

e) for any inconvenience this has caused.
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34 Put the following replies in order.

a)

Dear Mr Wilkins,

1 Please accept our apologies for the delay.

2 We trust that you will continue to rely on us for your future needs.

3 There appears to have been a mistake in marking.

4 We have taken the matter up with our freight forwarder and discovered that one
of the boxes from your shipment was delivered to another customer in the same area.

5 We were extremely sorry to learn that in the shipment we sent you recently, a
part of the order was missing.

6 We have already arranged for the missing articles to be sent to you.

Sincerely yours,

Mike Bright

b)

Dear Sir,

1 Our representative will contact you next week in order to inspect the faulty
products.

2 We were surprised to learn from your e-mail of December, 3 that some of the
products covered by the above order were defective.

3 We assure you that we are anxious to retain you as a satisfied customer.

4 However, we regret that we cannot take your complaint into consideration as it
should have arrived within 30 days of receipt of order.

5 We suggest you sell the articles at a discount.

Yours faithfully,

Paul Brown

35 Translate the following phrases into English.

1 Mpb1 Hazeemcsi, 4TO JNAaHHBIA ANU30J HE OMpPA4YMUT IEPCHEKTHBBI HAIIErO
COTpyaHHYECTBA. MBI HMCXOAHMM H3 TOrO, 4YTO HMEBUIMH MecTO (haKT sBisieTCA
€VMHCTBEHHBIM B CBOEM POJIE 32 MHOTHE MECSIIbI HALLIETO JEJIOBOI0 MapTHEPCTBA

2 IlpuHuMasi BO BHUMaHHE OCOObIE OOCTOATEIbCTBA, MBIl MOXKEM IPEIIOKUTH
Bamemy npeanpusATHIO OCYIIECTBUTH JIONOCTAaBKY MPOAYKLIHMH Ha CIEAYIO-
IIUX YCIOBHUSX.

3 MBI HCKpPEHHE HaJIEEeMCsl, YTO HENPEABUCHHBII NEPEPHIB B HAIIMX KOHTAKTAX
HE MOBJIMAET HA COCTOSTHUE JEJIOBOTO MAPTHEPCTBA MEKy HAIIMMHU OPTaHU3ALMSIMU.
Mspl xorenu Obl MOAYy4YWTh OT Bamieil KOMIaHWM COOTBETCTBYIOLME TapaHTHH,
CBHUJICTEJILCTBYIOIIME O TOTOBHOCTM BBINOJHWATH JAHHBIM 3aKa3 Ha Ipejjarae-
MBIX YCJIOBHUSIX.

4 51 ucKkpeHHE OropyeH CIYyYMBIIMMCS M HAJCKCh, YTO JAHHOE COOBITUE HE
NOBJIEUET HEOJAroNPUSATHBIX MOCIEACTBUM JJIsl HAILLEro COTpyAHHYECTBA. B cooT-
BETCTBHM C PaHee IOCTUIHYTOM JOrOBOPEHHOCTBIO IpeajaraeM Bam ocCyIecTBHUTH
IIOCTABKY Ha CJICIYIOLUX YCIOBUSIX.

5 IlockosibKy MOMOOHBIN cilydail paHee yK€ MMeJl MECTO B IPAaKTHKE HAIUX
B3aMMOOTHOILIEHU!, MBI C COKAJICHHEM JOJDKHBI H3BECTUTh Bac 0 HaMmepeHuun
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HE MpOJJIEBaTh C Ballle KOMIIAHWEH COTJJAICHUE O IIOCTaBKax MIPOAYKLIHMM Ha
CICIYIOLIHUM TOJ.

6 B ciydyae yKIIOHEHUS OT NPUHATHS MEpP O YPEryJIUPOBAHUIO BOIPOCOB,
OTPAKEHHBIX B pEKJIaMallMi, Mbl OyJeM BBIHYXKJCHBl MEPECMOTPETh YCIOBUS
coTpyaHuuectBa. K Hamemy cOXaJeHUIO MbI Takke OyJieM BBIHYXKJECHBI OTO3BaTh
HaIlIETO MOPEACTABUTENS JJIsl BPYUEHUS €MY HMHCTPYKUMA OTHOCUTEIIBHO TMOPSIKa
ypEryJIMpOBaHUs JaHHOTO BOIIPOCA.

7 IlpuHocuMm BaM CBOM HCKPEHHHME HW3BUHEHUS B CBS3M C HEHAJIEKAILUM
HCIIOJTHEHUEM 00513aTeNbCTB 0 JOTOBOPY. YBepsieM Bac, uTo 3a1epKKu B MOCTaBKE
KOMIUICKTYIOIIUX U3/€JIMI HOCUIIA BPEMEHHBIN XapaKTep U IMPOU3O0LILIH IO IPUYHUHAM,
HE 3aBUCSIIMM OT JIEATCIIbHOCTH HaIlle KOMIaHWU. MBI Takke XOTeau Obl 3aBEPUTh
Bac B ToMm, 4YTO NpPWIOKHM HEOOXOJMMBIC YCHUJIUS K TOMY, YTOOBI HCKIIFOYUTH
MOBTOpPEHUE TOI0OHBIX clydaeB. Mbl O4eHb HAJEEMCs, YTO UMEBIIMI MECTO CITydaid
HE OTPa3UTCs Ha NEPCIEKTUBAX HAIIETO JIEJIOBOTO COTPYAHUYECTBA.

6 Obcyscoenue ycnoguil onianol

Payment

36. Put the sentences in order to make three payment reminders, use the
appropriate closings.

a)

Dear Sir,

1 We should be glad if you could arrange for remittance at your earliest
convenience.

2 We feel sure that our invoice has escaped your notice. We are therefore
enclosing a duplicate.

3 If you have already sent remittance for the amount in question, please disregard
this reminder.

4 May we draw your attention to our invoice No. 112 for 3,500 Euro which is still
outstanding.

b)

Dear Mr Brown,

1 We are at a loss to understand your motives for not settling this account, as you
have always been prompt with your payments in the past.

2 We hope to hear from you by return.

3 With reference to our reminder of May 13 requesting payment for invoice No.
122 now two months outstanding, we are surprised to note that the amount due of
10,500 Euro has not yet been settled.

4 Therefore we must insist on your arranging a bank transfer for the sum in
question before the end of the month.



c)
Dear Mrs Bright,

1 Therefore, we are forced to inform you that if we do not receive notification of
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payment within 3 days, we shall be obliged to take legal action.

2 We trust you will understand that we cannot wait any longer.

3 We regret to note that our two previous reminders concerning settlement of
your outstanding account No. 12 are still unanswered.

37 Complete the following letter with appropriate phrases.

Dear Sirs,

... our three reminders requesting payment for invoice No. 234, now 3 month

overdue, we have had no reply from you.

We must insist therefore on receiving ... seven days. Otherwise ... obliged to

take .. .
Yours faithfully,
J. Jackson

7 Dmukemmnole nucoma

38 Study the following phrases.

I’d like to express my gratitude to you
for ...
We would like to thank you for ...

I am most grateful to you for ...
We would like to express our thanks for

Thanking you once more for ...
We would like to take this opportunity
to extend our best wishes to you for ...

We would like to wish you ...

We would like to congratulate you
on ...

We would be honoured if you ...

We cordially invite you to ...

Your presence would be appreciated
at ...

With regard to ...

As far as ... 1s concerned

Regarding ...

With respect to ...

S xoren 61 mobnaronaputh Bac 3a ...

Mpb1 xorenu Obl mobsarogaputh Bac
3a ...

S ouenn Onaromapexn Bam 3a ...

Mgl xotenu Obl BBIpa3uTh OJiaromap-
HOCTbD 34 ...

Eme pa3 6marogapro Bac 3a ...

Mg1 XoTenu Obl BOCIIOIB30BaTLCSI DTOU
BO3MOYXHOCTBIO, YTOOBI BBIpa3uTh Bam
HaWIY4IlIUe TMOXKEIaHuUs ...

MEI xoTen OBl ITOkeJIaTh Bawm ...

Me1 xotenu O mo3apaBuTh Bac ¢ ...

Il Hac OBLIO OBI YECTHIO, €CIIH OBI BBI

MBI cepiedHO nmpuriamaeM Bac Ha ...
Mps1 Oyzem o4ueHb pajibl BUAETH Bac ...

B oTtHOmICHUY ...
Yro KacaeTcH ...
Yro KacaeTcH ...
Yro KacaeTcH ...
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Taking into account the fact that ... [Ipuaumas BO BHUMaHKE TOT GaKT, 4YTO

Considering ... VYuursiBas ...

In view of ... C yuerowm ...

We would like to add that ... Mpg1 xoTenu ObI T00aBUTh, YTO ...

We would like to draw your attention | Mb1 xotenu Obl oOparuth Bamie BHU-

to (the fact that) ... MaHHe Ha TO, 4YTO ...

We would like to emphasise that ... Mpg1 XoTenu Obl MOTYEPKHYTh, UTO ...

Please note that ... OO6paTuTe BHUMaHUE, YTO ...

Please accept our sincere condolences. | [IpumuTe Hamm UCKpeHHUE COO0JIE3HO-
BaHUSI.

39 Translate the following phrases into English.

1 biarogapum 3a ycnenmHoe COTpyAHUYECTBO U HAZAEEMCS Ha POIOJIKUATEIIBHOE
U TJI0JIOTBOPHOE NApTHEPCTBO B Oyayiem!

2 3a BpeMmsl coTpyIHAYECTBA Bamia koManus noaTBEpAIIa CBOW BBICOKHI IPO-
(dbecCHOHANIbHBIM CTAaTyC W KOMIIETEHTHOCTh B PEIICHUU IMOCTaBJICHHBIX 3ajad. Bce
paboThl BBIMIOJIHSIOTCSI BOBPEMS, B CTPOTO OTOBOPEHHBIE CPOKH U C HaJJICKAIIUM
kauecTBOM. COTPYJIHUKM KOMIAHUU TPAMOTHO CIIPABIISIIOTCS CO CBOMMM OO0sI3aHHOC-
TAMU. MBI yJIOBJIETBOPEHBl COTPYJHMYECTBOM C Bamel KoOMIIaHWEH W TOTOBBI
pPEKOMEH10BaTh Bac kak HaJIe)KHOTO U OTBETCTBEHHOI'O IIApTHEPA.

3 B caenyromiem mecsie Bama kommanus Oyaet orMeuath 20-TeTHUM 10OMIICH.
Hamre corpynnnuectBo mponoinkaercs ¢ 2018 roga. Ha npoTsskeHMM 3TOro cpoka
Bama xommanusi mokaszana cBoil mpodeccruoHaIu3M M 3apeKOMEHJoBaia cedst Kak
HAJCKHBIA U OTBETCTBEHHBIN JIe]I0BOM MapTHEP. Bce paboThI BRIMOTHSAIOTCS BOBpEMS,
CTPOTO B OTOBOPEHHBIE CPOKH U C HAJUJICKAIIUM KauyecTBOM. MbI Iipru3HaTenbHbl Bam
3a Bam Bknaxg B Ham oOmUMKA ycnmex W XOTHUM no3apaBuTh Bac ¢ 20-nerHeit
TOJOBIIMHOM.

4 Tlpomy Bac mpuHATE HO Ciaydaro IJJaBHOTO Ipa3JIHUKA TOJa HAIIM CAMBIE
HAaWIy4lINE MOXKEIaHUS.

5 Ot uMeHH PYKOBOJICTBA Halllel KOMITAHUU U OT ¢€0sI TUYHO CePICUHO MO3/1paB-
a0 Bac u Bamux kosuter ¢ HoBeiM rogoM. B ¢Bsi3M ¢ 3TUM XOTHUM IiepenaTh HallU
noskenaHus 6iaronosyuust v npoiBeranus Bam u Bamum cotpyanukam.

6 [IpumuTe MO UCKPEHHHE MO3/IPABICHUS U camble JOOPBIE MOKEJIaHUs B CBSI3U
¢ BamumM Ha3zHaueHMeM Ha JOJDKHOCTBH pyKoBoauTens oraena. Haaerocs, 4To HOBOE
Ha3HAUYCHUE OTKPOET sl Bac HOBbIE HAIpaBIEHUSI U TOPU3OHTHI HAYUYHOU AECATEIIb-
HOCTH, a TaKK€ HOBBIE IMyTH K eme Oojee 3HAYUTEIbHBIM MPO(heCcCUOHATHHBIM
JOCTHKEHUSAM. byIbTe 3I0POBBI U CUACTIIMBBI.

7 Beipaxkaro Bam oT uMeHu Haiiel opraHu3aluyi UCKPEHHIO 0J1Iaro1apHOCTh B
CBSI3M C MOCTYNUBIIMMU B Halll aApeC MNO3APABICHUAMU O ciiydaro 20-1eTust co JHA
OCHOBaHUA. MBI HCKpPEHHE HAJIEEMCS, UYTO CIIOKHUBIIMECS MEKIY HAIIUMU OpPraHU-
3alMSIMU TTPOYHBIE B3aUMOBBITOJIHBIC JEJIOBBIE OTHOLIEHUS IMOJy4YaT CBOE JaJIbHEU-
1iee pa3BUTHE.

8 OT uMeHHU PYKOBOJCTBA HAallEd KOMIIAHUM MUMEI0 YECTh NMpUIriiacuTh Bac Ha
dypier mo ciaydar0 OKOHYAHUS MpUeMa Jiejeraiui 1eJ0BbIX KPyroB MPUTrpaHUYHbIX
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peruoHoB. JlonmoHUTENbHYO0 HH)OPMALIHIO O TIOPSAKE NPOBEACHUS (PypIeTa MOKHO
IIOJIyYHUTh HA CAUTE HALIE KOMIIAHWH.

9 Mkb1 OyieM pazabl BUJIETh Bally KOMIIaHHIO B YMCIIE YYACTHUKOB MEKyHapO-
HOM BBICTABKU-IPMAPKH.

10 bnaromapro Bac 3a mpurnamenue. [loaTBepkar0 CBOoe€ ydacTue B MEXKIY-
HapOJHOM BBICTaBKE-IpMapKe, Oprannu3zyeMon Baiiein komnaHuen.

11 bnarogapto Bac 3a Bame nucemo ot 25 aBrycra. Cuutaro HEOOXOAMMBIM
o0cyauTh AeTanu npeanaraemoit Bamu cienku B xoze JTnyHoM BcTpeuu. [Ipurnamaro
Bac na 6usnec-nany — ¢ 12 1o 13 yacoB — B 0JjuH U3 TpeX npeacroamux auen. [Ipaso
BbIOOpa MecCTa €ro NMpoBeIeHUs OCTaBIIA0 3a Bamu.

12 MsI pa3nensieM Baie oropyeHue U B 3TOT HEJIETKAWA 4ac HAMEPEHBI HACTOSI-
MM [ACBMOM 3aCBUJACTENBCTBOBATh Bam Hamy mogaepxkky. Mckpenne Haneemcs,
YTO y’K€ CKOPO MMEBIIWE MECTO HENPHUSITHOCTH YCTYNAT MECTO 0ojiee pajoCTHBIM
coObiTusAM. [103BONbTE B 3TOM CBSI3M MOATBEPAMTH HAIle HAMEPEHUE COXPAHATH U
BCSIYECKU PA3BUBATh JIEJIOBOE COTPYIHUYECTBO ¢ Baliei koMnaHue.

13 C Gonbimnm yaoBieTBopeHreM coodimaem Bam, uto 10 gexabps coctoutcs
OTKpPBITHE HOBOTO (pruinana Hamed koMmrnanuu. [Ipurnamaem Bac npuHsATh yyactue B
LEPEMOHHH OTKPBITHS. Bce moipoOHOCTH B IpHIaraeMoM IpHUIJIAIICHUH.

14 bnarogapro Bac 3a oka3aHHBIII MHE W COMPOBOXKIAIOUICH MEHS MPEACTaBU-
TEJIbHOW JeJIerallMu TEIUIbli NpueM. Mbl Ype3BbIYalHO JOBOJIBHBI OTUMHU IEpEro-
BOPAMH U YE€3’KAE€M C UyBCTBOM IIyOOKOr0 YJOBJIETBOPEHUSI OT MPOJEIaHHOW HAMHU B
JHU BU3UTa pabOThl M0 YKPEIUIEHUIO SKOHOMUUYECKUX U KYJIbTYPHBIX CBSI3€H MEXIY
HalIMMU PETMOHAMMU.
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