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r. Mocksa 2021



IHOACHUTEJIBHASA 3AIIUCKA
JononauTensHas npodeccruonaibHas 00pa3oBaTeIbHas IPOrpaMMa MOBBIICHHS KBATUPHUKALINHU «DKCIPECC-KYpe
AHTJIMHACKOTO SI3bIKa» pa3paboTaHa Ha OCHOBE CIIEAYIOIINX HOPMAaTHBHBIX JOKYMEHTOB!
1 OenepanbabIif 3aK0H 0T 29.12.2012 N 273-D3 «O6 obpazoBanmnm B Poccuiickoit Denepannmy;
2. [Ipuka3z MunuctepcTBa oopa3oBanus u Hayku Poccutickoit denepanmm (MunoobpHayku Poccnn) ot
1 mronst 2013 r. N 499 r. MockBa «O0 ytBepxaenun [lopsaka opranu3anuy 1 OCyIIECTBICHHUS 00pa30BaTeIbHOM
JESITeTbHOCTH TI0 JOMIOJTHUTENEHBIM MPO(ECCHOHATIBHBIM POTpaMMam.

3. OdenepanbHBIA  TOCYNAPCTBECHHBIM 00pa30BaTEBHBIA CTAHAAPT BBICIIETO OO0pa30BaHUS II0
cnermanbHOCTH 45.05.01 TlepeBon u nepeBoioBeieHUE (YPOBEHD CIICITUAINTETA);
4. IIpuka3 Muntpyna Poccum ot 18.03.2021 N 134n "OO yrtBepkaeHUH NpodeccCHOHATEHOTO

craagapra "Crenmanuct B oosactu nepeBona’ (3apeructpupoBano B Munrocte Poccrm 21.04.2021 N 63195)

Lenp mporpamMMmbl: TOBBINICHUE KBATU(HUKAIMKA CIHCIUATNCTOB JIMHTBUCTOB, MEPEBOAYMKOB, C BBHICIIHM
npodecCHOHANBEHBIM 00pa30BaHNEM, KOMILIEKCHOE OOHOBJICHUE 3HAHNUH, YMEHUI U HABBIKOB OOIIEHHS B JICIOBOM
00CTaHOBKE C WHOCTPAHHBIMH TMApTHEPAaMH, PACIIMPEHHE CIIOBAPHOTO 3amaca JEOBOM JEKCHKH, yTydIlIeHHe
HaBHIKOB YCTHOM W THCBMEHHOW PEYM B CHUTYalUsX JCIOBOrO OOIICHUS, YTO TIO3BOJHUT OCYIIECTBIATH
MEPEBOYECKYIO ACITECIHHOCTh Ha MPOPECCHOHAIIEHOM YPOBHE.

3amaum:

C(I)OpMPIpOBaTI: HAaBBIKU IIEPEBOJA, MMCbMa, YMCHHC BCCTU ACIOBYIO NCPCTIMCKY Ha aHFHHﬁCKOM SA3BIKEC,
chopMUPOBaTh HABBIKY BEACHHUS IPE3CHTAIIMN Ha aHTJIMICKOM S3bIKE;

MMO3HAKOMHTH CO CTaHAAPTHBIMH CHUTyallMsIMH OOIICHHMS Ha AHIJIUHCKOM s3bIKe B JeiioBoM chepe u chhepe
COOTBETCTBYIOIIETO MPO(PECCHOHATHLHOTO OOIICHHUS;

COBCPHICHCTBOBATH HABBIKKW YCTHOI'O O6H_ICHI/I}I;

chopMUpPOBaTh HABBIKK II0 COCTaBJICHHUIO JCJIOBBIX JIOKYMEHTOB, HCIIOJB3YEMBIX B IPOLIECCE JICIOBOM
ACATCIIBHOCTH.

Inanupyemblie pe3yJibTaThl 00y4eHus (001He 1 MpodeccuoHATbHbIE KOMIIETEHIINH):

B pesyabTare o0yYeHHsl COYIIATEIL OVIeT 00J1aJaTh CJACAVIOIMMH 00IMMH W NpodeccHOHAILHBIMHA
KOMITETEHIMSIMH:

(OK-5); CIOCOOHOCTBIO OCYILIECTBIIATH Pa3IniHbIe POPMBI MEXKKYIBTYPHOTO B3aUMOACHUCTBHS B
LEIsIX o0ecreueHns: COTPYHUYIECTBA IPH PELLICHUH PO EeCcCHOHATBHBIX 3a/1ad,
TOJIEPAHTHO BOCIIPUHNMAsS COLMATIbHBIC, STHHYECKHE, KOH(PECCHOHAbHBIE, KYIbTYPHBIC U
UHBIC Pa3IUyus

(OIIK-3); CIOCOOHOCTBIO MIPUMEHATH 3HAHUE ABYX MHOCTPAHHBIX SI3BIKOB ISl PEILICHNUS
npodecCHOHaNbHBIX 3a]1a4
(TIK-2) CIIOCOOHOCTBIO BOCTIPHHUMATH Ha CIIyX ayTeHTHYHYIO PEYb B €CTECTBEHHOM IS

HOCHTCIICH SA3bIKA TEMIIC, HC3aBUCHUMO OT 0COOeHHOCTEH MMPOU3HOLICHU U KaHaJIa peun
(OT JKMBOI'0 rojioca 10 ayamo- u BI/I,I[€03aHI/ICI/I)

(TIK-5) CIOCOOHOCTBIO BIIAJCTh BCEMH PETUCTPaMHK OOIICHHUS: O(UIIHAIbHBIM, HEOPHUIIHATIBHBIM,
HEUTpaJIbHbIM
(TIK-6) CHOCOOHOCTBIO PACIIO3HABATH JIMHTBUCTHUYECKUE MAPKEPhI COMAITBHBIX OTHOIICHUH U

aJICKBaTHO UX UCIOIH30BATh ((POPMYIIBI TPUBETCTBUS, IPOIIAHUS, SMOIIMOHAIEHOES
BOCKJIMIIaHUE), PACTIO3HABATh MapKePhl PEUeBON XapaKTEPUCTHUKY Y€JI0BEKa Ha BCEX
YPOBHSIX SI3bIKA

(TIK-7) CHOCOOHOCTBIO OCYIIECTBIISITH MPEINePeBOAYECKUN aHAIN3 MIUCbMEHHOTO U YCTHOTO
TEKCTa, CIIOCOOCTBYIOIIUI TOYHOMY BOCIIPHUSTHIO UCXOJHOTO BBICKA3bIBAHUS,
IIPOTHO3HUPOBAHUIO BEPOSITHOI'O KOTHUTUBHOT'O JIMCCOHAHCA U HECOOTBETCTBUIA B IIpoLiecce
MepeBoia U COoco00B UX MPEOJOTICHUS

(TIK-9) CHOCOOHOCTBIO MPUMEHATH MEPEBOTUECKUE TpaHCHOPMALIUH IS TOCTHKEHHUS
HEOOXO0MMOT0 YPOBHsI SKBUBAJIECHTHOCTH M PEIIPE3EHTaTUBHOCTH IIPU BBIIIOJIHEHUU BCEX
BUJIOB IIEpPEBOJIa

(TIK-17) CIOCOOHOCTBIO PadoTaTh C MaTepHAIAMH PA3IHMYHBIX HICTOYHUKOB, OCYLIECTBIISATH
pedepupoBaHHe ¥ aHHOTUPOBAHUE MUCbMEHHBIX TEKCTOB, COCTABIISITh AHATUTHYECKHE




0030pHI 110 33JaHHBIM TeMaM, HaXOIUTh, COOUPATH M MIEPBUYHO 00001aTh (PaKTHUICCKHIA
MaTepHal, Jiesasi 000CHOBaHHBIE BBIBOJIBI

B pe3yabTaTe ocBOeHHS TUCHUILINHBI 00yYAKOIIUICS JO/LKEH:
3HaTh:
— OCHOBEI JICIIOBOT'O OOIICHUS;
— QITOPHUTM BBITIOJTHCHHS MTPEATICPEBOTICCKOTO aHAIN3A.
YMmerh:
- COXPaHATh KOMMYHUKATHBHYIO I[EJIb UCXOHOTO COOOIICHHS,
- WCITOJTH30BATh AHTJIMHUCKUHN SI3BIK B JCIIOBON W MPOQPECCHOHATBLHON IEATEIHHOCTH: TIOHUMATh TEKCTHI
JICJIOBOTO XapaKTepa Ha aHIJIMHCKOM SI3bIKE W YMETh aHaJU3UpPOBATh IOJYYCHHYID HH(OPMAIIMIO, IPaAaMOTHO
BBICTpauBasi AUATOTMYECKOE WIM MOHOJIOTMYECKOE BHICKA3bIBAHUE HA AHTJIMACKOM SI3BIKE;
— WCTIOJIb30BATh IMOJIYYCHHBIC 3HAHUS B YCTHOM JCJIOBOM OOIICHUM;
— YMETh 3aIOTHUTH JIeTIOBBIC JOKYMEHTHI Ha aHTITUHCKOM SI3BIKE;
— YUTaTh MPO(HEeCCHOHATHEHO OPUEHTHPOBAHHBIC Ty OIUITMCTHYCCKUE M3TAHMS Ha aHTITHHCKOM;
— MOJIb30BAThHCS CICIUANTBHBIMU JTUHTBUCTUUECKUMH CTIPABOYHUKAMHU.
Baaners:
— YMEHHEM OTBE€UYaTh Ha BONPOCH MapTHEpa mo Oecene W 3adaBaTh BOIPOCHI IO  OOCYKIaeMOM
po(hecCHOHATBHON YMEHHEM COCTABIISATH COOCTBEHHBIC JUAJIOTH 110 00pa3iiaM U3y4eHHBIX MPOOIeMe;
— TpaHcQopmaluell Auajaora B MOBECTBOBATEIBHYIO peUb 10 33IaHHBIM CXEMaM U YCIIOBUSM;
— HaBBIKAMHU STUKETHOT'O OOILICHHS;
- HaBBIKAMH ONEPUPOBAHUS CIIPABOUYHOM JIUTEPATYpPOI Ha aHTJIHICKOM SI3bIKE.
IIpuodpecTH ONBIT AeATEIbHOCTH:
— HAaBBIK BBICTYILJICHHS Ha aHTJIMHCKOM SI3bIKE Ha JEJIOBBIX (popymax u npodeccuoHaabHbIX KOHGEPEHIIUIX;
— HABBIK BEJCHMs [IHUCKYCCHMM Ha AHIJIMHACKOM S3bIKE Ha IEJI0BBIX (opymMax u MpodhecCHOHATbHBIX
KOH(EepEeHLUSIX;

Kareropus caymareneii: [Iporpamma paccunTaHa Ha JIMII, IMEIONIMX BBICIIIEE U CpeJHee TpodeccroHambHOe
00pa3oBaHKeE MO HAMTPABJICHUSIM SI3bIKO3HAHKE U TUTEPATYPOBEACHUE, TYMAaHUTAPHBIC HAYKH, TT0 CTICIIHATEHOCTSIM:
dunonorus, JIMHIBHCTHKA, IEPEBOJT M MIEPEBOIOBEACHUE U IPYTHE.



OpraHu3alnMoOHHO-TIEArOruuecKHe yCJI0BUSs
OO0OcyeHre TPOBOAATCS B BUAEC OOIICHWS B JIEJIOBOH OOCTAaHOBKE C HMCIOJIL30BAHHEM COBPEMEHHBIX
00pa3oBaTeIbHBIX TEXHOJIIOTHIA U aKTUBHBIX METOAOB O0Y4EHHUS.
- nexuus (paboTa ¢ JEeKIIMOHHBIM MaTepPHUaIoM),
- IPaKTHUYeCKOE 3aHATHE (BBITIOJIHCHUS YI€OHOTO 3aaHus);
- JIeNIoBas Urpa;

Jlekuus sIBISETCS OMHUM W3 BHJIOB YI€OHBIX 3aHITHUHN, HAITPABIEHHBIX, TPEXKIE BCETO, HA TEOPETUIECKYIO
MOATOTOBKY CiymaTesneid. Llenb JeKimuu — maTh CHUCTEeMAaTH3WPOBAHHBIE OCHOBBI 3HAHHWHA IO yUeOHOM
JUCIWIUTAHE, aKICHTUPOBAaB BHHMAaHHWE HA HAWOOJIee CIOXHBIX BOMPOCaX TeMEl. JIeKknus qoimKHA
CTUMYJIMPOBATh  AKTUBHYHK)  IIO3HABATCIBHYIO  JIEATENILHOCTh  CIyIIATENeH,  CIIOCOOCTBOBAThH
(hOpMHUPOBAHUIO HX TBOPUECKOTO MBIIICHHS.

IIpakTHyeckoe 3aHATHE IPOBOAMUTCS C LIEIBIO MPHOOPETEHHS, OTPAOOTKU U 3aKPEIUICHUS CIYIIATEIIMU
MPAKTHYECKUX YMEHHH W HaBBIKOB. [JIaBHBIM COJEp)KaHHEM TMPAKTUYECKOTO 3aHATHS SIBISAETCS
MpaKkTHYecKas padoTa KaKAO0ro ciymarens. B xo/e mpakTH4ecKoro 3aHATHS CIYIIATEIH HaXOSIT OTBETHI
Ha HanOoJiee CI0KHBIE BONPOCHI, MOAETHUPYIOT Pa3IMYHbIE CUTYyalluHd, KOTOPhIe MOTYT BO3HUKHYTD B XOJI€
pohecCHOHANBHON MEATENbHOCTH, aHANM3HPYIOT TOBEACHHE pAa3NUYHBIX CYOBEKTOB Ha IpuUMeEpe
KOHKPETHBIX 3afjad. B  TedeHWe TMPaKTUYECKOTO  3aHATHS  MpernojaBaTelb  OCYIIECTBIIAET
KOMMYHHKAaTUBHYIO 1 HHPOPMALMOHHYIO HOAJEPKKY CIyIIaTeIeH.

JenoBble HMIPBI MOTYT TPOBOAWUTHCS 10 KOMIUIEKCHBIM TIpoOJieMaM, BO3HHKAWINM B cdepe
po(heCCHOHANBHON EATEIIEHOCTH CITyIIATENeH, C eTbl0 MPHOOPETeHNS U 3aKPeIUICHUs Y CIIyIaTenen
HABBIKOB TMPAaKTUYECKON JEATENHFHOCTH ITyTeM MOJETHPOBaHHS (BOCIPOU3BEICHMS) MpodeccnoHaaIbHON
JICATCILHOCTA. Pa300p KOHKPETHBIX MPUMEPOB (KeHc-CTaau) TOCPEACTBOM — CaMOCTOSTEIbHOU
JeSITeIbHOCTH CIyIIaTe]eld B MCKYCCTBEHHO CO3JIaHHOHM mpodeccroHanbHO# cpene. JaHHBIN MeTon
npeJicTaBisieT co00il akTBHOE 00yueHHe Ha OCHOBE pEalbHBIX CHUTYyallui, HAlpaBICHHOE Ha OCBOCHHE
KOHKPETHBIX 3HAHUI ¥ YMEHH, pa3BUTHE 00IIETO MHTEIUIEKTYIbHOTO 1 KOMMYHHUKAaTHBHOTO TTOTEHITHAlIA
CITylIaTeNnei.

B Teuenne npakTHYECKOro 3aHATHA U JEJIOBOM UTPHI IPETIOIABATENb OCYIIECTBISIET KOMMYHUKATHUBHYIO U
NH()OPMALMOHHYIO OAJEPKKY CITyIIaTeIeH.

Texywuii KOHTPOJb NPOBOAWUTCS  IOCPEACTBOM YdeTa M KOHTPOJS IOCELIAeMOCTH - Mepuoja
HaXO0XKJIEHUS Ha 3aHATHUSAX.

IIpoMexkyTOUHBII KOHTPOJb 3HAHUH, MOJIYYEHHBIX CIyIIATeNeM, OCYILECTBISIETCS B ()OPME YCTHBIX
OTBETOB Ha BONPOCHI Ha HanOoJiee aKTyalbHbIE TEMBI Pa3/ielia WM JUCIUIUIMHBI IPOIPaMMBL.

Hrorosas arrecranus

K uToroBoii arrecTanuy JOMyCKAIOTCs CIyIIATENH MPOIIEAIINE IPOMEKYTOUHYIO aTTECTALHIO.

WtoroBas arrecTanusi OCyIIECTBIISIETCS IO OKOHYaHUH oOyueHus o [Iporpamme u mpoBOIUTCS B BUAE
3a4yeTa - YCTHOTO 00CyKIeHMS.

Wrorosas artectanisi TPOBOAUTCS B YCTaHOBJICHHBIE CPOKH B COOTBETCTBUH C KaJleHAAPHBIM — y4eOHBIM
rpauKoM.

HpI/I YCJI0BUH OCBOCHUA VueOHOro MmiaHa B MOJHOM OOBEME M YCOCUIHOM IPOXOXKACHUN HTOTOBOM
aTTeCTalli CIIYIHATCJIAM BBIJACTCA YIOCTOBEPECHHUE O MOBLINICHUH KBaHl/Iq)l/IKalII/lH.

Peanuzamus  nmomonHMTENnpHON —mpodeccHoHANBHOW — 00pa30BaTENbHON MPOrpaMMBEI  OOEcIieYeHa
HEOOXOAUMBIMH  y4eOHO-METOJUYECKHIMH pecypcaMd W KBaJH(HUIMPOBAHHBIMHU TI€JarOTMIECKUMU
KaJpaMu.

Cpok o0yuenusi: 72 yaca
®DopMma o0yueHHs: OgHAT
Pesxxum 3ansiTHii: 2 pasa B HeAeMIO Mo 4 akaAeMUUECKUX Yaca.



Cpok ocBoeHMs IPOrpaMMbl: 9 HEeb.

YueOHLIH IJIaH

Ne HaumeHnoBanue AUCIUTIITAHBI Bcero, B TOM ®dopma
/1 ITporpammebl a.y. Jlexuuu IIpakTHueckue | KOHTpPOJs
3aHATHS
1 | PaGouwii nenn The working day 6 2 4 HenoBas
urpa
2 | KopnopatuBHast ~ KyJabTypa  TeJe(pOHHOIO 6 2 4 JenoBas
pasroBopa Corporate culture TELEPHONE urpa
CONVERSATIONS
3 | Peructpamnuss KOMITAHHMH, HCTOpPUS M POCT 8 2 6 Jenosas
Company incorporation, history and growth urpa
4 | Unreprer. Jlenoas koppecrionaeHuus. The 6 2 4 HenoBas
Internet urpa
Business correspondence
5 | Kommepueckas nokymenTanus, Onucanue 8 2 6 Jenosas
000pyJOBaHUS U MaTEPUAIOB urpa

Commercial documentation
Describing equipment and materials

6 | [IpousBoacTBEHHBIE IPOLIECCHL. AYTCOPCHHT, 6 2 4 HenoBas
o¢pmopunr, ppangaiizuar urpa
Production process Outsourcing, offshoring,
franchising

7 | Kommepueckas pesitenpHOCTh [locTaBka 6 2 4 HenoBas
ToBapoB u yci1 Commercial activity urpa
Delivery of goods and services

8 | Pexmama wm wmapkermnr Advertising and 4 2 2 JenmoBast
marketing urpa

9 | OpraHuzanusi JENOBBIX TMOE3A0K W BCTped 6 2 4 JenoBas
Arrangements for business trips and meetings urpa

10 | HdenoBbie moe3aku. IlpokuBaHue B OTele. 6 2 4 Jenoas
Business travel. Staying in hotel urpa

11 | PaGounme daxter 1mdpsr Staff facts and figures. 6 2 4 HenoBas

urpa

Hrorosas arrecranus 4 - - 3auer

(ycTtHO)

13 [ Mroro 72 22 50 -




Kanennapublii yueoHbIii rpadpuk

Ne HaumeHnoBaHue JUCHUTUIAHEL Bcero, Henenu o0yuenus
/o IPOrpaMMBbl a.u. 112|134 ]5]6]|7
1 | Pabouwii nenpb The working day 6 6
2 | KopnoparuBHast  KyjibTypa  Tene(OHHOIO 6 2 | 4

pasroBopa Corporate culture TELEPHONE
CONVERSATIONS

3 | Peructpauusi KOMIaHWM, HCTOPHS H POCT 8 4 | 4
Company incorporation, history and growth

4 | Nureprer. JleqaoBas KoppecnoHaeHIus. The 6 4 | 2
Internet
Business correspondence

5 | Kommepueckas noxkymenTanus, Onucanue 8 6 | 2

000pyTOBaHUS U MATEPUAIIOB
Commercial documentation
Describing equipment and materials

6 | [Ipon3BOACTBEHHBIC POIIECCHI. AYTCOPCHHT, 6 6
o¢pmopunr, ppangaiizuar

Production process Outsourcing, offshoring,
franchising

7 | KommMepueckas nesatenbHOCTh [locTaBka 6 6
ToBapoB u ycia Commercial activity
Delivery of goods and services

8 | Pexmama wm wmapkermnr Advertising and 4 2 | 2
marketing

9 | Opranuzanys [eNOBBIX TI0€3I0K W BCTpEY 6 6
Arrangements for business trips and meetings

10 | denoBbie moe3aku. IIpokuBaHue B OTEJe. 6
Business travel. Staying in hotel

11 | PaGoune daxter 1mdpsr Staff facts and 6
figures.

Hroropasn arrecraunus 4

13 | Hroro 72 8 |/8/8/8|8[8]8




Padouas nporpaMma y4eOHOH JUCIUTIIMHBI

1. Vocabulary

Company departments
Management

Production

Sales

Marketing

Technical

Research & Development
Accounting

Personnel

CEO Chief Executive Officer
General Managing Director

Chief Accountant

Job description
Customer

To discuss business
Business matters

To make an appointment
Business partners

2.IloBTOpeHe rpaMMaTHKH 10 BOIIPOCaM

-Present Time
-rimaron  to be
-mectoumenus (Pronouns)

«Pa6oumii nenn. The working day»

CtpyKTypa KOMITAaHUN

PykoBoacTso
IIpousBoacTBo
KommMmepueckuit otaen
MapxkeTHHr
TexHuueckuii oTaen
Otnen pa3BUTHS
Byxranrepus

Otnen kaapoB

I'enepanpHelil YipaBistomui
I'enepanbHbIid Y IpaBIAOIIANL
Hupexrop

I'naBHeI# Oyxrantep

CryxeOHble 003aHHOCTH

Knuent

OO6cyx)naTh JIeNOBBIE BOIPOCHI
JlenoBble BONPOCH

Ha3znauats BcTpeuy

[lenoBble napTHEPEI

3. 3HaKOMCTBO ¢ TpHIaraeMoi JIEKCHKOM 1 uTeHne Tekcta “Businessman’s day”. O0cyxaeHne TEKCT.
4. OOcyxaeHue co caymarensiMu TeMsl “The working day”, BEISIBICHHS UX CIIOCOOHOCTH paccKa3aThb O
cBoeii pabore. Jarnyro paboty mpoBoauTh ¢ yueToM Matepuanos Unit 1 “The working day”, Business
Benchmark u aymnosamnucei.

5. I[eJ'IOBaH urpa: OIKUCAHUC CIIYHIATCJICM CBOUX NOJIZKHOCTHBIX I/IHCprKLII/Iﬁ WU 00SI3aHHOCTEM.



PaGouasi nporpamMma y4e0HOii 1M CUUILINHBI
«KopnopaTuBHasi KyJbTypa TeJie()OHHOT0 pa3ropopa
Corporate culture TELEPHONE CONVERSATIONS»

TELEPHONE CONVERSATIONS PA3I'OBOPHI I10 TEJIEQOHY

Telephone is the most frequently used
means of communication in business
quickest way to get or
pass the information. Primary
negotiations are very often carried
out over the telephone. Nevertheless,
important telephone conversations
concerning prices, terms of payment
or claims are usually confirmed by a
letter.
To save time at the beginning and the
end of telephone conversation standard

Tenedon — HanboIee YacTo UCIONB3YEeMOE
CpPEICTBO CBA3M B OM3HECE, IIOTOMY uTo USE it's the
3TO — caMblIif OBICTPBIH CIIOCOO MmepeaarTh
WM TIONY4uTh uHbopMmanuio. [lepBudnbIe
NIEPErOBOPHI OYEHB YacTO BBIMOJIHSIIOTCS
o tenedony. OqHaKO, BaXKHBIC
Tesie()OHHBIE TIEPETOBOPHI OTHOCUTEIHLHO
LIEH, YCJIOBUH IIaTeXa WM MPETeH3UI
0OBIYHO MMOATBEPIKAAIOTCA TMCbMOM.

UTOoOBI COKOHOMUTH BpEMS B Hadale U
B KOHIIC TeJIe(POHHBIX pa3rOBOPOB

phrase are used.

STANDARAD PHRASES

Speaking.

Who's this, please?

Who's speaking?

Mr. Green speaking.

Is that Mr. Green?

Can | have a word with him?
You ve got the wrong number.
Sorry, you must have the wrong
number.

Sorry to have bothered you.
The line is engaged.

Can you hold on?

I'll see if he is in.

I"am afraid he is out for the
moment.

He is not available now.

Will you leave a message?

Is there any message?

REQUESTS

Please, tell me...
Will you please....
Would you kindly tell me....

May | ask you about....?
Excuse me for troubling you....

Do me the favour of answering my

guestion.

ANSWERS

UCTIOJIL3YIOTCS CTaHAAPTHBIC (pasbl.

CTAHJIAPTHBIE ®PA3bI

Crnymaro.

Kro y Tenedona?

Kto roBoput?

I'oBoput r-H I'pun.

Oto r-H ['pun?

MoO>HO MHE TTOTOBOPUTH C HAM?

Bbol ommbnucs HoMepoM.

W3BunuTe, BBl JOIDKHO OBITH
OmunbIUCh HOMEPOM.
W3BuHMTE 32 OECIIOKOWCTBO.
JIunus 3ansTa.

BbI MOXeTe He BemaTh TpyOKy?
S mocMOTprO, HA MECTE JIH OT.
[To moemy, ero ceiiuac HeT.

Ero ceiiuac Her.
BeI octaButh cooOmeHue?
Yro-aubyap nepenars?

[TPOCBHEBI

Tloxanyiicta, CKaxwure....
INoxanyiicra.....
He Gynere n Bl 1100€3HbI cKa3aTh MHE.

Mory 4 cipocuts Baco .........
W3BunMTE 32 OECIIOKOMCTBRO. ..

OKaXuTe MHE JIF0OE3HOCTh U OTBETHTE Ha

Bompoc.

OTBETbI



With pleasure.

| don’t mind,

That depends on the
circumstances.

I have nothing against it.
Sorry, | cannot tell you.
As far as | know....

I really know nothing about it.

It is not very probable.
Sorry to disappoint you.

AFFIRMATIONS

Yes, certainly.

It is true.

Quite so.

It is a fact.

It is really so.

There is no doubt about it.
You may be sure.

You can rely on me.

| am sure of it.

It is very probable.

Of course.

CONSENT

That all right/.
By all means.
| agree with you.
I'm at your disposal.
| don't object.
I"ve no oblections.
| agree.
You may rely on me.
I'll do my best.
You are welcome.

REFUSALS

| don’t agree.

I can't agree with that.
| object to that.

It can't be done.

It’s quite impossible.

That does not depend on me.

THANKS
Thank you!
Much obliged!

It’s all right.
Don’t mention it!

C yIOBOJILCTBHEM.
S He poTHB.
DTO 3aBUCHUT OT 0OCTOSITEILCTB.

51 HU9Yero He UMEI0 MPOTHB ATOTO.
Kainb, uTo 51 HE MOTy cKa3aTh Bam.
Hackonbko MHE H3BECTHO. ...
51 B caMoM Jiesie HUYIero He 3HaK0 00 ATOM.
DTO MaJIOBEPOSITHO.
XKanp, uro oropuy Bac.

YTBEPXIEHIA

Jla, KOHEe4YHO.

OT10 mpasaa.

CoBeplIIIeHHO BEPHO.

Oro (akr.

OTO IeliCTBUTENBHO TaK.

B sTOM HET cOMHEHUSI.

Bb1 MOXeTe OBITh YBEPEHBI.

BbI MOXeTe MOTOKUTHCS Ha MEHSL.
51 B 3TOM yBEpEH.

DTO OYEHBb BEPOSITHO.

Koneuno.

COI'NTIACHE

Xoporo.
besycnoBHo.
4 ¢ Bamu cornaces.
A B Bamem pacnopspkeHUH.
51 He BO3paxkaro.
Y MeHsI HET BO3paKeHUI
4 cornaces.
BbI MOXeETe MOTOKUTHCS Ha MEHSL.
S cnenaro Bce OT MEHS 3aBUCSIIIEE.
[Toxamyticra!

OTKA3BI

S He cornacen.

51 He MOT'y C 3THM COTJIACHUTHCSI.

S Bo3paxaro.

DTO HENb3s CACNATh.
DTO COBEPILIEHHO HEBO3MOXKHO.
DTO OT MEHS HE 3aBUCHT.

BJIATOJAPHOCTHU
bmaromapro Bac!
Ouenb 00s13aH!

[oxanyiicra!
IToxamyticra!



APPROBATION OIOBPEHUE

Good! Xoporo!

Excellent! IIpexpacHo!

Fine! Yynecuo!

I'm glad of that. S pax aTomy.

REGRET COXAJIEHUA
What a pity! Kaxk xanb!

How unpleasant! Kak nenpusitHo!

| regret it! A coxanero 06 sTom!

1. KpaTkoe moBTOpeHHE TEMBI U CJIOBAPHON TEPMUHOIOTHH MPEIBITYIIETO 3aHATHSL.

2. TloBTOpeHHWE TpaMMaTHYECKOTO MarepHalla OTHOCUTEIBHO WCIIONE30BaHUS HEONPEICICHHOTO U
omnpenenaeHHoro aptukieid. O6paTuTh 0co00e BHUMaHHE Ha OCOOCHHOCTH IMPUMEHECHIHS apTUKIICH TTepe
reorpaguecKMMy Ha3BaHUSIMH.

3. 3HaKOMCTBO € IIPUJIAraeMon JIEKCUKOW MO0 KOPIOPAaTUBHON KYJIBTYypE.

4. Tlo 3aBCPUICHUM 3aHATUA NPCATIOXKUTH KAXKAOMY CIIYHIATCIIO IMUCbMCHHO H3JIOKUTH K CICAYIOLICMY
3aHATHUIO CBOC MHCHHC WIH MPESANNOYTCHUC TOMY WJIW UHOMY BUY B3aMMOOTHOIIICHUN Ha pa60Te.

5. JlenoBas urpa: IlpoBecTr MpoBEpPKY HABBLIKOB M 3HAHWH OCHOB M CTaHIAPTHHIX (h)pa3, UCIIONIH3yEMBIX B
TeneOHHBIX pa3roBOpax COIIACHO IMpHiaraeMoMy matepuainy. Pa3OuB ciymmareneil Ha mapbl MPOBECTH
UMUTAIHIO Telne(QOHHBIX Pa3roBOPOB Ha TEMbl HA3HAYCHUS BCTPEY, MTOCTABOK TOBAPOB, OKa3aHUS YCIIYT,
BBICBUIKH JIOKyMEHTOB H T.[I.
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PaGouas mporpaMma y4eOHO# THCIHILIHHbI
«PerucTpanus KoMnaHum, ucropus u poct Company incorporation, history and growth»

Forms of business organization
Bunapet kommanuii B CILA n Benukobputanuu

ToBapuuecTBa

TomapumiectBo Partnership — 95to KommaHus , OpraHu3OBaHHAs JAByMs WIH 0Oojiee JIHIIAMH,
3aHUMAIOIUMHCS OW3HECOM C IIeTbI0 MONy4YeHUs NpHObIIM. [lapTHEpHl HeCy HEOTrpaHUYCHHYIO
OTBETCTBEHHOCTH 10 0053aTEICTBAM TOBAPUINECTBA BCEM CBOUM HMYIIIECTBOM.

Jloxoel TOBapHUIlleCTBa HE O0JIArar0TCS HAJOTOM Ha NMpUOBLIL. BMECTO 3TOr0 mapTHEpHI TOBapHUIIECTBA
o0JararoTcsi HaJoOroM MO CTaBKaM IOJOXOJHOrO Hajora Uit (u3ndecKux Iul. B Hacrosmee Bpems
MpaKTHKa OpraHu3anuu GupMbel B (opMe TOBapuIIecTBa HE SBISETCA OYEHb PACHpPOCTpaHEHHOH. B
OCHOBHOM 3TO — CEMelHbIe MPEATPUATHS, aJBOKATCKHE KOHTOPHI, KOHCAITUHTOBEIE (DUPMBI U T.I1.

Komnanumn

B BenukoOpuTaHuu CyniecTBYIOT CJIETYIOLINE OCHOBHBIC TUITBI KOMITAHHUI:

Private Limited Company — 310 4acTHasi akKIIMOHEpHAsT KOMIAHUS ¢ OTPAaHUYCHHOW OTBETCTBEHHOCTHIO
3aKphITOro Tuma. Yucio akmuoHepoB MoxeT mocturath 50. Ee akiu He MOrYT TpeliarathCs IUis
NPOJaKH HACEJICHUI0. MUHHMAIBHBIA pa3Mep aKIMOHEPHOTO KamluTaja Uil TaKuX KOMIIAHWH He
ycranaBiuBaercs. [locie ux HasBaHus crtaBsatcs Oyksbl Ltd. (Limited), o3navaromme orpaHHYeHHYIO
OTBETCTBEHHOCTb.

B ciyyae nuMKBHmanuyM KOMIAHUM OTBETCTBEHHOCTh WJICHOB KOMITAHMM MO €€ JOJIraM COOTBETCTBYET
JIOJISIM BHECEHHBIX MU KaIlHTaJIOB.

Public Limited Company — OTKpbITOe aKIHOHEPHOE OOINECTBO ¢ OTPaHHYECHHOW OTBETCTBEHHOCTHIO
(mocJie Ha3BaHMs TaKOi KOMIaHuu cTaBsiTcs Oyksbl PlC.)

Takue KOMIaHUM TOIKHBI KIMETh JIOBOJIBHO OO0JBIION yCcTaBHOHM (oHA. OHM HMEIOT PABO MPOJIaBaTh CBOU
aKIMU ¥ Jpyrdue LeHHble OyMarnm HAceleHWI0 M 00s3aHbl oOecreynBaTh HWH(POPMAIUIO O CBOE
JICSTSIILHOCTH.

B ciywae nukBUaanyM KOMIIAHUH OTBETCTBEHHOCTh YYaCTHUKOB KOMITAHHH TIO €€ J0JITaM COOTBETCTBYET
BEJTMYMHE MX MAKeTa aKIHi.

B CIIIA akuuonepHass KOMIAHHUS C OrPaHUYEHHOW OTBETCTBEHHOCTHIO HAa3bIBAETCS KOpIopaunuen
—Corporation u nocine ee Ha3Banus cTaBsaTcs Oyksbl Corp. wiu Inc. (Incorporated).

Business is the production, distribution and sales of goods and services for the benefit of the buyer and the
profit of the seller. In the modern world the control of production is largely in the hands of individual
business people or entrepreneurs, who organize and direct industry for gaining profits.

The main forms of business organization are described below.

Individual Proprietorship
(Independent Trader or Sole Proprietor)

This is the simplest way of starting a business. You are self-employed and fully responsible for all
the aspects of the management of your business.

In this form of organization the owner himself is responsible for success or failure of his business.
Any line of business is open to the owner/

Although this form of small business has its advantages, it has certain drawbacks, too. In the first
place the single owner is seldom able to invest as much capital as can be invested by a partnership or a
corporation. If single owner are able to invest large amounts of capital, they run great risk of loosing it all
because they are personally liable for all the debts of their business. This is called unlimited liability.

Partnership

Two or more persons starting a business together can set up a partnership. All partners are
responsible for the debts of the partnership and profits and losses are shared between them.

The agreement to form an association of this nature is called a partnership contract and may include
distribution, fiscal responsibilities, and a specific length of time during which the partnership is in effect.
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Public and private companies

A company is usually formed for the purpose of conducting business that is separated from its
owners, the shareholders. The main difference is between public and private companies.

Private companies cannot sell shares to or raise funds from the general public. Private limited
companies are often local family business and are common in the building, retailing and clothing
industries.

A private company can be formed with a minimum of two people becoming its shareholders.
They must appoint a director, company secretary and an accountant. If the company goes out of business,
the responsibility of each shareholder is limited to the amount that they have contributed ; they have limited
responsibility. Such a company has Ltd. (Limited) after its name.

Public companies can sell their shares to the general public (which they usually do through a stock
exchange) or do it initially through the so called IPO (Initial Public Offer). The company continue to exist
despite the changes in its owners. A company can hold assets; it can sue and can be sued. The profits are
distributed to the members of as dividends on their shareholding. Losses are born by the company. The
shareholders create the board of director, who supervise the activity of the company and develop the
strategy of its activity, and also employ the executives who are in charge of the day-to-day management. At
the end of the fiscal year the management prepares the annual report about company activity, balance
sheet and profit and loss account which are to be approved by the board of directors and the shareholders.
Being approved those documents are to be presented to the local tax administration for fiscal reasons.

Many large businesses in the UK are Public Limited Companies (PLC), which means that the
public can buy and sell their shares on the stock exchange. Marks & Spencer, British Telecom and the
National Westminster Bank are the examples of public limited companies.

In the USA, businesses take the same basic forms, American companies have abbreviations Inc.

and Corp.
Other types of companies are:
1) holding company, a company that owns another company or other companies and which is

sometimes referred to as the parent company (most public companies operate through a number of
companies controlled by the group’s holding company). In such a case most of them are obliged to present
a consolidated balance.

2) subsidiary company, a company controlled by a holding company, usually because the holding
company owns (or indirectly owns through another subsidiary) more than 50 per cent of the subsidiary
company's shares.

3) associated company, which is a company over which another company has substantial influence;
for example it owns between 20 and 50 per cent of its shares.

1.KpaTtkoe moBTOpeHIE MaTepraIoB MpeabIayIero 3ausaTrs. [IpoBepka 3ananus.
2.IloBTOpEeHNE TPaMMATHKH 10 BOTIPOCAM:

-Past time and Present Time

-Regular and irregular verbs

3. 3HAKOMCTBO C MPHIAracMoi JEKCHKON 1 TEPMHUHOJIOTHEH 110 TeMe “Company incorporation”.

4. O0CyXIeHUE CO CITyIIATENIIMA  BOTIPOCOB M OCOOCHHOCTEH opraHmu3aiuu Ou3Heca B BennkoOpuranum,
CIIA u Poccun.

5. HpOBeCTI/I 06CY>K,I[CHI/IG OpUMCPOB UCTOPUU U PASBUTHUSA OTACIBHBIX KOMIIAHUH C Y4YC€TOM MATCPUATIOB
Unit 3 “Company growth”, Business Benchmark, u ayanozamuceii mpumaraemoro CD.

6. JlenoBas wrpa: JlaTe 3amaHue CIyIIaTelsM CIENaTh KpaTKoe COOOIICHHE 00 MCTOPHH W Pa3BUTHH
KOMITaHUH, B KOTOPOW OHHU PabOTaIoT.

PaGouasi nporpamMma y4e0HOii 1M CUUILIMHBI
Hurepnuer. [enoBas koppecnonaenmusi. The Internet. Business correspondence

12



Talking about Internet one must accept that today it probably the most important accessory in the business

life because it provides:
- avery large source of business information
- a possibility to create an own web-site

- a possibility to arrange advertising and publicity of own activities

- a possibility to effect on-line banking

- an access to a quick way of contacts and correspondence through e-mail

Taking in  mind the importance of business correspondence one must be very careful about formal and
informal language which is used, because still now many important documents have to be put on paper and

signed by hand.

Hereafter are the examples of formal and informal letters sent by e-mail:

Formal

Informal

Dear Mr.Morris,

I would like to arrange a meeting to discuss the
schedule for training day.

My diary is very full for the next week, but perhaps
you could suggest a suitable time for the week after.
Looking forward to your reply,

Susan Jackson

Hi Andy!

Can we get together sometime to talk about the
schedule for training day.

I'm pretty booked up next week, but could manage it
the week after.

Let me know

Sue

Business correspondence

English business letters
I[e.]'lOBbIe NMUCHMA HA AHTJIMIICKOM fI3bIKe

Structure and layout of
Business letters

Business letters in different
countries are identical. As a rule,
business letters are written on the
form of the company and consist of
9 elements:

1. Date.

2.The address and the name of the
person, to whom the letter is
directed.

3. Polite greeting.

4. Subject of the letter.

5. Text of the letter —the essence
of a question.
6.Polite “Good —bye”.

7. Signature.
8. Enclosures.
9. Copies.

1.[ata

Cmpyxmypa u ogpopmaenue
0€eJ108bIX nucem

JenoBele nuceMa B pa3HbIX

CTpaHax I10 cBoei opme
oJrHaKoBEL Kak mpaBuiio, nenossie
MUChMa MUITYTCS Ha OJIaHKe

U COCTOST U3 9 3IeMEHTOB:

1. lara.

2. VM 1 agpec nuna, KOTOpOMy
aZipecyercs MIUChbMO.

3. BerynurenpHoe obparienue.

4. Yxa3aHue Ha coJiep)KaHue

nrchbMa.

5. TekcT mUcbMa -U3JI0XKEHUE

CyTH BOTIPOCA.
6. 3akmounTenbHas hopmyJia
BEXJIMBOCTH.

7. Iloanuce.

8. YkazaHue Ha IpUII0KCHUS.
9. Yka3aHue Ha KOITUU
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B nmenoBwIx muchMax aarta (IeHb, MECSII, TOM) TiedaTaeTcs crpaa. OOBIYHO JaTa ImevaTaeTcs MOTHOCTEIO, a
HE B MUPPOBOM BBHIPAKCHUH.

Hampumep:
10 October, 2002; 10 October, 2002
October 10", 2002 October 10, 2002
2. Anpec

HaszBanue u aapec ¢pupMbI-nioaydaTesis NUILIETCS OT Havaia Mo clieBa, ¢ TeM, YTOOBI ero ObUTO BUJHO B
NpPO3PayHOM OKOIIKE KOHBepTa (MpH HaJMYUMM TAaKOro KOHBEPTA), €CIM NHCbMO OyIeT CIIOXKEHO
MIPaBHUIIBHO.

3. BerynurensHoe oOpareHue

BerymuTtensHoe oOpaieHne HaunHAETCS OT MO clieBa. Ecniu muchbMo ajpecyeTcs OpraHu3alud , TO
mepea e¢ Ha3BaHMEM MPHHATO CTaBUTh oOpamienue Messrs. (ot ¢paniy3ckoro cimoBa Messieurs —
rocrofa).
Hanpuwmep:
Messrs. John Smith & Co.,Ltd.

Ecnu Hen3BecTHO, KTO SIBIISETCS MOJTydaTesieM NHChMa, TO BCTYIIUTEIbHOE IIPHBETCTBUE MHIIETCS
BO MHOXXECTBEHHOM YHCJIE, TO €CTh!
Dear Sirs, ....

Ecnu monry4arerns nmiuckMa H3BECTEH JJMYHO, MOYKHO HCTIONB30BaTh Ooiee IpyKeCTBEHHYIO (opMy:
Dear Mr.Wright!

Ecnu ormpaBuTens muchbMa obOpaimmaercss K ONpelesIeHHOMY JIHIY, TO Tepe]] BCTYMHUTEIbHBIM
oOpaleHneM CTaBUTCS HAIIHCh!
Attn: Mr.D.Smith WITH
Attention of Mr.D.Smith

4. Yka3zaHue Ha coepKaHue Nucbma

Mexay BCTYNHUTENbHBIM OOpalIeHWEM M OCHOBHBIM TEKCOM IMHChbMa HMHOT/Ia KPaTKO COOOIIaeTcs ero
COZIEpKaHUE UIIA TEMA.

Hanpuwmep:

Dear Sirs, Veaorcaemwie I'ocnooa!
Order No.12/21 for 3axaz 12121 na

Vacuum Cleaners NbLIECOCHL

5. TekcT mMcbMa

[TuceMa OOBIYHO MHUITYTCS TOJNBKO HA OJHOW CTOpOHE JucTa. ECiiM MHChbMO He TIOMEIIaeTcss Ha OJHOU
CTOpOHE JIUCTA, OHO MHIIETCA HAa JBYX WM HECKOJBKUX JHUCTaX, MPUYEM HCIONB3YEeTCS JUIIL OJHA
CTOpPOHA KaXKI0TO JIUCTA.

6. 3akmrounTenbHas GopMyIa BEKIMBOCTH

B kadecTBe 3aKII0UATENHHON POPMYITBI BEXKIUBOCTH Yallle BCETO UCIIOIB3YIOTCS 000POTHI:

Yours faithfully, C yBaxxeHuem,
Sincerely yours, Wckpenne Bar. ..
Yours truly,

Yours very truly.
7. Iloanuck

HO,I[HI/ICB pacnojiaracTcsa noz 3aKJIIOYHUTCIIHbHON q)OpMyHOﬁ . CHavana muieTcs Ha3BaHHUE OpraHu3aluu,
10 KOTOPBIM YIIOJJHOMOYEHHOC JIMIIO CTaBUT pYKOﬁ CBOIO ITOAITHCH.
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Hanpumep:

Brown & Co., Ltd. Bpayn u Ko. JTumumuo
D.Green A ITpun
Manager Ynpasnarowuii

Tloanuck HA BaXKHBIX (bl/IHaHCOBBIX JOKYMCHTaxX MOXET BBITJIAACTD TaK:

For and on behalf of... Om umenu u no NOpyHeHuro

(name of the firm) (Hazeanue KOMnAHU)
A.Collins President A.Konnunsz Ipesudenm
D.Stewart Manager .Cmioapm Ynpasnsaowuii

8/9 IlpumnoxeHus ¥ KOIHH

Vkazanusa Ha IMPUJIOKCHUA U KOIIMU OCYHICCTBIAKOTCA JOCTATOYHO IMPOU3BOJILHO!
We are sending herewith.....

We have pleasure to send you...

We enclose.......

We attach.......

Please find enclosed.......

OBPA3EII PACITIOJIOXEHM A TEJIOBOI'O ITMCBbMA
1./lata
Nov.10, 200...
2.Anpec
Mr.George Ganson
113 Carpenter Ave. 11579
Sea Cliff, N.Y. USA

3.IlpuBetcTBHE
Dear Mr.Ganson

4 Tema nmucsMa
Re:Offer of goods

5.TexcT nuceMma

Thank you very much for your offer of goods sent to us.

We shall keep you informed as to our decision concerning the terms and conditions of your offer.

6.3axmrounTenbHas GOpMyIIa BEKIUBOCTH
Very truly yours,

7 Ilonmuce
J.B.Priestly
8.Yka3aHue Ha PUIOKEHUA

2 Enclosures

9. Yka3anue Ha KOIUU
cc.J.Smith

1. KpaTxoe IMOBTOPCHUEC TECMBI U CHOBapHOﬁ TCPMUHOJIOTUHU NPCABIAYIICTO 3aHATUA.
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2. IToBTOpEHUE I'PaMMaTHYECKOI'0 MaTepHrajia OTHOCUTEIBHO [IPABWIBHOTO YIOTPEOICHHUS YNCIUTEIbHBIX,
0003HaueHUs 1aT 1 BpeMeHu. Pa3o0pars Ha mpumepax 0coOCHHOCTH pHMeHeHust 00opoTtos there is/there
are Bo BCEX BpEMEHaX.

3. Ilpopaborare mpmIaracMyr JeKcuKy. OOCYyIHUTh CO CIyHMIATEIsIMH OCOOCHHOCTH WCIIOIL30BaHUS
WurepHeTa, 2IeKTPOHHOM TIepencKy, co3nanus Web-site u ucionp3oBanus cucremsl online banking.

4. lenosas urpa: [IpenioxuTh CirymaTeasiM BRICKa3aThCsl O MpUMEeHEeHUH MHTepHeTa B X pabore.

5. JenoBast wurpa:  OOCyauTh CTPYKTYypy KJIacCH4ECKOro MIeJIOBOr0 IHUCbMa B KOMMEPYECKOM
KOPPECTIOHACHIINH.
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PaGouasi nporpamMma y4e0HOii 1M CUUILINHBI
Kommepueckast iokymentanusa. Onucanue o0opyaoBanus u matepuaios Commercial
documentation. Describing equipment and materials

Phrases frequently used in business correspondence
Bripaxkenusi, 4acTo UCTIOJIb3YyEMBI B ICJIOBOM MEPENUCKE

Kak CIIPOCHUTL WJIK OCBCAOMUTHCA O yeM-11u00?

51 6611 OBI paj y3HATS. .....

He coureTe 1 BO3MOXXHBIM COOOIIUTH MHE. . ...
Bynem npusHaTensHbI, eciii Ber coo0muTe HaMm,
3aWHTEpPECOBaHbI I BBI MO-TIPEXKHEMY B ............
BynwsTe 1o6pEI, coO0mMUTE KaKk MOYKHO CKOpee
KenaeTe i BhI.................

Mp1 OyzieM  odeHb pajibl, eciii Bel cMoxeTe
HM3BECTUTH HaC....

Mu1 Hageemcs , uTo Bel cooOmuTe Ham
OTHOCHUTEJLHO BAIlIUX MHTEPECOB

He O0yznere nu Bel cTob 1F00€3HBI OOBSICHUTH HAM,

Kak 00CTOST Jiena C.

TTockonbKy BOIIPOC HEOTIIOKEH , TpocuM Bac natb

OTBET ¢ 00paTHOM MOYTOH.

Ccrinasicy Ha Barmie o0bsBieHuE B. . ., 51 ObLT OBI pan
MTOJIYIHTh IMOAPOOHYIO HH(POPMAITHIO O. ..

| would be glad to know...........

Would it be possible for you to tell me.............
We should be grateful if you would let us know
whether or not you are still interested

Would you please let us know as soon as possible
whether you would be willing to...

We would be very much obliged if you could inform
us...

We hope that you will write to us concerning your
interests...

Would you please be kind enough to let us know
how things stand with...

As the matter is urgent, will you please let us have a
reply by return.

With reference to your advertisement in ...1 should
be pleased to receive detailed information about...

| Kak coOGIINTb HIIM H3BECTHTH O 4eM-TH60?

B otBet Ha Bam 3anpoc coobmiato, 4to. ..

Jlist Hac BaXkKHO, YTOOBL. ..

Kak Bam u3BectHO. ..

Kax Brl 3Haete u3 npeasayiei Nepenuckm. . .

MeI TIaTenpHO paccMoTpenu Barie mpemioxkenue.
Hacrosmum ynocrosepsietcs, 9To. ..

O6pamaem Barre BHIMaHHE Ha TO, UTO...
[Ipumure, noxanyicra, K CBEICHUIO. .

CraBnio Bac B M3BeCTHOCTD, UTO...

51 umero yIoBOJIbCTBUE cOOONIMTEL Bam, uro. ..

In reply to your enquiry | wish to advise you that...
It is important to us that ....

As you know....

As you know from the previous correspondence...
We have carefully considered your proposal.

This is to certify that...

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

Be advised, please, that...

Please take due note that...

| have the pleasure to inform you that...

Kaxk mpeasioxxuth cBOIO MOMOIIb WU YCIYTY?

He crecnsiitech, moxkanyicTa, cka3arb, €CIIH MbI
MOXKeM OBITh BaM 1oJie3HbI 4eM-HUOY Ib.

Ecmm Bam HeoOXoaMMBI TanbHEUTITIE
MoJIPOOHOCTH, 51, pazyMeeTcs Oy/Iy CHACTIIHB
cHabauTh Bac mmu o Bamreit mpock0e.

MpE1 6ynem pajibl OTBETUTH Ha JIFOOBIE TEXHUYIECKUE
BOTIPOCHI OTHOCHUTEINBHO. .

[oxanyiicta, He cTECHANTECH OOPAaTUTHCS KO MHE,
€CJIA 3aXOTUTE TOIYIHUTH ...

Please do not hesitate to let us know if you require
any other information.

Should you require further details we would of
course be happy to supply them upon request.

We will be glad to answer any technical question on
the...

Please do not hesitate to get in touch with me if you
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would like to receive...

Kaxk 3aBepuTth B 4eM-JIM0O0 WIIM BEIPA3UTh HATACKITY?

BynwTe yBepeHsl, 4TO s caenaro Bee , 4TOObI
JIOBECTH 3TO JI€J0 A0 YCIEIIHOTO 3aBEPUICHMS.
MeI cienaem Bce BOBMOXKHOE, YTOOBL..

Mpb1 o4yeHb HajieeMcs, UTo Bbl ipujere k
MOJIOKUTEIIBHOMY PEUICHUIO OTHOCUTENBHO. ..
Mp&1 paccunThIBaeM ychblaTh Bckope Baiu
JAbHEUIIIHE TTPE/I0KCHHS.

S magerock, 4TO He TOCTaBIK0 BamM MHOrO XJIOMOT,
€CIIH...

Please be assured that | will do my best to bring this
matter to a satisfactory ending.

We shall do our best to...

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

We look forward to hearing your further proposals
soon.

I do hope | am not putting you too much trouble if...

Kak BeIpa3uTh npock0y?

Mpe1 6611 OBI BeChMa OJ1arojapHbl, eciii ObI Bl
MOTJIH. ...

[Ipucnate HaM. ..

IlonrBepauth, uToO. ..

CBs13aThbCsI ¢ HAMH TI0 TIOBOJTY TTPOJAXKH. .. H
MOKYTIKH. ..

U3BecTuTs HaC...

Beiuiure Ham, noxanyicra, CpodHo... B
COOTBETCTBHH C HAIlIUM KOHTPAKTOM.

[Ipocum He OTKa3aTh B TF00E3HOCTH BBICIATh HAM. ..
MsI o4eHb paccUuThIBaeM Ha Barn oTBeT, 4T005I
UMETH BO3MOYKHOCTB. ..

[IpocuM npuHATH Bce HEOOXOIUMBIE MEPHI [UIA. . .
Mp! ipocuiin Ob1 00ECTICYTh HAC ...

We would be extremely grateful if you could...
Send us...

Confirm that...

Correspond with us regarding the sale of...and
purchase of...

Notify us...

Please send us urgently...in accordance with our
contract.

We kindly ask you to send us...

We would very much appreciate your reply so that
we may...

Please take all necessary measures for..

We would kindly request to provide us with...

Kak BbIPAa3UTh 6J'Ial"0,[[apHOCTB, COXaJICHHUC WJIN U3BU

HeHus?

[Mumry, uroOe1 mobnaroxaputs Bac 3a...
[To3BosbTE BOCHOIB30BATHCS CIIy4aeM, YTOOBI
nobnarogaputs Bac 3a...

Mp1 uckpente 6naronapusl Bam 32 moMonis.

C yIOBOJILCTBHEM. ..

MBI pazibl cCOOOLIUTD, YTO MOXKEM OCTaBHUTh 32
Bawmm...

Hawm 65110 OYeHb MPHUATHO Y3HATH, YTO BBI permmnu
MPEITPUHATE..

Boroce, gTo...

K Moemy BenMKOMy COXaNEHUIO, A JOKEH
HU3BECTUTH Bac, 4To...

K coxanenwuro, s1 BRIHYXIeH cooOmuTs Bam, gro...
51 ouens coxanero, YTO IpUIMHKAT Bam cTonbko
OecriokoiicTBa.

JomkeH n3BMHUTHC 32 TO, UTO. ..

W3BuHMTE, HO 51 HE MOTY TOMOYb Bam B aTOM fene.

XO‘Iy HpI/IHeCTI/I CBOU CaMbIC I/ICerHHI/Ie N3BUHCHUA
3a Hey100CTBO, KOTOpoe ObUTO Bam nmpuinHEHO.
MBI He yI0BIIETBOPEHBI TIPEUIOKEHHBIME Bamu
YCIIOBUSIMH.

51 oueHb 00€CIIOKOEH TeM, YTO BBl HE CMOXKeETE. ..

| am writing to thank you very much for...
May | take this opportunity to thank you for...

We are truly grateful for your assistance.

| take pleasure of...

We are glad to inform that e can reserve for you...
We were very pleased to hear that that you have
decided to take on...

| am afraid that...

To my greatest regret | must inform you that...

I regret to inform you that...

| am very sorry to have caused you so much trouble.
| must apologize that...

I am sorry, but I cannot be of assistance to you in
this matter.

| wish to offer my sincere apologies for the
inconvenience you have been caused.

We are not content about the terms you suggested.
I am most troubled that you will not be able to...
| presume that you agree that this is not a good way
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Oro, monararo, BeI cornacurech He TydIiIuii crmocod
BECTH JIeJa.
Sl oueHb OTOPUYCH JAHHBIM OOCTOSTEIILCTBOM.

to conduct business.
| am very disappointed about this fact.

1. KpaTkoe moBTOpeHHE TEMBI B CJIOBAPHON TEPMUHOIOTHH MPEIBITYIIETO 3aHATHS.

2. IToBTOpEeHHE TPAMMATHYECKOTO MaTepHalia OTHOCUTEILHO MPABHUILHOTO MPHMEHEHUS MOAATBHBIX
TJIaroJioB can, may mecroumenuii ,little/ few neonpenenennpix Mecronmenuii  SOme, any,

3. IlpopaboTtaTh mNpHIaracMyro JEKCHKY C YUETOM MaTepHANIOB U ayIMO3aMUCEeH IO 3TOMY BOTIPOCY

npuiaraemoro CD.

4. Hpe)lHO)KI/ITB CJIyIIaTeJIsIM BbICKAa3aTbhCA O IPUMEHCHUN HeHOBOﬁ JICKCUKHU B UX HpOI/I?:BO)ICTBeHHOﬁ

JACATCIIBHOCTHU

5. enoBast urpa: OGCyIUTh CO CITyIIaTeNIIMH OCOOCHHOCTH MCIIOJIB30BAaHUS pabouero 060py10BaHHUS.
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PaGouyas nporpamma y4eOHOI TMCIUILINHBI
IIpou3BocTBEeHHBbIE NPOLECChl. AYyTCOPCUHT, 0(pIIOPUHT, ppaHUYAHZHMHT
Production process Outsourcing, offshoring, franchising

When talking about different areas of companies’s activity we need to understand in what production
process the company is involved:
-Agriculture

-Raw material extraction
-Production of food

-Production of materials
-Construction

-Transportation & forwarding
-Services

-International trading

-Financial activities, etc.

This is important to discuss the terms expressions used in each particular situation, apart from traditional
knowledge, like:

-production

--construction

-storage

-transportation

-distribution

-contracting

-sales

-deliveries

-money collection

-claims & settlements etc.

Apart from the traditional and classical ways of doing business letls discuss the modern elements:

1. Outsourcing = handing over the business process like accounting, transportation or a production
process to another provider.
2. Off-shoring = when a company relocates production or a business process to another country

What are the advantages and disadvantages of those elements?

3. Franchising

International activity is a dynamic activity, which changes, adapts and responds according to the
conditions. Apart from conventional trade it takes various forms such as franchising.

Franchising is a form of business in which a product or service may be provided by people or firms who
have obtained a license from the originators or owners of that product or service.

A franchise agreement is drawn up in which the rights of the two parties are set down. The parties of the
agreement are:

a) the franchisor — usually the person or firm who develop a new product or service under license

b) the franchisee — the person or firm who buys the license granting the right to provide the product or
service.

The franchisor will have tried the product for a reasonable trading period before selling it to potential
franchisees. The franchisee is provided with a total package for marketing the product, including the
product’s name and logo, and patented processes, accounting procedures, marketing strategy and training
services. The franchisee has to raise capital to pay the franchise fee , find suitable premises, equip them
according to the franchisor's house-style, buy or lease equipment, and market the product to the standard
specified by the franchisor. The franchisee is not employed by the franchising company, but has to
establish and operate his own business. The fees are to be paid to the franchisor throughout the term of the
franchise, usually as royalty, for example a fixed percentage (typically 10%) of weekly takings.

Advantages

Franchising provide the opportunity of developing business without having large capital sums.
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For franchisee it:

a) enables people to go into business with limited risk and outlay;

b) ensures that the product or service has been thoroughly tested and marketed before the franchise
has been approved,;

C) provides a well-known brand name and image, and large scale advertising back-up;

d) requires less capital than other forms of business start-up;

e) provides continuing back-up support and advice during the period of the franchise agreement/

1. KpaTkoe moBTOpeHHE TEMBI U CJIOBAPHON TEPMUHOIOTHH MPEIBITYIIETO 3aHITHS.

2. HOBTOpeHI/Ie FpaMMaTI/I‘leCKOFO MaTepHaﬂa OTHOCUTCJIBHO HpaBI/IJ'IBHOFO HpI/IMCHeHI/ISI MOJaJIbHBIX
raarosoB must and have to.

3.IIpomomkuTh TeMy OOCYXICHUS OCOOCHHOCTEH  KOMMEPUYECKOW MPAKTUKH, MPOU3BOJICTBEHHBIX
MIPOIIECCOB B 3aBUCUMOCTH OT OCOOCHHOCTEH MTPAKTUICCKON 3aHATOCTH CITYIIATEIICH.

4. IlpopaboTaTs npUIaraeMylo JIEKCUKY C Y4€TOM MaTepUaJIOB U ayAHO3aluced 10 3TOMY BOIPOCY
npuinaraemoro CD.

5. Hpe,Z[J'IO)KI/ITI: CJIyIIaTeiAM BBICKA3aTbCd O HNPHUMCHCHHU ITHUX (bOpM JCJIOBBIX OTHOIICHUH B HX
HpOH3BO,Z[CTB€HHOI>i JACATCIIBHOCTH..

6. [lenoBas urpa: O6cyaIuTh co CiymarteasiMi 0cCOOEHHOCTH IPUMEHEHHUs (YOPM AET0BOr0 COTPYITHUYECTBA
Ha 0Oaze ayTcopcunra, od-mopunra u ¢ppadaii3unra
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PaGouasi nporpamMma y4e0HOii 1M CUUILINHBI
KOMMep‘leCKaﬂ JeATECJIbHOCTD IlocTaBka TOBApoOB A YCJIYr
Commercial activity. Delivery of goods and services

OO6pa3zelr KOHTpaKTa

KOHTPAKT No

r.Mocksa

12 mas 2002 1.

(na3Banue GupMBbI)

nMeHyeMble B ganbHeiiem «[IpomaBupe», ¢
OJIHO¥ CTOPOHBI, U (HazBaHUE (PUPMBI) HIMEHYEMbIC
B fnanbHeieM «llokynaTenn», ¢ Apyrol CTOpoH.I,
3aKJTFOYMITH HACTOSIIHIH KOHTPAaKT 0
HIDKECIIENYIOIIEM;

CONTRACT No.

Moscow

May 12,2012

(Name of the firm)

hereinafter referred to as the “Sellers”, on the
one part, and (Name of the firm) hereinafter referred
to as the “Buyers”, have concluded the present
Contract for the following:

1.IIpenmet KOHTpaKTa
IIponaBenr mponan, a Iloxkynarens Kymuia Ha
yenoBusix @OB cnenyromee 06opynoBaHue:

1.Subject of the Contract

The Sellers have sold and the Buyers have
bought on conditions f.o.b. the following
equipment:

2. IleHsl ¥ CTOUMOCTD
2.1 Obu1ast CTOMMOCTH O0OPYIOBaHMUS, 3alIACHBIX
qacTei,
WHCTPYMEHTa , TEXHHUYECKOH MOKyMEHTAlMuh W
ycoyr B o0beMe  HACTOSILEro  KOHTpakTa
COCTaBIISIET. . ..
2.2 IleHsl TBepBIC W HE TIOJICKAT H3MEHEHUIO

2. Prices and value
2.1. The total value of the equipment , spare
parts, tools, technical documentation and services in
the volume of the present Contract amountsto .....

2.2 The prices are firm and subject to no alternation.

3. YcnoBus miarexa
[TnaTexxu HOMKHBI MPOU3BOAUTHCS B TeueHue 30
JIHeW ¢ natbl nojyyeHus [lokynaTensiMu Ha THKacco
CIIETyIOIINX JTOKYMEHTOB:
Opurunana cueta [IpogaBua u mMoJIHOro KOMILJIEKTa
YHCTHIX OOPTOBBIX KOHOCAMEHTOB.

3. Terms of payment
Payments are to be effected within 30 days of the
date of receipt by the Buyers of the following
documents for collection: Seller’s invoice and
Complete set of “clean-on-board” Dill of Lading.

4. Cpok# MOCTaBKU
4.1. Ob6opymoBaHHe, yKa3aHHOE B IIyHKTE |
KOHTPAKTAa, JOJDKHO OBITh MOCTABJICHO KOMIUIEKTHO

4.2. JlaToil IOCTaBKH CYMTACTCS AaTa UYHUCTOTO
OOpTOBOTO KOHOCAMEHTA, BBIITMCAHHOTO HA WMS
IToxymarens.

4. Time of delivery

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

4.2. The delivery date is understood to be the
date of the “clean-on-board” Bill of Lading issued
in the name of the Buyers.

5.YnakoBKa U MapKUPOBKa

5.1. OOGopynoBanme MOKHO OTIPYXKAaTbCS B
9KCIOPTHOM yIaKOBKE.

5.2. YmakoBka I0JDKHA OOCCIeYHBaTh IOJIHYIO
COXPAaHHOCTb I'Py3a OT BCAKOTO POJa MOBPEXKIACHHI
Y KOPPO3HHU IPH €ro TIepeBO3KeE.

5.3. Smumku, B  KOTOPHIX  YHNAaKOBaHO
o0opyZI0BaHKe, MapKHUPYETCsl ¢ TPEX CTOPOH — Ha
ABYX HPOTHUBOIIOJJOKHBIX 6OKOBI)IX CTOpOHax M
CBEPXY SIIHKA.

5.4. MapkupoBKa JoJIKHa OBITH HAHECEHA YETKO,

5. Packing and Marking
5.1. The equipment is to be shipped in export
packing.

5.2. The packing is to secure the full safety of the
goods from any kind of damage and corrosion
during its transportation.

5.3. The cases in which the equipment is packed
are to be marked on three sides — on two opposite
sides and on the of the case.
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HECMBIBAEMOU KpacKoil Ha aHTJIMICKOM U
PYCCKOM S3bIKaxX M BKIIIOYATh CIICTYIOIICE:

KonTpakt Ne

Tpanc Ne

SImuk Ne

Bec HeTTO ...KT

Bec 6pyTTO...XT

He xanToBath!

5.4. The marking shall be clearly made with
indelible paint both in English and in Russian
languages, stating as follows:

Contract No.
Trans No.
Case No.

OcroposxHo! Net weight...kg
Gross weight ...kg
Do not turn over!
Handle with care!

6.I'apanTn 6.Guarantee

[Iponasen rapanTupyer: The Seller guarantee:

6.1. UYro mocraBaseMoe  00OpyIOBaHHE 6.1. That the equipment to be supplied has been
U3rOTOBJICHO B  mojHOM  coorBerctBuu ¢ | manufactured in  full conformity with the
omycaHHeM, TeXHWuYeckoil crermpukanuein u c | description, technical specification and with the
YCIOBUSAMH HACTOSIIETO KOHTPAKTA. conditions of the Contract.

6.2. UYro KOMIUIEKTHOCTb  ITOCTaBJIIEMOTO 6.2. That the completion of the equipment to be
obopynoBanuss W nepenanHod — TexHuueckoi | delivered and of the technical documentation
MOKyMEHTAIlMh  COOTBeTCTByeT  TpeboBammsm | supplied is in accordance with the requirements
KOHTPAKTa. specified in the Contract.

6.3. Cpok rapaHTMd  HOpPMaJbHOH | 6.3 The guarantee period of the normal and

OecriepeboitHoil paboTh 000pynoBaHus 12 MecsLeB
C JIaThl ITyCKa 000PY/I0BaHMUS B SKCILTyaTalHIo.

trouble-free operation of the equipment is to be 12
month from the date of putting it into operation.

7. dopc-Maxop

CTOpOHBI OCBOOOKIAIOTCS OT OTBETCTBEHHOCTH
32 YAaCTUYHOE WM IIOJIHO€  HEHUCIOJHEHHE
00513aTEeILCTB MO HACTOSIIEMY KOHTPAKTY, €CJIH OHO
SIBIJIOCH CJICACTBHEM HEMPEOIOIUMON CHIIBI , a
UMEHHO: TTOKapa, HABOJHEHUS , 3eMIICTPSICCHUS, 1
€CIM  3TH  OOCTOSATENhCTBA  HEMOCPEACTBEHHO
TTOBJIVSUTA HA UCITOJTHEHHUE HACTOSIIIIETO0 KOHTPAKTA.

7. Force Majeure

The Parties are released from responsibility
from partial or complete non-fulfiliment of their of
their liabilities under the present Contract, if this
non-fulfillment was caused by the circumstances of
Force-Majeure, namely fire, flood, earthquake,
provided the circumstances have directly affected
the execution of the present Contract.

8. Caukmu

B cnywyae ecnu OymyT uWMeETh OMO3JaHHUS B
MOCTaBKE MPOTUB CPOKOB, YKa3aHHBIX B HACTOSIIEM
KoHTpakre, [IpomaBenm  mOMKEH  yIUIATHTH
[lokynarenro mrTpad B pasmepe 0,5% or
CTOMMOCTH HE IOCTAaBJICHHOT'O B CPOK TOBapa 3a
KOKAYIO HEJENI0 MPOCPOYKH B TEUEHHE INEPBBIX 4
Henenb ¥ 1 % 3a KaXKIyro MOCIeAYIONTYI0 HeIeIo,
HO He Oosee 10% OT CTOMMOCTH HE TIOCTaBJICHHOTO
B CPOK TOBapa

8. Sanctions

In the event of the Sellerls delay in the supply
against the dates stipulated in the Contract the
Sellers are to pay to the Buyers a penalty at the rate
of 0,5% of the value of the goods not delivered in
due time for ever week of the delay within the first 4
weeks and 1% for every subsequent week but not
more than 10% of the value of the equipment not
delivered in due time.

9. Apbutpax

Bce cmopsl m pasHoriacusi, KOTOpPBIE MOTYT
BO3HMKHYTb W3 HACTOSILIET0 KOHTpakTa WIH B
CBSI3H C HUM, OyIyT 110 BOSMOXKHOCTH pa3peraThest
IIyTEM IIEPErOBOPOB MEXk/Ty CTOPOHAMH.

B caywae ecnu CTOpOHBI HE MOPUAYT K
COIVIAIICHUIO, JEN0 TOAJSKUT Iepelade Ha
peleHue apouTpaxa.

9. Arbitration

All disputes and differences, which may arise out
of or in connection with the present Contract will be
settled as far as possible by means of negotiations
between the Parties.

If the Parties do not come to an agreement, the
matter is to be submitted for settlement to
Arbitration.

10. CtpaxoBaHue
Pacxollbl 10 CTpaxOBaHWUIO OTHOCSATCS Ha CYET

10. Insurance
The expenses for insurance are to be charged to
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\nponaBua u yzaepxkuBatotcs [lokymatenem mpu
oIlIaTe CUETOB 3a 000pyIOBaHUE.

the Seller’s account and deducted from the Seller’s
invoices at the time payments are effected.

11. TIpoune ycrnoBus

Hu ogHa U3 cTopoH He BIIpaBe NepeaaBaTh CBOU
npaBa U 0053aTENIbCTBA 110 HACTOAIIEMY KOHTPAKTY
0e3 MUCHbMEHHOTO cOorjacusi Ha 3TO0 ApYyron
CTOPOHBI.

11. Other Conditions

Neither Party has the right to assign its rights and
obligations under the present Contract to any third
Party without written consent thereto of the other
Party.

12. FOpuandeckue aapeca CTOPOH

12. Legal addresses of the Parties

Ipomaser..................... Seller......coooeviiiininn,
Ilokymatensb.................. Buyer..............oo

Hacrosmmit KOHTPAKT COCTaBJIEH Ha The present Contract is drawn up in English and
aHIVIMIICKOM H  pycCKOM  s3bIkax B JBYX | In Russian languages in 2 copies, one copy for each

9K3EMIUISIPax, MO OJHOMY 3K3EMILIAPY ISl KaXKI0M
CTOPOHBI, IIprYeM 00a TEeKCTa UMEIOT OJINHAKOBYIO
FOPUINYECKYIO CHITY.

KonTtpakr BcTymaer B Ccuiy ¢ JaThl
MOAMKUCAHMUSL.

ero
IIponasen;: Ionmuce

Tlokynarens: Tlonnuce

Party, both texts being equally valid.

The Contract enters into force on the date of the
signing.

Sellers: Signature

Buyers: Signature

[Ipu 3akTr0OYEHIH KOHTPAKTOB MOTYT OTOBAaPHUBATHCS PA3IMYHBIE YCIOBHUS IIEPEBO3KH U TOCTABKH TOBAPOB.
Jlnst ux 0003HAYECHUS UCTIOIB3YIOTCS MEXTYHAPOIHBIC TOPTOBBIC TEPMUHBI

EX Works (Ex Factory)

“Ex Work” means that the Seller's only
responsibility is to make the goods available at his
premises (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
brining the goods from there to the desired
destination. This term thus represents the minimum
obligation for the seller.

EX Works (EX Factory) —

¢panko —3aBog «DpaHKO-32BOJ» O3HAYAET, YTO
SJIMHCTBEHHAs! OTBETCTBEHHOCThH MPOJIaBIa COCTOUT
B TOM, 4TOOBI C/IeNaTh TOBaphl JIOCTYITHBIMH B €rO
momerennn  (Ha 3aBome wim  (abpuke). B
YaCTHOCTH, OH HE OTBEUYaeT 3a MOTPY3Ky TOBAapOB B
TPAHCIIOPTHOE CPEICTBO MOKYMATENs, ECIIM UHOE HE
cornacoBano.ITokynarens OTBedaeT 3a TIOJHYIO
CTOUMOCTB U PHCK TP IEPEBO3KE TOBAPOB OTTY/IA K
MECTy Ha3Ha4eHUs. DTOT TEPMHH, TaKHM 00pa3oM
MpeJCTaBIsieT MUHHMAIbHBIE O00S3aTeNbCTBA JIIIS
MpoJaBIia.

EX Ship

“EX Ship” means that the seller shal make the
goods available to the buyer on board the ship at the
destination named in the contract.

EX Ship - ¢ Oopra cymna, ¢panko - mopT
Ha3HAUCHHUS
«C 06opTa cymaHay 03HAYaeT, YTO MPOJIAaBEeIl JOJKEH
cAenaTh TOBapbl JOCTYNMHBIMH IOKYHAaTeIl0 Ha
0OpTy cyaHa B MeCTe Ha3HA4YCHHsI, 0003HAYCHHOM B
KOHTpPAaKTe.

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.

EX Quay — ¢ npucranu

OsHavaer, 4dTO MpoJaBel] JIeNaeT  TOBAaphl
JIOCTYITHBIMHM TOKYNATeTI0 Ha IpHYane B MeCTe
Ha3HAUCHHS COTJIACHO YCIIOBHSIM KOHTPAKTA.

FOB
FOB means “Free on board”. The goods are placed

FOB — ®Ob

DOb o3HayaeT  «DpaHKo-00pT». ToBapsl

24




on board of the ship by the seller at the port of
shipment named in the sales contract. The risk of
loss or of damage to the goods is transferred from
the seller to the buyer when the goods pass the
ship’s rail.

MOMEIIAIOTCS HAa OOPT CyAHA MPOJABIIOB B TMOPTY
OTTPY3KH, YKa3aHHOM B KOHTpakTe. Puck motepu
WA MOBPEXKJICHUS TOBapa IEPEXOIUT OT
MpojiaBlia K  MOKYMAaTelo, KOrja  TOBaphl
TepeceKaroT 00p CyaHa.

FOR/FOT

FOR and FOT mean “Free on rail” and “Free on
truck”. These terms are used only when the goods
are to be carries by railway

FOR/FOT (Free on Rail/Truck) —d¢panko-BaroH,
CcBOOOJHO B BaroHe WJIM Ha IuiaTgopme

OTH TEPMUHBI HCIIOJIB3YIOTCS TOJIBKO TOT/IA, KOT/a
TOBapbl JOJKHBI IEPEBO3UTHCS KEJIE3HOU I0POTOi.

FOA/FOB Airport.

FOB Aiport is based on the same principle as FOB
terms. The seller fulfils his obligations by
delivering the goods to the air carrier at the airport
of departure.

FOA/FOB Airport — cBo60HO B a3poIopTy
AsmanepeBozka @POBb ocHOBaHa Ha TOM XKe
npuHnune, kak U ®Ob. Ilponmasen mocrasisier
TOBaphl BO3LyLTHOMY IIE€PEBO3YHKY B a3POTIOPTY.

FAS

FAS means “Free alongside ship”. Under this term
of shipment 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 the costs and risk of loss of or
damage to the goods from that moment.

FAS — cBoboano Baomnb 6opta cyana(®panko 6opt
CyIHa)

[Ipy STOM YCIOBUHM MEPEBO3KH 00s3aTeIbCTBA
MPOJIaBIIa BHIIIOJIHEHBI, KOT/[a TOBAPHI IIOMEIIICHBI Ha
OOpT cyaHa y TpHyYala WIA B JUXTEPbL. ITO
O3HAa4yaeT, 4YTO IIOKyNaTelb JOJDKEH HECTH Bce
3aTpaThl, PUCK YTEPU WM MOBPEKICHUS TOBapa C
3TOTO0 MOMEHTA.

C&F,CFR,Cand F

C&F means “Cost and freight”. He seller must
pay the costs and freight necessary to bring the
goods to the named destination, but the risk of the
loss of or the damage to the goods is transferred
from the seller to the buyer when the goods pass the
ship1s rail in the port of shipment.

C&F -KAD

KA® - o3naugaer «Ctroumocts ®  GpaxT».
[Iponaser; moyKeH OIIATUTH PACXOJbl U IUIATY 3a
MIPOBO3 TOBApOB K HA3BAHHOMY MECTY Ha3HAYEHUS ,
HO PHCK yTepH WIH TMOBPEXKICHUI TOBapa
MEepPEeXoqUT OT MpoJaBlia K MOKYNATENIo, KOTrJa
TOBapHI MMOTPY>KEHBI HA CYAHO B IIOPTY OTTPY3KH.

CIF

CIF means “Cost, insurance and freight”. This
term is basically the same as C&F but with 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.

CIF —Cost, Insurance, Freight

CU® o3Hauaer «CroumMocth, CTpaxoBaHHUE U
®paxT». DTOT TEPMHUH B OCHOBHOM TOT JKE€ CaMBIH,
kak KA®, HO Cc C [ONOJIHEHWEM, YTO IIPOJIaBel]
JIOJDKEH 00ECTIeYUTh MOPCKOE CTPaXxOBaHUE MPOTUB
KOMMEPUYECKOTO PHUCKAa YTEPH WIH IOBPEXKIACHUS
TOBapa BO BpPeMs TPAHCIIOPTHPOBKH.

Freight/Carriage paid to...

Like C&F “Freightor Carriage paidto...” 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
rail.

Freight/Carriage paid to...- ppaxr ormmauen 1o...
[Togo6no TepmMuay KA®D, »TO 03Ha4YaeT, dHYTO
MpoJaBel] IJIATUT 3a TPAHCHIOPTHUPOBKY TOBAPOB K
MecTy HaszHaueHnsa . OJHaKO pPHCK yTepu WIH
MOBPEXACHUS TOBapa IMEPEeXOAUT K MOKYIATEIIo,
KOTJla TOBaphl IOCTaBJICHBI IEPBOMY MEPEBO3UHKY, a
He Ha OOpT cy/IHa.

Freight/Carriage and Insurance paid to ....

This term is the same as “Freight or Carriage Paid
to...” but with an addition that the seller has to
procure transport insurance against the risk of loss

Freight/Carriage and Insurance paid to...¢ppaxt u
CTpaxOBaHHE OILIAYECHEI 110...

OTOT TCPMUH O3HA4YaCT, YTO MNPOAABCI JOJDKCH
o0ecrneynThb TPAHCIIOPTHOC CTPAXOBAHUC TIPOTUB
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of or damage to the goods during the carriage. The
seller contracts with the insurer and pays the
insurance premium..

pHCKa YTEpH WM MOBPEKICHUS TOBApPa BO BpEeMs
TPaHCHOPTUPOBKH.

Delivered at Frontier

“Delivered at Frontier” means that the seller’s
obligation s are fulfilled when the goods have
arrived at the frontier of the country named in the
contract.

Delivered at frontier —gocrasieHo 10 rpaHHUIIBI

DT0 oO3HaAyaeT, YTO 00s3aTEIbCTBA IPOJABIIA
BBIMIOJIHEHBI, KOTJa TOBaphl JOCTHUIJIA TPAHUIIBI,
YKa3aHHOUW B KOHTpaKTe.

DDP, Delivered Duty Paid

While the term “Ex Works” signifies the sellers
maximum obligations, the term DDP , when
followed by the buyer’s premises, denotes the other
extreme — the seller’s maximum obligation.

The term DDP may be used irrespectively of the
mode of transportation.

DDP - Delivery Duty Paid — mocrasieno ¢ ormmaToii
nonuinHel. Ecam  TepMuH «DpaHKo 3aBOI»
03HauaeT MHUHUMAJbHBIC 00s3aTeIhCTBA MPOIABIIA,
TO TEPMHUH «IIOCTaBJICHO C OIJIATOM TOIMUIMHED),
COTIPOBOXK/IaEMBIi CIIOBaMH, Ha3bIBAIOIIIMH
MECTOHAXOXICHHUS MTOKYTIATEIS O3HA4YaeT
MaKCHMaJIbHBIE 00513aTeILCTBA MPOJIABIIA.

1. KpaTkoe moBTOpeHHE TEMBI U CJIOBAPHON TEPMUHOIOTHH MPEIBITYIIETO 3aHATHSL.

2. HOBTOpeHI/Ie rpaMMaThudeCKoOro martcepuajia OTHOCHUTCIIbHO IIPABUIJIIBHOIO MNPHUMCHCHHUA MOOAJIbHBIX

raarosos Should, would, need and shall.

3.IIpogomkute TeMy OOCYXIEHUS OCOOCHHOCTEH

KOMMGp‘IeCKOﬁ IMPAaKTUKH, MNPOU3BOACTBCHHBIX

MIPOIIECCOB B 3aBUCUMOCTH OT 0COOCHHOCTEH MTPAKTUIECKON 3aHATOCTH CITYIIATEIICH.

4. IlpopaboTaTh mpUIaraeMyro JEKCUKY O TE€ME TUIIOBBIE YCIIOBHS KOHTPAaKTOB M TEPMHHOJIOTHIO
INCOTERMS c y4ueroM mMarepuanoB u ayquo3anuceil 1o 3ToMy Bompocy npuiaraemoro CD.

5. HpeunomeL CJIyIIaTeJIIM BBICKA3aTbCA O MNPUMCHCHHU W W HCIOJb30BAHHWU TPAaHCIIOPTAa B HX

HpOH3BOI[CTB€HHOﬁ ACATCIbHOCTH

6. [enoBas wurpa: OO6CyAuTh €O CIyIIATEeNIMU YCJIOBHS TOCTaBKA TOBApOB pPA3IWYHBIMH BUAAMU

TpaHCIOpTa.

PaGouasi nporpamMma y4e0HOii 1M CIUILINHBI
Pexsiama n mapkerunr Advertising and marketing

Advertising and marketing

The way the offers and quotations are prepared and presented they play an important role in the marketing

of the goods.
QUOTATION (OFFER)

An offer. Kinds of offers.

An offer (a quotation)is a statement by the Sellers
usually in written form expressing their wish to sell
the goods. Offers as a rule include the following
information:

-the description of the goods offered (their quality,
quantity);

-detailed prices, discounts and terms of payment;
-the date or the time and place of delivery.

IIpemnoxenue (odepTa)

Buasl npennoxxeHui.

[Ipennoxenue (KOTUPOBKA) — 3TO 3asBICHUC
NpPOJaBIOB, OOBIYHO B MHCBMEHHOH (opme,
BBIpaXKarollee WX JKEJaHWe TPOJaTh TOBapEHIL.
[Ipennoxenus, KaK MIPABHUIIO, coJiepiKaT
CIIETYFOIYIO MH(DOPMAIIHIO:

-ONMCaHue Ipe/IaraeMbiX TOBApOB ( UX KavecTBO,
KOJIMYECTBO);

-oAPOOHBIE LIEHBI, CKUJIKH U YCIOBHS TUIATEXKA,
-JlaTa UM BpeMsl M MECTO MTOCTABKH.
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There are two kinds of offers.

A free offer is made when Seller offers goods to
regular customers without waiting for an enquiry
sends quotation to those who may be interested in
the goods. These offers were formerly called offers
without obligations. 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 free offers may be: "We
think you may be interested in our quotation for the
goods” or “We have pleasure in enclosing our latest
catalogue” (or the price- list of our products).

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 prices
quoted” or in some other 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 seller would risk his
reputation by withdrawing his offer before the
stated time.

Cy11ecTBYIOT 1Ba BUAA MPEAJIOKCHUM.

CBoOomHOE  TIpEmJIOKCHHE  JeaeTcs, Koraa
[IpomaBeny mpemiaraeT TOBAaphl  MOCTOSHHBIM
KIIMEHTaM, HE OXHUas 3ampoca, W TOChUIACT

KOTHPOBKY TE€M, KTO MOXET OBITh 3aHMHTEPECOBaH
STUMH TOBapaMd. OTH TMPEJIOKESHHS paHbIIe
HA3BIBAJIMCH TPEATIOKEHUAME 0e3 00513aTeNnbeTB. B
TaKOM NPEIJIOKEHUU JOJKHO UMETHCS YyKa3aHHE,
YTO OHO JIENAeTCS TPU YCIOBHH HAIMYHUS TOBAPOB
IpH TONyYeHWH 3aka3a, HavampHble ¢pa3sl B
CBOOO/HBIX TPEUIOKECHUAX MOTYT OBITh : «MBI
ITymMaeM, dYro BBl 3amHTEpecyeTech  HaIei
KOTUPOBKOM  Ha TOBape» win «Mbl umeeM
YAOBOJBCTBUE NPEIIOKUTh HALLl CAaMbIA TOCIEIHUI
KaTtajor (WM MpelCcKypaHT HAIlUX U3JIEIHUN)».
TBepmoe nmpeanoxeHne — 3To 00elanre MOCTaBUTh
TOBaphl Ha 3asABJICHHBIX YCIOBHSX ( TO €CTh IO
3asBJICHHOM ILIeHe W B Ipeaesiax 3asBICHHOTO
Mepuosia BpeMeHH). DTO OOemaHne MOXKET OBITH
BBIPXKEHO B MUCHME CIEAYIOLUIUMU CIOBAMHU: « MBI
nenaem Bam TBepaoe mpeliioKeHue Ha MOCTABKY K
cepeauHe Mas [0 YKa3aHHOM IIeHe» 170131
Kakue-HuOyAb qpyrue ciioBa Tuma: « [Ipeanosxxenue
UMEET CUy B Cilyyae IPHUHSITHS €ro B TEUCHHUE
YeThIpHaAUATH IHE» win «lIpeayioxkeHre OTKphITO
JUTSI IPUHSTHS A0 TSATHAIIATOTO SHBAPS.

IlpomaBupl, aAenaromve TBEPAOE MPEIIOKECHUE,
UMEI0 TIPaBO CHATH €ro B JIT000E BpeMs MPEKIe ,
yeM OHO Oyxaer mpuHsATO. Ha mpaktuke, omHaKo,
HUKaKOW TmpojaBer] He OyIeT pHCKOBAaTh CBOCH
pemyTanue, OT3hIBas CBOE TPEUIOKEHUE 10
3asBJICHHOTO BPEMECHH.

EXPRESSIONS USED IN ENQUIRIES FOR CATALOGUES, BROCUHURES ETC. AND IN

ANSWERS TO SUCH ENQUIRIES

Mper Oynem o0si3aHbl, ecnu Bwl momutete Ham
Bamm mocienane KaTamory, OpOITIOps! WiTH JIF00bIe
JIPyTHUE TyOIHKAITHH.

MbI paabsl OpUIIOKUTH Halll CaMblid MOCIETHUAN
KaTaJioT, WJUTFOCTPUPYIOMINN aCCOPTUMEHT HAaIhX
U3JIeTUN, KOTOPBIM, MBI mojnaraeMm, Bel Haiinere
TTOJIE3HBIM.

Kak Tonpko kaTamoru OyAyT B HaJIWYUU , MBI
nonnieM BaM HECKOJILKO KOIUM.

MaI ¢ coxaneHueM cooOiiaem Bam, 4to THpax
HaIIEro KaTajaora BECh Pa3oLIeics.
MEl

3aMHTEPECOBAHBl ..., PEKIAMUPYEMBIM

We shall be obliged if you will send us your latest
catalogues, brochures or any other publications.

We are pleased to enclose our latest catalogue
illustrating our range of products, which we trust
you will find useful.

As soon as the catalogues will be available, we
will send you some copies/

We regret to advise you that our catalogue is out
of print.

We are interested in ... advertised by you in this
catalogue.
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Bamu B oToM KaTamore.
Ecnu Bam HyXHBI ellle KONUKM 3TOTO Kartajora,
MoXKaIyicTa, HAMUIIUTE HaM.

ToBapel, Ha KOTOphie Bbl cchulaeTech, HET B
HAJIMYUH, U TIO3TOMY KaTaJoroB €Ile HeT.

Msl npunaraem 111 Bameit napopmaniu Hanry
OpoImtopy W pEeKJIaMHBIN JINCTOK, KOTOPBIE, MBI

nojaracm, Bu1 Haﬁz[eTe IIOJIC3HBIMH.

Msbl Obti  MHQOPMHUPOBAHHL..., YTO Bbl —
W3TOTOBUTEIN U IKCIIOPTEPHI. . .

Me1 Buznenu Bamy pexiamy B ...
Mei cebitaemcst Ha Banry peknamy B ...
Mg OyneMm panbl oTBeTUTH Bam Ha mroOble

JIOTIOJTHUTENBHBIE BOMIPOCHI, KOTOphle BBl MokeTe
3a/1aTh.

If you require further copies of this catalogue,
please do not hesitate to write to us.

The goods to which you refer are not in stock and
therefore no catalogues are available as yet.

We enclose for you information our brochure and
leaflet that we trust you will find useful.

We have been informed by
manufacturers and exporters of ...

...that you are

We have seen your advertisement in...
We refer to your advertisement in...

We shall be glad to answer any additional
questions you may ask.

ENQUIRY LETTER
(Sample)

[MNCBMO-3AITPOC

(O6pasen)

HOWARD & PRATT
Ladies™ Clothing

306, 3d Avenue
Chicago, Ill, 60602

USA

Sept. 21, 2013

JACKSON & MILES
118 Regent Street
London WIC 37D
UK

Gentlemen,

We saw a collection of women's dresses in your September catalogue. The lines you showed would be most

suitable for our market.

Would you kindly send us your quotation for clothing that you could supply to us by the end of November?
We would require 1.000 dresses in each of the sizes 10-14, and 500 in sizes 8 and 16.
We propose the payment to be made by Letter of Credit.

Thank you for an early reply.

Very truly yours,

P.PRATT, Jr.
(P.Pratt)
Buyers
AN OFFER MPEJIOXEHUE
(Sample) (O6pazer)

JACKSON & MILES
118 Regent Street
London WIC 37D
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UK

Sept. 28, 2013

HOWARD & PRATT
Ladies™ Clothing

306, 3d Avenue
Chicago, 111, 60602
USA

Dear Sirs,
We are pleased to make you a firm offer regarding our products in the sizes you require. Nearly all the
models are obtainable and can be delivered to you by the end of November. All other models of dresses can
be supplied by the middle of December 2013, subject to our receiving your order by 15" of November. If
you prefer the goods to be shipped by air freight, this kind of shipment will be charged extra at costs.

Yours faithfully,

D.A.Leary
Manager

Export Department
Sellers

1. KpaTkoe moBTOpEeHHE TEMBI U CIIOBAPHON TEPMUHOJIOTHH MPEIBITYIIETO 3aHATHSL.

2. HOBTOpeHHC TpaMMaTU4YCCKOro martcepuajia OTHOCHUTCIBHO MNPUMCHCHUS CTpa;[aTem,Horo 3anora
(Passive Voice) u ocobeHHOCTEH MCITOIB30BAHUS BhIpakeHui because and so.

3.006cyx)aeHubl TEMbl MApPKETHHTA U PEKJIAMbl, KOMMEPUECKUX 3alPOCOB U MPEIJIOKCHUH, 03HAKOMJICHHUE
C COOTBETCTBYIOILIEH JICKCUKON U TEPMUHOJIOTUEN

4. IIpopaboTaTh npUIIaraeMylo JEKCHKY C y4eTOM MaTepHalioB U ayAMO3alHceill 10 3TOMY BOINPOCY.
OOcymuTh CcO choymarensiMd OCOOCHHOCTH MAapKETHHIa B COBPEMEHHBIX YCIOBHAX C YYETOM HX

MIPaKTUYECKOH NEATEIbHOCTH.

5. I[eJ'IOBafI urpa: HpeZ[J'IO)KI/ITL CJIyHIaTCJIAM BBICKA3aTbCA O croco0ax HCIIONB30BAHUS W 3HAYCHUH
PEKIIaMBbI B ACATCIbHOCTH UX MMPCATIPUATHA.
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PaGouas nporpamMmma y4eOHOI TMCUUIIMHBI
OpraHu3anus J1eJIOBBIX M0e310K U BcTpey Arrangements for business trips and meetings

Buying a ticket

-Good morning. What can | do for you?
-I'm going to fly to New York. Tell me, please, if |
can buy a ticket for f flight on Monday, next week?

-Do you want a return ticket, sir?
-Yes.
-When are you going to fly back?

-I"d like to buy an open-date ticket.

-What class do you want to fly?

-1"d prefer economy class.

-Just a moment, sir. I'll check if there are any
available seats...Yes, there are a few economy seats
left on flight SU 315.

-Fine. How much is it. May | pay in cash?
-Yes, we accept cash. What is your name, sir?

-Victor Pospelov.

-Here are your tickets, please.

-When does the check I begin?

-The plane is due to depart at 7 a.m., so you are to
check in one hour prior to the departure, that is at 6
a.m.

-And what time does it arrive to New York?

-The expected time of arrival to JFK airportis 2 p.m.
local time. There | eight hours time difference
between Moscow and New York.

At the airport hotel

-Good evening/

-Good evening, sir. I'm at your service.

-I'd like a single room for one night only. | fly back
home tomorrow morning.

-All right, sir. Fill in this form, please. Write your
name and your address here.

-Could you wake me up at seven o clock?

-Certainly, sir. Would you like our restaurant room
service to bring you breakfast?

-Yes, | would like to.
-You can order your breakfast by telephone from
your room. Here’s your key, sir. Room 312 is on the

[Noxynka Omitera

-Jlo6poe yTpo. Uem s mory ObITh Bam nomnesen?

-5l cobuparocs nereth B Hbro-Mopk. Ckaxute,
MOXKAIIylCTa, MOTY JIM i KYIHUTHb OWJIET Ha peic B
MOHEIeIBHUK Ha CleIylomei Henene?

-Br1 xoTuTe Omier Tyaa u ooparHo, cap?

-Jla.

Korna Bel codbupaerecs jieteTh 00paTHO?
-51 OBbI XOTEJ KYIUTh OUJIET C OTKPBITOM JaTOM.

-Kakum knaccom Brl xoTute nerers?

-51 GBI peaAroYes 3KOHOMUYECKHUI.

-Onny MuHYTY, c3p. S mpoBepro ecTh JH
KaKkue-HUOYAb MeCTa B HAJMYHH. ..

Jla, HeCKOIBKO MECT SKOHOMHYECKOTO Kiacca
ocrajock Ha peiic SU 315.

-IIpekpacHo. Ckonbko 3T0 Oyner cTouts? MoxHO
3aIUIaTUTh HAJIMYHBIMU?

-Jla, MBI TpUHUMAEM HaJIWYHBIC,
MOXKAITyHCTa CBOIO (DaMILTHIO.
-Bukrop Ilocnenos.

-Bor Bammm 6uTsl, moxxanyiicra.
-Korpa naunnaercs peructpanus?
-Camorner NOmKeH OTIpPAaBIATHCS B 7 4acoB yTpa,
M03TOMY BBI HOJIKHBI 3aperuCTPUPOBATECS 32 OJUH
qac 710 OTIpaBJIeHuUs, TO €CTh, B 6 4acOB yTpa.

Hazosure,

-A xorza on npubsBaet B Hpio-HMopk?

-OxumaemMoe BpeMsi TpPUOBITHS B adpONOPT
Kennenn — 2 yaca OHA MO MECTHOMY BpPEMEHH.
Pasauna Bo Bpemenn Mexay MockBod U
Hero-Mopkom BoceMb 4aco.

B roctunuie asponopra

-J100pwiii Beuep.

-J1oOpsrit Beuep, cap. K Bammm ycmyram.

-$1 6BI XOTET OHOMECTHBIN HOMEpP Ha OAHY HOYb. S
yJIETar0 JIOMOM 3aBTpa YTPOM.

-Xopomo,  c¢3p. 3amonHMTE ~ 3TOT  OJIAHK,
noxanyiicta. Hanmmmmre Bamry dhamunuio u ampec
371ECh.

-He mornu 651 Bel pa30yauts MeHs B

CeMb JacoB?

-KoneuHo, cap. He xotute 11t Bol , 4T00BI U3 OTAETA
o0cmyXUBaHMsI HOMEPOB HAIllero pectopaHa Bam
MIPUHECIH 3aBTpaK?

-Jla.

-Bol Moxere 3akaszaTh 3aBTpaK NO TeleQOHY U3
Bamrero nomepa. Bor Bam kimrou, cap. Komnara 312
HaXOJWTCS HA TPETheM dTake. JIudT crpaga.
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third floor. The lift is on the right. -Bonbmoe cnacubo.

-Thank you very much.

Vocabulary

To be located OBITH PACIOIOKEHHBIM
Downtown IIEHTp ropozaa

Foreign WHOCTPaHHBIH

Exhibition center BricTaBouHbIH LIEHTP
Friendly JIPYKETFOOHBIT

Staff MEPCOHA

Pleasant JOCTABJISIOIIHNIA YI0BOJIbCTBUEC
Spacious MPOCTOPHBIN

Apartment (room) HOMEp B TOCTHHHIIC

To include (all included) BKITIOYATh (BCE BKJIFOYCHO)
Double room JIBYXMECTHBIH HOMEp
Single room OJIHOMECTHBI HOMEP
Suite HOMED <«JTFOKCY

Security system cucTeMa 0e30macHOCTH
Safety-deposit boxes cei(bl T XpaHSHUS

Air conditioner KOHIUIIUOHED

Entrance hall XOJII TOCTUHHILIBI
Reception clerk OpThE

Electronic lock 3JIEKTPOHHBIH 3aMOK

Plastic card IJIACTUKOBAs KAPTOUKA
Magnetic code MAaTrHUATHBIN KOJI

Inquiry office CTpaBOYHAs

Laundry npaveyHas

Dry cleaning XMUMYHCTKA

Shoes repairs PEMOHT 00yBHU

Service bureau 010pO 00CITy)KUBAHUSI

To rent (rent a car) apeH0BaTh (MMPOKAT aBTOMOOHJICH)
To book tickets in advance 3aKa3bIBaTh OMJIETHI 3apaHee
Hair dresser’s JlaMCKasl apruKMaxepcKas
Barber's MY’KCKasi MapuKMaxepcKas
Beauty saloon KOCMETHYECKHUH CaIOH

To change currency MEHSITh BAJTIOTY

Luggage Oarax

1. KpaTkoe moBTOpeHHE TEMBI B CJIOBAPHON TEPMUHOJIOTHH MPEIBITYIIETO 3aHATHSL.

2. lTloBTOpeHHEe TpaMMAaTHYECKOTO MaTepHaia OTHOCHTEIHLHO OCOOCHHOCTEeW mpuMeHeHus ¢opm “‘Preset
Continuous” 1 ucnone3oBanus riaaroabHeIX Gopm  Will and going to mpu 06pa3oBanuu OyayIIEro BpEMEHH.

3. TIpopaboTKa MaTepPHaIOB OTHOCHTEILHO OCOOEHHOCTEH MCIIONB30BAHMS BOIIPOCOB O MeCTe U BpeMeHu When
and where.

4.06cyxneHrue TeMbl MOATOTOBKM K JI€JIOBOM II0€3/IKE, O3HAKOMIIEHHE C COOTBETCTBYIOLIEH JIEKCUKOH U
TEPMHUHOJIOTHEN.

5. TlpopabGoTaTh JIEKCMKY MAaTepHaJIOB M ayJUO3AIMUCEH 10 3TOMY BOIIPOCY.
6. [IpeIoXKuTh CITyIIaTeNsiM BEICKA3aThCs 00 OpraHU3aIiK JIEIOBBIX MTOE3/I0K B UX MPEATIPUATHH.

7. Menosas urpa: O0cyxkaeHHe cO CyIIaTeNIMI OCOOCHHOCTH OPraHU3aIl|H JIEIOBBIX TIOE37I0K B COBPEMEHHBIX
YCHOBUSIX
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PaGouas nporpamMmma y4eOHOI 1MCUMIIMHBI
HesioBblie noe3nku. IlpoxxnBanue B otese. Business travel. Staying in hotel

Checking in

-Good evening. | have reserved a single room for
three days at your hotel.

-What is your name, please?

-Mr.Smith.

-Yes. Weve reserved a room for you. It’s room 275.
It’s quiet and comfortable.. Will you register please?
Here are the forms.

-How much do | pay?
-Ninety dollar a day plus tax. How will you pay?
-Can | pay with a credit card?

-Sure. The porter will take your suitcases and show
you up to your room.
-Thank you.

Checking out

-I'm checking out tomorrow. Could you, please,
make out the bill?

-Just a moment, please. Here's your bill for the
apartment, telephone and room service.

-How can | pay?

-You can pay here with your credit card.

-Could you send my suitcases down tomorrow?
-Certainly, sir. How did you like staying at our
hotel?

-1 liked the service and the meals in your restaurant
were excellent.

-I'm glad you you liked it here. | hope you will stay
at our hotel again next time when you come to our
city.

Perucrpamus

-J1o6prrit Beuepio S 3a0poHUpOBa HOMEP Ha TpU
nHdg B Bamel rocTuHUIE.
-Bama ¢amunus, noxanyicra.

-Cmut
-Jla, mp1 3a0ponupoBanu i Bac mHOMeEp. D10
Homep 275. OH THXMH W yJOOHBI.

3aperucTpupynrecs, noxanyicra. Bot OnaHku.
-CKOIBKO 5 TI1agy?

-J/IeBsHOCTO MONNIApoB B A€HB ITtoC Hajor. Kak Bel
Oyzere miIaTuTh?

-Mo0>XHO 3aIUIaTUTh KPETUTHON KapTOUKOM?

-Koneuno. Hocunbiuk Bo3pMeT Bamm ueMonaHel 1
poBoauT Bac HaBepx B Bam HoMep.
-Crracu0o.

OTne3n

-4l Bele3xaro 3aBTpa. He mormm Obl Bwr BhITUCATH
cuer?

-MunyTky, noxanyicra. Bor Bam cuer 3a Homep,
TeaeoH U 00CTy)KUBAHUE HOMEPORB U3 PECTOpaHa.
-Kak s mory 3amnatute?

-Bel  MoxeTe 3amiaTuTh  3[€Ch  KPEIUTHOM
KapTOYKOM.
-He w™mormu 61 Bel 3aBTpa oOTHpaBUTH MOM

4eMOJaHbl BHU3?

-Koneuno, cap. Bam monpaBuiocs npeObiBaHHE B
HaIIei rocTuanIe?

-MHe noHpaBHIIOCH 00CTy)KHBaHUE, a efa B Bamem
pectopaHe ObUIa OTJINYHAS.

-1 pan, yto Bam y Hac nmoHpaBwiocs. S HanewCs,
4yTO BBl OCTaHOBUTECH B HAILIEH TOCTUHHULIE CHOBA B
CJeIyIOINI pa3, Korja NpueaeTe B Halll TOPO/I.

At the hotel

The Golden Ring Hotel is located downtown in Moscow. The hotel has a modern building. It is not far from the
foreign embassies, foreign companies offices and from the Exhibition Center.

Friendly staff and high standard of service make the stay in Golden Ring Hotel pleasant and enjoyable. The hotel
has spacious comfortably furnished apartments including double and single rooms/, and luxurious suites.

The hotel offers the most sophisticated security systems. The guests are provided with in-room safety-deposit
boxes, satellite TV and telephone lines, air conditioners.

We are in the entrance hall of the hotel. The reception clerk is behind the reception desk. He gives the guests the
keys from their apartments. Modern hotels have electronic locks on the doors. They are opened with a plastic card
with a magnetic code. The codes are usually changed every day.

Large hotels usually offer their guests different kinds of services. There is the inquiry office where they will
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answer all your questions and give you all the information you want. At the laundry you can have your things
washed and pressed. At the dry cleaner’s you can clean your cloth. At the shoes repairs™ you can have your shoes
mended and polished. At the service bureau you can order a taxi or rent a car, book in advance train and air tickets.
There are also hairdressers's, barber's and beauty saloon.

There is a small banking office in the entrance hall. You can cash traveller's checks an change currency there.

If you need to leave your suitcase for while you can use the left-luggage office. The hotel porter will help you
carry your luggage.

1. KpaTkoe moBTOpeHne TEMBI U CIOBAPHOW TEPMHUHOJIOTHUH MPEIBIIYIIETO 3aHATHS, KOTOPOE HETIOCPEICTBEHHO
CBA3aHO C TEMAaTHUKOW JaHHOTO YPOKa.

2. [NoBTOpeHNE MPaBIIILHOCTH IPUMEHEHUS B Tipesioxenusx T.H. Contrast Words..

4.HpO,Z[OJ'DK€HI/Ie O6Cy>KI[eHI/I$I JICKCUKH ,Z[eJ'IOBOﬁ noe3aKU, NPOXKHBAaHHA B TOCTUHUIC W TCPMHHOJOTUH,
CBSI3aHHOM C TOCTHHWYHBIM OHU3HECOM.

5. O6cyxaeHne co CIIyIaTeIsiMi TEPMUHOJIOT Y, CBSI3aHHOMH C OJIETaMH Ha CaMoJIeTax, HEPeMELCHUS APyTUMHU
BUAAMHU TPAHCIOPTa, BKIOYas keje3HomopokHoe coobmenne B EBpone (Eurostar, TGV). IIpopaboTats 31y

TEMy C y4eTOM MaTepHaJIOB U ayINO03alHiCced 0 3TOMY BOIIPOCY.

6. HpeZ[J'IO)KI/ITB CJIYIIATCJIsIM BbICKA3aTbCA 00 MX JTUYHBIX ACJIOBBIX MMOC3KaX, OIBITC NPOKUBAHNUA B TOCTUHULIAX
1 IMOJIB30BaHUA yCJIyraMy TOCTUHUYHOI'O KOMIIJICKCA.

7. Z[GJ'IOBB.SI urpa. O6C}’)I(,I[GHI/I€ CO cCliymaTreiaMu TEPMUHOJIOTHH, CBSI3aHHOM C IIOJIETaMH Ha caMoJcTax,

HepeMeIleHUsT JPYTMMHU BUIAaMM TPAaHCIIOPTa, BKIIOUas >KeJle3HOAOopoxHoe coodmenue B Eppone (Eurostar,
TGV)

PaGouass nporpaMmma y4eOHOI TMCUMIIMHBI
Padoune ¢paxkTel mmdpsr Staff facts and figures

Appraisal

How can you let employees know that if they are doing their well at their jobs (give feedback on their work)? In
some companies, managers have regular meetings with each member of the staff , when their achievements ,
strength and weakness are discussed. This is sometimes called an appraisal.

Give your opinion about the different ways of the appraisal:

1.The manger has a meeting with the employee in the office once a year to discuss their work.

2.The manager has a meting with the employee once a year as above, but outside the office. (for example in the
cafif).

3.The manger only has a meeting with the employee if their work is not satisfactory.

4.The manager gives the employee a grade t the end of the year (for example a number from 1 to 5), where 1 means
very good and 5 means poar).

5.The manager asks other members of the staff to complete a questionnaire about the employee.

It is a normal think that during their career in the company the employees attend training courses to upgrade their
skills and experience.

the following statistics and facts:
1.Average hours worked per person in different countries in years 2000-2003 (Czech Rep., Mexico, Japan, USA,
UK, Norway).
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2.Percetage of companies who have women in senior management in six countries (Auxtralia, N.Zeeland,
Philippines, Russia, Pakistan, Japan)

Report on use of emails

A HR manager of one company request a report on use of emails at work in order to improve office
communication and identify training needs.

Here are the results:

1.Number of emails.

Staff were asked to indicate ho many emails they receive per day.
5 members receive 1-5 mails

8 members receive 6-10 mails

14 members receive 11-15 mails

3 members receive more than 15 mails

2.Technology

38 members check their email more then once a day
36 members know how to organize folders

20 members know how to use meeting schedule

3.5tress.

32 members of the staff feel that emails are the major cause of stress.  The most common reasons for this are:
-being copied into emails which do not concern them (30 members).

-unclear wording (23 members).

-overuse of the “urgent” icon (14 members)/

32 members of the staff think that the problem will get worse in the future.

Absenteeism

What is the best to be used to decrease the rate of absenteeism?

-Stop paying employee for the first three days that they take off sick.

-Give an extra day's holiday to all employees who take no days off sick during the year.
-Reduce sick pay to 50% of the employee’s normal salary.

-Employ an outside doctor who the staff must report to when sick.

1. KpaTkoe mOBTOpPEHHE TEMBI B CJIOBAPHON TEPMUHOJIOTHH MPEIBIIYIIETO 3aHATHSI.

2. 'pammaTideckass TeMa IPUMEHEHHSI M HCITOIH30BAHUS IPSIMOM M KOCBEHHOH pEeUd B aHTJINACKOM SI3BIKE.

3. O6CcyXxaeHne TeMaTHKH OIICHKH W TIOBBIMIECHUS KBaTU(UKAIMK TepcoHana. PeKoMeHIanuy mo HamnvcaHHuio
pe3ome .

4. O3HakoMJIeHHE C TEPMHUHOJIOTMEH YIpaBlIeH4YeCKO u KaapoBod pabotrel. [lpu mpoBemeHUH 3aHATHUSL
WCIIO0JIb30BaTh MaTepHajbl U BOIIPOCH  ayAUO3aNUCEH.

5. TlpeanoxwTh CHOyIIaTeNsM  H3JI0KUTh CBOK TOYKY 3PCHHS OTHOCHUTEIBHO OICHKM W KBATH(UKAIMN
nepcoHana

6. llenoBas urpa: [IpeyioxkuTh CiryImaTensiM H3JI0KUTH CBOIO TOUKY 3PEHUSI OTHOCUTENBHO a0CeHTeen3Ma
cpeau COTPYAHUKOB KOMITAHUU
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OneHovYHbIEe MAaTEePHATIBI:
Bonpocs! 17151 HTOroBoii arTecTanuu (YCTHOe 00Cy:KIeHHe)

-Kak 00BsICHUTH MPUHIIUTIBI B3aUMOCHCTBUS TIOpa3ICIICHUN

-YMeHue 00bSICHUTH IPEUMYIIIECTBA U HEOCTATKH

-Kak npoananuzuposats 3 (HEeKTUBHOCTH Pa0OTHI JIUI] MY>KCKOTO U YKEHCKOTO 1MoJia

-Kaxk caenath BEIBOJIBI pa3paboTaTh MEPHI ISl YITYUIICHUS TPOU3BOAUTEIHHOCTH

-Kak copmynupoBaTh cBOH TIpEITIOKECHUS

-Kak coctaBuTh CBOE MHEHHE O METO/IaX OIIEHKH paboTHI TIepcoHaa

-Kax u310%uUTh pyKOBOACTBY CBOE MHEHHE O CIIOCO0aX MOBBILICHHUS KBATU(PHUKALINT

-Kaxk o1ieHuTh pe3ynbTaThl TPEHUHTOB

-Kak 00bsicHUTE HJICI0 cO31aHUs] HOBOTO OM3HECa

-Kak u3noxuts B Oecenie cBoe MHEHHE O BO3MOXKHOCTSIX (PMHAHCHUPOBAHUS

-Kak cpopmynmpoBats cBoe MHEHHE O BO3MOXKHBIX PHCKAX

-Kax BbIPa3UTh CBOC OTHOUICHHUE K OINIAYMBACMbIM OTIIyCKaM 1 ﬂeHe)KHOﬁ KOMIICHCAIlU 3a HeHCHOHLSyeMLIfI
OTILyCK

-Kak 06CcytuTh MOHUTOPUHT paOOTHUKOB HAXOISIIMXCSA B OTIIYCKE U OJHOBPEMEHHO B peskume On-line ¢
KOMITaHUEH

-Kax 3apeructprpoBathcs B a3ponopry

-Kak o0cynuTh mpenmyiecTBa moe3nku Ha Eurostar mo cpaBHeHHIO C caMOIIeTOM

-Kaxk u36exats mpo0aemsl Ipu nepeesaax

-Kak moroBopuThest 0 BCTpeue ¢ nmapTHepamu

-Kak monp30BaThCs yCIryraMu TOCTHHUIT

-Kaxk 3aka3aTh OmiieT ¥ HOMEp B TOCTHHHUIIC

-Kak 00CymuTh IpeMyIIecTBa Pa3IMIHbIX aBHATHHAN

-Kak 3ampocuts uHpOpMaLuio 00 oTesie U ypoBHE 00CITyKMBaHUS

-Kak onmcats npoduiis pupmbl

-Kak onmcats 0cOOEHHOCTH U IPEUMYLIIECTBA CBOCH KOMITAHUH

-IIpnoOpeTenne HABBIKOB YBEPEHHOTO OOIIEHNMS Ha BHICTaBKaX, PEKIIAMHBIX MEPOIIPHATHIX
-Kak 10roBopHTECS 0 3aKITIOYSHHUH CACIKY C MOCTABIIUKAMU U ITOKYITATEISIMH

-Kak onpenenuts OCHOBHBIE yCIIOBHSI KOHTPAKTA

-Kax OOTOBOPHUTHCA O CPOKaAxX M YCIOBHUAX IMOCTABKHU U IUIATEXKaA

-Bnanenue repmunonorueit INCOTERMS nuist ygactust B c/ieikax 1mo 9KCIopTY H UMIIOPTY
-Kak coctaBuTh pekiiaMariioHHOE MUCHMO M OTBETHTh Ha MPETCH3UIO

-S13bIKOBBIE HABBIKU BlaAcHUs MIHTEpHETOM

-Kak Bect popmansHyto U HeopMallbHYIO MEPEnucKy uepe3 MHTepHeT

-Kax odopmuts nenosoe nuceMo

-Kak coctaBuTh 3ampoc 1 0hopMHUTH OTBET Ha MPEIOKEHUE

-Kak pacckazats 00 uctopun oOpa3oBaHUsI KOMITAHUN

-YMeHnue o0cyinTh Opranu3aniio Ou3Heca 1 MeHeHKMeHTa B Poccun 1 B Ipyrux cTpaHax.

MarepuaibHO — TEXHHYECKOE ofecrieyeHue
Aynuropus (cormacio bTU - komHaTa 5, corinacHo BHyTpeHHEH HyMmepanun — kKaduHeT 308)

OcHamenne:

Cton yuuTens ¢ ToABeCHOW TymOo# cepblii — 1 miT.;

Cron ny6 coHoma — 3 miT.;

Crtyn rp. uepHbIii/n.panepa — 6 mr.;

Jlocka marautHO-MapkepHas 100x240 mak amomuH. pama — 1 mrT.;
KondepeHnu-kpecio k/3 4€pHslii /opex — 1 1mrt.;

Kynep — 1 mir.;

HoytOyxk mayis mpenonaBarens — 1 mit.;

[IpunaTep — 1 1mIT.
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O0pa3en ynocToBepeHusi 0 NOBbIIIEHUMH KBAJIU UKALUHA

POCCHIACKAA DEAEPALIMA

YAOCTOBEPEHUE

O MOBLIUEHMM KBAAMDHEALIMK

000000000000

Aoxymenm o xbaruguxaraa

Permcrpanmonini Homep

Topos,

HacTosmee yAOCTOBEPEHIE CBUACTEALCTBYET O TOM, 1O

npomea(a) nopsimenye Kpasuduranm 8 (Ha)
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Crnucok 0013aTeJIbHOM JIMTEPaTyPhI
1. CnacubyxoBa, A.H. /lenoBoii aHTTUHCKAN S3BIK: yaeOHOE TOCOOHe I CAaMOCTOSATEIHFHOU PabOThI CTYIEHTOB
/ A.H. CniacubyxoBa, .H. Pantanosa, K.B. Bypkeesa; OpenOyprckuii roc. yH-T. — OpenOypr: OI'Y, 2013. — 163
c. ISBN - http://elib.osu.ru/bitstream/123456789/10473/1/Cnacubyxosa.pdf

CHMCOK J0TOJTHUTEIbLHON JTUTEPATYPhI
1. Aurnmiickuii s3u1k i gemosoro oomenus: B 2 1. T. 1 (Y. 1, [] 81 2, 3) / Aynkuna ' A., I1anosa M.B., Peit
3.I'., XBangpHoBa A.T. — 8-¢ uzn., nepepad. — M.: «Dunomatucy, 2008. — 688 ¢. — (Cepust «Dunoaorus»)
-https://ggpatl.gomel.by/kuzmenkova/wp-content/uploads/2018/01/dudkina_g_a_pavlova m_v_i_dr_english_fo

r _businessmen 1.pdf
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	1. Vocabulary
	2.Повторение грамматики по вопросам
	-Present Time
	-глагол  to be
	-местоимения (Pronouns)
	3. Знакомство с прилагаемой лексикой и чтение текста “Businessman`s day”. Обсуждение текст.
	4. Обсуждение со слушателями темы “The working day”, выявления их способности рассказать о своей работе. Данную работу проводить с учетом материалов Unit 1 “The working day”, Business Benchmark и аудиозаписей.
	5. Деловая игра:  описание слушателем своих должностных инструкций или обязанностей.
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно использования неопределенного и определенного артиклей. Обратить особое внимание на особенности применения артиклей перед географическими названиями.
	3. Знакомство с прилагаемой лексикой по корпоративной культуре.
	5. Деловая игра: Провести проверку навыков и знаний основ и стандартных фраз, используемых в телефонных разговорах согласно прилагаемому материалу. Разбив слушателей на пары провести имитацию телефонных разговоров на темы назначения встреч, поставок т...
	Forms of business organization
	1.Краткое повторение материалов предыдущего занятия. Проверка задания.
	2.Повторение грамматики по вопросам:
	-Past time and Present Time
	-Regular and irregular verbs
	3. Знакомство с прилагаемой лексикой и терминологией по теме “Company incorporation”.
	4. Обсуждение со слушателями  вопросов и особенностей организации бизнеса в Великобритании, США и России.
	5. Провести обсуждение примеров истории и развития отдельных компаний  с учетом материалов Unit 3 “Company growth”, Business Benchmark, и аудиозаписей  прилагаемого CD.
	Интернет. Деловая корреспонденция. The Internet. Business correspondence
	Talking about Internet one must accept that today it probably the most important accessory in the business life because it provides:
	-   a very large source of business information
	- a possibility to create an own web-site
	- a possibility to arrange advertising and publicity of own activities
	- a possibility to effect on-line banking
	- an access to a quick way of contacts and correspondence through e-mail
	Taking in  mind the importance of business correspondence one must be very careful about formal and informal language which is used, because still now many important documents have to be put on paper and signed by hand.
	Hereafter are the examples of formal and informal letters sent by e-mail:
	Business correspondence
	English business letters
	Деловые письма на английском языке
	7. Подпись
	Подпись располагается под заключительной формулой . Сначала пишется название организации, под которым уполномоченное лицо ставит рукой свою подпись.
	Например:
	Brown & Co., Ltd.    Браун и Ко. Лимитид
	D.Green     Д.Грин
	Manager     Управляющий
	Подпись на важных финансовых документах может выглядеть так:
	For and on behalf of…   От имени и по поручению
	(name of the firm)    (название компании)
	A.Collins President    А.Коллинз Президент
	D.Stewart Manager    Д.Стюарт Управляющий
	8/9 Приложения и копии
	Указания на приложения и копии осуществляются достаточно произвольно:
	We are sending herewith…..
	We have pleasure to send you…
	We enclose…….
	We attach…….
	Please find enclosed…….
	ОБРАЗЕЦ РАСПОЛОЖЕНИЯ ДЕЛОВОГО ПИСЬМА
	1.Дата
	Nov.10, 200…
	2.Адрес
	Mr.George Ganson
	113 Carpenter Ave. 11579
	Sea Cliff, N.Y. USA
	3.Приветствие
	Dear Mr.Ganson
	4.Тема письма
	Re:Offer of goods
	5.Текст письма
	Thank you very much for your offer of goods sent to us.
	We shall keep you informed as to our decision concerning the terms and conditions of your offer.
	6.Заключительная формула вежливости
	Very truly yours,
	7.Подпись
	J.B.Priestly
	8.Указание на приложения
	2 Enclosures
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно правильного употребления числительных, обозначения дат и времени. Разобрать на примерах особенности применения оборотов there is/there are во всех временах.
	3. Проработать  прилагаемую лексику. Обсудить со слушателями особенности использования Интернета, электронной переписки, создания web-site и использования системы online banking.
	4. Деловая игра: Предложить слушателям высказаться о применении Интернета в их работе.
	5. Деловая игра:  Обсудить структуру классического делового письма в коммерческой корреспонденции.
	Коммерческая документация.  Описание  оборудования и материалов Commercial documentation. Describing equipment and materials
	Phrases frequently used in business correspondence
	Выражения, часто используемы в деловой переписке
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно правильного применения модальных глаголов can, may местоимений ,little/ few неопределенных местоимений  some, any,
	3. Проработать  прилагаемую лексику с учетом материалов и аудиозаписей  по этому вопросу прилагаемого CD.
	4. Предложить слушателям высказаться о применении деловой лексики в их производственной деятельности
	5. Деловая игра: Обсудить со слушателями особенности использования рабочего оборудования.
	When talking about different areas of companies`s activity we need to understand in what production process the company is involved:
	-Agriculture
	-Raw material extraction
	-Production of food
	-Production of materials
	-Construction
	-Transportation & forwarding
	-Services
	-International trading
	-Financial activities, etc.
	This is important to discuss the terms expressions used in each particular situation, apart from traditional knowledge, like:
	-production
	--construction
	-storage
	-transportation
	-distribution
	-contracting
	-sales
	-deliveries
	-money collection
	-claims & settlements etc.
	Apart from the traditional and classical ways of doing business let1s discuss the modern elements:
	1. Outsourcing = handing over the business process like accounting, transportation or a production process to another provider.
	2. Off-shoring = when a company relocates production or a business process to another country
	What are the advantages and disadvantages of those elements?
	3. Franchising
	International activity is a dynamic activity, which changes, adapts  and responds according to the conditions. Apart from conventional trade it takes various forms such as franchising.
	Franchising is a form of business in which a product or service may be provided by people or firms who have obtained a license from the originators or owners of that product or service.
	A franchise agreement is drawn up in which the rights of the two parties are set down. The parties of the agreement are:
	a) the franchisor – usually the  person or firm who develop a new product or service under license
	b) the franchisee – the person or firm who buys the license granting the right to provide the product or service.
	The franchisor will have tried the product for a reasonable trading period before selling it to  potential franchisees. The franchisee is provided with a total package for marketing the product, including the product`s name and logo, and patented proc...
	Advantages
	Franchising provide the opportunity of developing business without having large capital sums.
	For franchisee it:
	a) enables people to go into business with limited risk and outlay;
	b) ensures that the product or service has been thoroughly tested and marketed  before the franchise has been approved;
	c) provides a well-known brand name and image, and large scale advertising back-up;
	d) requires less capital than other forms of business start-up;
	e) provides continuing back-up support and advice during the period of the franchise agreement/
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно правильного применения модальных глаголов must and have to.
	3.Продолжить тему обсуждения особенностей  коммерческой практики, производственных процессов в зависимости от особенностей практической занятости слушателей.
	4. Проработать  прилагаемую лексику с учетом материалов и аудиозаписей  по этому вопросу прилагаемого CD.
	5. Предложить слушателям высказаться о применении этих форм деловых отношений в их производственной деятельности..
	6. Деловая игра: Обсудить со слушателями особенности применения форм делового сотрудничества на базе аутсорсинга, офф-шоринга и фрачайзинга
	Коммерческая деятельность Поставка товаров и услуг  Commercial activity. Delivery of goods and services
	Образец контракта
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно правильного применения модальных глаголов should, would, need and shall.
	3.Продолжить тему обсуждения особенностей  коммерческой практики, производственных процессов в зависимости от особенностей практической занятости слушателей.
	4. Проработать  прилагаемую лексику  о теме типовые условия контрактов  и терминологию INCOTERMS с учетом материалов и аудиозаписей  по этому вопросу прилагаемого CD.
	5. Предложить слушателям высказаться о применении и и использовании транспорта в их производственной деятельности
	6. Деловая игра: Обсудить со слушателями условия поставки товаров различными видами транспорта.
	Реклама и маркетинг Advertising and marketing
	.
	Advertising and marketing
	The way the offers and quotations are prepared and presented they play an important role in the marketing of the goods.
	QUOTATION (OFFER)
	EXPRESSIONS USED IN ENQUIRIES FOR CATALOGUES, BROCUHURES ETC. AND IN ANSWERS TO SUCH ENQUIRIES
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно применения Страдательного Залога (Passive Voice) и особенностей использования выражений because and so.
	3.Обсуждениы темы маркетинга и рекламы, коммерческих запросов и предложений, ознакомление с соответствующей лексикой и терминологией
	4. Проработать  прилагаемую лексику  с учетом материалов и аудиозаписей  по этому вопросу. Обсудить со слушателями особенности маркетинга в современных условиях с учетом их практической деятельности.
	5. Деловая игра: Предложить слушателям высказаться о способах использования и значении рекламы в деятельности их предприятия.
	Организация деловых поездок и встреч Arrangements for business trips and meetings
	Vocabulary
	To be located    быть расположенным
	Downtown    центр города
	Foreign    иностранный
	Exhibition center   Выставочный центр
	Friendly    дружелюбный
	Staff     персонал
	Pleasant    доставляющий удовольствие
	Spacious    просторный
	Apartment (room)   номер в  гостинице
	To include (all included)  включать (все включено)
	Double room    двухместный номер
	Single room    одноместный номер
	Suite     номер «люкс»
	Security system   система безопасности
	Safety-deposit boxes   сейфы для хранения
	Air conditioner   кондиционер
	Entrance hall    холл гостиницы
	Reception clerk   портье
	Electronic lock   электронный замок
	Plastic card    пластиковая карточка
	Magnetic code    магнитный код
	Inquiry office    справочная
	Laundry    прачечная
	Dry cleaning    химчистка
	Shoes repairs    ремонт обуви
	Service bureau    бюро обслуживания
	To rent (rent a car)   арендовать (прокат aвтомобилей)
	To book tickets in advance  заказывать билеты заранее
	Hair dresser`s    дамская парикмахерская
	Barber`s    мужская парикмахерская
	Beauty saloon    косметический салон
	To change currency   менять валюту
	Luggage    багаж
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Повторение грамматического материала относительно особенностей  применения форм “Preset Continuous” и использования глагольных форм  will and going to при образовании будущего времени.
	3. Проработка материалов относительно особенностей использования вопросов о месте и времени when and where.
	4.Обсуждение темы подготовки к деловой поездке, ознакомление с соответствующей лексикой и терминологией.
	5.  Проработать  лексику  материалов и аудиозаписей  по этому вопросу.
	6. Предложить слушателям высказаться об организации деловых поездок в их предприятии.
	7. Деловая игра: Обсуждение со слушателями особенности организации деловых поездок в современных условиях
	Деловые поездки. Проживание в отеле. Business travel. Staying in hotel
	At the hotel
	The Golden Ring Hotel is located downtown in Moscow. The hotel has a modern building. It is not far from the foreign embassies, foreign companies offices and from the Exhibition Center.
	Friendly staff and high standard of service make the stay in Golden Ring Hotel pleasant and enjoyable. The hotel has spacious comfortably furnished apartments including double and single rooms/, and luxurious suites.
	The hotel offers the most sophisticated security systems. The guests are provided with in-room safety-deposit boxes, satellite TV and telephone lines, air conditioners.
	We are in the entrance hall of the hotel. The reception clerk is behind the reception desk. He gives the guests the keys from their apartments. Modern hotels have electronic locks on the doors. They are opened with a plastic card with a magnetic code....
	Large hotels usually offer their guests different kinds of services. There is the inquiry office where they will answer all your questions and give you all the information you want. At the laundry you can have your things washed and pressed. At the dr...
	There is a small banking office in the entrance hall. You can cash traveller`s checks an change currency there.
	If you need to leave your suitcase for  while you can use the left-luggage office. The hotel porter will help you carry your luggage.
	1. Краткое повторение темы и словарной терминологии предыдущего занятия, которое непосредственно связано с тематикой данного урока.
	2. Повторение правильности применения в предложениях т.н. Contrast Words..
	4.Продолжение обсуждения лексики  деловой поездки, проживания в гостинице и терминологии, связанной с гостиничным бизнесом.
	5. Обсуждение со слушателями терминологии, связанной с полетами на самолетах, перемещения другими видами транспорта, включая железнодорожное сообщение в Европе  (Eurostar, TGV). Проработать эту тему с учетом материалов и аудиозаписей  по этому вопросу.
	6. Предложить слушателям высказаться об их личных деловых поездках, опыте проживания в гостиницах и пользования услугами гостиничного комплекса.
	7. Деловая игра. Обсуждение со слушателями терминологии, связанной с полетами на самолетах, перемещения другими видами транспорта, включая железнодорожное сообщение в Европе  (Eurostar, TGV)
	Рабочие факты  цифры Staff facts and figures
	Appraisal
	How can you let employees know that if they are doing their well at their jobs (give feedback on their work)? In some companies, managers have regular meetings with each member of the staff , when their achievements , strength and weakness are discuss...
	Give your opinion about the different ways of the appraisal:
	1.The manger has a meeting with the employee in the office once a year to discuss their work.
	2.The manager has a meting with the employee once a year as above, but outside the office.  (for example in the cafй).
	3.The manger only has a meeting with the employee if their work is not satisfactory.
	4.The manager gives the employee a grade t the end of the year (for example a number from 1 to 5), where 1 means very good and 5 means poor).
	5.The manager asks other members of the staff to complete a questionnaire about the employee.
	It is a normal think that during their career in the company the employees attend training courses to upgrade their skills and experience.
	the  following statistics and facts:
	1.Average hours worked per person in different countries in years 2000-2003 (Czech Rep., Mexico, Japan, USA, UK, Norway).
	2.Percetage of companies who have women in senior management in six countries (Auxtralia, N.Zeeland, Philippines, Russia, Pakistan, Japan)
	Report on use of emails
	A HR manager of one company request a report on use of emails at work in order to improve office communication and identify training needs.
	Here are the results:
	1.Number of emails.
	Staff were asked to indicate ho many emails they receive per day.
	5 members receive 1-5 mails
	8 members receive 6-10 mails
	14 members receive 11-15 mails
	3 members receive more than 15 mails
	2.Technology
	38 members check their email more then once a day
	36 members know how to organize folders
	20 members know how to use meeting schedule
	3.Stress.
	32 members of the staff feel that emails are  the major cause of stress. The most common reasons for this are:
	-being copied into emails which do not concern them (30 members).
	-unclear wording (23 members).
	-overuse of the “urgent” icon (14 members)/
	32 members of the staff think that the problem will get worse in the future.
	Absenteeism
	What is the best to be used to decrease the rate of absenteeism?
	-Stop paying employee for the first three days that they take off sick.
	-Give an extra day`s holiday to all employees who take no days off sick during the year.
	-Reduce sick pay to 50% of the employee`s normal salary.
	-Employ an outside doctor who the staff must report to when sick.
	1. Краткое повторение темы и словарной терминологии предыдущего занятия.
	2. Грамматическая  тема применения и использования прямой и косвенной речи в английском языке.
	3. Обсуждение тематики оценки и повышения квалификации персонала. Рекомендации по написанию резюме .
	4. Ознакомление с терминологией управленческой и кадровой работы. При проведении занятия  использовать материалы и вопросы  аудиозаписей.
	5. Предложить слушателям  изложить свою точку зрения относительно оценки и квалификации персонала
	6. Деловая игра: Предложить слушателям  изложить свою точку зрения относительно абсентееизма  среди сотрудников компании  Оценочные материалы:
	Вопросы для итоговой аттестации (устное обсуждение)
	-Как сформулировать свои предложения
	-Как сформулировать свое мнение о возможных рисках



