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PREFACE

The purpose of English Business Correspondence Guide (EBCG) is
to help and guide the student in developing his capabilities so that he can
write good business letters in English; to convey to the letter-writer those
skills through the patterns of letters presented herein.

The book is based on the belief that the person who will be using it
has a good working knowledge of English (Intermediate) and of other
skills needed to do good business writing.

The book consists of the introductory and 3 basic sections:

1. Business letter structure and other properties;

2. Types of business letters;

3. Miscellaneous letters including pattern letters, exercises, outlines, a
Russian-English vocabulary and reviewing tasks.

There are fifteen units,

All the lessons have the similar structure:

First, “Think and discuss”, the part which introduces the students into
the subject of the lesson presenting, for instance, a type of business letter
and questions about it; Second, “Do you know that...” gives the principal
information about the subject of the unit and helps to do the third part of
the lesson “Check yourself”. At the end of each section you may find Re-
view part to try your strength in the material you have studied in a section.
“Check yourself” and the part “Review” embrace various kinds of practice
exercises such as matching, mixing, English-Russian and Russian-English
translation, forming and creating the letters and others. The tasks pre-
sented in EBCG have been designed generally for individual work. In each
unit the students may find the exercises for computer work marked with *
(e.g.: Ex.2.* ...

At the end of EBCG there is a Reference Section with American state
abbreviations and English counties, common abbreviations, month abbrev-
iations, courtesy title abbreviations for addresses and some other informa-
tion useful for business writing.

Materials used in EBCG have been taken from real business letters
and books specialized in business writing. All the names of persons and
addresses in the book are fictitious.



INTRODUCTION INTO BUSINESS WRITING

What is Business Writing? Of course, it is not the same as casual
conversation, it carries the same powers of thoughts and reflections as in
conversational talk, but the form is quite different. What makes the letter
attractive and pleasing is not always the message and content of the letter,
it is often the manner and style in which the letter is written.

Business letter-writing as a form of social speech is a substantial part
of business communication. It brings the main functional language ele-
ments for realizing the communication art:

1) Attitudes (requests, acknowledgement, gratitude, etc.)

2) Modality (probability, possibility, desire, etc.)

3) Guide words that enable the writer to connect his ideas, thoughts,
etc. (e.g. in comparison with, in respect of, etc.)

4) Syntax (e.g., expressing a courteous invitation using will or would
in the interrogative form of a sentence);

Business letters may be private (personal, friendly), semi-formal,
formal (professional). Each letter-writer has his own characteristic way of
writing, his style of writing, his manner of expressing his ideas, facts, etc.
But it must be accentuated that the routine of business formal, semi-formal
or professional letters requires certain accepted fixed phrases, idioms, pat-
terns which are found in general use.

The purpose of business writing is to secure an action by the reader
of a communication that is favorable to the writer of the communication.
If the writer of a story, a novel or a travel book gives pleasure or informa-
tion to his reader, the writer of business letters and messages expects his
reader to do something (to call a telephone number, to write a check, to
send a price-list, to approve an action taken by someone else).

The language of business formal, semi-formal and professional let-
ters is polite, tactful, concise and to the point. Personal and semi-formal
letters have a tone of friendliness, politeness, naturalism. Modern English
business letters shouldn’t be exaggerated, overburdened. Modern letters
tend towards using the language of conversational style, natural language,
especially virtual business communication. Good business English is
simply good English applied to business purposes. In addition to the basic
principals to be developed in the lessons of this book, the following rules
should also be observed in writing good business messages: 1) be brief
and concise; 2) secure attention; 3) create desire; 4) develop conviction;
5) stimulate to action; 6) be complete.

The body of a typical business letter covers three major aspects:
1) the introduction which states the business that the letter concerns; 2) the
main body — the discussion which takes up the matter; 3) the conclusion of
the letter which gives the message a friendly sincere ending.

The types of letters illustrated in the book include many varieties, but
certainly cannot meet all the situations that the correspondent may face.
Nevertheless, the specimens presented will enable the letter-writer to build
up his own letters.



SECTION 1
BUSINESS LETTER STRUCTURE AND OTHER PROPERTIES

Unit 1. PARTS AND ARRANGEMENT OF BUSINESS LETTERS

THINK AND DISCUSS

Read the following questions and think if you
could answer any of them.

a) What kinds of letters are there in business
correspondence?

b) What is the difference between a private
business letter and a letter of business organization?

c) How soon should a business letter be rep-
lied?

d) What makes business letters impressive?

e) Why are margins necessary in business let-
ters? How wide are they?

f) Why do most letters contain more than one
paragraph?

g) What might ruin the effectiveness of your
letter?

DO YOU KNOW THAT ...

A neatly arranged letter will certainly make a better impression on the reader.
The layout of business and private letters is more or less common in all coun-
tries. There are seven basic parts in a letter [8]:

(1) Heading (i.e. the sender’s address) is printed at the top of the page. It gives
the name and address of the writer of the letter or of the company which he
presents;

(2) Date is the date on which the letter was written. In many countries outside
the USA, this date would be written: 17 October 2006;

(3) Inside address (the recipient’s name and address) gives the name and
address of the person or company to whom the letter is written;

(4) Opening salutation is the greeting to the addressee of the letter. When a
company is addressed, the salutation is Gentlemen. When an individual is ad-
dressed, the salutation includes the name of the individual, for example, Dear
Mr. Jones;

(5) The body of the letter is the message of the letter itself. It usually consists
of at least three paragraphs: attention and interest, desire, action;

(6) Complimentary close is the polite close of the letter, for example, sincere-
ly yours, or yours truly;

(7) Signature is the name of the person who signs the letter. In letters written
on the heading of a company, the name of the signer is often typewritten below
the handwritten signature.




The most common layouts of business letter

1 heading
3 inside address
2 date
4 opening salutation
5 bodly of the letter
6 complimentary close
7 sighature
Or
1 heading
2 date
3 inside address
4 opening salutation
5 bodly of the letter
6 complimentary close
7 signature

Supplements in business letters
(8) Identification initials are the initials of the dictator of the letter and of the
typist. The initials of the typist are usually written in small letters. The writer’s
initials are separated from the typist’ initials by a slash (virgule) or a colon:
LS/EA or LS:EA.
(9) Enclosure(s) indicates that something is enclosed in the letter in addition to
the letter itself. Abbreviated forms are a)Encl. or Enc.: b) CC: = circular corres-
pondence (or Carbon Copy Notation), i.e. corresponding letters were forwarded
to other persons. E.g., cc: Mr. Edwards, Top-manager. It’s typed two spaces
below the signature.
(10) Postscript or P.S. or PS is used for giving extra information not men-
tioned in the main body. It’s usually printed two lines below the signature.
(11) Attention line is usually printed two lines below the inside address in or-
der to draw special attention of a particular person for a prompt reply. The at-
tention line should be underlined. E.g., Attention of Mr. R. W. Stoll, Export
Manager (Attention Mr. Cage, Attention: Purchasing Manager).
(12) Subject heading shows the brief content of the main body of the letter. It’s
written one-two lines before or below the opening salutation. The wording Sub-
ject: or Re: (regarding) or conc.: (concerning) is typed before the subject-matter
and indicates what the letter is about.
Dear Sirs,
Subject: Order Ne 578
In accordance with your request. ..

(13) Reference number is a file number used for prompt searching the neces-
sary document in order to make corresponding easier. E.g., Our reference: (Our
Ref. N0.64); Your reference: (Your Ref. No. 87). It’s written below the date or
before the inside address. If it’s omitted the sender may refer to the file number
in the very beginning of his letter:

Dear Sirs,

We refer to your letter of 5 December, 2005, ref. 432/ 56700, and are pleased
to learn...




CHECK YOURSELF
Ex. 1 Read this letter and name its main parts.

Timetec Limited
Columbus, Ohio

1  Telephone: 09765-8734
Fax: (098) 897-543 2 Your Ref.
Our Ref.
DA/st

3 16 January 2006
4 Consultants Bureau Inc.
76 Leaden Av.
London E.C. 3
England

Attention: Mr E Harrison

Re: Offer No 5678/9112

Thank you for your letter of 12 January 2006.
| have pleasure in sending you our brochure with details of our new
models. I look forward to hearing from you soon.

5
6 Dear Mr Harrison
7
8

9 Yours sincerely
10 D. Achen
Manager

Ex. 2 Which parts of the letter are missing?

PEARSON PRESS
27 December 2005
Institute of Organic Chemistry
15 Brown Av.
Melbourne EW 8760
Australia

Dear Sirs
Thank you for your letter of 12 December 2006.
We are sending you under separate cover our catalogue and price-list.

Yours faithfully

Ex. 3* The following two letters have been mixed up owing to malfunc-
tioning word processor. One is from an engineering company enquiring
about a staff pension scheme. The other is the reply from the insurance
company. Re-arrange the paragraphs and phrases to form the two letters.



1. Yours faithfully
G. Morris
Secretary

11. We are a large engineering
company with a staff of 400 in-
cluding administrative and shop-
floor staff. We are contacting a
number of insurance companies to
enquire about a contributory staff
pension scheme to cover people
who have been with us for over a
year

2. Please contact me if you have any-
thing else you would like to discuss

12. If you have such a scheme,
please let us have details, and we
could possibly arrange a meeting
with one of your agents

3. The enclosed booklet, RT 198, will
give you details of the type of policy
would suit you.The minimal age for
joining would be 18, with a retirement
plan at 55 for women and 60 for men

13. Dear Sir/ Madame

4. USA Engineering plc Wellesley
House Wellesley St. Cleveland Ohio
9865

14. Polices Manager
Associated Insurance plc
725/9 Cross Road
Cleveland Ohio 1267

5. Finally, as well as choosing a retire-
ment pension, we would also like a
policy which would include life insur-
ance, so that in the event of an early
death, the insured’s dependants would
get a considerable sum in benefit pay-
ment

15. Employee contributions could
be arranged at 7 per cent, and the
policy incorporates life insurance
and benefit payment in the event of
death.

6. Thank you for writing to us.

16. Dear Mr Morris

7. On this basis, we would estimate
those eligible at the present time to
number about 300, with ages ranging
from apprentices of 16 to skilled opera-
tives and administrators in their early
fifties

17. Yours sincerely
Nick Bertram
Policies Manager

8. | am replying to your letter of 17
November concerning a contributory
staff pension scheme for your em-
ployees

18. 23 November 2005

9. The Company Secretary USA
Engineering plc Wellesley House
Wellesley St. Cleveland Ohio 9865

19. 14 November 2005

10. I can arrange for an agent to call on
you at any time, and will contact you in
a few days after you have had time to
consider this offer

20. Associated Insurance plc
725/9 Cross Road
Cleveland Ohio 1267




Ex. 4 * The following letter was accidentally torn up. Look through all
the pieces and then re-arrange them in the correct order.

Dear Sirs However of this unfortunate incident
We write to inform you Managing Director
Commercial Insurance Itd We would be grateful if
38 Kenue Road
York
Y023 9TB policy No 164/R
Fortunately John Sanderson
and extinguished the fire has damaged £4 000 of stock
Yours faithfully on 18 January
that a fire broke out in our storeroom 21 December 2005  before it got out
of control
FENIX
Laboratory equipment Itd you would send us a claim form
Preston new Road the combined effect of fire and water
Blackpool Tel: 0698 765 467 on which we will give you full details

Lancashire FY8 IY our sprinkler system came into operation




Unit2. LETTERHEAD, DATELINE AND INSIDE ADDRESS
2.1. LETTERHEAD

THINK AND DISCUSS

a) What other pieces of information can the let-
terhead include?

b) What’s its location in business letter?

c) Is there any difference in letterhead location
between personal letters and business letters in
your country?

DO YOU KNOW THAT ...

The letterhead of an organization is usually printed on the top right-hand side
of the page or in the centre. The address is typed in full to ensure correct deli-
very of a reply [1].

The heading provides all necessary information: the name and address of the
company, or the name, position, title and address of the sender, the telephone,
fax numbers, email and any other details that may be required such as refer-
ence numbers, codes, etc. The names of companies sometimes have abbrevia-
tions Itd (limited liability) or Inc. (incorporation) or plc (public limited liability
company) in the end. The words street, road or avenue may be abbreviated:
West St. (Str.), Highland Rd., Queen Av.*

If the heading is typed or written by hand it may be arranged in steps or
blocks. Block style is mostly in usage today, especially, in the USA.

In steps: In block:
Smithonians, Ltd. Messrs. Hawker Siddeley Inc.
79 Lane Av., Department of Information Technologies
London, E49, University of Columbia
Great Britain New York, NY?
USA

Notice: Punctuation
Now that you are familiar with the parts of the business letter, it is necessary to
master the conventional styles of punctuating the parts.
Each line in address may be set off by a comma, although this is not always
observed, especially in the USA. If the letter is sent to the USA, it is necessary
to put a comma between the city and the state.

! The names of the streets or avenues may be typed Transliterally, i.e. Dimitrovskiy
Prospect, Dimitrovskiy Avenue; Ul(itsa) Lenina or Lenin St.
% The US abbreviations — see p.121

11




CHECK YOURSELF

Ex. 1 Look at the letterheads, some of them are written incorrectly. Find
and correct them.

Messrs.  William  and THE EASTERN SEABOARD

Sons CORPORATIO_N

76 Léncastor House 1017.5’ California .

Manchester ' Email: eastsea@mail.com
' Telephone: 227-0978

England 42 Los Angles, Park Str.

New York NY 13099 350 Lincoln Street, Chica-
BEAUMONT o
Ilinois, 347IL,
S(SD/TSU LTANTS Tel: 3388-0090,
) Smith Inc.,
355 Fifth Av. smiths@hotmail.com

Ex. 2 * Put the following names and addresses in order.

Example: Search Studios Ltd./ Leeds/ LS5 9QW/ Mr L. Scott/ 139 Royal Av.
Mr L. Scott

Search Studios Ltd.

139 Royal Av.

Leeds LS5 9QW

1 Warwick House Soundsonic Ltd./ London/ Warwick Street/ SE 23 1JK
2 Piazza Leonardo da Vinci 254/ The Chief Accountant/ 1-09786/
D.Fregoni/ Fregoni S.p.A/ Milano

3 Bente Spedition GmbH/ Mr Heinz Bente/ D-6000 Frankfurt 1/ Feld-
bergstr. 30/ The Chairman

4 Sportique et cie./ 201 rue Sambin/ The Sales Manager/ T-23000 Dijon

5 Intercom/ E-41006 Sevilla/ 351 Avda. Luis de Morales/ The Accoun-
tant/ Mrs S. Moreno

6 Miss Maria Nikolaki/ 89100 Rhodes, Nikitara 514/ Greece

7 Excel Heights 402/ Edogawa-ku 176/ 7-5-3 Nakakasai/ Japan/ Tokyo/
Mrs Junko Shiratori

8 309 Leighton Road/ VHF Vehicles Ltd./ London NW5 2WR/ The
transport Director/ Kentish Town

12



2.2 DATELINE

THINK AND DISCUSS

a) How many ways of writing the date in your
country do you know in general?

- In letters?

- In business letters?

b) Is it the necessary part of a personal or busi-
ness letter? Give your grounds.

DO YOU KNOW THAT ...

Careful attention should be given to the manner of writing the date at the head-
ing and in the body of the letter. The date is placed under the heading of the
sender’s address, usually one or two spaces lower, either in step or block, with
relation to the sender’s address.

The date at the head of the letter is written in the following way: 17" March?,
2005; March 17" 2005; or 17 March, 2005. in the USA the date is written so:
March 17, 2005. This style of writing the date is gradually becoming adopted
in Great Britain and other countries. Generally, the year should be preceded by
a comma, although this is not always observed by the letter-writer. However
complete dates are preferable in business letters.

Many letter-writers abbreviate the date in such a manner: 4/9/98. This way
of writing the date should be excluded because it may lead to a confusion, es-
pecially in international correspondence. In Great Britain this date is the fourth
of September nineteen ninety-eight.

In Great Britain In the USA
4 (the day)/ 9 (the month)/ 98 (the year) 4 (the month)/ 9 (the day)/ 98 (the year)

CHECK YOURSELF
Ex. 3 Read the following dates:
a) 12" April, 1963 e) December 5", 1990
b) 3d February, 1969 f) November 22, 2005
c) 20" January, 1977 g) May 10, 2000
d) 31 March, 1982 h) October 23, 2002

Ex. 4 * How would you write the following dates in British and American
English?

07.08.05 (USA) Oct. 17", 1999 3/12/00
12.4.1997 1% March 2002 09-05-95

® Month abbreviations — see p. 123
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Ex. 5 Correct the following mistakes in the dates written in the headings
if necessary:

a) 2st April, 1963 d) 18" Mar., 2001 g) 31 June, 1986
b) 24™, June, 1987 e) 31rd May, 1998 h) August 12 1993
c) 10nd August, 2004 f) 23d of July, 1979 i) 1997, 16 January

2.3. INSIDE ADDRESS

THINK AND DISCUSS

What will your address look like in writing tradition of
your country? Write it down and show it to your col-
leagues.

DO YOU KNOW THAT ...

The inside address (recipient’s address) includes the name, title and full ad-
dress of the person or group of persons to whom the letter is directed. It’s typed
in the left-hand part of the letter, two spaces below the date. Line 1 — the name,
line 2 — the street address, line 3 — the city and the state, line 4 — the country.

In the United States, a postal zone number called the ZIP code number is
used and is considered a part of the address. The purpose of this number is to
speed up the sorting of the mail. The first three numbers of the ZIP code indi-
cate the area in which the address is located; the second two numbers indicate a
subdivision of the area. The Zip code is three spaces to the right of the city and
the state, on the same line. Whenever the ZIP code number is used, it is written
like this:

Mr. James B. Hines
455 Madison Avenue
New York, N.Y. 10223

The initials of the first name are placed in front of the surname (e.g., Prof.
M.B. Smith, Vic President). The titles, scientific degrees and professional oc-
cupations are placed after the surname or under it preceded by a comma, e.g.,
Mr. S.I. Jones, B.A.*

The inside address may be written in step or block style®. In American let-
ters all lines start at the same margin. At any rate it should be remembered that
if the sender’s address is typed indented, the inside address should also be in-
dented; if the sender’s address is typed in block style, the inside address should
be in the same style. The sender’s address is often omitted.

Punctuation — see 2.1. Letterhead.

Also you may use the inside address if you want to forward the letter to the
person whose address is unknown but you know that the person cooperates
with the company whose address you know. In this case the abbreviation c/o
(care of) is used "

Mr E. White

¢/o Western Wheat Co. Plc,
65 Darwin road,

Liverpool 198

England

* Title abbreviations — see p. 124
> See p. 6 (1.1. Heading)
® To get more information see p. 7 (Supplements. Attention Line)
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CHECK YOURSELF

Ex. 6. What essential information do you think is missing in
the following inside addresses?

1) Mrs. Robinson 2) Mr. Landel
W & S. Avery Itd. Top-Manager
23 Conduit Street 2 London Road
Boston Winchester
USA Wilshire

Ex. 7.* Put the lines in the following inside addresses in the right order.

a) Great Britain b) USA c) USA
H88 90U Bournemouth Cl 87654 FL 33875
Beach Av., 185 Phoenix Sarasota
Messrs L. & W Thompsons ~ West Av. 978 Queen Str. 16
Consultant Gildish  Printing
Ms Eva Sanders company
Mr. Evooger

Ex. 8. What are the mistakes in the following?

a) Mr N. Hunter, esq. c) Messrs T. Kids
b) Sir R. Edwards d) Captn. Waterston



Unit 3. OPENING SALUTATION AND LETTER BODY

3.1. OPENING SALUTATION

THINK AND DISCUSS

What is the traditional salutation in letters in
your country? In business letters?

DO YOU KNOW THAT ...

The salutation is typed at the left margin, two line spaces below the inside
address [10].
Punctuation: In Great Britain the opening salutation is followed by a comma
(Dear Sir,), in the USA - by a colon (Dear Sir:) and sometimes by a colon and
dash (Gentlemen: -). The salutation is never followed by an exclamation mark
or by a dash only.
When writing to persons the following salutations are used:
Dear Sir, ()
Dear Madam, (:) [formal salutation, used if the letter-writer is not sure
whether the lady is married or unmarried]

Less formal salutations:

Dear Mr. Johannes, (:)

Dear Messrs. [for messieurs, the French equivalent of ‘misters’]

Dear Mrs. Johannes, (:) [to married woman, pl. Mmes for mesdames]
Dear Miss Johannes, (:) [to unmarried woman, pl. Misses]

Dear Ms Johannes, (:) [to married or unmarried woman, has no plural form]
Dear Dr. Fennel, (%)

Dear Prof. Fennel, ()

Dear Colleague, (:)

My dear’ Mr Fennel, (:)

When writing to an organization or company the official salutations: Dear
Sirs, Messrs (in addressing to a partnership), Dear Madam, Gentlemen (in the
USA) are used.

CHECK YOURSELF

Ex. 1. Look at the English salutations and try to choose the right ones. Say
what is wrong with the rest.

a) Dear Madam Margaret f) Dear James Stanord
b) Dear Ms Cook g) My dear Mr Thompson
c¢) Gentlemen: h) Dear Madam

d) Dear Mr John i) Dear Mesdames

e) Dear Miss Brown J) (Dear) Mr Sheffield

" Dear is not capitalized if preceded by the possessive pronoun my.

16



Ex. 2. What salutation will be appropriate if you are writing a letter to the
following addressees?

a) an American firm you don’t know very well;

b) Mr O. Landson, your old trade partner;

c) the firm’s CEO® - a woman;

d) IT Company —an American firm;

e) the head of the Import Department of Manufacturers - the woman
whose name is Jennifer Candy.

Ex. 3. Using the inside addresses given below in the boxes answer which
letter is sent to:

a) the company;

b) the certain person in the company;

¢) unknown person who deals with the matter you are interested in;

d) the person whose address is unknown but you know the address of
company he cooperates with;

e) unknown person of the certain post

Dr E.P. Yellow
International  Import clo Expat Network Ltd
Consultants 435 Curley Way
807, 14" Street Corydon CRP 7d
N.W. Washigton D.C. United Kingdom
30001
The Secretary
Bunn & Margo Int Group
Dept E8756 Ave Lloyd
George box 4
1177 Brussels
Belgium
Hunting Aviation Ltd Appointment Officer
33 Swim Road Overseas Development Co
Longford Middx YB7 Abercrombie House Eaglesham
ORR Road
Attention of Mr Morris Glasgow G98 9EA

8 CEO — Chief Executive Officer

17



3.2. LETTER BODY

THINK AND DISCUSS

a) When you write a letter, for instance, to your
friend or relative to another place, how does it
look like? Is your letter usually long or short?

b) How many paragraphs do you normally write?
What do you usually like to begin with?

c) Have you ever written business letters in Russian?
In English? If you did how did it look like?

DO YOU KNOW THAT ...

The letter body is the text itself. Each paragraph should deal with one subject,
brief, concise and accurate excluding all matters not relevant to the purpose of
the letter, especially if it is a business letter. It is best to avoid too long para-
graphs. The style of letter-writing requires certain accepted phrase patterns.
The writer must be tactful, courteous, sincere, respectful, etc.

The first paragraph usually starts two lines below the salutation: it is either
aligned with the salutation, in block-style, the paragraph, being flush with the
left margin, without indentation, or it maybe in indented style, the first line of
each paragraph indented, usually three to six spacing from the margin or im-
mediately below the end of the salutation.

Block-style is generally used in the USA, indented style (five spaces from the
left margin) in Europe and other countries although there is a growing tenden-
cy to use the block-style.

Short letters are usually double-spaced (two lines); longer letters — single-
spaced (one line) with double spaces between the paragraphs. Many-paged let-
ters should be numbered; the number is written on the bottom of the sheet in
the middle.

The body of the letter usually consists of three parts:

- introductory paragraph
- one or more body paragraphs
- concluding paragraph °

CHECK YOURSELF

Ex. 4.* Read the following letters and divide each of them into three para-
graphs: the opening, the main message and the closing. Divide the main
body into paragraphs if necessary.

® More details about the letter body structure and language — see p. 125 (Reference Sec-
tion)
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a) Dear Mr Hillton. 1 am writing to complain about the shipment of
coats which I received yesterday, ten days late. The cardboard boxes in
which the coats were packed were badly damaged. After a quick in-
spection, | estimate that most of the items are unsaleable and I am,
therefore, returning the Whole consignment. | suggest you contact the
forwarding company and ask them for full compensation. Fortunately,
the sale was on a CIF basis. Please let me have a full replacement con-
signment as soon as possible. Yours sincerely, Tom Duke

b) Dear Sirs. Thank you for your letter concerning the delay in fulfil-
ling your orders. Unfortunately we are so overloaded with orders from
most of our regular customers that we are unable to keep pace with the
demand, and there may be some delay in delivery of the goods. To en-
courage all customers we are prepared to offer a special trade discount
of 4% on all orders over 600 US dollars net value received before the
end of this month. Yours faithfully, Mrs Sammers

c) Dear Sirs. When our representative was in your country recently you
were good enough to inspect the full range of our products. We thank
you for the courtesy shown to Mr Volls. Mr Williams tells us that you
were interested in our mechanical toys but felt that import duties on
this class of goods would make them unable to compete with the home
product. Wishing to help you reach a decision, we will be pleased to
offer you a discount of 7,5 % on all articles in our catalogue, provided
your order totals not less than 10,000 US dollars. We are sure you will
see in this offer a real opportunity. Yours faithfully, Mr Squirrel

Ex. 5.* Use the information in each of the following paragraphs to write
the body of a business letter. Try to make it as effective as possible. You
may wish to change the order of the material.

A) You are answering a query from a potential charge account customer
for a department store. The customer must complete the application form
you are enclosing and return it to the New Customers’ Accounts Division
of the store Duncan & Smyth’s. You include the following information in
answer to specific questions from the customer: (a) the credit limit is $
400; (b) the customer must pay a minimum of one-fifth of the total bal-
ance per month; (c) there is an interest charge on the unpaid balance at a
11/2 percent periodic rate (the equivalent of an 18 percent annual percen-
tage rate); (d) there is no interest charge on amounts paid within 23 days
of the date of the bill; (e) there is a minimum interest charge of 50 cents on
any unpaid balance. Thank the customer for the interest shown in the
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store, and mention at least two reasons why a charge account would prove
beneficial and / or desirable.

B) You are ordering three books from a publishing company: (a) Essen-
tials for Success in the Executive Suite by Sonia J. Novotny, $ 8.95; (b)
The Language of the Computer by Wanda Pulaski and Christopher Sorkin,
$ 5.95; and (c) Marketing in a Global Arena by Patrick Dugan, $ 10.95.
Request that the books be shipped at ‘book rate’ (there is an additional
charge of 25 cents per book for mailing at book rate). Indicate that you
enclosing a check for the total amount due, and mention the amount of the
total.

C) You are in charge of the program for a business symposium to be spon-
sored by the Association of Young Business Leaders. You are writing to a
business executive, requesting that she or he appear as one of the guest
speakers at the symposium, to be held at the Municipal Convention Center
in your city (mention a specific city) on Thursday, May 19, 2000. You
prefer scheduling this speaker for 3 p.m., but you offer alternate times of
11 a.m. and 3.30 p.m. you request that the speech deal with some aspect of
inflation. The speech should last for approximately 30 minutes, to be fol-
lowed by a 30-minute question-and-answer period. Your organization will
pay all travel expenses and a honorarium of $ 300. If desired, you will
make arrangements for the executive to stay overnight in your city with all
expenses to be paid by the association.

Ex. 6. Choose the most suitable pair of the salutation and complimentary
close for each letter.

a) We are looking forward to hearing from you soon.

b) We acknowledge with thanks receipt of your letter of November 24.

c) We are interested in the automobiles manufactured by your company
and advertised in the latest issue of the Driver.

d) We have taken steps to ensure that this will not occur again.

e) Further to our telephone conversation yesterday, | am writing to con-
firm our order for 12 scanner machines Epson LX-100.

f) 1 am writing to inform you about some alterations in the arrangements
for your visit to our company. Thank you for your help.

g) Could you please confirm if these arrangements are acceptable. I am
looking forward to seeing you at the headquarters of G.R.F.

h) Thank you for your help.
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1 Dear Mrs Duke

| am afraid I will not be able to meet you myself at the airport due to urgent talks
with our suppliers. So | am sending my personal assistant, William Shell. He will
meet you and take you to your hotel. Owing to the unforeseen meeting with the
suppliers our meeting at the headquarters of G.R.F. is postponed for two hours. The
rest of your itinerary remains without any changes.

Yours sincerely,

Dr. Brown.

2 Dear Sir,

We regret very much that through a typing error the flight number was indicated in
the confirmation of the reservation as AG-444 instead of AG 443. We thank you
for pointing out this mistake to us.

e falthfully ................................................

Mrs. Chandle

3 Dear Sir

Please send us your latest catalogues and price lists for the latest models. We would
be much obliged if we could have them by return.

G Iy ......................................

Mr Anderson

4 Dear Mr Chuck

We agree to the prices and terms of payment stated in your price list. I would be
grateful if you could deliver them within 30 days.

G truly ............................................

Mr Noffilson

Ex. 7.* Put the phrases below in the correct order to form a letter request-
ing information.

Dear sir/ Madam,

Which was held last June,

and may be interested in retailing them through our outlets in Germany.
We saw a large selection of you products at the Frankfurt Fair,
Could you send us your latest catalogue and price-list,

We are particularly interested in your industrial ware,

quoting c.i.f. terms to Hamburg.

including overalls, boots, helmets, gloves, and fire-proof jackets.
We look forward to hearing from you soon.

We can assure you that if you prices and discounts are competitive,
Yours faithfully,

Chief Buyer

we will place regular large orders.

T. Hamacher
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Unit 4. COMPLIMENTARY CLOSE AND SIGNATURE

THINK AND DISCUSS

a) What do you traditionally write in the ending
of the letter when you write a personal letter or
email? A business letter? b) Is there any differ-
ence in language, style and layout?

c) Is this part always necessary?

d) Think of situations when it’s strongly neces-
sary and when it’s not.

DO YOU KNOW THAT ...

It is customary to close an English letter with a closing salutation. The closing
salutation is separated from the body of the letter by a double space aligned
with a date or immediately at the centre of the page. It always begins with a
capital letter and is punctuated with a comma. Most commonly-used closing
salutations in business letters are: Yours truly or Truly yours *°; Yours faithful-
ly or Faithfully yours. These expressions are proper closing salutations for im-
personal business correspondence and communication. They should be used
for letters with salutations such as Gentlemen: or Dear madam:.

Yours sincerely indicates a spirit of friendliness and informality. It is customa-
ry for colleagues to write Yours sincerely rather than Truly yours or Faithfully
yours. This semiformal closing is used for letters with salutations, for example,
Dear Ms. Smith:, Dear Mr. Jones:.

Other closing salutations are: Yours respectfully, Yours cordially, Best wishes.
Yours respectfully is used when the writer expresses his sincere respect for the
reader, especially from subordinate to his superior. Yours cordially and Best
wishes are often used, especially when sending congratulations, New Year
wishes, holiday greetings, etc. to your friends.

CHECK YOURSELF

Ex. 1. Which of the following complimentary closes are formal, informal,
personal?

a) Truly yours e) Regards i) Very truly yours
b) Kind regards f) Yours faithfully J) Yours
c) Love g) Best wishes k) Yours truly

d) Love and kisses  h) Yours sincerely

1%1n American correspondence
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Ex. 2. Write the salutation and complimentary closing for the following
inside addresses:

1) The Mana
)Restauranteg&::%
Mar Bejlg

Dear Yours

Dear Yours

Ex. 3. Match the opening salutations with the complimentary closes:

Dear Sirs

Dear Mr Black Yours truly
Dear Managing Director Yours sincerely
Dear Mrs Broynich Cordially
Gentlemen Yours faithfully
Dear Sir Yours very sincerely
Dear Michael Yours very truly
Dear Madam Best wishes
Dear President

DO YOU KNOW THAT ....

The signature is written by hand immediately below the subscription, formal
and business letters require the full signature, the first line is the name of the
organization (typed), the second line is the writer’s name and the third line is
the writer’s title, scientific degree or position (typed).

Yours sincerely,

The Roosevelt Institute

(signature)

Director

When the letter is signed on behalf of another, especially an organization or
institution, it should have the following signature:

Manskill Publishers

(p.p.** N.H. Doral)

! p.p. — Latin “pre pro” (on behalf of )
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The letter is often signed without giving the name of the organization, as it is
already mentioned in the heading:

Yours truly,

(signature)

Assistant Professor of Philosophy

The first name can be written in the full or the initial: Peter N. Jackson, O.
Ivanov, R. Kovalsky. A woman’s signature usually includes the first name:
Elena G. Dmitriyeva. If the woman prefers signing without the first name she
should write Mrs. Or Miss to avoid confusion:

Mrs. N. U. Bushkova, Miss A. MacGraham

CHECK YOURSELF

Ex. 4. End a letter to:

a) Mr K. Lincoln, Managing Director:
b) Mrs L. Hummer, Manageress;

c) Mr A. Gorrem, Secretary;

d) the Editor, Cambridge Morning Mail.

Ex. 5.* Write one or more of the following letters setting it (them) out in
the correct form and providing the appropriate opening and closing para-
graphs as well as signature:

a) to a friend who is in the hospital, telling him the latest news;

b) to your colleague at whose house you have spent an enjoyable week-
end;

c) to your colleague abroad who sent you the reprints of his paper (snap-
shots taken when you visited him (her).

Ex. 6. Select complimentary closings suitable for letters that use the indi-
cated salutations. Use the information given to prepare an appropriate
complimentary closing and signature section. Include a handwritten signa-
ture.
1.  (Salutation: Dear Ms. Davis:) From Wayne N. Dupree: Assis-
tant Manager; Sales
Division: Rainbow Decorative Ceramics, Inc.
(Salutation: Dear Dr. Isaacson:) From Mrs. Thelma T. Malone.
3. (Salutation: Dear Mr. Fernandez:) From Judith Lim; Editorial
Associate.
4.  (Salutation: Dear Miss Engelhart:) From Miss Emily Nugent;
Research Associate; Transcontinental Data Systems.
5. (Salutation: Gentlemen:) From Nathan Markowitz; Manager;
Northwestern District; Quality Custom Kitchens, Inc.

N
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Ex. 7. Arrange the lines in these signature blocks in the right order.

A) K.I. Kenneth
K.l. Kenneth

B) Chief Buyer
D. Darrel
D. Darrel

C) Export Division
P.L. Kittens
P.L. Kittens
Area Sales Manager

D) Jim Y. Berkley
Dale Electric Ltd
Regional Sales Manager
J. Y. Berkley

Ex. 8. Use proper "pp" notations in the signature block in business letters
you would write in the situations given below. Start with any complimen-
tary close you like [2].

a) You are Miss Kora Tailor, the secretary of Mr Rick Parcel, Manager of
TTG Industries. Your boss is away on a business trip. Since it is essential
to send a letter as soon as possible, you will write it instead.

b) You are Mrs Jessica Brook, the PA'? to Mr Timothy Brown, the manag-
ing Director of British Films Ltd. Mr Brown is away ill. Sign a letter on
his behalf.

c) You are Ms Joanna Cassidy, the management trainee at Software Ltd.
Mr David Sandler, the Marketing Manager, has dictated a letter to you but
he is unable to sign it because of an urgent business appointment. Sign a
letter for him.

2 pA — Purchasing Agent
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Unit 5. SUPLEMENTS IN BUSINESS LETTERS
(Attention Line, Enclosure, Subject Heading and others).
ENVELOPE

5.1. Supplements in business letters

THINK AND DISCUSS

a) A number of special notations may be included on commercial
correspondence. Some of these are used rarely; other are used of-
ten. These notations may supply data that are mainly for the bene-
fit of the writer or mainly for the information of the addressee.

b) Is there similar information in Russian business correspon-
dence?

c¢) Which is important for the writer? for addressee?

DO YOU KNOW THAT ...

These special notations generally fall into several categories: attention line,
subject line, reference initials, enclosure, carbon copy notations, mailing and
classification notations, postscripts.

The Attention line. A business letter is most often directed to a specific per-
son, who is named in the inside address. When you use attention line, you are
writing to the company as a whole, not to an individual, and the inside address
does not include a person’s name. In this case, you use an attention line to in-
dicate that the correspondence should be delivered to a particular person or
department. The attention line speeds up the handling of the letter within the
company.

The attention line always follows the inside address and precedes the saluta-
tion. A blank line is used both above and below it to separate it from the other
parts of the letter. There are several typing styles that may be used for the at-
tention line. Check to see if your company has an established policy and use
whichever style is preferred. The attention line may be typed flush with the left
margin, indented five spaces, or (less often) centered on the page. It is written
either in all capital letters or in upper- and lower-case letters and underlined. A
colon or dash may follow the word attention or punctuation may be omitted
entirely.

The following examples show some of the different approaches that may be
used for the attention:

ATTENTION: MR. STANLEY McCOY

Attention — Mr. Stanley McCoy

Attention of the Sales Manager

ATTENTION SALES MANAGER

3 See more details on p. 127: reference initials, enclosure, carbon copy notations, mail-
ing and classification notations, or postscripts (Reference Section)
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The Subject line. In some commercial letters, it is desirable to indicate the
subject of a letter to the recipient before the message of the letter starts. This is
accomplished by using a subject line. When the message of a letter can be easi-
ly and quickly understood, there is no subject line for it.

CHECK YOURSELF

Ex. 1. Using the information given below, prepare suitable inside ad-
dresses and salutations for business letters. Include an attention line and/or
a subject line where indicated.

1. Atlas Import and Export Co.

San Francisco, Calif. 94141

Julius E. Tabori, Asian Imports Manager
821 Waterfront Avenue

2. Louise H. Webster

Manager, Southern District
National Musical Instruments, Inc.
2281 Peachtree Street

Atlanta, GA 30312

3. Fargo, ND 58102

166 Broad St.

Ajax Industrial Concrete, Inc.

Subject line: Estimates for shopping center at Minot
Attention line: President of the company, Clyde Mitchell

4. Subject line: Import duties on shipment No. 82143

Mrs. Florence Novak

Farah Jewelers

Manager, Accounting Department Fort Lauderdale, Fla. 33304 740 Madi-
son St.

5. Jose Delgado, M.D.

Albuquergue, New Mexico 87113

Medical Center of Albuquerque

Chief Medical Officer

Subject Line: Annual Report of Received Medicaid Benefits, 1976 530
Santa Fe Drive
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Ex. 2. Read this letter and name its parts.

1 Admintec Ltd
2 New York NY
3 Your Ref.
4 Our Ref.: DA/st
5 18 May 2006
6 Printing Bureau
96 Fifth Av.
London E.C. 156
England
7 Attention: Mrs Eva Marshal
8 Dear Mrs Marshal
9 Re: Offer No 12223
10 Thank you for your letter of 12 January 2006.
| are pleased to send you our brochure with details of our new models. |
look forward to hearing from you soon.
11 Yours sincerely

M. Asher
Manager

Ex. 3. What Subject lines would you suggest for the following letters? [3]

1) Dear Sirs

Re:

We are grateful to you for your Order No 32 for 10,000 boxes of electric
bulbs.

To our regret, we are unable to accept your order at the price requested. You
will find on referring to our previous correspondence that we gave you our
lowest price.

We should be glad to fulfill your order if you will confirm the settlement with-
in 30 days. Yours faithfully

28



2) Dear Mr Cart
Re:

With reference to Invoice N0211026 of 3 July, we have to point out that you
have made an error in your total. We calculate the correct figure at $237,000,
not $247,000 as given by you.

Our cheque for the former amount is enclosed and we should be obliged if you
would amend the invoice.
Yours sincerely

enc

3) Dear Mr Jefferson,
Re:

The amount of £531 relating to our Invoice Number 123 (a copy of which is
enclosed) is now 30 days overdue. Would you please ensure payment within
the next seven days.

Yours sincerely

4) Dear Sirs
Re:

Thank you for your enquiry of 12 December.

We are pleased to send you our samples as you requested. We can offer you
this kind of label paper on our usual terms. We would appreciate your order
and promise you prompt service at all times.

Yours faithfully

5) Dear Mr Goren,

Re:

We wish to inform you that Mr P.Hutchison will visit you on the morning of
13 May in your office.

The visit will allow us to discuss matters of mutual interest and explore the
possibilities of developing our business relations.

We would appreciate a prompt confirmation of this appointment.

Yours sincerely
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Ex. 4. Use proper enclosure notations according to the contents of the fol-
lowing letters.

10 Greenfield Road

Epsom
EL3 2BK
Surrey
Mrs Garvild
Personnel Officer and
Robert Donaldson
12 Manton Terrace
London WI 15 February 2006

Dear Mrs Garvild,

I wish to apply for the position of bilingual secretary, which was advertised in
today's "Guardian".

| enclose my Curriculum Vitae. Please let me know if there is any further in-
formation you require.

Yours sincerely,

Michael Toms

Mr D. Evans

Chief Buyer

Silver Office Suppliers Ltd

14 North Street

London EC 1 78D

United Kingdom 17 January 2005

Thank you for your letter of 13 January in which you asked for detailed infor-
mation about the SCROLL 2000 Word Processor.

Please find enclosed our current catalogue and price list, together with our
booklet on the SCROLL 2000 Word Processor. We can assure you that this
model is one of the best Word Processors on the market today, and would like
to draw your attention to our five-year guarantee and our trade discount of
20% off net price.

Yours sincerely
Jane Pan

Sales Manager
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Ex. 5. Read the business letter given below and say who the copies of the
letter are sent to.

Dear Sirs,

We thank you for your enquiry of 12 October, and appreciate your interest in
our products.

Details of our export prices and terms of payment are enclosed, and we have
arranged for a copy of our catalogue to be sent to you today.

Our representative for Europe. Mr J. Needham, will be in Paris this month,
and we have asked him to make an appointment to visit you during this pe-
riod. He will have with him a full range of samples of our hand-made lines,
and is authorized to discuss the terms of an order with you or to negotiate a
contract.

We think our articles will be just what you want for the fashionable trade, and
look forward to the opportunity of doing business with you.

Yours faithfully,
S. Granwild
Export Sales Manager

enc

Ex. 6.* Using the information given below, prepare the signature block
(include complimentary closing) and any special notations needed for each
of the following business letters.

1.  The letter is dictated and signed by Mrs. Nadine J. Hull and typed by
you. There are three enclosures: the 1976 sales figures, the 1966
sales figures, and a Breakdown Division of 10-Year Sales Growth
Pattern. A carbon copy of the letter must be sent to Mr. Calvin Flynn,
and the letter is marked Confidential.

2. The letter is dictated and signed by you and typed by Priscilla S. Os-
borne. Carbon copies must be sent to Miss Ramona Diaz and Mr.
Oscar Kaplan. Include a postscript to remind the addressee that you
expect to see him at the annual sales conference on Monday, Sep-
tember 22.

3. The letter is written by you, signed by Carlos M. Melendez, and
typed by Leon Dixon. There are two enclosures: a schedule of events
and the biographies of the speakers.

31



5.2. Envelope

THINK AND DISCUSS

Nowadays when virtual correspondence becomes
more and more popular the traditional mail is still impor-
tant especially in business sphere.

What type of communication is more developed in
your country: paper or electronic mail? In what ways do
you usually design the envelope for your letters? Do you
know which layouts of the envelope are more acceptable
for business correspondence in Russia?

DO YOU KNOW THAT ...

Each business letter (if it’s not an e-mail) is mailed in an envelope. The ad-
dress on the envelope should be written in full in order to ensure correct
delivery. The whole address of the recipient should begin from the middle
of the envelope.

The address on the envelope is the same as the inside address of the letter
enclosed in it. The envelope should also include the return address of the
sender. When business stationery is used, the return address is printed on
the envelope.

The layout of the envelope:

1. Letters addressed to organizations or firms: name of the organiza-
tion, house number and name of the street, name of the city, name
of the country;

2. Letters addressed to official persons: name of the person, title or
position, name of the organization, house number and name of the
street, name of the city, name of the country;

The sender’s address is written in the upper or lower self-hand corner of
the envelope.

In Great Britain each line is usually stepped and set off by commas. In the
United States the lines are blocked and without commas. Examples of
layout:

Sender’s address Stamp | Postal remarks Stamp
Postal remarks Recipient’s address

Recipient’s address | Sender’s address
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In Great Britain In the USA

Dr. N.O. Suvorov, California University
Russian Academy of Sciences | Geological Observatory
Gogol Street, 49, 15, Twelfth Av.
Moscow, Russia San-Francisco
California
Prof. V. Harrison, Russian Academy of
94 Baker Street, Sciences,
Nottingham, Gogol Street, 49,
UK Moscow,
Russia

Attention line may also be found on the envelope of the letter, two lines
below the address: Attention Export Manager, Mr. Thompson or For the
attention of the Export Manager. The attention line should be underlined.

If a letter is sent to a person whose house address is unknown or who is
traveling in some other country, but who is connected with some organiza-
tion, the address on the envelope should be typed using “c/0”'* in such a
manner:

Dr. J. Hay or Dr. Jones
c¢/o London University, Columbia University,
London, New York, NY

Great Britain USA
c¢/o Mr. Heines

Postal remarks Private, Personal, Confidential, Registered, (Via) Air Malil,
Immediate, Express, Double-Registered, Printed Matter, Samples of Mer-
chandise, Local, Insured Mail, With Compliments, With Parcel are typed
two or three spaces above the recipient’s address a little to the left.

CHECK YOURSELF
Ex. 7 Correct the following envelope layouts:
STAMP The Secretary
AIR MAIL Bunn Int’1 Group
PERSONAL Dept Y127 Lloyd Ave box 5
Attention of Mr. Dutch 1155 Brussels
USA Belgium
Huston Hightech Inc.
45, Grey Ave.
Chicago, Illinois 65436

4 care of
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To: Mrs. M. Brown, Managing Editor,
1881 Third Ave., New York, 24, N.Y. USA

From: Novosibirsk 630074
Dzerzhinsky Prospect 5, apt. 98, S. K. Aleksandrov

Stamp

Ex. 8.* Type the following addresses in correct style on envelopes (You
may use ordinary paper for it). Assume you are using envelope with
printed addresses if only a name and title are given for the writer. Note
that the information given is not necessarily in the right order or the cor-
rect form.

1. TO: Mrs. Bernice H. Castelli; Publicity Associate; Hamilton Books,
Inc.; 580 Fifth St.; Nashville, Tenn. 37237

FROM: Pamela Thornhill; 1902 So. Elmhurst Avenue; Biloxi, Mississippi
39530

2. TO: Park-Wayne Laboratories; Dr. Oscar A. Grabowski; Director of
Research; Manchester, NH 03103; 66 Montpelier Street

FROM: Dr. Patricia Gerard; Resident Surgeon

3. TO: Mr. Julio Nieves; San Juan, Puerto Rico 00923; Marketing Direc-
tor; Medallion Paper Products; 700 Albacete Street

FROM: Maurice Spangler; Art Director

4. TO: MHFTape Cassettes, Inc.; Order Department; Los Angeles,
CA90014; 5288 No. Wilshire Blvd. Direct this to the attention of Mr. Christo-
pher Ramsey.

FROM: Yourself. Use your complete home address.

5. TO: Mrs. Rose C. Tsutsumi; Accounting Department; Wirtz Jewelers;
Cheyenne,
Wyoming 82001; 119 Mountain Avenue

FROM: Mr. Ernest W. Wohl; Garrett, Wyoming 82058; 72 Third Street.
Send this letter registered mail.

6. TO: All Sports Store; Manager; Mr. Sean T. McMillan; Cedar Rapids,
IA 52404; 852 West 22nd St.

FROM: Louis Orloff, Assistant Sales Manager.
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REVIEW 1

A) Read the following statements and decide which are true (T) and which
are false (F).

1 If a letter begins with a receiver’s name, e.g. Dear Mr Toss, it will
close with Yours faithfully.

2 The abbreviation CC stands for ‘correct carbons’.

3 If you were writing a letter to Mr Peter Smith, you would end the let-
ter with “Your sincerely”.

4 Inthe USA itis correct to open a letter with the salutation Gentlemen.

5  The abbreviation enc or encl means there are enclosures with the let-
ter.
6  If you were writing to a Knight whose name was Sir Roger Dumont,
you would open the letter
Dear Sir Dumont.
7 In the UK the abbreviated date 2.7.98 on a letter means 7 February
1998.
8  The term PLC after a company’s name, e.g. Hathaway PLC, stands
for ‘Public Limited Corporation’.
9  The abbreviation for the term ‘limited liability’ in the UK, is Itd.
10 If you didn’t know whether a female correspondent was married or
not, it would be correct to use the term Ms, e.g. Ms Tessa Groves, instead
of Miss or Mrs.
11 The following is an example of a blocked style:
Rosa Ross
Oberlweinfeldweg 33
4350 Therwil
Switzerland
12 The above address is an example of ‘open punctuation’.
13 The abbreviation in addressing a doctor, e.g. Doctor James Spock,
would be Dr. Spock.
14 The abbreviation for ‘incorporation’ is Incorp.

B) Put the verbs in brackets into either the present simple, (e.g. he works),
or the present continuous, (e.g. he is working).

1 ICI (be) a large multinational company that (export) to countries all
over the world.

2 The Managing Director (have) a meeting at the moment, but | will ask
him to call you back.

3 Although the economic climate (improve) slowly, a lot of smaller com-
panies (find) trading conditions difficult at the moment.
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4 Office workers in the UK normally (start) at 9 a.m. and (go) home at 5
p.m.

5 At the moment the Sales Director is on a two-week tour of Europe,
where he (meet) suppliers and (do) some market research.

6 We now (need) to expand, so we (negotiate) the lease of larger offices
outside London.

7 1 (write) to you to enquire about the possibility of setting up an agency
in Spain for your products.

8 1 (try) to get in touch with Mr Peters, but I (not/ have) much luck. He
still (have) the same phone number?

C) Put the following names and addresses in order.

Example: Search Studios Ltd./ Leeds/ LS5 9QW/ Mr L. Scott/ 139 Royal Av.
Mr L. Scott

Search Studios Ltd.

139 Royal Av.

Leeds LS5 9QW

1 Warwick House Soundsonic Ltd./ London/ Warwick Street/ SE 23 1JK

2 Piazza Leonardo da Vinci 254/ The Chief Accountant/ 1-09786/
D.Fregoni/ Fregoni S.p.A/ Milano

3 Bente Spedition GmbH/ Mr Heinz Bente/ D-6000 Frankfurt 1/ Feld-
bergstr. 30/ The Chairman

4 Sportique et cie./ 201 rue Sambin/ The Sales Manager/ T-23000 Dijon

5 Intercom/ E-41006 Sevilla/ 351 Avda. Luis de Morales/ The Accoun-
tant/ Mrs S. Moreno

6 Miss Maria Nikolaki/ 89100 Rhodes, Nikitara 514/ Greece

7 Excel Heights 402/ Edogawa-ku 176/ 7-5-3 Nakakasai/ Japan/ Tokyo/
Mrs Junko Shiratori

8 309 Leighton Road/ VHF Vehicles Ltd./ London NW5 2WR/ The
transport Director/ Kentish Town
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D) Find the mistakes in arranging each part of the letter.

ORIENTAL TRADING COMPANY LTD
526 Hatton Avenue, Singapore,
Tel. 3890961; Fax 3890962

Mr Ronald Hock, Managing Director,
The western Wheat Co. Plc,
64, Darwin Road, Liverpool, NW18,
England

2" january, 2006

Dear Sir

We thank you for the hospitality provided to Mr. Cruss and myself during our
visit to your company. We are satisfied with the results of the talks we had at
the headquarters of Western Wheat Co. Plc. And hope our relations will contin-
ue to the mutual benefit of our companies.

I hope | will have an opportunity to return your hospitality during your visit
to Singapore.

Cordially,
General Manager
J. Long

E) Underline the correct form in each of the following sentences.

1 The conference is schedule to begin at (eight, 8) o’clock Thursday even-
ing.

2 The farmer planted (nine, 9) acres of corn and (sixteen, 16) acres of
wheat.

3 Our order, dated July (22, 22nd), 2004, was for (four, 4) desks, but you
delivered only (two, 2).

4 He lives at 343 (15™, Fifteenth) Street, and she lives at 971 (1%, First) Av.
5 We received (thirty-seven, 37) applications when we advertised job
openings for (three, 3) shipping clerks.

F) Make the letters according to the information given in the table.
Write:

1 the inside address;
2 receiver:
a) - person you know personally who works for an American company;
b) - British Public Company;
c) - Secretary of American Corporation;
d) - Official of the company;
e) - Company, but you want the letter to be given the certain person in the
company;
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f) - The person, whose address is unknown but you have the information
he cooperates with the company the address you know.

Model:

John Wood & Co
9 Holland Street

London W8 4LT

England

5™ May 2005

Dear Sirs
yours faithfully
(signature)

DATE FIRM COUNTRY,CITY STREET HOUSE Ne

5/ 03 Blake & Co. UK, London W1 High St. 40

29/ 02 Birch Plc. Great Britain, Jermyn Street 12
London SW2Y

31/12 | Hillman Saund- | GB, London Soal Street 43

ers Itd. SWE98 U109

10/ 09 Milford Inc. USA, New York 34" Street 516
NY 10001

21/ 11 Kitchens Itd. Canada, Toronto Bloor Street 414 (B)
M6B2K

05/ 04 Farley Corp. India, New Delphi | Nehru Place 105/ 75
12002

G) Lay out the following business letters:

1) October 24, 2000. FROM: Ernesto Garcia, Claims Department. (As-
sume that the letter is written on letterhead stationery for Transcontinental
Insurance Company, 1939 Burnside Drive, Portland Oregon 98779.) TO:
Walter Rosen, 235 Walnut Avenue, Olympia, Washington 98581. Dear
Mr. Rosen: Your report concerning the recent accident to your car is being
processed. You will receive a complete reply regarding the adjustment
within two weeks’ time. Very truly yours, (Ignore the secretarial notations
for this letter.)

2) DECEMBER 5, 1979. FROM: Yourself. TO: Mrs. Harriet Towns,
Customer Service Representative, The Hardy Company 151 East 22"
Street, Chicago, Illinois 70081. Dear Mrs. Towns: | appreciated receiving
your explanation for the delay in shipping my order for a new Phantom
Typewriter, Model No. 8787-C. However, you failed to indicate when 1
might expect to receive the typewriter. Since | initially placed this order
more than six weeks ago, | would like more definite information. Would
you check into this matter once again? Should I cancel the order with your

38



company and buy the typewriter elsewhere, or can | expect delivery in the
near future? Sincerely yours.

H) Match these salutations with the right ending.

a) Dear Mrs Miracle

b) Dear Madam
c) Dear Marisa
d) Dear Ms Morgan

e) Dear Mr Mill
f) Dear Mesdames
g) Dear Sir or Madam

h) Dear Sirs
i) Dear Miss Ventura
j) Gentlemen

1 Best wishes

Gower

2 Yours faithfully,
Andrew Parker

3 Yours sincerely,
K. Winderstone

4 Yours truly,
L. Kenderson

I) 1. Make the letters using the information given below paying attention
to the layout. The parts are mixed.

2. Translate them into Russian [4]:

Letter 1

1. Enclosure

2. Dear Sirs

3. We are sending you
our new catalogue. We
hope it will be of inter-
est to you.

4. Standard Office Fur-
niture, Ltd.,

Cantley Road,

London SW4

5. Yours faithfully, J.
Collins

6. 15" September 2000

Letter 2

1. Dear Sirs,

2. Yours faithfully,
P.J.Morgan

3. The British Engineering
Co,,

12 City New Road,
London, EC 3

4. April 10, 2000

5. We have received your
letter of the 215 March and
sent it to our clients for their
consideration. We will in-
form you of their decision
in a few days.

Letter 3

1. Enclosure.

2. Dear Sirs,

3. May 4, 2000

4. In accordance with
your request we have
pleasure in sending
you our publications
relating to Model A.
We hope to hear from
you soon.

5. Yours faithfully,
B.Red

J) Now when you‘ve known a number of significant details about writing
business letters it’s your chance to test your ability and answer the follow-
ing questions:

a) Why is layout so important?

b) What are the main parts of any business letter?

c) What is the order of the address?

d) Why shouldn’t the date be written in figures?

e) What is the aim of writing a letter?
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SECTION 2
TYPES OF THE BUSINESS LETTERS

Unit 6. REQUESTS AND ENQUIRIES

THINK AND DISCUSS

a) Read and study the letter below. Try to identify the type of the letter.
Find words and parts of sentences which help you to do it.

Cass Principal 53
Mexico 14, H.F.
Mexico

February 2, 2006
British Perfumery Inc.
25 Palms Str.
Southampton 87 RT
UK

Dear Sirs,

We have seen your advertisement in the Cosmopolitan, and would be grateful
if you would kindly send us details of your perfumery.

Please quote us for the supply of the items listed on the enclosed enquiry
form, giving your prices c.i.f. Southampton. Will you please also indicate deli-
very time, your terms of payment, and details of discounts for regular purchas-
es and large orders.

Our annual requirements for perfumes are considerable, and we will be able
to place substantial orders with you if your prices are competitive and your de-
liveries are prompt. We look forward to receiving your quotation.

Yours faithfully,
Mr. Grim

b) Who wrote the letter? Why did he write the letter?

¢) What parts does it consist of? Did the sender include all the information
the reader needs in order to grant the request?

d) Is it clear what Mr. Grim wants? Is it clear why he wants it?

e) Is the letter brief?

f) Does the letter get the reader’s attention at the beginning? How?

g) Is the letter courteous?

h) Is the letter a request for information or an enquiry for asking a quota-
tion?

i) Is the request™® for information one that the reader can reasonably be ex-
pected to grant*®?

j) Can you understand the difference between request and enquiry?

> Request and Enquiry often have the same meaning. Enquiry may be spelt Inquiry
18 Grant — give what is asked
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Here are some words to help you:

enquiry (= inquiry, request) for | 3ampoc

guotation (quote v.) MpeUIoKeHne yensvl (Ha3HAYaTh, MpeIa-
rartb)

delivery time CPOKH ITOCTABKU

terms of payment yCI0BUS IIJIATEXKA

prompt adj. HEMEJICHHBIN

competitive adj. KOHKYPEHTOCIOCOOHBII

discount n CKHIKa

requirements MOTPeOHOCTH, TpeOOBaHNUS

item n. MO3UIMs, HAMMEHOBAHUE TOBapa

order n 3aKa3

purchase n MOKYIIKa, 3aKyIKa

c.i.f. (cost, insurance, freight), | cud (croumocts, cTpaxoBanue, Ghpaxr),

Southampton nopt CayTX3MITOH

k) Now give a definition for this type of business letter.
I) Give examples in which situations you may need to write an enquiry.
m) Translate the enquiry into Russian in an appropriate style.

DO YOU KNOW THAT ...

- Business workers must often write letters to request samples, prices, esti-
mates, or other information as a routine part of their jobs. To ensure receiving
the needed information as quickly as possible, they make certain that every
request letter is reasonable, specific, brief and polite.

- A letter of enquiry is usually the first communication in procedure which
ends in a contract for shipment. A contract for shipment is a business transac-
tion in which the buyer agrees to buy and the seller agrees to sell at a definite
price.

A request or enquiry usually consists of a request-phrase, reason for request
and expression of gratitude. The request should always be courteously made.
A letter making a request or asking for information should:

1. Make the request clear in the first paragraph.

2. Give a clear reason for making the request.

3. Clearly identify'’ the person making the request.

4. Make a request or ask for information that the reader can reasonably be
expected to give.

5. Express appreciation for the granting of the request.'®

17 Identify — to establish; to make sure. In this case to make clear who the person is who
makes the request.

'8 See more information about Request on p.130 (Reference Section: Granting and Refus-
ing the Request).
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CHECK YOURSELF

Ex. 1.* Use the letter above as a guide. Write a letter to Maximus
Bank in Toronto, Canada, asking if they offer both checking and saving
accounts. If they do, is a minimum opening deposit'® required? If a mini-
mum deposit is required, what is it? What interest do they pay on savings
accounts? You are making a study of making practices in ten selected
countries. Use your own name and address in writing the letter. Study your
letter. Answer the same questions about it that you answered about the let-
ter above (p. 40). Have you developed your paragraphs correctly?

Ex. 2. Here are some sentences that can be used in the beginning and
ending of the main body of request. Note whether each sentence refers to
1) the beginning or 2) the ending of letter. Translate them into Russian
with the formal style.

1. Your name has been given us by the British Chamber of Commerce.

2. We are looking forward to hearing from you.

3. Since the season will soon be under way we must ask you to reply by the
end of this month.

4. We saw your products demonstrated at the Oslo Fair earlier this year, and
would like to know whether ...

5. We have seen your advertisement in this month’s issue of the magazine
states that you can offer a wide range of watches.

6. We would appreciate a prompt answer.

7. Messrs. Gordons and Tatcher of Kent, Ohio who we understand have
been doing business with you for some years, inform us that you maybe able to
supply us with ...

8. We hope to hear from you shortly.

9. As our own customers are processing us for a quotation, we hope you
will be able to make us an offer within a fortnight from today’s date.

Ex. 3. Match English and Russian equivalents of the word-
combinations with “enquiry”.

1. | send an enquiry CJIeNaTh 3ampoc

study an enquiry ePECMOTPETh 3aIPOC

consider an enquiry HAIPaBHUTh 3alIPOCHI B Pa3HbIE ajipeca

send out enquiries PaccMOTpPETH 3aMpoC

examine an enquiry W3YYHTD 3a1pOC

forward an enquiry M3YYHTD 3a1POC

make an enquiry OTIIPABUTh 3aMPOC

S|KQ|<h|D QO |T|D

o|~|o |0 sl

reconsider an enquiry HANpaBUTh 3aIPOC

¥ minimum opening deposit — the smallest amount that will be accepted to open an ac-
count with a bank.
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Ex. 4. Complete the following lines according to the pattern:
In reply to your request ... - In reply to your request I am sending you the

tables and diagrams.

a) I feel sorry that I cannot comply with your request as...
b) Since we have connections throughout the country ...
c) Iam very glad of the opportunity to give my attention to ...

d) It was very kind of you to show me so much attention during ...

e) Please inform us of your considerations concerning ...
f) As far as you request is concerned I have the pleasure of ...
g) As we are the leading dealers in this town ...

Ex. 5. A) Explain the following expressions. Use the dictionary if ne-

cessary.

steady demand
count on a brisk turnover

high quality
prompt deliveries

fancy goods

expensive models
current export price list

B) Fill in the gaps in the text below with the words from the box:

1. Thereis
2. These ... ...

here for ... ...

watches you manufacture.
are in demand during the tourist season, but for

the rest of the year sales are moderate, and often rather low.
3. There is no market here for articles of this type in the higher

price range, but less ...

year.
4. You can ... ...
are .

sell very well throughout the

... ... if prices are competitive and deliveries

5. We would be glad to receive specifications of your new items,

together with your ... ... ...

More expressions:

... and detail of trade discounts.

1. be interested in buying some
goods
2. be in the market for some goods

HHTepecoBaThCcsl 3aKyNKOH Kakoro-imdo

TOBapa

1. require some goods urgently
2. be in urgent need of some goods

HcnpIThiBaTh TOTPEOHOCTE B CPOYHOM

npruoOpeTeHn: ToBapa

be regular buyers

BeITh MOCTOSTHHBIMU NOKyHnaTeJIsIMU

~ potential buyers

~ NOTCHIUAJIbHBIMH IMOKYIIATCIIIMU

~ prospective buyers

~ NEPCIICKTUBHBIMHU MOKYTIATCIIAMU

keen (competitive, realistic, rea-
sonable) price for smth

Xopomiast (KOHKYpEHTOCIIOCOOHas,
aNbHas, pa3yMHasl) leHa Ha Y.-JI.

pe-
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Ex. 6. Translate into English [6].

1. Vkaxure, moxkanyiicra, 1eHbl Ha YCIOBUSX cuU( CayTxdamnToH Ha
CIIEQYIOIINE TOBAapbl B KOJIUYECTBAX, YKAa3bIBAEMBIX B HAIlEM IIHCHME.
2. HampaBbTe HaMm, moskaiyiicta, Bamm karanoru u mpeicKypaHT Ha aB-
ToMoOUIH. 3. MBI Takke Obl XOTENIU y3HaTh yCJIOBUS IUIATEKa U CKUAKH,
KOTOpBIE BBl MpeuIaraeTe 3a peryssipHble 3aKyNKH U OOJBIINE 3aKasbl.
4. Moxere 1M BBl I'apaHTUPOBATh IIOCTaBKY B TEUEHHE TPEX HeIeNb?
5. MBI HazieeMcs TONy4HuTh 5% CKUIKY WU MPUEMIIEMYIO 1IEHY Ha yKa-
3aHHbIe MOo3UIMHU. 6. Eciu kadecTBO OyzneT XOpoIInM, a IIeHa KOHKYpEH-
TOCIIOCOOHOH, MBI CUMTaeM, YTO MOKeM oOemars Bam xopomue pe3yib-
TaThl. 7. MBI XOTeaH Obl y3HaTh, HE MOIIM Obl BBl IPEJOCTABUTH HAaM OCO-
Oyto ckunky. 8. Ham HykeH ToBap camoe mo3aHee K 1 wmrois. 9. [Ipocum
JaTh Bally LeHy Ha ycnoBusax cud Jlusepmynb. 10. Tak kak Mbl CBs3aHBI
KOHTPAKTOM, Mbl XOTEJIU Obl y3HaTb, MOKETE JIM Bbl TapaHTUPOBATH OT-
IPY3KY 110 3 HIOJIA.

Ex. 7. Make up sentences using component parts of each column.

1. We request under consideration | to investigate the phenomenon
2. | should appreciate | with a request about my article.

3. The proposal your attention our request.

4. Kindly take your consideration | to the following matter.

5. | approach you your request will have our prompt attention.
6. With regard to into consideration I inform you of the following.

Ex. 8. A) Read the opening phrases and sentences for replying to a
request:

Replying to your request (or In reply to your request)...

| am very happy to comply with your request.

In accordance with your request...

As requested by you...

I should certainly find it a great pleasure to comply with your request.
In response to your request, I am happy (sorry) to inform you.

With regard to your request, | wish to inform you that...

| am very glad that you have approached me with your request.

9. | feel sorry that I cannot do anything for you as..

10. I should very much like to do my best for you but, unfortunately, |
cannot comply with your request due to...

Nk~ LNE

B) Now translate the phrases and sentences above into Russian using
the appropriate style.
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Ex. 9. Translate into English using the information in Reference Sec-
tion (p. 130 Granting and refusing):

1. 5 BecpMma OnaromapeH Bam 3a TO, 4TO BBI yAOBIETBOPUIN MOIO MPOCH-
Oy. 2. 51 Obl OYEHb XOTEN MOMPOCUTH BacC MPOBEPUTH €Il pa3 MOM pacue-
ThI. 3. 5] o4eHb coxkalero, 4YTO He B COCTOSIHUU BBIOTHUTH Barry nmpocs0y
B HacTosmee BpeMs. 4. Pajgpl cooOmuTh Bam, YTO MO Balleil mpocb0e Mbl
BKJIFOUMJIM Balll aJ[pec B CIHUCOK Uit oOMeHa nuteparypoit. 5. [Ipomry oT-
HECTUCH C JOJ’)KHBIM BHUMAaHUEM K MoeH HpOCB6e.

Ex. 10.* Write the enquiries using the outlines in Russian and expres-
sions in English below.

1) MpeI yBunenu Bam (TOBap, CTEHJ, SKCIIO3UITNIO, BRICTAaBKY) Ha (ToproBoit
spmapke, BricTaBke aBToMOOMIIEH, MeOenn, qu3aifHa) U XOTenH Obl, YTOOBI BB
mpuciIaid HaMm (MoJieNu, 00pasiibl) ToBapa.

C yBaxeHuewu, ...

product, stand-display, exhibition, patterns, samples, Tarde Fair, Motor
Show ...

2) YBaxaemsble rocrosal
Mzur 6YILGM BaM OYCHb HpI/I3HaTeJ'II)HbI, €CJIN BbI HpI/IHIJ]CTC HaM KartaJjior ...
(ToBap), 9TOOBI JaTh HAM BO3MOXKHOCTH ITOKa3aTh HAIINM 3aKa34MKaM Camble
HOBEHIIHE. ..
C yBaxeHuewu, ...

be obliged, enable, customers

3) (JIuunocTh U hupMma) mpeoCTaBUIa HaM Ballle UMSI, U MbI OyJIeM OYEHb MPH-
3HATEJbHBI, €CJIM BBl COOOIIUTE HaM, MOJIB3YIOTCS JIM OHU/OH XOPOIIeH pemyTa-
LUEH U CIeIyeT JIK eMy/ UM IPEJOCTaBIISATh KPEAUT Ha ... (CyMMY).

MoskeTe OBITH yBepeHbI, YTO Jito0as MHPOPMaIHs, KOTOPYIO BBl HaM mpe-
JOCTaBHTE, OYAET UCIIOIB30BaHA CTPOTO KOHPHICHIIMAIBHO.

C yBaxxeHueM, ...

appreciate, advise, good repute, be treated in the strictest confidence

4) YBakaemble Tocmoja!

Bo Bpems npeGpiBanus B ... (Topox) 2 HeJeNnu Ha3aj, s OCETHI ... (BBICTaB-
Ky), TJle MHE O4Y€Hb MOHPABHWICSH ... (TOBap), KOTOPHII JEMOHCTPUPOBAJICS Ha
BalllEM CTEHJIE.

S mpunararo CIMCOK HAMMEHOBAHHM, KOTOpPBIE MHE TpeOyroTCs, W ObLI OBI
OYCHb PaJ MOJIYYUTh BaIlle IPEIOKCHUE KaK MOXKHO CKOpee.

A Takxke X0Ten OBl MOIYYUTh MOTHY0 HHPOPMAIIHIO, KACAIOIIYIOCS SKCIIOPT-
HBIX II€H, YCJIOBHH ILIATEKA, CAMOTO PAHHETO CPOKa MOCTABKH M CKUIKU IS
ITOCTOSIHHBIX ITOKYIIATENIEH.

Mos KOMIaHUSI UHTEPECYETCS BCEMU THIIaMHU ... (TOBap), M €CIIM Y Bac €CTh
JIPYTHe U3JIEHs, Mbl XOTEIH Obl MONYYUTh JOMOJHUTEIBHYI0 HH(POPMALIHIO O
HHUX.

C yBaxeHuewm, ...

be most impressed with , enclose, require, receive one’s quotation, to receive
details
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5) YBaxkaeMble rocmojal

MBpI ¢ yIOBOJILCTBHEM COOOIaeM BaM, YTO HaMepeBaeMCsl KYIUTh OOJIbIIOE
KOJIMYECTRO ... (TOBap) B TCUCHHE ... (CPOK).

[MpocuM Bac mpencTaBUThH MPEUIOKEHHS HA OOBIYHBIC COpTa TOBapa M CO-
0o0IIUTh 00 MMEIONIEMCSI B HAJIMYUHU KOJUYECTBE TOBapa U MPUMEPHOE BpEeMs
MOCTaBKH.

C HeTepneHUEM JKIIEM BaIllero OBICTPOTO OTBETA.

C yBaxkeHHEM, ...

be pleased to advise, be in the market for, substantial quantities, submit of-
fers

11.* Write an enquiry on your own using the vocabulary from the unit.

A) - Your letter is for Sales Manager of the company manufacturing
watches;

- Refer to their ad in the magazine ‘The best goods’ and inform them you
have known they launched a new collection of the watches into the mar-
ket;

- Ask for the catalogue of the watch collection the price list’

- You want the reply as soon as possible.

B) Write a reply to a request letter, using the following information. You
are assistant manager of the Order Department for Hundich Furniture
Stores. You have received a letter requesting samples of the materials used
for the upholstery of a line of wing chairs manufactured by the Kent Com-
pany has discontinued all three styles, and your firm cannot take orders for
these chairs. However, you enclose brochures and fabric samples for the
new styles of wing chairs recently introduced by Kent. Address the letter
to:

Mr. Michael Ronill

Vice President

Modern Vacation Tours of America

448 Children Street

Richmond, Virginia 88762

Use uvb for your secretary’s initials and today’s date.
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Unit 7. OFFERS AND QUOTATIONS

THINK AND DISCUSS

a) Read and study the letter below. Try to iden-
tify the type of the letter. Find words and parts
of sentences which help you to do it.

Domestic Equipment Exporters
67 Hence Avenue
Washington DC WA
US.A.

July 19, 2005
Kin Mohamed, Manager
Modern Industrials, Itd.
7 International St.
Tehran, Iran

Gentlemen:
We thank you for you letter of 14 July, and are glad to inform you that all the
items listed in your enquiry are in stock. If you wish to place a firm order, will
you please arrange for settlement of the invoice by draft through your bank, and
advise us at the same time.
Here is the quotation:
Eight vacuum-cleaners
Fully automatic
Stainless steel
Capacity 2000
$ 300.00 each
CIF Khorrarmshahr
We can guarantee delivery within 4 weeks of receiving your instructions. If you
require the goods urgently, we will arrange for them to be sent by air, but this
will, of course, entail higher freight charges.
We will be glad to fill your order promptly after we receive your order.
Please confirm receipt of”® this quotation. We are looking forward to hearing
from you, and assure that your orders will receive our immediate attention.

Yours very truly,

David Gallagher

Near East Sales Manager

b) Who wrote the letter? Why did he write the let-
ter?

2 confirm receipt of — let us know that you received
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¢) How much money in US dollars will Modern
Industrials have to pay Domestic Equipment for the
total shipment?

d) Domestic Equipment will pay all costs as far as
which port? Where is the port?

e) What is Modern Industrials requested to do when
they receive this letter of quotation?

) Is the letter brief? Is it complete? Is it courteous?
g) Does the letter show that Domestic Equipment
looks forward to doing business with Modern In-

dustrials?
Here are some words to help you:
to list MePEUHUCIISITh
to be in stock OBITh B HAJINYUHA
place an order pa3MeCTUTh 3aKa3
a firm order TBEPJIbIH 3aKa3
settle an invoice OILIATUTE CYET
a draft TpaTTa
to entail IIOBJIEYB 34 COOOU
freight charges TPAHCIIOPTHBIC PACXOIBI

h) Now give a definition for this type of business
letter. Comment on ‘firm offer’.

i) Give examples in which situations you may need
to write quotation.

J) Translate the offer into Russian in an appropriate
style.

DO YOU KNOW THAT ...

A letter of quotation (offer/ proposal) contains a statement of the price at which
certain goods are available. It is the seller’s offer of a purchase contract. It con-
tains a description of the goods being offered for sale. It indicates how much of
the insurance and freight the seller will pay from original shipping point to port
of entry. It states where the shipment is and from this point the buyer must
make his own arrangements for transporting the goods to their final destination.
It usually requests that receipt of the letter be acknowledged. It usually states
when the goods can be shipped if an order is received by the seller.

A letter of quotation should:

1. Be so definite and complete that buyer will not misunderstand the offer.

2. Express pleasure in the possibility that the customer will order the goods.
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CHECK YOURSELF

Ex. 1. Royal Typewriter Company has sent you this letter:

Your inquiry thirty Model MC Royal Typewriters received. Demand for the
new Model MC 100 has been so great that the factory is having difficulty
keeping up with orders. However, we want you to have the new Model MC
100. We will be able to make shipment of the typewriters when you wish
them.

We are giving you our lowest quotation on the standard model.* If you wish
specifications on deluxe models, the price will, of course, be higher.

Here is our quotation:

30 MC 100 Royal Typewriters
11-inch carriage

elite type

FAS New Haven Railroad Hartford
$180.00 each

We shall be happy and able to get the MC's on their way to you just as soon
as we receive your order.

Very truly yours,
M. Norrkid

Answer these questions:

1.

© o~ w

Has Royal Typewriter Company understood correctly how many type-
writers are wanted?

Does Royal Typewriter Company give assurance that the typewriters
will be shipped when needed?

Why has Royal Typewriter Company not asked for trade references?
Is the letter a letter of acknowledgment?
Is the letter a letter of quotation?

Does this letter serve both as a letter of acknowledgment and a letter of
quotation?

7. What are MC's?
8. How much will Independent Trading Company have to pay for all 30

typewriters?

Will Independent Trading Company have to pay transportation charges
from Hartford, Connecticut?
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Ex. 2. Match English and Russian equivalents of the word-combinations
with “offer”:

1. | make an offer/ quotation for NPUHSMb NPEONONCEHUE
the goods
2. | make an offer without en- npeocmasums/Hanpasums nPeoao-
gagement/ obligation JHcenue Ha Ymo-Ji.
3. | make a firm offer subject 0mo3sams npedsodiceHue
confirmation
4. | submit/ send/ forward an coenams KOHMpPNPeoLoNHceHue
offer for smth.
5. | give serious consideration to OMKILOHUMb NPEONOAHCEHUE
an offer
6. | reconsider/ review an offer nepecmompems npeosoNcenue
7. | decline an offer coenamv npeoioxcere Ha mosap
8. | withdraw an offer coenamos meepooe npeoyiodiceHue npu
VCA08UU NOOMBEPIHCOCHUSL
9. | make a counter offer coenamv npeonodicenue ez 0653a-
menbcme
10. | accept an offer VOenUmb MAKCUMyM GHUMAHUS NPEO-

JIOJHCEHUIO

Ex. 3. Complete the following lines according to the pattern:

In reply to your enquiry we ... - In reply to your enquiry we are enclosing full
particulars of our export models.

a) We thank you for you enquiry about ...

b) Replying to your enquiry of 7" March we are pleased to inform

you that ...

C) We have pleasure in confirming that we can...

d) We have pleasure in offering you the following goods ...

e) We are pleased in submitting the following quotation ...

f)  We can offer you immediately ...
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Ex. 4. Match the following business expressions with their definitions:

1. | Packing cost cost and freight: buyer must arrange for the insur-
ance and pay for it
2. | Freight charges modern method of shipping certain types of goods
and it is especially useful for international trade.
Goods is shipped in a metal box of fairly large size
3. | Ocean freight or air | cost of packing the goods for overseas shipment
freight charges
4. | Insurance cost free alongside a railroad car, truck, or ship. This qu-
otation is followed by the name of a carrier and the
name of a place of delivery.
5. | Special pricing railway or trucking cost from the factory or ware-
house? to the port of export
6. | Container shipment | the cost of marine insurance on the shipment
7. | FOB  Beechbank | special price quoted because of the possibility of
New York future orders in large quantities
8. | FAS American | the cost of ocean transport or air transport of the
Ranger Baltimore goods
9. | C&F free on board the ship Beechbank in New York har-
bor.

Ex. 5. Change these terms to abbreviations:

1. free on board the ship Del Rio at the port of Houston;
2. cost and freight;
3. free alongside the ship Del Mundo at the port of Mobile.

Ex. 6. Translate into Russian:

A) Our prices are quoted FOB Odessa. B) Our prices include packing and
carriage. C)The price includes delivery to nearest railhead. D) We can of-
fer a discount of 12% on list prices. E) We can quote you $12 per meter.
F) Raw material prices have risen. G) Prices have remained steady. H) We
can offer you these goods on very favorable terms. 1) Our terms are
monthly settlements. J) Our terms and conditions of sale as printed on our
invoices must be strictly observed. K) This is a special offer and is not
subject to our usual discounts. L) Goods ordered from our old catalogue
can be supplied only until stocks are exhausted. M) In view of the heavy
demand for this line, we advise you to order at once. N) Owing to the in-
creased demand for this type of car our stocks have run very low. O) The
model you ask for is out of production, but we can supply the improved
model instead. P) These goods are available immediately from stock. Q) If
our proposal is acceptable to you please confirm by return. R) Will you
kindly let us have an early decision.

2! warehouse — a building where goods are kept and stored.
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Ex. 6. Rewrite the following sentences substituting for the italicized word
or phrase the correct word or phrase from the column at the right:

1. Does the shipper pay for cost, insurance, and freight
to Sydney?

warehouse

2. Does the manufacturer have the machines in the
building where goods are kept?

more economical

3. Is ‘peso’ the name of the money used in that country?

CIF

4. Please let us know that you received this letter.

currency

5. We know that large shipments are more reasonable
in cost than many small ones.

confirm receipt of

Ex. 7. Translate into English:

a) DTo mpemokKeHne — TBEPoe B TeueHue Tpex ane. b) pemnoxenue
JOJKHO OBITH OTO3BAHO, €CIIM OHO HE OyAeT MPUHATO B TEUECHUE CEMH
auei. €) [pocum mpousBecTH miarex 0aHKOBCKO# TparToit. d) DTo crie-
[HATIbHOE TPEII0KEHHE, U OHO HE MOKET ObITh MOBTOpEHO. €) Obparute
BHHUMaHHE Ha TO, YTO €CJIM TOBap HE MoTpedyercs, OH JO0JKEH ObITh BO3-
BpallleH B T€YEHHE MATH JIHEH, ero JOCTaBKa IMPHU STOM JOJKHA OBITH OI-
nayena. T) Dror ToBap mosb3yercst 6onbimM cripocom. g) Ha aToT ToBap y
Hac HeT cipoca. h) Mbl MOXKEM NPEAIOKUTh BaM HIMPOKUN aCCOPTUMEHT
TOBapa co ckiaza. i) HampaBbTe Baim HHCTPYKIHK 10 (aKCy MM DJICK-
TpoHHO# TouTe. |) Eciiu BbI NpUHMMaeTe Halle MpeiokKeHHe, COOOIITe
HaM 110 Tesedony.

Ex. 8. Match the closing sentences of offer with the appropriate translations:

1.

We look forward to the plea-
sure of serving you.

Hagneemcs, uTo B mpuiaraeMoMm KaTayore
Bbl Hali/IeTe BCIO OCHOBHYIO MH()OPMAIIUIO
0 HalNX TOBapax.

Our whole experience is at
your service. We hope you
will make use of it.

Mg GyeM pajabl OKa3aTh BaM 3TH YCIYTH.

If you think our offer meets
your requirements, please let
us have your order at an early
date, as supplies are limited.

MoxeTe HOJI0KUTHCS Ha Hac, Mbl YACIUM
BalllM KeJaHUsIM (TpeGOBaHUSAM) MaKCH-
MyM BHUMaHUs, U HE3aMEIJIUTENbHO.

You may rely on us to give
your requirements immediate
attention.

Harmu 3HaHMS 1 OIIBIT — K BalllUM yciayram.
HEUZ[CCMCH, YTO BbI UCTIOJIB3YCTC HX.

We should appreciate the
opportunity of showing you
how efficiently we can serve
you.

Ecnu BhicuMTaeTe, 4TO Halle MpeiokKe-
HUE YJIOBIICTBOPSET BAIIUM TPEOOBAHUSIM,
HaIpaBbTe Balll 3aKa3 KaKk MOXKHO OBICTpee,
TaK KakK KOJIMYECTBO TOBApa B HaJW4YUU
OTPaHUYEHO.

We hope the enclosed cata-
logue will give you all the
essential facts about our lines.

Bynem panmbl BO3MOXXHOCTH TPOIEMOHCT-
pUpOBaTh, HACKOIBKO 3(PPEKTUBHBI MOTYT
OBITH JUIsI BAC HAIIIA YCITYTH.

52




Ex. 9.* The following letter has been mixed up. Layout the offer correctly.
Which part of the letter is missing?

Yours faithfully

Jim Night

Sales Manger

All other terms are stated in the enclosed duplicate of the General Conditions
which form an integral part of our sales contracts. This offer is subject to the
goods being unsold upon receipt of your reply.

Dear Sirs,

We hope to hear from you shortly. Please, acknowledge receipt.

London,

30 April 2006

As for pieces as well as terms you will find them stated herein.

Discounts: if the quantity is over 30,000 m, the price is subject to 5 per cent
discount.

Quantity: up to 30,000 m of any fabric.

Prices: as per Price-List No. 4 enclosed herewith.

Quality: equal to sample, in full accordance with government safety stan-
dards.

Terms of delivery: within 3 weeks of the acceptance.

Terms of Payment: 5 per cent in advance; 55 per cent by a Letter of Credit;
the balance of 40 per cent by drafts.

We offer you printed cotton clothe equal to any sample you might select. Be-
sides, should you so desire, you can buy different kinds of woolen textiles,
produced at our factory in Manchester.

We thank you for your enquiry dated 14 April for Textiles of our manufac-
ture.

Here are some words to help you:

should you so desire 10 BaIIeMy JKEJIaHHIO

safety standards CTaH/1apThl 6€30MaCHOCTH
advance aBaHC, mpejornara

General Conditions OO0r1ue ycaoBust

to form an integral part of COCTaBJISATh HEOTHEMJIEMYIO YacThb
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Ex. 10. Translate the letter into English:

YBaxkaemble rocroza!

Pagpl mpennokuTe BaM HaIlM HOBBIE KO)KaHbIE KEHCHI B COOTBETCTBUU C
MPUIOKEHHOU crienuduKauei.

OxkoHuaTenbHas 11eHa omHoro keica coctamisieT 400 mommapoB CIIIA Ha
yenoBusix (o6 ['masro.

CroumocTh TOCTaBKHM mapTtu m3nenuid (15 mryk) ¢ Hamel (abpuku Ha
6opt cynHa oueHuBaercs Hamu B 80 momnapoB CLUA. CtoumocTh ynakoB-
KM TIApTUN 1T MOPCKOM TTepeBO3KH cocTaBisieT SO T0apoB.

[InaTex ocywectBigerca Tparramu B TeueHue 80 QHEH OT AaThl KOHOCA-
MeHTa. [/IBurarens OyJeT OTTPYXKEH B CEHTAOpE MPHU YCIOBUH, YTO BBI pas-
MECTUTE y HaC 3aKa3 He Mmo3aHee 15 aBrycra.

HaneeMcsa momyduThs Ball OTBET, COIEPXKAILMN 3aKa3 HAa KEUCHI, KOTOPBIU
OyJZeT HaMU TIIATEILHO UCTIOIHEH.

C yBaxxeHuem,

Jlopa bencon

Ex. 11.* A) Independent Trading Company wants to order 30 Model 438G
Mimeograph duplicating machines. Write the letter of inquiry, asking for a
quotation from Machine Duplicator Sales, Inc., 55 Touchstone Avenue,
Chicago, Illinois 67003. Ask for CIF to your closest port of entry.

B) Write the letter of quotation as a reply to the letter in A.

Ex. 12.* Inform your correspondent that you forwarded the samples of
silks he asked in his enquiry of October 16 and your last catalogue. You
ask about sale perspectives of your products in the new market. Offer 3
per cent discount if the order will be more than $ 5,000. Remind the cor-
respondent your offer is open for the acceptance till 20 June.
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Unit 8. ORDERS, ACKNOLEDGEMENTS AND CONTRACTS

THINK AND DISCUSS

a) Read and study the letter below. Try to identify the type of the
letter. Find words and parts of sentences which help you to do it.

Benetton Itd.

32 Gertsen Str.

Moscow 636712

Russia

July 19, 2005

Modern Collections Inc.
512 Park Ave.
New York, N.Y. 10011
USA

Dear Sirs:

Please find enclosed our Order No GT 1253, for men’s and boys’ jumpers in
assorted sizes, colors and designs.

We have decided to accept 10% trade discount you offered and terms of
payment viz. documents against payment, but would like these terms re-
viewed in the near future.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), West Street, Birmingham?

If you do not have some of the listed items, please do not send substitutes in
their place.

We would appreciate delivery within the next five weeks, and look forward

to your acknowledgement.
Yours faithfully,

Ivan Petrenko
Purchasing Manager

No. GT 1253

BENETTON LTD.
(Head Office), 32 Gertsen Str., Moscow 636712.
Telephone: 095-378-7867 benetton@hotmail.com

Modern Collections Inc.
512 Park Ave.
New York, N.Y. 10011

USA
Authorized E. Kirsanova
Quantity Item description Cat. No. | Price CIF London
120 | V Neck: 50 Red/ 70 Blue | R 322 $ 7.90 each
200 Roll Neck: 100 White/ N 276 $5.80
100 Black

Comments: 10 Trade Disc. Pymt.?? D/ P Del 5 weeks Date 15 August 2006

22 pymt. = payment
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b) Who wrote the letter? What was the reason to write the letter?

c¢) Did he include all the information the reader needs to fill the
order? Is what lvan Petrenko ordered clearly stated? How is the
writer of the letter going to pay for the goods? Is it clear where
the jumpers are to be sent?

d) Is the letter complete? Is it brief? Is it courteous?

Here are some words to help you:

Viz. a IMEHHO, TO €CTh

Documents against payment | JlokyMeHTbI TPOTUB ILIaTEka

Shipping documents OTrpy304HbIC TOKYMEHTBI

A sight draft Tpatrra ¢ HEeMeJICHHOH OILIaTON

A substitute 3aMeHa

To appreciate OLIEHHUTH

acknowledgement HOATBEPKICHUC

authorized VYnoiaHoMoueHHBIH (OAmMHCcaTh 3aKa3)

Item description Onucanue (HAMMEHOBaHUE) TOBapa

v-neck JIxeMIiep ¢ BRIPE30M Ha IIIee B BHIC OYKBBI «V».

e) Now give a definition for this type of business letter.

f) Give examples when companies place orders with their part-
ners.

g) What is the difference between offer and order?
h) Translate the order into Russian in an appropriate style.

DO YOU KNOW THAT ...

Business people order merchandise, services, and supplies almost every busi-
ness day.

When writing an order letter, you must include all the specifics necessary to
complete the order to your satisfaction.

1. What exactly do you want? Indicate the sizes, colors, model numbers, cata-
logue numbers, or any other relevant information.

2. How many do you want? Ten? Ten dozen? Ten thousand?

3. When do you want your order shipped and by what method? Specify first
class mail, messenger, truck, air freight, parcel post, or some other methods of
delivery. Or, if you prefer, specify when you want to receive the merchandise
and leave the method of shipping to the supplier.

4. Where is the merchandise to be shipped? Should it be shipped to you at the
address on your letterhead? To a warehouse at a different address? To one of
your company’s branch offices? Tell the supplier; do not expect him or her to
guess at this information.
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5. Do you want the merchandise to be packaged in any special way? Perhaps
part of the order should be sent to your office and the rest to a warehouse. If
S0, specify.

6. How do you intend to pay for the merchandise? Is the supplier to charge the
cost to your company’s account? (If so, include the account number) Are you
enclosing a check?

Acknowledgement letter is the letter saying ‘thank you’. Frequently, a direct
‘thank you’ is all that is required. Study this example:

Thank you for your June 11 order for office supplies. We will be delighted to
ship your order for 3,000 imprinted No. 10 envelopes and four cases of ...
After you have expressed your appreciation, anticipate the reader’s question:
“When will the order be delivered?”

The other goals of an acknowledgement letter are to tell the buyer when the
merchandise should be received, to resell the buyer on the product, and to re-
solve any problems regarding the order. The following example shows how
to report on methods and dates of delivery:

We are pleased to tell you that your complete order will be shipped by truck
from our warehouse on September 9.

The letters of order and acknowledgement are followed by contract between
the two parties including all necessary clauses of the bargain.?

CHECK YOURSELF

Ex. 1.* A) Using the letter above as a guide, write a letter to the Business
Book Publishing Company. The address: Business Book Publishing Com-
pany, 45 Fifth Ave., London 1341, UK. Order the book Accounting for the
Beginner by J. Nolte. Use your own name and address and today’s date.
The price of the book is $5.50, including transportation costs. The book is
listed in this year’s fall catalogue. Indicate that you are enclosing an inter-
national money order in payment.

B) Again use the letter above as a guide. Write to Worldwide Publishing
Company, 25 Beacon Street, Boston, Massachusetts 02900, USA. Order
one copy of The International Business Dictionary. Price including trans-
portation is $ 7. Indicate that you are enclosing an international money
order in payment.
When you have finished this letter, study it. Does it do all the things a let-
ter ordering goods should do? If not, rewrite it correctly.

% See the example of contract in Reference Section, p. 131
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Ex. 2. Match English and Russian equivalents of the word-combinations

with “order”.

1. | Negotiate an order a | Ilomewams evinonnenuro 3axa-

3a

2. | Fulfilllexecute/ carry out/ per- | b | Omossamo 3akas

form an order

3. | Inthe course of fulfillment C

4. | Prevent fulfillment of an order d | Cpox deiicmeus 3axaza

5. | Complete fulfillment of an order | e | Becmu nepezosopul o 3axaze

18. | Withdraw an order f | noanoe evinoanenue 3axaza
g
h
|

B xo00e svinoanenus 3axasa

7. Cancel an order in whole Boinoansme 3akasz
8. | Cancel an order in part 3axaz na mosap
9. | Volume of an order Aunnynuposame  3axka3  noaHo-

cmuio

10. | Validity of an order (to be valid) | j | Obwem saxasa

11. | An order form k | Ilpunsams saxas

12. | An order for goods | | IToomeepoums npunsmue 3axa-

3a

13. | Place an order with smb for | m | Yacmuunoe evinoanenue 3axa-
smth 3a

14. | Order from stock n | HHonyyumo 3axkaz om K020-1ub0o

15. Se%ure/ obtain an order from | o | 3axkazame co ckraoa
SmD.

16. | Accept an order p | Brank 3axkaza

17. | Confirm the acceptance of an | q | Pasmewams 3axas y ko2o-1. na
order from smb Ymo-J.

Ex. 3. This acknowledgement explains a problem and tries to persuade the
buyer to change the order to a similar but different product. Read and
study the letter, then answer the questions:

1. Does this letter acknowledge receipt of the order?

2. Does it provide a solution to a potential problem?

3. Does the letter help the buyer to make a decision? How?

4. Do you think 1t’s an effective acknowledgement?

Thank you for your April 5 order for RealSound Automatic Turntables. We real-
ize that you want this order delivered in time for you June Graduation Sale, and
we will gladly arrange to have the turntables shipped to you by truck.

Before we ship the order, however, we must inform you that RealSound Model
43R has recently been discontinued. In its place, RealSound now makes Model
45T, which is different from the prior model in only one particular: the base.

The base of the older model has a vinyl veneer finish, while the base of the newer
model is genuine mahogany. The new model wholesales for $ 42, only $2 more
than the discontinued model.

May we substitute five of the newer models for the five discontinued ones you
ordered? Please let us know as soon as possible. For you convenience, simply
write your instructions at the bottom of this letter and return it to us in the en-
closed envelop.
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Ex. 4.* Write an order letter, using the following information.

You are the manager of a retail sporting goods store: Jack's All Sports
Store, 725 Wes Broad Street, Gadsden, Alabama 35901.
1. TO:
Ms. Loretta Jablonski, Manager
Order Department
Sports Outfitters, Inc.
2002 Bayou Avenue
Shreveport, Louisiana 71108
2. Merchandise to be ordered:

3 each golf bags (brown leather, with strap; model no. 680EE)
$28.95 each

3 each golf bags (brown leatherette, with strap; model no. H522)
$14.00 each

1 case golf balls (24 boxes per case; catalog no. 26-993)
$20.60 per case

3. Delivery information: You must receive the merchandise by April 20 of
the current year. It should be shipped by the best method. Ship to your let-
terhead address. Total the amounts involved and request that Ms. Jablons-
ki charge the bill to your company's account, No. 042-8184-0026. The
date of the letter is March 22 of the current year and your secretary's in-
itials are ren.

Ex. 5. Match English and Russian equivalents of the word-combinations
with “contract™:

1. | Fulfill obligations under a | a | Tpebosanus no konmpaxmy
contract
2. | Draw up/make up a contract | b | Co6miooams ycnosus konmpaxma

3. Make/ conclude/ sign a con- | ¢ | Cmoponel,  3akmouuswiue  KOH-

tract mpaxm
4. | Send a contract for signing d | Hecobniodenue yciosuii KOHMpaK-
ma
5. | Contracting parties e | Cocmasums KoHmMpaxm
6. | Observe the terms of a con- | f | ITynkmol konmpaxkma
tract

7. | Non-observance of the terms | g | Hanpasumo konmpakm na noonucs
of a contract
8. | Clauses/ provisions of a con- | h | Beinornums — o6s3amenvcmea  no

tract KOHmMpaxKmy
9. | Contract obligations i | 3axmouume Konmpaxm
10. | Contract requirements | | Obszamenvcmsa no konmpaxmy
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Ex. 6. Translate into English:

1. Mbl cooOupuin BaM, 4TO HENOCTaBJIEHHBIH OCTATOK TOBapa yxKe OT-
IIpaBJIIE€TCs, U KOHTPAKT OYJET 3aBeplleH K cepeauHe Mecsaua. 2. K coxa-
JICHHIO, Y HAaC 3aKOHYMJICA MaTepuall, 0 KOTOpoM Bbl Ipocui. ITockonbky
BbI 3allpalliiBalIy TOJbKO 3TOT MaTepuall, Mbl HE IpeAJaraeM 3aMeHHUTEb,
HO HaACCMCs, YTO HaM IMOCTABAT HOBYIO MAPTHIO B TCUCHUC CJICAYIOIIUX
ABYX MCCAIICB. 3. M=u1 MOJYUWJIM Balll 3daKa3 Ha ABHUIAaTCIIM CEroAHsA, HO
coXxaJjieeM, 4TO H3-3a 3a0aCTOBKM HA 3aBOJIE€ Mbl HE MOKEM BBIIOJIHHUTH
3aka3. 4. Mbl HajieeMcsl, 4TO IPOCPOYEHHAs! IOCTaBKa OJHOM yacTu ToBapa
HE IpPepBET rapMOHUYHOI'O COTPYJHUYECTBA, KOTOPOE CIOXKHUIOCH MEKIY
HaMH.

Ex. 7. Fill in the blanks with the following words.

Obligations confirm instructions
shipment cancel require executing

1. If you have any comments or ... any further information please do not
hesitate to contact us.

2. We managed to fulfill all our contractual ... .

3. We are very sorry indeed to have to advise you of a delay in ... Con-
tract No 10.

4. We are pleased to ... that your order is completed and awaits dispatch
from our works.

5. The goods are ready for dispatch. We would be glad to have your ... .
6. We wish to explain why there was a delay in ... .

7. If you wish to ... your order, you may, but I think you will find most
manufacturers are faced with the same difficulties at present.

Ex. 8.* A) Read the following memorandum from a buying manager to a
secretary.

To: Kate Keensilton From: G. Willis Date: 9 January 2006
Please place an order with D. Rollson of Satex for the items I’ve indicated on
the catalogue attached. Remind him in the accompanying letter that the terms
we agreed on were payment by banker’s draft, and delivery within four weeks.
Thank you

B) Now look at the sales catalogue Mr Willis mentioned in his memo.

GOLDLINE
Spring catalogue
Item Catalogue No | Price ($ per item)
Shirts
Plain white G216 30 --------- 50
blue G245 o] — 50
Striped grey G177 K] Y — 40
green G234 35 -----o-- 40
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C) Now use the information from the memo and the catalogue to com-
plete the order form:

GOLDLINE
Via di Pietra Papa 00147 Roma

ORDER FORM

Date : 12 January 2006

Name for company: Sons and co. Itd.

Order No : W614

Telephone: 0542 98789

Address for delivery: 17 Seventh Av., Birmingham, Great Britain
Authorized: G. Willis

Quantity Item description Cat. No Price CIF Total

Amount due:
Terms of payment:
Requested delivery date:

Ex. 9. Write a covering letter with this order from Kate Keensilton on be-
half of D. Willis:

- Thank Goldline for their letter of 15 January, catalogue, and price-list.

- Tell them you have enclosed the above order, and that you expect deli-
very within six weeks. You will pay by banker’s draft when you receive
the shipping documents.

- Explain that if items are not available they should not send substitutes.

- Tell them that if there are any problems with delivery, they must let you
know at once.

- Close by saying you look forward to receiving acknowledgement of your
order.
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Unit 9. CLAIMS AND ADJUSTMENTS

THINK AND DISCUSS

a) Read and study the following letters below. Try
to identify the types of the letters. Find words and
parts of sentences which help you to do it.

1) Dear Sirs, 25" July, 2006
Order No VS 5124
We are writing to you with reference to the above order and our letter of July
10™ in which we asked you to expedite delivery of the 30 system units (Model
65) you were to have supplied on July 2.
We have been greatly inconvenienced by this delay because the lorries have
been completed except for the system units that need to be fitted.
Unless we receive the components within the next seven days the order will
be cancelled and placed elsewhere.

Yours faithfully,
J. Collins

2) Dear Sirs, 27 July, 2006

Thank you for your letter of 25 July concerning your Order (VS 5124) which
should have been supplied to you on July 2"

First let me apologize for the delay and for the problems you have expe-
rienced. But as you may have read in your newspapers we are faced with an
industrial dispute which has involved both administrative staff and workers
on the shop floor and as a consequence has held up production over the past
few weeks.

However, | can tell you that the dispute has been settled and we are back to
normal production. Your order has been given priority, so we should be able
to deliver the system units before the end of this week.

May | point out, with respect, that your contract with us had a standard clause
stating that delivery dates would be met unless unforeseen circumstances
arose, and we think you will agree that a dispute is an exceptional circums-
tance.

Once again let me say how much | regret the inconvenience this delay has
caused and emphasize that it was due to factors beyond our control.

Please let us know if you wish to complete your order or whether you would
prefer to make other arrangements

I look forward to hearing from you within the next day or so.

Yours faithfully,
M. Salinger
Managing Director

62




b) - Who wrote the first letter? Why does he write

the letter?

- What parts does the first letter consist of?
- Did the writer make clear the nature of the wrong

delivery?

- What does J. Collins request? (NOTE: In the case
of a letter of complaint®, such a request is known
as asking for an adjustment)

- Is the request a reasonable one? Is the letter cour-

teous?

- Does the first letter persuade the company on the
idea that it should make the adjustment? Does the
letter give the reader the information he needs to

make the adjustment?

- If you represented this company, would you make

the adjustment?

c) - When did J. Collins send his claim? On what
date was the adjustment letter sent? Do you think

it’s a prompt answer?

- Is the customer likely to be pleased when the ad-
justment letter arrives very promptly?

- When a customer receives an adjustment letter,
what is he most interested in knowing?

Does this letter satisfy this interest of the customer?
- Does this letter express regret for the error?

- Does the letter make an effort to keep the custom-
er as a well satisfied customer?

Here are some words to help you:

To make claim on smb.

IIpenbsBisATh IPETEH3UIO KOMY-II.

adjustment

YperynupoBaHue, yJaxuBaHue

complaint

Kanoba, nperenzus

Delay in delivery

3aﬂep>1<1<a ITIOCTAaBKH

To expedite delivery

Y CKOpPUTB IOCTABKY

System unit

CucreMHBIN 010K

To apologize

W3BuHATECS

To inconvenience

[TpuunHATH HeYy10OCTBA, OECIIOKOUTH

Unforeseen circumstances

Here,I[BI/I):[eHHBIC 00CTOSTENLCTBA

Industrial dispute

3abacToBKa

To settle a dispute

YperyiupoBars Crop

To meet the delivery dates

BrimoaHsITH CPOKH IOCTABKU

Factors beyond smb’s control

HexonTtposnupyemble (pakTopbl

2 Complaint (= claim) - a statement when something is wrong
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Now give definitions for these types
of business letter.

- Give examples in which situations
you may need to write claim.

- Translate the claim and adjustment
into Russian in an appropriate style.

DO YOU KNOW THAT ...

Business executives know that they must satisfy their customers to get re-
peated business and good word-of-mouth advertising. Most business firms
are willing to take extra measures to keep their customers happy. Thus,
when an error occurs, reputable businesses are eager to help correct the er-
ror.

To notify a company that it has made an error, customers write claim let-
ters. The assumption underlying each claim letter is that a justifiable claim
will be granted.

A letter making a complaint should:

1. Be reasonable in tone. In most cases it should not display anger.

2. Clearly say what is wrong.

3. Clearly say what the writer thinks is a reasonable adjustment.

4. Give the reader complete information, including the date and invoice
number when the complaint involves an invoice.

5. Show that the writer believes that the adjustment will be made.

6. Express appreciation for service given him up to this time.

Letters written in answer to claims are called adjustment letters. When the
company has made an error and willingly concedes the validity of the
claim, the person who writes the adjustment letter has an easy task - to tell
the claimant that the company will grant the claim. In addition, the adjust-
ment letter should offer the customer an apology and try to restore the cus-
tomer’s faith in the company.

A letter making an adjustment should:

1. Answer the complaint promptly.

2. Make the adjustment in the first paragraph.

3. Make the adjustment graciously.

4. Express regret for the error, but should not overemphasize the error.

5. In some cases, as in this letter, tell the customer how to verify his com-
plaint.

6. Try to re-sell the customer on the company and its products.

64




CHECK YOURSELF
Ex. 1.* Write the adjustment for the claim letter:

October 3, 19.
Dear Sirs,

We received a consignment of 6000 sweaters from you yesterday, our Order
No 1695, which were ordered from your autumn Catalogue No GR 154. But
on unpacking them we found that all the sweaters were made of synthetic
fibres.

As most our customers live in the Northern regions it is doubtful that we
will be able to find a market for these sweaters. We also have firm orders
for thick woolen sweaters.

We would appreciate it if you would send us the required sweaters and take
back the wrongly delivered goods.

Looking forward to your early reply.

We remain faithfully yours,

R Robinson

Ex. 2. Match the English and Russian equivalents of the word-
combinations with “claim” and others connected with complaint.

1. | Reasonable/ justified claim | a | Hapywenue xonmpaxma
2. | To meet/ satisfy a claim b | Vaooscumscs 6 cpox
3. | ToJustify aclaim C | ycmapesuwiuii
4. | To decline a claim d | Obocrosams npemensuio
5. | To claim compensation e | Boimb Hey008IemeopeHHbIM HeM-Il.
18. | Infringement of a contract f | neyniama
7. | Substandard g | omknadvieamo
8. | Short-delivery h | Yoosremeopsmo npemensuio
9. | Misdirection i | Vpezyruposame npobremy
10. | Default of payment J | Honornumenvnas nrama
11. | To meet the deadline k | nexeamka
12. | To postpone | | Obocnosannas npemensus
13. | Shortage m | HedobpoxauecmeeHblll
14. | Extra charge n | Tpebosamv komnencayuio
15. | Out of date 0 | Henonnas nocmasxa
16. | To be dissatisfied with some- | p | Omxronums npemensuro
thing
17. | To solve/ settle a problem g | Omnpaska no HenpasuibHomy ao-
pecy
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Ex. 3.* Write the claim for the adjustment letter:

20th August, 2006
Dear Sirs,

Thank you for informing us about the damage to our consignment
(Inv. No 2985).

From our previous transactions you will realize that this sort of problem is
quite unusual, nevertheless we are sorry about the inconvenience it has
caused you.

Please would you return the whole consignment to us, postage and packing
forward, and we will ask the shipping company to come and inspect the
damage so that they can arrange compensation.

If you want us to send you another shipment as per your Order No. 14478,
please let us know. We have the garments in stock and it would be no trouble
to send them within the next fortnight.

Yours faithfully,
K. Mopps

Ex. 4. Compare the two lists of expressions commonly used in complaints.
Match the informal phrases on the left with their formal equivalents on the
right [7].

1 | it's not our fault A we are sending the consign-
ment to you carriage forward
2 | you should make it right B we are not responsible for the
error
3 | we want our money back C we would like to complain
about....
4 | you have to pay when the goods | D we will have to take legal ac-
are returned to you tion
5 | we will sue you E you seem to have made an er-
ror
6 | you made a mistake F the products are not satisfacto-
ry
7 | we won't buy anything from | G we will not re-order
you again
8 | the goods are rubbish H you have not followed our in-
structions
9 | we're complaining about I please correct the error
10 | why don't you pay attention? J we would like a refund
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Ex. 5. Read the letter and fill in the gaps with the words from the box:

refund inspecting damaged unpacked torn arrived
shipment complain

Dear Mr Boshy,

I am writing to 1... about a 2... of steel garden furniture we received yester-
day against our

Invoice no. T4567/2.

The crates were 3 ...on the outside, and looked as if they had been roughly
handled. When we 4... them, we found that some of the chair legs were bent
and rusty, and the fabric on the seating was 5... .

Two further crates from the consignment have not 6... yet, so we have not
had the opportunity of 7... them. I have informed the shipping company that
we cannot accept this consignment from you, and they have contacted your
insurers.

As we will be unable to retail this consignment in our stores, we are returning
the shipment to you carriage forward, and we will expecta full § ... .

Ex. 6 Translate into Russian:

1. We were very sorry to receive your complaint. 2. Although the quality
of the material is not up to standard we are prepared to retain the goods if
you will reduce the price, say, by 20%. 3. We would like to apologize for
the inconvenience caused. 4. We are extremely sorry about this delay
which you will realize was due to circumstances beyond our control. 5.
This matter is still outstanding and we hope to resolve all the problems
shortly. 6. Unfortunately we cannot consider your reports of damage ac-
ceptable as they do not give specific details to enable us to consider if
there are in fact any faults with our packing procedure. 7. The company
finds that it has no option but totally reject any claim that the cargo was
damaged because of packing.

Ex. 7. Match the words with the appropriate definitions in the right col-
umn:

1. insurance send goods somewhere for a particular purpose

policy

2. dispatch is a written agreement between an insurance company and a
person who wants insurance which states the rules of the
agreement

3. shipment harm or spoil something

4. complain say that something is wrong or not satisfactory

5. damage a person working for the company who sends, accepts and
examines shipments

6. forwarding a large amount of goods sent together to a place or the act of

agent sending them
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Ex. 8. Translate into English:

1. Eciiu BBl HE IPUMUTE HaIlle MPEIOKEHUE, IPETeH3Us OyAeT nepenana
B apOutpaxx. 2. Mbl BBIHY)XJEHbI NPOCUTh Bac opraHuzoBarh OTIPaBKY
3aMEHbI HEJOCTAOIIMX YalleK HeMeaIeHHo. 3. Mbl HacTauBaeM, 4To Mpo-
0J1eMbl, ¢ KOTOPBIMHM MBI CTOJIKHYJIMCh, BbI3BaHbI Baieil HeOpexxHOCThIO,
a He Hamel. 4. EcTh ouH BONpPOC, KOTOPBI MBI Obl XOTETH HOJHSTH, -
3TO MYHKT O IUTPadHBIX CAaHKUHMAX 3a 33aJepXKKy nocraBku. 5. M3-3a 1io-
xo# yknanku 10% xapTOHHBIX KOPOOOK ObUTH MOBPEXKICHBI U HAXOATCS B
IUIOXOM cocTosiHuM. 6. Kak BaMm, BEPOATHO, M3BECTHO, MBI HMCIIBITBIBAEM
3HAYUTEJIPHOE HEeYI00CTBO BBUY TOT0, YTO HAIIUM KJIMEHTaM I1OCTaBIIs-
ercd He TOT Marepuai. 7. OTa omMOKa cilyyaeTcs B TPeTHH pa3, U Mbl
OUYEHb HEJOBOJIbHBI KAUYECTBOM OOCIYKUBAHUS, KOTOPOE BbI MpEJIaracre.
8. Omubka omKHA ObITH UCHpaBiIeHA Kak MOXHO ckopee. 9. Hamu cre-
LUAIUCThI ONPEJEIINIIN, YTO B IAPTUU HE XBaTaeT NATU KOpoOok. 10. Msl
coxXajieeM, HO, €CJIM Mbl He MOJIyYUM OT Bac M3BECTHI 0OpaTHON MOYTOMH,
HaM IPUJETCS AaHHYJINPOBATh 3aKa3.

Ex. 9. * Write a reply from Mr. Jefferson to Mr. Boshy:

e Thank him for his letter, and apologize for the damage.
Explain that the goods were not old stock, but the damage appears
to have happened while the goods were being transported. Assure
him that you will deal with the transport company.
e Say that you will accept the goods carriage forward, and that you
will send the refund by banker’s draft as soon as you receive them.
Close the letter in an appropriate style.

Ex. 10. *A) You have ordered the new collection of summer clothes for
women. However the goods hasn’t been delivered. Write the claim to the
Sales Manager. Try to find out the reasons of delivery delay.

B) Write the adjustment letter from Mr Toda, the Sales Manager of the
Instituto di Medicina, Siena, to Mr Higgins, politely explaining that the
orders were sent to your factory address, not your administrative address,
and explain what that means in terms of delay. However, sympathize with
Mr Higgins and suggest a solution to the problem.
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Unit 10. AGENCIES AND AGENT AGREEMENTS

THINK AND DISCUSS

a) Read and study the two letters below.
Try to identify the types of the letters.
Find words and parts of sentences which
help you to do it.

4 May 2006
1)
Dear Sirs,
Mr. Smith, of the Canadian Trade Mission in Moscow, informed us that you
may be interested in acting as our agent in your country.

As you will see from the catalogue enclosed, we are manufacturers of high
quality glassware and produce a wide Selection of products.

We already export to Europe and the Far East and would like to expand into the
Canadian market where we know is an increasing demand for our products.

We offer you a sole agency to cover the whole area of Canada in selling our
products, and as an incentive we are offering a 10% commission on net listpric-
es, plus advertising support. There would be an additional 2 1/2% del credere
commission if the agent is willing to guarantee his customer's accounts.

This is a unique opportunity for someone to start in an expanding market. There-
fore, if you believe you can handle a sole agency covering the whole of Canada,
and feel you can develop this market, please write to us as soon as possible.

Yours faithfully,
G. Gordon

17 May 2006
2)
Mr. Gordon,
Thank you for your letter of 4 May in which you offered us a sole agency for
your products in Canada.

First, we would like to inform you that we can handle an agency of the type you
described, and that we agree that the demand for Russian goods here is increas-
ing. However, there are some points we would like answered before we make a
decision.

Payment of accounts. Would customers pay you direct in Russia, or will they
pay us, and we in turn would settle with you deducting our commission? How
would payment be arranged? Bill of exchange, letter of credit, or bank draft?

Delivery. Would you send the goods on consignment or will you supply from
stock? If you supply the customers direct, now long will it take an order to be
made up and shipped once it has been received?
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Advertising. You mentioned that you would be willing to help with advertising.
We would like more details about the type of assistance you would give us.
Disputes. If a disagreement arises over the terms of the contract, which law
would be referred to in arbitration?

Length of contract. Finally, how long would the initial contract run? We think a
year would allow us to see how your products sell in this market.

If you can send us this information, and possibly enclose a draft contract, we
would give you our answer within the next few weeks.

Yours truly,
D. Brown

b) - Who wrote the first letter? Why did he write the
letter?

- What parts does it consist of? Did the sender include
all the information the reader needs in order to grant
the request? What information can be needed?

- Is it clear what Mr. Rock wants? Is it clear why he
wants it?

- Does the letter get the reader’s attention at the be-
ginning? How?

- Is the letter courteous?

- Can you call the first letter request?

C) - What is Mr Lucky’s reaction (the second letter)?

- Is his reply positive or not?

- What are the main questions he is interested in?

- Does he cover all the points he could ask?

Here are some words to help you:

act as an agent BricTynaTh B KauecTBe areHra

glassware CrexisiHHas ocyaa

a wide selection of products | IITupokuii aCCOPTUMEHT M3/CITHIA

expand into the market BHeipuThCsl Ha PBIHOK

sole agency EMHCTBEHHOE MTPEACTABUTEIBCTBO

incentive Crumyn

advertising support PexnamHoe obecrieyeHne

del credere Henbkpenepe (MOPYyYUTENbCTBO areHTa 3a BbI-
MOJIHEHHWE TMOKymaTeaeM (UHAHCOBBIX 00s13a-
TEJBCTB)

handle a sole agency B3stb Ha ce®s MoHOIIONBHOE
PE/ICTABUTEIHCTBO

develop a market OCBOHTH PHIHOK

disagreement Pasnornacue

refer to a law CchpinaTbcsi Ha 32KOH

draft contract [IpoexT KoHTpaKTa

70




d) Now give a definition for these types of business
letter.

e) Give examples in which situations companies ap-
point agents.

f) Translate the agency agreement into Russian in an
appropriate style.

DO YOU KNOW THAT ...

A number of companies deal with substantial volumes of sale and purchase.
Sometimes the subsidiaries can be organized in the foreign countries. In this
case companies may be provided with the services of foreign factoring compa-
nies, brokers and other agents. The company examines the experience, estab-
lished contacts, financial stability and other characteristics of the potential
agent. It’s much more important if the company appoints a foreign agent when
the activity is out of local control.

Official appointment should be made in written form including the detailed
information about the terms of agency agreement.

The search of such an agent can be realized in different ways:

- Export Service;

- British Trade Representative in a foreign country;

- Trade Chamber;

- Banks;

- Advertisement in specialized journals of a foreign country.

CHECK YOURSELF

Ex. 1. Read the letter from a company asking to act as a buying agency.
Choose the correct words from the list below. Translate the letter in an ap-
propriate style.

manufacturers brochure offer commission rates freight factory
del credere recommendation principals terms documentation

The Satel Agency
Brauneggerstr. 618
F-3300 Munster

The Buying Manager
Portuguese Industrial Importers
Rua dos Santos, 209
1200 Lisboa Portugal

19 June 2006
Dear Mrs Neves,
We are writing to you on the (1) ... of the Portuguese Chamber of Commerce
who informed us that you were looking for a buying agent for precision tools
in this country.
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We have been in this trade for over twenty years and have close contacts with
the major (2) ... both here and overseas.

If we may, we would like to give you a brief outline of the (3) ... we work on.
Generally, we place orders for our (4) ... with our suppliers, and our customers
settle direct with the manufacturer. In addition we arrange all costs, insurance
and (5) ...facilities for the client handling consignments from the (6) ... to
the port/airport of the importer's country.

As we have dealt with these agencies for a number of years, we can offer you
their most competitive (7) ... for shipment. In addition we would take care of
all (8) ..., including customs formalities.

As a rule we operate on a 4.5 per cent (9)... on c.i.f. values, but if credit is
involved, we could offer (10) ... services for an additional 2.5 per cent com-
mission, pending the usual inquiries.

If you are interested in this (11)... we can assure you of first class, efficient
service. Meanwhile, do not hesitate to contact us for any more information.
Please find enclosed our (12) ...  giving you full details of our company.
We look forward to hearing from you in due course.

Yours sincerely,

M. Satel

Managing Director

Enc.

Ex. 2. Match the English and Russian equivalents:

1. | Remuneration a | Ilposooums pexnammyo KOMRAHUIO
2. | Dispose of something b | [loooeporcusamo ko2o-.

3. | Intermediary C | Pacnopsoumwcs uem-1mubo, npooams
4. | Broker d | BozobHnosums coenawenue

5. | On a consignment basis e | Cnyorcumo ubum-1. unmepecam

18. | Serve smb’s interests f | nocpeonux

7. | Establish an agency g | llepeeooums Oenveu

8. | Appoint an agent h | sosnaepasicoenue

9. | Run a publicity campaigh | i | Esxcemecsaunulii nepesoo

10. | Face the competition of | j | Opeanuzosamo NOCPEOHUUECKYIO

big firms pupmy

11. | Back up smb. k | Boloepoicusams KOHKYPEHYUIO Kpyn-
HbIX hupm
12. | Remit/ transfer money | | Hasnauamo acenma
13. | Monthly remittance m | Maxnep, nocpednux, azenm
14. | Charge smth to smb’s ac- | n | ['odosoii mosapoobopom
count
15. | Renew an agreement 0 | Ha ycnosusx koHcueHayuu
16. | Terminate an agreement p | llpexpawams deticmeue coznauienus
17. | Annual turnover g | Omnocumo umo-1. Ha ueli-1. cuem

72



Ex. 3. A) Translate the following sentences from English into your lan-
guage in an appropriate style; B) Define each sentence: in what part of the
letter can it be used — in the beginning? the main body? the closing?

1. We would like to introduce ourselves as a big company specializing in
distributing sportswear. 2. The name of our company is, no doubt, known
to you already on account of our considerable connections in the business
world. 3. We are writing to inform you what we wish to obtain your au-
thority for selling your cotton in Great Britain. 4. If you are interested in
establishing an agency, please contact us at early convenience. 5. You are
doubtless aware of the growing competition in the market from Indian and
Chinese products all of which are of quite good quality and considerably
cheaper than yours. 6. Our sales to Greece and the Near East have in-
creased so much in the last six month that we feel we should appoint an
agent in this area. 7. You wouldn’t be required to hold large stocks of our
products but representative selection of samples. 8. You would like to ap-
point a sole agent in Scotland to act on our behalf selling our products.
9. The initial contact will be for one year, subject to renewal by mutual
agreement.

Ex. 4.* Read the letter from Japan Importers Ltd and make a reply to it.

Japan Importers Ltd.
Osaka Way

Tokyo

Japan

Dear Sirs

You were recommended to us by The Japanese Trade Commission in Prague
which informed us that you might be interested in acting as our agent in your
country.

As you can see from the catalogue enclosed we are manufacturers of high
quality glassware and pottery.

We already export to the whole of Europe, North America and the Middle
East and wish to expand into the Far East where there is a growing demand
for our products.

So we would like to entrust you with the sale of our goods and appoint you our
sole agent for Japan. We offer a 9 per cent commission on net list prices, plus
advertising support. There would be an additional 2 per cent commission if you
accept the del credere. We believe you could expect an annual turnover of more
than 500,000 dollars.

If this type of agency interests you, please write to us immediately.

Yours faithfully,

H. Chapel
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Ex. 5. Translate into English:

1. BBUly HEYKJIIOHHOTO POCTa CIIpOca Ha HaIIM TOBaphbl Mbl PEIIMIM Ha-
3HAYUTh areHTa, YTOObl OH 3aHUMAJICS HAILIUM SKCIIOPTOM B Ballly CTpPaHy.
2. MBI nblITaeMcsl HAUTH COIMMIHYIO GUPMY, KOTopast OyAeT NMpeiCTaBIATh
HAC MpH MpOoAaKe HAIMX H3Aeuid. 3. Bam OynyT BbICTIaHbl OpOIIIOPHI IS
pa3faud uX BallMM IOKYyNaTelsM C Lelablo pexiamsbl. 4. Uto kacaercs
peKIaMbl, TO Mbl CUMTAEM, YTO Ta3€Thl U >KYPHAJbl SBJSIOTCS JYyYIIMMHU
cpeacTBaMu pekiambl. 5. Bce crnopsl OyayT paspematbcsi Ha OCHOBE
AIOHCKOT'O IIpaBa, TaK KaK HallM COOTBETCTBYIOIME IPABOBBIE CHCTEMBI
OTIIMYAIOTCS APYr OT Jpyra. 6. Mbl — KpynHas KOMIaHUs, CHElHaIn3U-
pyroliasics Ha IpoJiaXke BCeX BHJIOB TEKCTHIBHOIO 000pynoBaHus. 7. Mbl
MUIIEM, YTOOBI COOOIINUTD, YTO Mbl XOTHUM IOJIYYUTh BallE pa3pelIeHUE Ha
IIPOAAXy Balllero xJjomnka B BeaukoOpuranuu. 8. Mbl cuutaeM, uto ol1iee
CHIDKEHHE IIeH Oy/eT HEeOOXOIMMO, €CIIA BbI XOTHTE OCTAaThCsl KOHKYPEH-
TOCIIOCOOHBIMH. 9. MBI BBIHYKAECHbBI COOOIINUTH BaM, YTO Ballld LIEHBI IKO-
HOMMYECKH HETpUEMJIEMBI Ul aHrIuiickoro pbiHka. 10. Mbl 6marogapum
Bac 3a TO, 4YTO JaJM HaM BO3MOXKHOCTb B3sITh Ha ce0s CO37aHUE BaIIEro
IIPE/ICTaBUTENIbCTBA.

Ex. 6.* The following letter was accidentally torn up. Look through all the
pieces and then re-arrange them in the correct order.

We can allow a 20 per cent trade dis- | ... but prefer our agents to buy our

count off our net list prices ... products for their own account.

Dear Sirs We generally do not deal on consign-
ment basis ...

Moto ltd. They usually prefer this method as it

15 Nelson Av. proves more profitable for them and

Kent allows them greater freedom in deter-

USA mining prices.

... would like to appoint an agent in | Yours faithfully,
Great Britain to act on our behalf | H. Hammer

selling our products throughout the | Marketing Department
country.

Our company offers a full after-sales | ... and another 5 per cent quantity dis-
service which is essential in estab- | count for sales above 100, 000 dollars.
lishing the reputation of our brands,

If your offer is of interest to you, | We are a large manufacturing company

please write to us immediately ... in motorcycles production in the USA
and ...

...so that we could draw up a draft | ... and your customers needn’t worry

agency agreement about spare parts or maintenance.
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Ex. 7. Fill in the blanks with one of the following words. Mind your
grammar.

1. Therg are som_e_points we would like to be ... be- | ¢4 advantage:

fore taking a decision. turnover:

2. We have show-rooms where your products can be | references;

shown ... . in the affirmative man-
3. We generally do not deal on ... but prefer our | ner;

agents to buy our products on their own account. consignment basis;
4.1f our offer is of interest to you, please write to us | draft;

immediately so that we could ... a draft agency | tO entrust;
agreement. to draw up;

5. You know our products well enough, besides your | 0 clarify;
company is long ... . to accomplish;

6.We would like ... you with the sale of our goods ess,[?gilss.hed;
and appoint you our sole agent for Central Europe. del creéiere'

7.For ... you may apply to the Japanese Trade
Commission in London.

8. If you agree to act on our behalf and sell our
equipment... the sales of your machines in this
country, we will be happy to entrust you with sole
agency.

9.Should you so desire we would be prepared to ac-
cept ... for which we charge a commission of 3 per
cent.

10. They usually prefer this method as it proves
more profitable for them and allows them greater
freedom in ... prices.

equal in value to;
to determine

11. We suppose you could expect an annual ... of
more than 500 000 dollars.

12. We should be obliged if you would send us a ...
agency agreement.

13. The Company would like to know how the pay-
ment will be ... by a Letter of Credit or by Bill of
Exchange?

14.We will supply you from stock so you will not
have to hold large ... .

15. If you answer ..., we would like you to handle
sole agency for us.

75




Ex. 8. Translate the letter into English

YBakaemsble rocmoa!

Oupma "Xapasap Tpeitnuar Kamnaaun" npemioxuia HaM CBOW YCIYTH B
KauecTBE HallMX MOHOIOJBHBIX areHTOB Ha Teppuropuu BenukoOpuranuu u
coo0miIa HaM, 4To Bbl MoXKeTe MpeocTaBUTh HaM MOJPOOHBIC CBEIEHHS O
cocrostHum ux zen (affairs).

Mp1 66U OBI TIPU3HATENBHEL, €CITH OBI BBI cOOOmIMIM HaM 0 (HHAHCOBOM
HIOJIOKEHUH 3ToW (upMbl, ee penyTauuu u odbopote (Volume of business).
Mp1 xoTenu Obl TakKe 3HaTh, BEACT I (hUpMa CBOU Jefia yJOBIECTBOPUTEIb-
HBIM 00pazom. Bee cBemenus, kotopelie Bol Mormu Obl HaM BhICTATh, OyIyT
paccmartpuBathes (10 treat) Hamu kak cTporo KoH(HUAeHIMATRHBIE. biaroma-
puM Bac 3a noHumManue.

C HetepnieHreM xJieM Baiero otBera,
HavanpHUK OoT/EMa pacyeToB T. Barris

Ex. 9. Write a reply to Mr Satel from Christina Neves. In your letter in-
clude the following information:

- Thank Mr Satel for his letter;

- Say that you are interested in his proposals because there is an increasing
demand for precision tools in Portugal; suggest that you could accept ei-
ther 3 per cent commission on c.i.f. values, or the 2.5 per cent del credere
commission;

- You would like to know if they can act as clearing and forwarding
agents, offering a door-to-door facility;

- Check that they will send references from other companies they act for;

- Suggest that, if this is possible, one of the directors could meet them to
discuss a contract;

- Close the letter as appropriate.

Ex. 10. Make up letters according to the situations:

A) You are a computer manufacturer and would like to develop the market
in Central Europe. For this you are going to appoint an agent. You want to
offer the following terms to the agent: validity of agreement is 1 year;
commission — 10% of all the invoices for the goods sold by the agent.

B) You’ve got the letter from the company which offers you to become an
agent and sell software in Russia. You are satisfied with the terms but
would like to find out some other information: 1) How will the advertising
campaign expenses be cleared? 2) How will you solve conflicts with the
company if any problems take place during the agency agreement?
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REVIEW 2

A) ldentify the types of the following letters. Find words and parts of sen-
tences which help you to do it.

Dear Sirs
Our orders Nos 6531, 6687, 6866 and 6892

As we have repeatedly pointed out to you, prompt delivery on your part is es-
sential if we are to maintain satisfactory stock levels and carry out our produc-
tion schedules.

Each of the four orders listed above has arrived later than the date stipulated,
and order No 6892 was delayed almost a month, with the result that we have
had to reduce production by some 5 per cent.

We are unable to allow this situation to continue, and are sorry to have to tell
you that unless you can guarantee to deliver supplies by the dates specified in
future orders, we will be forced to look for another supplier. We hope to hear
from you very soon.

Yours faithfully,

Dear Sirs,

We have received your claim of 3 November 2005, regarding the quality of the
items we shipped to you. However, after a thorough examination we have
come to the conclusion that the merchandise is identical to the sample we had
sent you when you placed the order.

Would you please check your shipment once more.

Yours faithfully,

Dear Mr Hoffman,

Thank you for your letter and invitation of 13 January inviting Mr Boldt to
your annual dinner.

He will be pleased to attend and speak about the effects that parity of curren-
cies will have on the costs of raw materials for our industry. He expects the
talk to last about half an hour.

I will send you a transcript next week, and Mr Boldt would welcome any
comments or suggestions you care to make.

He looks forward to seeing you on February 15 at the function.

Yours sincerely,

Barbara Schroeder (Mrs)

p.p. Gunther Boldt Chairman
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B) Add introductory phrases according to the pattern:

...l am sending you the journal. - At the request of Dr. Novikov | am
sending you the journal.

1. ...I have arranged for you a meeting with Dr. Samsonov. 2. ...we have
not received the legends to the drawings yet. 3. ...to my request. 4. ...you
to be an honorary member of our editorial board. 5. ...to this important
matter. 6. ...I wish to inform you that the reprint was sent to Mr. Camp-
ing. 7. ...during my scientific tour in your country. 8. ...about delivering a
speech at the ceremonial opening of a new Monument to Academician
Ivan Pavlov.

C) Build up sentences by arranging the words in their proper order.

1. Matter, will, most, attention, appreciable, your, be, this, to. Consider-
ation, your, to, perhaps, would, to, proposal, this, able, you, be, give. 3.
Should, comply, find, a, great, to, pleasure, with, your, request, I, it, cer-
tainly. 4. Accordance, request, in, sent, you, latest, have, I, with, the, edi-
tion, your.

D) Write out all the points of information from the following letter. An-
swer the letter on those points. Make use of the expressions of this sec-
tion.

June 11,191
Dear Prof. Jennings,
I wish to express my sincere gratitude to you for extending to me an invitation
to spend a few weeks in your laboratory towards the end of 19... | accept your
invitation with great pleasure. | believe I'll be able to visit your laboratory to-
wards the end of this year starting December 1st. If that date suits you, please
send an official letter to our institute.
In response to your request | have sent to the Journal "Surface Chemistry” a
paper entitled "...".
Since we are interested in the problem of polymer fuels, we would appreciate
it if you could supply us with information in the area.
I am happy to inform you that preparation is under way in Russia for the or-
ganization of an International Symposium: on... to be held in Kiev, October
20-26, 2006. If you find it possible to take part in the work of the Symposium,
please inform us the title of your paper.

By the way, Dr. Novinsky is visiting Oxford in July. He asks whether you
can arrange for him a series of lectures at your laboratory. Please give your
best attention to his request.

Give my best regards to Ann and the kids.. I'll be very happy to see you.
Yours sincerely,

Christoph Wolter
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E) Give the definitions for the following expressions:

1. discount

. purchase

. advance

. shipment

. quotation

. substitute

. delivery time

. order

9. authorized

10. adjustment
11.Unforeseen circumstances
12. Monthly remittance

O IN|OO OB WIN

F) You are dealing with International Business Book Company of Zurich,
Switzerland. Assume that Mr. Harry Dot, 35 Lindenstrasse, Frankfort,
Germany, whose request for information you granted in Lesson 8, sent
you an order for twenty (20) copies each of Business Communication by
Thomas A. Green and Report Writing by Graham and Thompson.

He enclosed payment to cover the cost of the books and the cost of the
shipping. You filled his order the day it was received.

Mr. Dot writes to you today. He tells you that there were twenty copies
of Business Communication but only eighteen copies of Report Writing in
the package he received.

He asks you to send the two missing copies. Your adjustment policy
permits you to send these missing books immediately without investiga-
tion. You are interested in keeping Mr. Dot as a customer. Write the ad-
justment letter.

Study your letter. Does it do all the things an adjustment letter should do?

G) ldentify the types of the business letters. Make replies for them.

1) Dear Sir,

I am replying to your advertisement in the trade magazine Homecare in
which you said you were looking for a buying agent in the U.K. to represent
your group of stores in West Africa.

My company already acts for several firms in Europe and America and we
specialize in buying domestic appliances and other household goods for these
markets. We have contacts with all leading brand manufacturers so we are
able to obtain specially reduced export prices for their products and we can
offer excellent terms for freight and insurance.

Our usual commission is 5 per cent on c.i.f. invoiced values, and we make
purchases in our principals' names, sending them accounts for settlement.
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We will keep you well informed of new products that come on to the market,
sending you any information or literature that we think will be helpful.

I have enclosed our usual draft contract for you to consider, and if you are
interested, | would be pleased to hear from you.

Yours faithfully,
Frederic Haines

2) Dear Sir/Madam,

On 12 August | ordered 12 copies of Background Music by H Lowery under
my order number FT567.

On opening the parcel received this morning | found that it contained 12 cop-
ies of History of Music by the same author. | regret that | cannot keep these
books as | have an adequate stock already. | am therefore returning the books
by parcel post for immediate replacement, as | have several customers wait-
ing for them.

I trust you will credit my account with the invoiced value of the returned cop-
ies, including reimbursement for the postage cost of £ 7.90.

Yours faithfully,
C. Black

3) Dear Mr. Causio,

Thank you for being so prompt in sending the documents for our last Order,
No. 14463. We have accepted the sight draft, and the bank should be sending
you an advice shortly.

We have been dealing with you on a cash against documents basis for over a
year and would like to change to payment by 40-day bill of exchange, docu-
ments against acceptance.

When we first contacted you last February you told us that you would be pre-
pared to reconsider terms of payment once we had established a trading asso-
ciation. We think that sufficient time has elapsed for us to be allowed the
terms we have asked for. If you need references, we will be glad to supply
them.

As we will be sending another order within the month, could you please con-
firm that you agree to these new terms of payment?

Yours sincerely,
Victor Bishop

H) Now when you‘ve known a number of significant details about writing
business letters it’s your chance to test your ability and answer the follow-
ing gquestions:

f) What is the difference between speaking and writing?

g) Do you agree that bad writing can be cured? Give your grounds.

h) What problems do people face when they are writing letters?

i)  What style in writing do you prefer?

J) Isitreally necessary to be informal in letter writing? to be formal?
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SECTION 3 MISCELLANEOUS LETTERS
Unit 11. ADVERTISING LETTERS

THINK AND DISCUSS

a) Read and study the letter below. Try to
identify the type of the letter. Find words and
parts of sentences which help you to do it.

Dear Sir,

Our new Spring collection of suitings contains designs which, |1 am sure, will
be of great interest to you personally.

Interest, however, is not merely confined to the more formal suitings, for we
also have an exceptionally pleasant selection of week-end and country wors-
teds in our Daks suiting range. | believe the patterns enclosed will appeal to
you, one is a novel design for town wear, and the other two indicate the trend
for muted shades for country wear.

I do hope you will be able to call and let us show these fine new materials. As
you know, we are open until 7 p.m. on Thursdays.

Should you require any further information on current styles or cloth, please
do not hesitate to telephone me at Grosvenor 7688.

Yours sincerely,
I. Hopkins

b) Who wrote the letter? Why did he write the
letter?

c) What parts does it consist of?

d) Is it clear what Mr. Hopkins offers?

e) Does the letter get the reader’s attention at
the beginning? How?

f) Is the letter courteous? Is the letter brief? Is it
insistent?

g) Does it arouse the interest of the reader in the
product and his desire to purchase it?

Here are some words to help you:

suiting Matepuai 111 KOCTIOMOB

to be confined to smth. BbITh OrpaHUYECHHBIM YeM-JI.

to have an exceptionally | ImeTh HCKITIOUUTEIILHO XOPOIIHiA BEIOOD
pleasant selection of ...

suiting range ACCOPTHMEHT TKaHen
novel design Hogrlii qu3aitn

trend Tennenus

current styles CoBpeMEHHbIE CTUIIH
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k) Now give a definition for this type of
business letter.

I) Translate the letter into Russian in an
appropriate style.

DO YOU KNOW THAT ...

Advertising letters are often called Sales Letters and sometimes Informing Let-
ters. These letters have as their purpose the selling of a product or a service.
What are the things a sales letter must do to be a successful sales letter?

1. It must get attention in the first paragraph — otherwise the reader will not
finish reading the letter.

2. It must arouse the interest of the reader in the product or service and arouse
his desire to purchase it.

3. It must convince the reader that he should purchase the product or service.

4. It must make it possible for the reader that to act promptly and easily.

CHECK YOURSELF

Ex. 1*. . Write a sales letter, using the following information. You are the
Director of Marketing for your company, which is introducing a new dish-
washing detergent to customers in the southwestern part of the United
States. (The product has already been introduced successfully on the West
Coast, and the company now intends to sell the detergent nationwide.)

Company: General Products

of America, Inc. 800 Archway

Boulevard St. Louis, Missouri

63101

New Product: Crystal Soap Flakes, for dishes.
Selling Points:

1.  Soap flakes, instead of the usual liquid. (Your company considers
the flakes to have a more concentrated cleansing power than the
soap liquids now in use.)

2. Special container that allows the user to regulate exactly the
amount of detergent needed.

3.  Creates long-lasting suds that are gentle to hands.

4.  Marvelous lemon/lime scent.

Can be found in all major supermarkets and grocery stores.
Bonus Feature: You are enclosing a special trial packet of the detergent
for the recipient. Use today’s date and assume you are using letterhead
stationery. Your secretary’s initials are dfg. You may use more selling
points than those listed above, if you desire. (The recipient will act imme-
diately by buying Crystal Soap Flaked at the nearest store)

o
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Ex. 2.* Sales letters are usually written by specialists in writing this kind
of letter. International Business Book House, however, has asked you to
write a sales letter that can be sent to the schools that are customers of the
Company telling them about a new book you have for sale.

Here is the information about the book that you will need in writing the
letter:

Title of book: American Business English in Action

Author: James L. Blackstone, professor of Business Communications, American

University, Tehran, lran. Expert in teaching American business English to per-
sons whose native language is not English.

What the book covers: The writing of all types of business letters and reports;
practice in the use of new business vocabulary; practice in English sentence
structure; grammar and punctuation; up-to-date information.

Format of the book: Paperbound, size 6 1/4 inches by 9 1/4 inches, light and easy
to carry. Easy to use. Will hold together with hard usage. Excellent illustrations.

Price: $ 3.50.

Ex. 3. Match English and Russian equivalents:

1. | extensive range d | BBICOKOKA4eCTBEHHOE O0CITy-
JKUBAHUE

2. | intriguing novelties b | BbIroHBIC LIEHBI

3. | advantageous prices C | mocnemHsist ¥ TOYHAst HHPOP-
Manusi

4. | give prompt service d | ObicTpO OOCITYKUBATH

5. | highest quality service e | mupoKwuii BEIOOP

6. | current and accurate information | f | kaprouka as oTBeTa

7. | areply card 0 | MHTPUTYIOIINE HOBUHKU

Ex. 4. Fill in the gaps in the advertising letter with the expressions from
the box:

available ages safe weight lifting firm up
reply card body-building results

ALL-PRO SPORTING SUPPLIES
Box 8118
Phoenix, Arizona 85029

7 July 2006
Dear Sir/ Madam,
What do Miss Universe and Mr. America have in common? They both lift
weights to keep in shape-with very different results of course. And many
women across the country are discovering-just like Miss Universe-that 1 ...
is an effective and fun way to a better-looking body and better health in the
bargain.
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All-Pro has put together a special package to help women get started. We will
send you a pair of three-pound dumbbells and a fully illustrated body-building
regime. In just 45 minutes a day, three days a week, these easy-to-follow ex-
ercises will 2 ... every muscle of your body from your deltoids to your
calves.

Despite the myths that have grown up around 3 ... , lifting weights will not
make a woman look like a man. Does Farrah Fawcett look like Burt Rey-
nolds? And weight lifting is completely safe. According to Dr. Leonard Pad-
dington of the Phoenix Sports Medicine Institute, "Weight lifting, which
strengthens the cardiovascular system, is safe for people of all 4 ... . If you
start a weight-lifting program now, you will be able to continue to whatever
age you want."

Weight lifting shows 5 ... faster than any other form of exercise. Get started
now and you'll be all set for your bathing suit and the beach this summer.

Our Women'n'Weights package, with the two dumbbells and complete exer-
cise regime, at the low price of $21.95, is 6 ... only through the mail. You
can't buy it in any store. And for a limited time only, we will send you, along
with your purchase, an exercise mat FREE. This 100% cotton, quilted mat is
machine washable, a $6.96 value.

To order your Women'n'Weights package, and your free exercise mat, SEND
NO MONEY NOW. Just fill in the enclosed postage-paid 7 ... , and your bet-
ter body will be on its way to you.

Yours truly,
R. King
Sales Manager

Ex. 5. Translate into Russian:
1. Our fashion stores have a thousand and one things to delight you. 2. Our
range of merchandise covers every need from good inexpensive to more
highly priced. 3. Your telephone call will have immediate attention for
booking and information. 4. Consider some of the advantages of the
goods. 5. This machine is neat and compact. Handling is extremely sim-
ple. 5. A full range of these suits at this very advantageous price awaits
your choice at our stores. 6. We take this opportunity of giving our regular
customers the first change to secure a pair of such shoes, for we don’t
think they will be there long. 7. The reputation of our products has been
spread by all who know them. Our catalogue is enclosed; the choice is
yours. 8. It is our sincere desire to give you the personal attention and sa-
tisfaction.
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Ex. 6.* The following letter parts are mixed. Look through all the pieces
and then re-arrange them in the correct order.

JOBO'S
Winston Salem, NC 11133
December 14, 2006

Dear Customer:

The sale is for one day only, January 31. But the doors will open at 9 A.M., so you can
shop early for the best selection. And, of course, your Justin's and VISA cards are al-
ways welcome.

To celebrate the occasion, we are having a Grand Opening Sale, and every Jobo store
will be in on it.

Now that the scaffolds are down and the hammering has stopped, you are probably
aware that Jobo's has opened a new store in the Bethabara Shopping Center. We are
extremely proud of this gleaming new addition to the Jobo’s family.

EVERYTHING in ALL our stores will be marked down 10-30%. Designer jeans that
were $25-$40 are now $20-$36. An assortment of 100% silk blouses, originally $60-
$95, are on sale $40-$65. The savings are incredible.

Sincerely yours,
Nina Belgie
Sales Manager

Ex. 7. Translate into English:

1. 3agymbIBaJMCh JIM Bbl O MPEUMYIIECTBAX, KOTOPbIE MOTYT JaTh Hallld
ycayru Juis Bamero 6usHeca? 2. B mpuiaraemom Oykiere JaHbl Bce Ta-
pudBl 1O ONpeAeIeHHBIM CHEeIHATbHBIM TOBapaMm. 3. DTOT CHELUAJIUCT,
HECOMHEHHO, JIaCT BaM MOJHYI0 MHPOpPMAIMIO O HAIIMX yciyrax. 4. Orta
BBICTaBKa SIBJISIETCS MPEKPACHON BO3MOXKHOCTBIO I Ballux (GUpM-
M3rOTOBUTENEH TIOKA3aTh CBOIO NMPOAYKIMIO HALIEH CTPAHE U €€ COCEIsIM.
5. ¥Yxe monTopa Beka Hallla MPOAYKIMs CYUTACTCS caMOM JIydrieit.6. Jra
KOMIaHUs, OCHOBaHHas B 1885r., Xopomo M3BECTHAa Kak M3TrOTOBHUTENb
MEPBOKJIACCHOTO ONTHYECKOT0 00opyaoBaHus u npudopos. 7. Konkypen-
IIUS HE CKa3ajach HU Ha KAauecTBE, HU HA MPUTATATEILHOCTU HAILEro TOo-
Bapa. 8. IIpocuM mocMOTpeTs mpuIaraeéMblii MPEUCKypaHT U COOOIIHTH
HaM C TIOMOIIbIO MPUIIOKEHHOT0 OJIaHKa, YTO Bac HHTepecyeT. 9. Mbl Mo-
KEM TPEUIOKHUTh BaM CHEIUAIbHYIO [IeHY (CKHJIKY), €CIIU BBl Pa3MECTHUTE
3aka3 10 10 mas. 10. Ecnu y Bac Oyzaer kakast-mu6o mpobiema 1o noBoy
HaIIMX yCIYyT WK HAIIEero TOBapa, COOOIIUTE HaM.
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Ex. 9.* A) Mr. Lewis, to whom the sales letter in this lesson was ad-
dressed, called for an appointment with the representative of the Wilson
Air-Conditioning Company, Mr. Lawrence T. Moore, an air-conditioning
specialist. Mr. Moore studied Mr. Lewis's needs for air-conditioning and
sent him a plan giving him the probable costs for the installation. Two
weeks have gone by and Mr. Lewis has not been heard from. The Wilson
Air-Conditioning Company wants to sell this installation to Mr. Lewis.
Mr. Henry L. James, the sales manager, asks you to write Mr. Lewis a let-
ter to sell him the idea that he should install Wilson Air-Conditioning in
his home. In writing your letter to Mr. Lewis, remember to do the follow-
ing things:

1. Thank Mr. Lewis for letting Mr. Moore call. Give him the date when
the call was made.

2. Remind him of the plan Mr. Moore sent him. You are enclosing a
copy, in case his copy is not immediately available.

3. Remind him that you have not heard from him.

4. Call his attention to the advantages of air-conditioning.

5. Give him this additional information:

a. Wilson Air-Conditioning not only provides an even supply of cool
air, but it also reduces the humidity in the air, thus making living in your
house more comfortable.

b. The house that is air-conditioned by Wilson is free from dust and in-
sects.

c. The cost of Wilson Air-Conditioning is low. You have in addition a
one-year guarantee.

d. Wilson Air-Conditioning units are so well made that there are almost
No repair costs.

6.Suggest that he now signed the copy of the contract that is enclosed.
Wilson will make the installation within a week.

B) After you have written your letter, answer these questions about it:

1. Does your opening sentence get the reader’s attention?

2. Does your opening sentence lead naturally into the next part of

your letter?

3. Do you increase the reader's desire for Wilson Air-Conditioning by
giving some new advantages in addition to the ones given in the
first letter?

Does your letter sound as if you had the reader’s interest in mind?
Does your letter sell Wilson Air-Conditioning, not air-conditioning
in general?

6. Does your letter try to convince Mr. Lewis that the price of Wilson

Air Conditioning is right? How?

7. How many enclosures are there?

o s
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UNIT 12. SOCIAL BUSINESS LETTERS
(INVITATIONS, CONGRATULATIONS,
GRATITUDES AND OTHERS)

THINK AND DISCUSS

a) Read and study the letters below. Try to identify
the types of the letter. Find words and parts of sen-
tences which help you to do it.

1) Dear Mr. Touchstone,

On behalf of the Cooperville Bank, | offer you our sincere congratulations on
your recent promotion to national sales manager. | know that you have worked
hard for Newton Corporation and therefore | am delighted that you have been
promoted to this new and challenging position. Your company is very fortunate
to have benefited from your expertise as well as loyalty during the past nine
years.

Cordially,

Anne Page

Anne Page

2) Dear Jim,

Barbara and | were very sorry to hear that you were injured in a car accident
and we want to let you know how concerned we are. We will come to see you
at the hospital as soon as you are able to receive visitors. We are hoping that
you will make a speedy recovery and will soon be out of the hospital. So hurry
and get well!!

Warmest regards,

Daniel Sims

Daniel Sims

NEWBRIDGE ASSOCIATES
346 Fitzharding Square
Manchester, VT 23867

3) I will/ will not* be able to attend the New England Tourism and Travel Cor-
poration Roadshow at the Arlton Hotel in Chicago
Wednesday, October 2, at 6:00
NAME: Andrew Lloyd
COMPANY: Lloyd & Lloyd, Ltd.
* Please delete as appropriate
R.S.V.P.
Franca Lester
Tel. (783) 567-3245
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4) Dear Mr. Andrews:

Mr. and Mrs. Charles Drake thank the Management Team of the Winchester
Corporation for the invitation to attend the dinner dance honoring William R.
Chesterfield on May 22, which they will be happy to attend. Yours sincerely,
Charles Cooper

5) Mr. Clarence Logan has been on our sales staff for the past eight years and
has compiled an excellent sales record. He is a friendly person by nature and
has won the friendship as well as the business patronage of his customers. We
have convincing evidence of that from the letters we have received in response
to the announcement that he is leaving our company on his own volition since
he feels that he has advanced as far as possible under our current employment
plan. For that reason, he has decided to look for a position in a larger organiza-
tion.

We are sorry to see Mr. Clarence Logan go, because he has shown himself to
be capable, resourceful, well-disciplined, intelligent, and pleasant. Therefore,
we recommend him with enthusiasm since he should be a valuable asset to any
company.

Joseph Yearn

Director of Human Resources

b) Who wrote the letters? Why did they write the
letters?

c) What parts does each consist of?

d) Does each letter address to one person or a
whole organization?

e) Are the letters courteous? brief?

f) How often do business people write letters of
congratulations, sympathy, condolence, invita-
tion, gratitude and some other social letters?

g) What are the major characteristics of social
letters?

h) What style is mainly used in such letters?

i) What information does an invitation contain?

J) What main points are to be covered by a letter

of reference? Have you ever made up letters of
reference? Has somebody written a letter of ref-
erence for you?

Here are some words to help you:

On behalf of OT ¥MEHH. ..

Promotion [ToBbIIIEHHE, TPOJIBIKCHUE

To benefit W3Bnekats nonb3y

loyalty BepHOCTb, BBICTyTA JIET

expertise OnbiT, MPo(eCcCHOHAITbHBIC HABBIKH
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concerned OO6ecnoKOeHHbIH
Attend smth IMocemath (MeporpusTHe)
R.S.V.P. OTBETHTE, MOXKATYyHCTa

French - Repondez s’il vous plait
Dinner party GaHKeT
Smth honoring smb YTo-11. B 4eCTh KOTO-II.
Be on the staff BeITh B mITaTe
Record XapakTepucTrka, obnorpadus
Patronage ITOKpOBHUTENLCTBO, MOJICPIKKA
On one own’s volition | ITo cOOCTBEHHOMY KEJTAHUIO
Resourceful N300peTaTenbHbIi, HIMEIOIINIT MHOKECTBO HICH
asset [lenHoe KauecTBO

k) Now give a definition for these types of
business letters.

I) Give examples in which situations you
may need to write a social letter.

m) Translate the letters into Russian in an
appropriate style.

DO YOU KNOW THAT ...

Social letters are an integral part of business correspondence. There are lots of
miscellaneous letters in business sphere such as invitation for a special occa-
sion, accepting an invitation, sympathy, reference, congratulations, gratitude,
letters concerning appointments and others. Let’s consider some of them.

Gratitude, thanks or appreciation should always be expressed to the person
or establishment that was (is or will be) so kind as to render help, service or a
favor to the person asking for it. Gratitude, thanks or appreciation are also ac-
knowledged in making an inquiry or request or upon receipt of information,
printed matter, material, etc. as well as for a person’s consideration or atten-
tion to the writer’s matter or business.

Official invitation is usually written in the following manner: The (name of
institution or person) requests the pleasure of (name of person) at (occasion) to
be held at (address), at (time) on (day, date). R.S.V.P.

Usual form in accepting official invitation:

(Name of person) thank(s) the name (name if organization or person) for its
(their) kind invitation to (occasion) to be held at (address), at (time) on (day,
date) which he has much pleasure in accepting (to accept).

Congratulations (congratulatory letters) are written to organizations or pri-
vate persons in connection with success, celebrations, anniversaries, signifi-
cant occasions, etc.

Reference letters are written if you need to make a characteristics for the per-
son you know well; usually it’s the person who worked or dealt with the or-
ganization you work for.
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CHECK YOURSELF

Ex. 1. In what kinds of business letter can each of the following sentences
be used? Comment on them.

1) 1 regret that 1 am not able to accept your kind invitation for the buffet
reception on February 14. My business schedule calls for me to be in Eu-
rope during the entire month of February. 2) The Management Team of
the New York Corporation in honor of William R. Chesterfield requests
the pleasure of the company of Mr. and Mrs. Charles Baker at a dinner
dance on October 20 at 7.30pm. RSVP. 3) I can recommend Ms. Joanne
Rainman, without any hesitation, for the position of assistant director of
human resources in your organization. She is intelligent, accurate, person-
able, and discrete. 4) Mr. Evans left our organization of his own free will
because he believed that freelance work would offer greater opportunities.
5) My congratulations to you and your sales force for having surpassed
last year’s sales level. 6) Thank you very much for your hospitality during
our visit to Houston. We hope to be able to return your hospitality next
year. 7) Colin Electronics invites you to the Electronics Trade Exhibition
to view its full range of new CD boom boxes...

Ex. 2. Match the English and Russian equivalents:

1. We have the honour to invite you .. | a. Bosibemioe crmacu6o 3a Barire mpu-
TJIAIICHHE ...
2. Allow us to invite you ... b. K coxameHnio, Mbl HE CMOXEM

IIPUHATH Bamre IIPUTJIAICHUC ...
3. It would give us great pleasure if | c. [Ipurmamaem Bac ...
you could visit ...

4. We would like to invite you to ... d. Imeem vecthb npuriacuth Bac ...

5. Many thanks for your invitation . e) Paspermte npuriacuth Bac ...

6. We would be grateful (to you) if | f) K coxanenuro, MBI HE CMOXeM

you could visit ... HPUHSATD ...

7. We thank you for your invitation ... | g) Msl Obutd OBl [PH3HATEIBHBI
(Bam),

eciit Obl BbI CMOTIIN TIOCETHTS ...

8. We are pleased to accept your | h) Ham 65110 GBI OUEHB MPUATHO, €C-
invitation ... s 661 BbI CMOTIIH TTOCETHTS ...

9. We regret we cannot accept ... I) MBl oueHb pU3HATENbHEI 32 Ba-
11e JI00e3H0e MPUTIIAIICHHE ...

10. We are very grateful for your | j) baaromapum 3a Bame tpuriarre-

kind invitation ... HHE ...
11. Unfortunately we are unable to | k) Ham npusitHO npuHsTh Bamie npu-
accept your invitation ... TIalIeHue
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Ex. 3. Make the sentences from invitation letters and replies to them. Mind
your grammar. Translate them into Russian.

1. ... I/ happy to accept/ invitation/ I/ look forward/ to participate/ the ex-
hibition

2. .../ response/ your invitation/ conference/ 1/ submit/ you/ materials/ your
consideration and comment/ your earliest response/ be appreciated

3. ... / very much regret/ | /cannot accept/ the invitation/ attend the talks/
next month / since/ it/ come/ the middle of the academic semester/ and/ I/
have lectures/ to present.

4. ... 1 1/ regret/ | cannot accept / your kind invitation/ hope/ 1 / be able/
visit you some time/ the future

5. ... [ thank you/ very much/ the programme/ seminar/ regret/ personal
circumstances /prevent me/ attend the seminar

6. ... / many thanks/ invitation/ my wife and 1/ be delighted/ join/ you/ din-
ner party

Ex. 4. Translate the sentences from different letters into English [5]:

1) Ham o4eHb NpUSATHO MOJIYYHTH Ballle TUCbMO OT 22 arpesi, B KOTOPOM
BBl MIPOCUTE HAC HANPABUTh BaM HAIIM TOCJEIHUE KATAJOTU M HOBBIN
npeiickypaHT. 2) Mbl npusHarenbHbl Bam 3a npuriamieHue npuHATh yda-
CTHE B CEMHUHapax, KOTOpble MpoBOAUT Bamia kKadenpa. CoTpyaHUKH Ha-
LIEr0 YHUBEPCUTETA 3aMHTEPECOBaHbl B MOCEIIEHUH MOJOOHBIX CEMHHa-
poB. MbI OblIM ObI IPU3HATENBHBI BaM, €CJIM Obl BBl CMOTIJIM BbICTIATh HAM
MIPOrpaMMy CEMHUHapa, KOTOPBIM COCTOMTCS BECHOW CIEIYyIOIIEro roja.
3) 51 oueHs OnarogapeH BaM 3a Balll MMOJOXKUTEIBHBIH OTBET HA HAIIE MIPH-
rJIalleHue MPUHATh y4acTHe B OTKPBITUM HOBOTO (miiMaja Hallel Komrma-
HuH. 4) OyeHb Kajb, 4YTO HE MOTY NPUCYTCTBOBATH B LIEPEMOHUU OTKPbI-
THS KOHKYypcCa M3-3a paHee Ha3HAY€HHOM BCTpPEUr ¢ MOUM JI€JIOBBIM MapT-
HepoM. 5) S xouy UCKpeHHE Mo0IaroapuTh Bac 3a Bally OMOIIb B opra-
HU3AI[UU MOETo BU3HTA B Bally cTpaHy. 6) C yI0BOJILCTBUEM BCTPEUYCH C
BaMH Ha Bedepe IO CIIyYaro €KEroJHOro cOopa BBITYCKHHUKOB YHUBEPCH-
tera. 7) 51 Ol XOoTen cepAaeyHO MOOIAroapuTh Bac 3a TOCTENPUHUMCTBO,
OKa3aHHOE MHE BO BpeMs mMoero npeOsiBanusi B JlonnoHe. Baiie BHMMa-
HUE cJlienano Moe npeObiBaHue B BenmkoOpuTaHuM HE TOJBKO MOJIE3HBIM,
HO M npusATHBIM. 8) [IpuriamaeM Bac NPUHATH y4acTHE B €KETOAHOM CO-
Opanuu akuoHepoB Komrnanuu. [Tosectka ausa npumaraercs. 9) [lpuHornry
cBou riryookue codonesnoBanus. 10) CepaedHo mO3apaBisiio C HEJJABHUM
MOBBILIEHUEM T10 CITYKOe.

Ex. 5. Replace the Russian expressions in the brackets with English equi-
valents.

1. | offer my (cambie cepumeunbie mo3apasieHus) on your successful
graduation from the university.
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2. Accept my best (moxxenanusi JalbHEHIIMX yCIeXoB) IN your crea-
tive work.

3. With (mo3npasienus) for the New Year from your most sincere
friends and colleagues.

4. My best congratulations (o cmydato) your winning the Interna-
tional Fellowship for your research work in chemistry.

5. | (cepaeuno no3mpasisio) you on 25" anniversary of your brilliant
career.

6. Allow me to congratulate you (B cBsi3u c¢) setting up your own
business and wish you success.

7. May we congratulate you on your (mpoaBrkeHHEM IO CIyx0e)
and send your our best wishes and (Termuiblii mpuBeT).

8. | want (mocnates Bam mom uckpennue noxenanus) for the Happy
and Prosperous New Year!

9. We were very pleased to learn (o Bamem nasnadenun) to the post
of President of the firm.

Ex. 6.* Read the following invitation from the German Chamber of Com-
merce and choose the best words from the options in brackets, and then
reply to it.

Dear Mr Bold,

We (wish, want, would like) to invite you to our annual dinner on 15 February
and (wonder, ask demanded) if you would consider being one of our guest
(announcers, speakers, talkers).

The theme we are promoting this year is the Single European Currency, and
we would (admire, like, appreciate) a contribution from your field of manufac-
turing how this would (afflict, affect, alter) you and your colleagues' enterpris-
es. Please (let, leave, make) us know as soon as possible if you are able to (ar-
rive, attend, assist).

(Inside, Enclosed, Within) you will find a formal invitation (to, of, for) yourself
and a guest.

Yours sincerely,

Mark Pitch

Chairman

Ex. 7. Change the following sentences into a more acceptable form for
business letters.

1 1 can't come to the reception because I'll be on holiday next week.

| regret that
2 It's such a shame that your brother is dead. I'm really sorry.

| was

3 So you've been elected Chairman of the company! Well done!
I would like
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4 Mr Norman wants to drop in and see you next week about a contract,
OK?

Mr Norman would

5 I can't see you next Friday for our appointment after all.

| am sorry to tell
6 Can you come to our Sales Conference on 18 March?

We would like

7 Thanks for helping me when | was in Hamburg last week.
| would

Ex. 8.* Adriano Blake, Sales Director of Data Unlimited PLC, is organiz-
ing a sales conference for forty sales representatives to attend a two-day
presentation by two advertisers who are promoting a new line of products.

As Mr Blake, write a letter to the Conference Centre based on the
following information:

m Your address: Data Unlimited PLC, Data House, Chertsey Road,
Twickenham, Middlesex TW1 1EP.

m Conference Centre: The Royal Hotel, Owls Road, Boscombe BH5 1
AD.

m The hotel was recommended by associates and you want a conference
room for forty reps for a two-day presentation.

m Dates of conference: 8 and 9 December 2006. You will need confe-
rence room and facilities from 09.00 to 18.00 on both days.

m Requirements: full seating, presentation platform, dais, public address
system, screen for slides, full video equipment and facilities for record-
ing. You will supply your own display materials.

m Refreshments: coffee/biscuits at 11.00, four-course meal in restaurant
with table wine, tea/snacks at 16.00.

Finish by asking for confirmation that the centre will be available.

Ex. 9. Complete the lines according to the pattern:

| would appreciate it very much... — | would appreciate it very much if
you would ring me up on Monday, June 10" at 2 c'clock.

1. I shall be very grateful if... 2. I shall be much obliged if... 3.  Thank
you so much for... 4. We shall appreciate it very much if... 5. Will you be
so kind as to... 6. We shall be most happy to... 7.1 have much pleasure in...
8. Through the courtesy of...
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Ex. 10. Complete the following sentences by joining up the two parts with
the correct preposition. The first one has been done as an example.

1. I’d be grateful if you could | FOR | relocating an office is that over-
send them a reply ... heads can be reduced.

2. The main advantage ... TO | the closure of the factory.

3. Everyone in the bank received | OF | Your phone call this morning...

an invitation ...
4. | am writing to you with refer- | TO | silicon chips
€nce ...
5. The insurance company paid | TO | the office Christmas party.
for the damage ...
6. He was criticized by the man- | OF | the stock in the fire.

ager ...
7. The union leaders wanted to | FOR | child care facilities in the compa-
hear about the reasons ... ny.

8. The price of computers has | ON | the work you have completed.
gone up recently because of a

shortage ...

9. I am enclosing a cheque ... FOR | the invitation they sent.

10. The Personnel Manager | TO | his unhelpful attitude towards the
submitted the report ... customers.

Ex. 11* Write the letters for the following situations:

a) You have received the invitation from the organization committee to
participate in the conference, but you cannot accept it. Thank the organiza-
tion committee for the invitation. Explain why you cannot accept it. In-
form them in your letter about forwarding your report which they are to
include in the conference materials.

b) Your partner from Michigan, USA, has invited you to visit his com-
pany for negotiations and has asked you to inform him about the date, time
and flight number you come. Write the invitation from your American
partner and reply to it.

c) Congratulate your colleagues on the national holiday in your country.
d) Congratulate your overseas colleagues on the launch of their new line
of the goods into Russian market.

e) Thank your colleagues from another city for their hospitality when
you visited them. Say a few words about your impressions of their wel-
come.
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Unit 13. INTEROFFICE MEMORANDUMS

THINK AND DISCUSS

a) Read and study the letter below. Try to
identify the type of the letter. Find words and
parts of sentences which help you to do it.

MEMORANDUM
From: OM
To: MD
Date: 1 April 2000
Ref.: copy machine

The copy machine in HR Dept has broken down again. This is the third time
this month. Please could you arrange for the maintenance staff to look at it.
Thank you.

b) Why does the letter not contain addresses?
How is it different from the letters which you
send to other organizations?

¢) Who wrote the letter? Why did he write the
letter?

d) What parts does it consist of? Why is it
short?

e) Is the letter courteous?

Here are some words to help you:

Memorandum 3anucka «Is MaMaTH, 4ToObl HE 3a0bITh», CIIy)KeOHasI
(memo) 3aITuCKa
Copy machine KomnupoBaibHbIi anmapat

maintenance staff | o6ciyxuBaromuii mepcoHa

k) Now give a definition for this type of
business letter.

I) Give examples in which situations you may
need to write an enquiry.

m) Translate the letter into Russian in an ap-
propriate style.
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DO YOU KNOW THAT ...

The interoffice memorandum is a form used to communicate within a business
organization. They are used for many of the same purposes for which business
letters are used: to request information; to send information ; send documents,
contracts, or other materials; and to report on various business transactions. In
most large companies, memos may be written more often than letters.

The rules for writing good business letters also apply to memorandums, with
one exception. Memos are usually more direct and more concise than letters.
They get to the point quickly and do not waste time. Informal or semiformal
style is more often used in memos.

The interoffice memorandum may be a full-sized sheet or a half sheet. Notice
the style of the heading of the memo:

To: MD®

From: OM*

Date: 1 April 2006

Ref. (Subject): copy machine

In this style of interoffice memo, the guide words TO, FROM, SUBJECT, and
DATE, are printed on the form. When printed forms are not available, typist
prepare memorandums on blank sheets. In this case the word MEMORAN-
DUM (or MEMO) is typed in the centre of the page at the top. Then the words
TO, FROM, SUBJECT, and DATE are added, either in one column or two.
The body of the Memo is singled-spaced. No salutation or complimentary clos-
ing is used. The block style is used more often, as in business letters.

Most writers don’t use a full typed signature. The typist usually types the writ-
er’s initials only, leaving one space between the body of the memo and initials,
and his or her own initials at the left margin, with one space separating.

The writer normally doesn’t sign the memorandum with his or her full name.
The writer instead initials the memao.

CHECK YOURSELF

Ex. 1 Write the memorandum for your secretary according to the follow-
ing letter from Keith Green:

Dear Helen Smart,

Our Managing Director Mr Burns will be arriving in Moscow next week to
negotiate the contract we are planning to sign with your firm. Then he will
go on to Turkey. We will be grateful to you if you will book a seat for him
on a flight leaving Moscow on the 18" of September, for Ankara. We thank
you in advance for your kind attention to this matter.

Yours sincerely

Keith Green, Personal Assistant

> MD — Managing Director
% OM — Office Manager
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Ex. 2.* The following memo has been mixed up. Layout the memo cor-
rectly. Which part of the letter is missing?

TO: Ms. Rachel Graf FROM: JohnJ. Rebel

You may file with the Employee Benefits Department before registration. \We recom-
mend this procedure, so that you will know whether you are eligible for the tuition re-
fund before you take the course.

BROOKE & NAGORNY, INC. INTEROFFICE MEMORANDUM

SUBJECT: Tuition Refund

Here is the information you requested on the company policy concerning tuition re-
funds. You have these options for filing your tuition application form:

DATE August 15, 1981
JIR/ hev

You may file within 60 days after completion of the course by sending our department
(@) a document that shows you have completed the course satisfactorily and (b) a copy
of your receipts for the registration and tuition fees. If you are eligible according to the
guidelines shown in the employees' handbook, you will receive a refund check for these
fees within two weeks after we receive the required documentation.

Please let me know if you need any further information

Ex. 3. Fill in the gaps with the words from the box:

| JUH ftp distribution subject memo from date To

... See Distribution ...: Lydia N. Benitez ""'{"

.... February Meeting, ...: January 18, 1981
New Products Review

The monthly meeting of the New Products Review Committee is scheduled for
Wednesday, February 3. We will meet in the conference room on the eighth floor
at9:30 a.m.
If you cannot attend this meeting for any reason, please let me know no later than
January 28.

JUH
ol

Mr. Francis Bongiorno
Mr. Leroy F. Jordan
Ms. Denise A. Litowitz
Mr. Orlando Navarro
Ms. Millicent Peavy
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Ex. 4.* Assume the interoffice memorandum below is addressed to you.
Upon rechecking the March 1 inventory, you found that two boxes of
typewriter ribbons containing 12 ribbons each, and 500 file folders had not
been counted. These items were in a carton that had recently arrived and
had not yet been unpacked.

Write a memorandum to the Accounting Department to answer the memo-
randum you received (the memo below). Use the interoffice memorandum
form of communication. Submit, also, a new and correct Office Supplies
Inventory and indicate in the memorandum that you are attaching a cor-
rected inventory listing.

To: Office Manager
From: Accounting Department
Subject: Office Supplies Inventory
Date: March 5, 2006

Please re-count the number of typewriter ribbons and file folders on hand. The March
1 inventory should show that we have on hand at least two dozen typewriter ribbons
and about 300 filing folders.

May we have your report by the end of the week?

Ex. 5.* A) The Accountant in the same department store wants to write a
memo to staff about procedures for payments by cheque, and wants to
remind them what steps they should take to prevent fraud. Read the fol-
lowing list of comments, and decide which points should be mentioned in
the memo.

a Staff should carefully match signatures on cheque cards with signatures
on cheques.

b The value of bad cheques presented over the past year amounts to
£30,000.

¢ Salespeople should not make all the customers feel like criminals,

d A number of customers pay for goods in cash,

e Cheque cards have expiry dates and limits written on them which need
to be examined carefully.

f Supervisors should be contacted if salespeople are unsure about a pay-
ment.

g Customers' reactions should be noted for nervousness.

h Cheques should be examined to see that they have been completed prop-
erly.

I The banks also lose a great deal of money through cheque fraud.

j The problem of bad cheques cannot be eliminated, but it can be re-
duced.
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B) Write the memo and cover the following points:

Say what the problem is.

Explain what procedures staff should follow.

Explain what additional precautions can be taken.

Say what staff should do if they are still in doubt about a cheque.

Ex. 6. * Write memorandums, using the following information. Use plain
paper and type the guide words needed for the memos.

1. The recipient is Ms. Constance Vorspan of the Advertising Department,
telephone extension 7114. The writer is your boss, Francisca L. Alvarado,
of the Sales Department, telephone extension 2606. Both are in the Mid-
west Region office of Pelzer Porcelains, Inc. (Use Pelzer Midwest as the
company name for both individuals on the memo.) Both are located in the
Lincoln, Nebraska offices. Use today's date and write your own subject
line. Write the memo as if it were written by Ms. Alvarado. Ask to be add-
ed to the internal company distribution list for the Quarterly Projected
Magazine Advertising for Pelzer's products. This list is a compilation of
all the magazine ads that will be placed by the advertising department dur-
ing the next three months, showing the name of the magazine, the size of
the ad to be run, and the date of the issue in which it will appear. Ms. Al-
varado wishes to distribute copies of the list to each of the sales represent-
atives in her region to aid in their planning for each quarter. Ask if it is
necessary to receive special permission for such a distribution.

2. Use only the To, From, Subject, and Date guide words for this memo-
randum. You are in charge of preparing and overseeing the production of
the annual report for Lipari and Jaeger International, Inc. (LJI). You are
writing the memo to go with a preliminary draft of the report, which you
are enclosing. The draft is being submitted to various division heads for
their approval before the final version is typed. Request that each recipient
return the draft with any suggested changes no later than three weeks from
the current date. (Use a specific date in the memorandum.) Send the memo
to Ms. Christina Adler, Corporate Headquarters; Mr. Joshua E. Gaines,
Production; Mr. Samuel Ihara, Corporate International; Ms. Genevieve P.
Eisen, Corporate National, Mr. Lars Yodin, Advertising; Mrs. ElsaT.
Zaidan, Merchandising; Mr. Roberto C. Batista, Manufacturing; and Ms.
Sybil D. Wesson, Financial. Remember to put the names on the distribu-
tion list in alphabetical order. Use today's date and rgo as your secretary's
initials.
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Unit 14. APPLICATION LETTERS AND RESUME

14.1. APPLICATION LETTERS

THINK AND DISCUSS

a) Study the letter below. Try to identify the
type of the letter. Find words and parts of sen-
tences which help you to do it.

Rua Libero Badero 11
Sao Paulo, Brasil
December 17, 2006

International Business Book Company
Brazilian Branch

Rua Mexico 45

Rio de Janeiro, Brasil

Gentlemen:

I have been told by Mr. John L. Peterson, Credit Manager, The Business Book Pub-
lishing Company, New York, with whom | believe you are acquainted, that you are ex-
pecting to make some additions to your accounting staff in February. I should like to be
considered an applicant for one of these positions.

You can see from the data sheet that is enclosed with this letter that | have had five
years of varied experience in the book business both in the United States and in Brazil.
The companies for which | have worked have given me permission to refer you to them
for information about the quality of the work | did while in their employ.

My work was in the credit department and in the accounting department in both
companies, with some experience also in inventory control. In both positions, | have
written business letters in English. The courses taken at Central Commercial and the
Bronx Community College specifically prepare me for doing the accounting required in
your Department.

Since | shall be in Rio de Janeiro during the week of May 22, | hope that you will
give me an interview at some time convenient to you during that week. If there is further
information that you wish in the meantime, please let me know. I can always be reached
at the address given at the beginning of this letter.

Very truly yours,
John Linder

John Linder

Enclosure
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b) Is the letter written on letterhead paper?
c) Does the writer give his address?

d) What is the purpose of the first para-
graph?

e) Why is Mr. John Peterson mentioned in
the first sentence?

f) Why does the writer mention his pre-
vious experience?

g) Why does he say that his previous em-
ployers are willing to serve as references?

h) What is the action the writer wants the
reader to perform?

Here are some words to help you:

application 3asBJICHUE, COMPOBOIUTEIBHOE MUCHMO K PE3FOME

Be acquainted with OBITh 3HAKOMBIM C KEM-IL.

Accounting staff COTPYIHHUKH [1IepcoHa| OyXxraarepuu
applicant KaHIOWIAT Ha JOJDKHOCTH, COUCKATENh
position JIOJIKHOCTh

experience OITBIT

i) Now give a definition for this type of
business letter.

j) Give examples in which situations you
may need to write an application letter.

k) Translate the letter into Russian in an
appropriate style.
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DO YOU KNOW THAT ...

The application letter is the first contact with a prospective employer,
who uses the letter to decide whether the job seeker does — or does not — de-
serve an interview. Because the application letter can change the course of a
career, it is one of the most important letters that many people ever write.

An application letter is used to answer a classified ad, to apply for a spe-
cific position that has been recommended by a friend or acquaintance, or to
apply for a job at a company where the applicant would prefer working. The
purpose of the letter is always the same: to convince the recipient to grant a
job interview.

To get an interview, you must stimulate the employer's interest in you,
show confidence in your ability to do the job, mention briefly your qualifica-
tions for the position, and request that the recipient set up an interview with
you.

A letter applying for a position should:

1. Be brief — not more than one page.

2. Include the writer's address.

3. Apply for the position in the first paragraph.

4. Arouse the reader's interest by telling how the applicant learned about
the position.

5. Convince the reader of the applicant's qualifications by:

a. showing the reader the specific things the applicant can do that make
him especially well fitted for the position.

b. explaining the educational preparation the applicant has had that quali-
fies him for the position.

6. Include a data sheet that gives specific information about the applicant
difficult to include in the letter itself.

7. Ask for an interview.

8. Offer to give additional information if the reader desires it.

9. Have a handwritten signature (if it’s not an electronic message).

The letter of application is a sales letter. It should sell the applicant for
the position, showing how well fitted he is to fill it. The letter should present
those specific qualifications that the applicant has that no one else has.

102




14.2. RESUME

THINK AND DISCUSS

a) Study the paper below. Try to identify the
type of it. Find words and parts of sentences
which help you to do it.

RESUME

Personal details: JOHN LINDER
Rua Libero Badero 11
Sao Paulo, Brazil
Birth date: June 7, 1978
Marital status: Single

Position sought: Bookkeeper

Experience: June, 2003  Clerk, Credit Department,
to present Standard Paperback Business Books
Sao Paulo, Brazil

July, 2000 Assistant Bookkeeper
to The Business Book Publishing Company
May, 2003 8 Park Avenue South

New York, N.Y. 10001 U.S.A.

Education: Graduated June 2000
Central Commercial High School
18 West 15 Street
New York, N.Y. 10005 U.S.A.
Major Subjects: Accounting, Business Management

Special skills: Certificate of IBM PC User
Fluent English, Spanish, Portuguese
Driver’s License (C-degree)

References: James L. White, Credit Manager
Standard Paperback Business Books, Inc.
Caixa Postal 7240
Sao Paulo, Brazil

Dr. William H. Patton, Chairman
Accounting Department

Bronx Community College
Grand Concourse at 184 Street
New York, N.Y. 10158 U.S.A.

Interests: Member of AISEC
Sports: swimming, tennis
Arts: modern and classical music
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b) What is the purpose of paper?

c) Why does the writer mention his pre-
vious experience?

d) Does the writer give all the necessary in-
formation the reader needs?

e) Now give a definition for this type of
business paper.

f) Translate the letter into Russian in an
appropriate style.

DO YOU KNOW THAT ...

To prepare an effective résumé (other variants: data sheet, Curriculum Vitae
or CV), an applicant must understand what it is, how an employer will use it,
and why it is important. First of all, a résumé is a summary of experience and
other qualifications submitted with a job application.

An employer can waste days, or even weeks, interviewing people who are
either unqualified or poorly qualified for a specific position. Not everyone
who applies for a job has the necessary qualifications. The résumé saves the
employer time for it allows a screening of the applicants. Résumé highlights
some very important information. Since the information is in writing, it can be
referred to as often as necessary. Without a résumé for reference, an inter-
viewer may neglect some important details of an applicant's background or
experience during the interview. Also, more than one person is often involved
in the hiring process. The interviewer may need to make copies of the résumé
and send them to others in the company.

There are additional reasons for writing a résumé. The very process of pre-
paring one often helps an applicant to focus more clearly on his or her
strengths and weaknesses, as well as on his or her employment potential.

Many applicants deal with employment agencies. The placement specialists at
such agencies also find résumés helpful. They are quite useful when the spe-
cialist must select the most suitable job openings for a particular applicant
from the positions available.

A data sheet should:

1. Be so arranged that the information is easy to read and understand.

2. Give personal information about the applicant, such as age, marital status,
health.

3. Give precise information about the applicant's experience, being careful to
account for all the years of employment and giving the latest employment
first.

4. List the schools attended or courses taken that especially fit the applicant
for the position.

5. List names, titles, and addresses of persons who are in a position to make
statements about the applicant's qualifications for the job, such as former em-
ployers or teachers.
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CHECK YOURSELF
Ex. 1. Fill in the blanks in the ads with the appropriate words below:

attractive, ability, successful candidate, clear, contact, experience, suit,
team, willing, busy office, customers, hard work, initiative, outgoing, pre-
ference, required, skills, kitchen staff, pension scheme, thorough training

A) Our new 200-seat restaurant is opening in May and we are looking for
waiters, waitresses and (1) ... . If you are a friendly and (2) ... .person who is
not afraid of (3) ... we have the job and hours to (4) ... you. For more infor-
mation (5) ... Margaret on 443621.

B) Typist/ Receptionist (6) ... for a (7) ... . Typing and shorthand between 80
and 120 w.p.m*’. We will give (8) ... the applicants who have experience of
using word processors and computers. Telephone Sales Executive

C) We want a positive person who is (9) ... to work hard and can use their
own (10) ... . You must be lively and have a good sense of humor and a (11)
... speaking voice. You will receive (12) ... to enable you to inform (13) ...
of the benefits of advertising with us. Send c.v. to:

D) Account Clerk

The (14) ... will have had (15) ... of bookkeeping and banking procedures.
The position calls for VDU and secretarial (16) ... plus the (17) ... to work as
part of a (18) ... . An (19) ... salary is offered as well as a company (20) ... .

Ex. 2. Match the English extracts from the letters with the appropriate
Russian equivalents:
1. 1 should like to apply for the po- | 51 6bu1 Ob1 Bam GnaromapeH, eciu Obi

sition of Sales Manager Bbl Ha3HAUWIIM MHE JIMYHYIO BCTpEUy B
moboe ymobHoe s Bac Bpems.

2. The management of our compa- | SI Obl XOTeN MPOWTH HMCHBITATEIbHBIN
ny will be pleased to supply you | cpok, B TedeHHE KOTOPOTO, 51 HAJICIOCh,
with references and any further in- | cmory nokaszatb, 4ro Most kBaiudu-
formation you may require KaIlisi COOTBETCTBYeT Bammm TpeboBa-
HUSM

3. I enclose a summary of my edu- | 5 xoren Obl mOAATH 3asBICHHUE HA 3aHS-
cational qualifications and copies | The JODKHOCTH MEHEIKEpa MPOJaK

of letters of reference
4. 1 should be willing to undergo a | 51 mor ObI mpegocraButh Bam 100yi0

T w.p.m. - words per minute
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trial period of employment in
which | feel I shall be able to prove
my capacity to your satisfaction

JOTIOJTHUTENIFHYIO HH(POPMAIIHIO, KOTO-
past Moria 661 Bam otpeboBatbest

5. I should be grateful if you would
give me an appointment for a per-
sonal interview on any day or time
convenient for you

51 HanpaBIisio OQUIHATEHOE 3asIBIICHHE
Ha 3aHATHE JIOJDKHOCTH OyXrairtepa U
MPWIATal0 PEKOMEHIATEIIEHOE IMHUCHMO
(GbupMBI, B KOTOpOH s B HacTosIIee
BpeMs paboTaro B TOJDKHOCTH

6. | could supply you with any fur-
ther information you might require

[lpunarato mepeyeHb AOKYMEHTOB 00
00pa3oBaHUM KOMWHU PEKOMEHAATEINb-
HBIX NTUCEM

7. 1 make my formal application for
the position of bookkeeper and en-
close a letter of recommendation
from the firm where | am at present
employed

PykoBoncTBO Hamelr Qupmber  Oyzaer
pamo mpenoctaBuTh Bam pekomenna-
UM, a TAKXKE JIIO0YIO TOTIOJIHUTEIHHYIO
nHdopmanmio, Koropas Bam Moxer
OTPeOOBATHCS

Ex. 3. Fill in the gaps in the application letters with the appropriate words

below:

as, enclose, form, audio, enquiries, further, available,
favorably, in, consider, for, opportunity, position, take, to, with

A) Dear Sir,

With reference 1 your advertisement in today’s Morning News, [ am in-
terested 2 applying for the 3 of manager with your company.
Could you please send me 4 and an application 5 .

Yours faithfully, D. Addams

B) Dear Sir,

I would like to apply 6 the position of personal assistant to chief ac-
countant with your company.

I 7___ my application form. | am at present working8___ a secretary
in the accounts office at TC Industries. My duties include 9 and copy
typing and dealing 10 correspondence and telephone 11 twice a
week. | have been going to evening classes in bookkeeping and I intend to
12 anexamination in three months.

I am applying for the position because | would like an 13___ to make more
use of my training. | would be 14 for in-

terview at any time.
I hope that you will 15

Yours faithfully,
Cathy Purple

my application 16 :
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Ex. 4.* A) Read and study the following ads. What kind of information do

they give?

Ad1
International Media

is looking for a professional and dy-
namic
SALES SECRETARY
If your qualifications include:
m  Complete fluency in English
m  University degree
m Excellent computer skills
(Word, Excel), professional
typing skills
m  Some working experience in
sales or marketing
m Outgoing personality and
capability for teamwork in a
constantly changing and
challenging environment
Please fax résumé to 323-1928, attn.
Caroline Soft

Ad 2
Leading international firm of busi-
ness advisors is inviting a highly—
motivated and experienced individual
to join our Moscow office as the:
PERSONAL ASSISTANT
to our Managing Director

The successful candidate should be a
native Russian speaker and will have
excellent oral English communication
skills; proven computer literacy and
organizational skills; relevant expe-
rience as a PA to a General Director /
Manager in a large multinational com-
pany with operations in Russia; ability
to work under pressure and superb inter-
personal / communication skills.

We offer a dynamic work environment,
a competitive salary and a comprehen-
sive benefits package.

For immediate consideration, please
submit your CV and cover letter to the
HR Department,

10/22 Sosnovy Proezd, Moscow, Rus-
sia;

Fax: (095) 117-1812 or 138-1618 or e-
mail:

Pete_Cordwell@jobs. cis. com.

Ad 3
A well-known European firm
is currently looking for a quali-
fied person as a
Personal assistant

Requirements:
- a university degree
- fluent English, knowledge of Ger-
man is a plus
- PC literate (Word, Excel)
- previous experience in a similar
position preferably
in a western firm
- highly-motivated self-starter

Send your CV to:
fax 303-41-14
or e-mail business@rusnet.ru

Ad4
Business Press is looking for a

PERSONAL ASSISTANT
to the Commercial Director

Requirements:
 Higher Education
*  Fluent written and spoken
English
» Computer literate
* Excellent communication
and organizational skills
 Able to work under pressure

Please send your résumé by fax to (095)
252-7732

B) Write your ad using the information from the above ads;
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C) Create an application letter and CV. Write as many details in the CV as
possible to send your CV to one of these organizations.

Ex. 5.* A) Write an application letter for yourself in response to one of
the following classified ads. Choose the ad that describes a job for
which you have experience, education, or developed skills. Do not be
influenced by geographical considerations in making your selection.

B) Write a résumé for yourself to accompany the letter.

1. Bilingual Secretaries

We have three openings for bilingual individuals to work for bank vice presi-
dents. One opening each for Spanish/English, Japanese/English, and Ger-
man/English. Must have good writing and speaking skills in both languages,
good typing skills, some stenography, pleasant telephone manner, and ability in
dealing with general public. Salary negotiable. Good fringe benefits. Apply to
Joan W. Lorenz, Director of Personnel, Pioneer National Bank, 4708 Constitu-
tion Avenue, Washington, DC 20022. (You may substitute different language
skills, such as French/ English or Chinese/English, if you prefer.)

2. Sales Career

Starting salary negotiable. Training program in all aspects of insurance. All
fringe benefits. Easy advancement for dedicated, hardworking self-starter. Refer-
ences required. Write to Albert T. Chan, Sales Manager, Heritage Insurance
Company, 810 West Pike Avenue, Pueblo, Colorado 81004.

3. Office Manager

Marketing department of major corporation seeks office manager to handle di-
verse responsibilities. Must be mature, outgoing self-starter, able to keep cool
while handling several people and projects at one time. Some typing necessary.
Previous business experience preferred. Armand Balbier, Personnel Director,
Worldwide Industries, Inc., 432 North 22 Street, Gary, Indiana 46410.

4. Program Co-ordinator

For cultural, social, recreational programs for clients (the elderly, college stu-
dents, the physically handicapped, etc.) of non-profit community service organi-
zation. Administrative and planning duties. Apply to Mrs. Mercedes E. Herrera,
Director of Special Services, The United Lexington Project, 1152 Bluegrass
Avenue, Lexington, Kentucky 40504.

5. Management Trainee

Intelligent, hardworking, and serious about future. Must be willing to start at bot-
tom and learn all phases of rapidly expanding business. No experience necessary.
References required. Some college training preferred, but not required. Write:
Gwendolyn O'Keefe, Personnel Department, United Travel Agencies, Inc., 935
Sixth Avenue, Providence, Rhode Island 02914.

Ex. 6.* Write a letter applying for a position with a business organization
in your community where you would like to work. Assume that you have
heard of the vacancy from someone known both to you and to the compa-
ny to which you are applying. Be sure to include all the things essential to
a good letter of application. Include data sheet of yours.
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Unit 15. EMAILS

THINK AND DISCUSS

a) Read the message below and try to
identify the type of the letter. Find
words which help you to do it.

To: acro_bat@hotmail.com
Subject: Scanners

Dear Mr. Jefferson,

Further to the talks held with your representatives at St. Petersburg exhibition
we would like to inform you of the following.

We are planning to buy 30 scanners as per specification attached and would
ask you to send us your offer quoting your lowest prices, best terms of payment
and shortest time of delivery acceptable, we are ready to place a trial order with
“Acrobat”.

Your prompt reply by return mail will be appreciated. ©

Yours sincerely,
F. Kudryavtsev
President, “Kantselyar”

b) Why does the letter not contain traditional
addresses? How is it different from traditional
letters?

c) Is the way of email delivery different from
traditional letter delivery?

d) Who wrote the letter? Why did he write the
letter?

e) What parts does it consist of?

f) Is the letter courteous? Is the letter brief?

g) Now give a definition for this type of
letter.

h) Think of the types of business letters
which can be used in emails.

i) Translate the letter into Russian in an
appropriate style.
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DO YOU KNOW THAT ...

Electronic business correspondence is business letters typed and sent via the
Internet. There are differences in style from paper to email. Business emails
are a little less formal than paper letters or even an attached Word document
sent via email, fewer font changes and that sort of thing. Most of the differ-
ences are practical. All the essential elements of email are: To, From, Subject,
cc, Attachment. Business email carries it's own date, so putting in a date is not
as necessary unless the email has an attachment, the attachment should have
all the same info as a paper letter because they can be printed separately.
Emails also say who they are from, so you might not need to 'sign' the email
[12].

Here's some info from “Business Writing: what works, what won't” by Wilma

Davidson, a business woman:

DO

- write an informative subject line;

- put the key point of your message
up front;

- be brief;

- make it easy for the reader to reply
yes or no or give a short answer (in-
stead of "let me know what you
think" write "Is Monday or Wednes-
day at 2PM best for you?");

- make it easy to read, combine Up-
per & lowercase, use white space and
legible font

- personalize by using conversational
tone (contractions, pronouns);

- use symbols occasionally to em-
phasize (like 'that *is* a good
idea")((I'm not fond of this one));

- end well with an appropriate next
step;

- proofread;

- wait a moment before pressing
'send’;

- make yourself look good online
because your email can be forwarded
to anyone or everyone else in the
company or anywhere;

- restrict the message to one topic
whenever possible.

DON'T

-don't use email if the message
needs to be private or secure
((maybe the company has a policy
on this))

-don't send an email you wouldn't
want anyone else to read, it's too
easy to forward

-don't leave subject line blank
-don't use all capital letters

-don't forward a message without a
brief comment why you're forward-
ing it

-don't overrun emails with smiley
faces or other emoticons.

-don't let emotions or offensive lan-
guage detract from your message
-don't send without checking for
mistakes

- don't email back the entire mes-
sage you're responding to, rather
you should abbreviate a reference
point.

One of bright differences of emails (business emails, too) is the usage of emo-
ticons (smileys) made with punctuation marks [9]:
Happy © Sad ® Really happy :-D Wink ;) Crying :’(_ Surprised :-0 Grim ©
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CHECK YOURSELF

Ex. 1. Complete the message. Put the phrases in order.
This is to let you know that unfortunately ...

a) I'll see you at the hotel at 2 pm.

b) If I don't hear from you, I'll take it that this is OK.

c) What about meeting the week after next instead?

d) I'won't be able to meet you in Amsterdam next week as planned.
e) Look forward to seeing then.

f) I can make the Wednesday afternoon if that suits you

Ex. 2.* Below are four messages that you need to send, and, in the boxes,
some extra information that may possibly affect them. First, decide wheth-
er to send each message by email, or ordinary letter. Then write them out.
You may make up addresses and email addresses if you need them.

Message 1
Harvey Watson, the manager of the Lansdown Hotel group, spent the
weekend at the house of Mr Jeremy Jones, the Director of the Allied Inter-
national Bank. He wants to thank Mrs Margaret Jones for her hospitality.

Message 2
The Managing Director of AA Insurance wants to inform his staff of an
important change in the company. They have a new chairwoman, Mrs Su-
sanne Durand, as from today. He feels sure that everyone will give her
their full support and wants to wish her the best of luck. There haven't
been any other changes in the company's personnel.

Message 3
Sally Field, of International Fashions, London, has been informed by Mr
Bernard Cassard, the Manager of the Hotel Aragon in Paris, that the rooms
she has booked are available and that the hotel requires a deposit of 3,500
francs for the rooms and car hire. She wants to inform him that she is
sending a bank draft today for 3,500 francs as a deposit and she would like
confirmation in a letter with a receipt.

Message 4

Mr Brian Newbury, of Newbury Tours, is organizing a sales conference in
a week's time. He would like Paperman Promotions to supply 500 blue
pens with the words “Newbury Tours” printed on the side, as well as the
company logo. This consists of an image of a flag with a crown. The logo
is blue on a white background. Mr Newbury would like to know if the
company can supply these, what the delivery date would be, and how
much they will cost.
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Information boxes
Read the following pieces of information. Remember that some of the in-
formation is important and some may not be.

Mr Cassard does not have a fax ma- | The Lansdown Hotel group recently
chine in his office. arranged a loan of £1.3 million from
the Allied International Bank.

Mr Jones and Mr Watson were best
friends at university. There are more than 600 staff at AA

Insurance, 200 are in London and the
All the staff at AA Insurance have | others are in the Cheltenham office.
access to computer terminals linked
to a central computer.

Mr Newbury works in a well-

equipped office with access to fax | Miss Field heard from Mr Cassard by
machines, computer terminals, and | tglex.

telexes.

Ex. 3. Read the extract from the dialogue and guess what people are talk-
ing about:

- ... it’s tk at mes dot co dot uk. I don’t think I have got yours.

- Well, it’s becky underscore, forest, all lower case, at englishhomework,
all one word, dot com. I’ll be away next week but my mail will be for-
warded. ..

Ex. 4. Fill in the gaps in the text with the words from the box:

receivers requires mailbox messages subscribers

Electronic mail 1 ... a computer and a modem which can convert typed 2

. and send them over the phone line. 3 ... can have a 4 ..., which can
receive and pass on messages from all over the world. Apart from being
fast, reliable and accessible, one 5 ... sender can reach hundreds of at one
time, on a VDU (visual display unit), with the screen showing the mes-
sage.

Ex. 5. What are the differences between the two letters:

Tasty Products Limited
M1LBORNE | To: Charen_Andrew@Iycos.com

Dorset FT7 5J | From: Bob Corbel <bobc@mail.com>
27 April, 2006, 15:16:54

23 March 2006 CONFIDEN- | Subject: Reference

TIAL
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The Personnel Manager
High Oak Timber Company
MARKYATE

Dorset

RT6 90K

Dear Sir,

In reply to your request for in-
formation about James Long,
who has applied for the position
of Works Manager with your
company, | can confirm he has
been an employee at this compa-
ny for 8 years.

He served a two-year apprentice-
ship with us, and a year later was
promoted to Line Foreman. He
has always shown himself to be a
hard worker and is a popular and
helpful member of our work-
force. Last year we put his mana-
gerial skills to the test with pro-
motion to Assistant Works Man-
ager, and we found our decision
to be fully justified.

Mr Long is an honest and reliable
person and has, | believe, the in-
itiative, experience and capabili-
ties to handle the job for which
he has applied.

If you require any further infor-
mation, please do not hesitate to
get in touch with

me.

Yours faithfully,

Royal Oak Timber Company
Michael Deacon Managing Di-
rector

Dear Mr Charen,

I am applying for the post of Salesman
with Kingley Marketing of Milton, and |
wondered whether you would be willing
for me to give your name as a referee.

I have been very happy in my present
post, as | was during my four years with
M & B, but I have decided to apply for the
post with Kingley Marketing as it seems
to offer greater responsibility and a chance
to use my own initiative more frequently.

Please pass on my regards to any of my
colleagues still course, to Mrs Charen ©.

I enclose the pattern of reference required
if you need.

Yours sincerely,

Bob Corbel

Attachment
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Ex. 6.* A) The parts of the email have been mixed up. Re-arrange the pa-
ragraphs and phrases to form the letter.

12:37:14

I am very concerned about the safety of my staff and therefore | would appre-
ciate your immediate attention in these matters.

Yours sincerely, From: S. Reider reiders@mail.fr

Further pieces of plaster have fallen off and the whole ceiling is covered in a
fine network of cracks.

Stella Reider To: claud@hotmail.com

Subject: Outstanding urgent repairs 11 May 2006

I am afraid that | must write to you again regarding the state of the ceiling in
our main office.

B) Who writes the email? What’s the purpose? Do you think it includes all
the necessary information?
C) Reply to this email. Mail from claud@hotmail.com

Ex. 7.* Send a business email message to your teacher in an appropriate
style and an email “to your friend” in informal style. Be creative.

REVIEW 3
A) Complete the phrases.

menu wrong corner format attachment date scan

The information on the company website is out of ... .
I'm sorry - I forgot to include the ... .

Could you send the file in a different ... ?

| need to update my virus- ... software.

You need to look in the 'Properties' ... .

There's something ... with my PC. It keeps crashing.
Look in the bottom right-hand ... of the screen.

~No oW

B) Match the words with the appropriate definitions:

data one who applies, as for a job or for credit

applicant a meeting to talk over something special

interview subjects or courses to which a student gives most of his
time and attention

convenient a person or persons, in some cases an organization, used as
a reference, who can give information about the character
or ability of another person

marital status | facts; information pertaining to a person or subject

major subjects | whether single, married, widowed, or divorced

reference causing no trouble or difficulty

qualifications | an opening for a job which is not yet filled
vacancy necessary, vital

essential those qualities that make a person suitable for a job
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C) Now when you know all basic information on business correspon-
dence, you can practise writing letters in a "real" situation and get help and
ideas from the memos given below.

1) You are Lilia Chelton, Sales Department, Sun Toys Ltd, Back
Road, Newtown, NE 10. You have just received this memo from your
Sales Manager.

MEMORANDUM
Date: 17 April
From: Manager
To: Management Trainee

Please write to Miss Linda France, the Toy Hamper, to introduce and tell her
about TIMOTHY TEDDY BEAR, our brand-new product we are going to
launch. Describe it in all details: 50 cm high, made of beige plush fur, operates
via 4 AA size rechargeable batteries. Emphasize the fact that this exciting toy
can talk, crawl and even cling to people. This new product is sure to revolution-
ize the teddy bear world.

We are going to sell TIMOTHY TEDDY BEAR at a price of £9.29 each but
for a limited period we can offer them a special discount price of £7.50. We
can supply some 20-30 at this price.

One of our representatives will call on them within the next few days to show
them TIMOTHY TEDDY BEAR in person. (Their address is 25 Park Street,
Newtown, NE4 9LP.)

2) You're Cedric Perroin, PA to Yann Numa, Sales Manager at New
Yachts, 8 bvd Salvador, F 13006 Paris. You are back from lunch and on
your desk you see a memo from your chief, who has left for Chicago.

MEMO
To: Cedric Perroin
From: Yann Numa Date: 30 August
2006

Please write a covering letter to accompany Order R497. Despatch details as
follows:

Name of supplier: Mr K. Hayes (Sales Director)
Address: Bennies Industries, Kongens Nytorv 1, DK-1050 Kobenhavn K.
Consignment: navigational instruments

Please remind Bennies to pack the goods individually in 8 crates, numbered,
with our logo. Tell them to send the instruments air freight, c.i.f. Marseille, to
reach us no later than 18 May.

Their invoice should show all individual costs and the 12% trade and 3% quan-
tity discounts we agreed on. Remind them to send this with the insurance certif-
icate, and Air Wayhbill to the Bank of Marseille, 153-6 Port d’Orlean, Paris, U-
12878, where we will hand over our sight draft.

Thank you
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3) You are Ben Salmon, the Sales manager at Acme Manufacturing
Co, 16 Hyde Park, London L4 1 TR, Great Britain. This memo has just
come from your Senior Sales Manager.

Memorandum
To: Sales Manager From: SSM
Date: 15 October 2006 Subject: Sturm and Drang

Please write a reply to the letter of enquiry from Sturm and Drang about the
types and sizes of our bathroom showers. We received it on 1 October.

Enclose a detailed quotation for bathroom showers and send them our latest
illustrated catalogue, they might be interested in our other bathroom fittings.
Draw their attention to the fact that British and French building contractors ap-
preciate the superior quality of our designs and find our equipment easy to in-
stall. Their address: 15 Leon Str., Karachi, Pakistan.

D) Complete the sentences with the words at the right:

1. I am enclosing all the ... we have on this subject.
2. The applicant must be careful to make clear his specific | applicant

... for the position for which he is applying. acquaintance
3. I shall be glad to come to your office at any time ... to | convenient
you. data

4. The applicant should include information about the ... he | essential
has taken in school that prepare him for the position for | major subjects

which he is applying. previous
5. The applicant should list in his application the ... posi- | qualifications
tions he has held. references

6. It is ... that all information about former positions the | vacancy
applicant has held be included in the letter of application.

7. Mr. Jones is an ... of mine who can give you some in-
formation about me.

8. Personal ... are often asked for in a company's Applica-
tion for Employment form.

9. I have heard that you have anew ... in your Accounting
Department.

10. I have been told by my former student, Mr. J. C Brown,
that he is an ... for a position in your Department.

E) * Write the letters for the following situations:

a) You are the member of the organization committee. And you are going
to arrange the International Book Fair which is to be held 25 December
2006. Make the invitations for the participants.

b) Congratulate your colleague on his new appointment.

c) Referring the letter from your partner thank him for the invitation to
participate in the international conference “Cultural Contacts”.
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d) Write the official announcement. The Merchants Insurance Company
of Kent is holding its annual executive banquet on 15 October, 2006, at 7
pm. It will be held in the Silver Room of the Larry Country Club, 500
Country Club Road, Kent, Ohio 87656. Design a formal invitation which
the company can send to all its executives. Include a request for response
by 30 September.

F) Read and identify the types of the letters below. Find words and parts
of sentences which help you to do it.

1) Dear Charles,

I have just learned that you have been appointed Regional Manager for the
Middle East. Looking back on your activities so far, | know that your enthu-
siasm and experience are the very qualities that are needed for this position. |
wish you every success in managing the affairs of the branch.

My colleagues join me in sending you our warmest congratulations.

With kindest regards

Rachel Stone

Dear Prof. Ivanov,

It was a great pleasure to receive your letter of 15th March and your book
which arrived by the same mail. | want to express my deep gratitude to you for
sending me the book and for the kind congratulations. Please give my best
regards to your wife and son. Hoping to see you at the Congress in London. |
remain

Yours sincerely,

Bill Smith

Dear Prof. Gordon,

I very much regret that | am unable to accept your kind invitation to a Recep-
tion to be held in Hotel Plaza at seven o'clock on Friday, the tenth of March,
nineteen ninety... as | have already accepted a previous invitation for that date
and time.

Dear Prof. Higgins:

I was very happy to read in the newspaper that you had received the Walter
Prize for your outstanding work and | hurry to congratulate you at once. | wish
you further success in your activities.

Sincerely yours,

George McCoy
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Dear Mr Danniels,
James Scott

Thank you for your letter of 11 September requesting a reference on James
Scott.

Mr Scott was employed here as a sales representative, between June 2000 and
August 2005. During his time with us he proved himself to be a reliable, con-
scientious and hard working man. He got on well with both his working col-
leagues and our customers. In fact, many customers expressed their regret
when they heard that he was leaving.

I have no hesitation whatsoever in recommending Mr Scott for a position with
your Company. | am sure he will prove to be a loyal and valued member of
your team.

Yours sincerely,

Maren Mayer

Dear Mr Brown,

Senior Assistant to Personnel Manager

I should like to apply for the above position advertised in the Daily Echo to-
day.

A copy of my Curriculum Vitae is enclosed. From this you will see that | am
at present working as a junior assistant in the personnel department at Charles
Evans Associates. Although I enjoy my work | feel | would now like to take
on a position with more responsibility, and in a larger organization.

I can be available for an interview at any time and | look forward to hearing
from you.

Yours sincerely,

Julia Moon (Miss)

Enc.

Dear Mr Sayks,

Do you suffer with poor television reception, like others in your area? Are you
limited to only one ITV channel and cannot get Channel 5 at all? Is your
BBC2 picture often fuzzy, depending on the weather conditions?

If so, then you will definitely be interested in our new product, the Univer-
sal Indoor Aerial. It is guaranteed to give you crystal clear reception on any
channel and can also provide reception of at least two ITV channels, depend-
ing on your location.

Outdoor aerials are often affected by weather conditions or can be knocked
off position by birds or strong winds and it is impractical for most household-
ers to go out onto their roofs to reposition their aerial. The attractive slimline
Universal Indoor Aerial sits discreetly on top of your television or in any con-
venient position in your living room and will improve your television recep-
tion enormously.
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The Universal Indoor Aerial costs £115.00. Buy two and the price goes
down to £97.00 each; or for three or more, we can allow a further discount to
£88.00 each! All come with a full lifetime guarantee, and the option to return
for a full refund if you are not entirely satisfied.

To order, simply complete the enclosed form and send with your remit-
tance in the enclosed prepaid envelope. We will despatch your aerials by
overnight courier, so there will be no need to wait for better reception!

Happy viewing,
A. Modis
Modis Universal Aerials Ltd

G) * The parts of data sheet have been mixed up. Arrange them properly.

Darren Y. Oldrich

References Assistant Product Manager

Education Dr. Annette Rampling
Chief of Staff
Milwaukee General Hospital
101 Adams Avenue
Milwaukee, Wisconsin 53202

Henry R. Petri, Esg. Glass, Home & Walther Pembroke
Building Milwaukee, Wisconsin 53208

Mr. J. R. Anders

Principal

St. John's High School
Milwaukee, Wisconsin 53211

Experience School of Business, Marquette University.. September 1976
to June 1980

Bachelor of Arts Degree. Major: Marketing. Minor: Che-
mistry. Member of Dean's List. Was graduated in top 10
percent of class. Courses included Marketing Research,
Consumer Behavior, Marketing Management, Advertising
Media and Research, Advertising Theory and Practice, Ad-
vertising Campaigns, and Noncommercial Advertising.

Milwaukee High School, Milwaukee, Wisconsin. September
1972 to June 1976.

Academic Diploma. Member of Honor Society, Debating
Club, Future Business Leaders of America. Also member of
basketball and track teams.

na
ﬁ/lsilwgaﬁg, V\?it;ggasin Wisconsin Metals Company, Milwaukee, Wisconsin. Sep-

51425 tember 1976 to present. )

Marketing Research Assistant (part time after school; full
time during summers). Compiled and summarized data ga-
thered from consumer research studies. Prepared reports on
mining and metallurgy industry trends under Research Direc-
tor's guidance. Assisted in preparing surveys for nationwide
price-attitude study. Assembled sales information for poten-
tial new product development. Proofread statistical reports
and guestionnaires.

Position sought
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H) Now when you‘ve known all most significant details about writing
business letters it’s your chance to test your ability and answer the follow-
ing questions:

k) How can people express their personality in letters?

I) Should we write like we talk? Why?

m) What are the main means of communication at present?

n) In what ways can phones be misused?

0) Can you make the classification of business letters?



REFERENCE SECTION

APPENDIX 1

STATE ABBREVIATIONS

Alabama (AL)
Alaska (AK)
Arizona (AZ)
Arkansas (AR)
California (CA)
Colorado (CO)
Connecticut (CT)
Delaware (DE)
District of Columbia (DC)
Florida (FL)
Georgia (GA)
Hawaii (HI)
Idaho (ID)
Ilinois (IL)
Indiana (IN)
lowa (1A)
Kansas (KS)
Kentucky (KY)
Louisiana (LA)
Maine (ME)
Maryland (MD)
Massachusetts (MA)
Michigan (MI)
Minnesota (MN)
Mississippi (MS)
Missouri (MO)

Montana (MT)
Nebraska (NE)
Nevada (NV)

New Hampshire (NH)
New Jersey (NJ)
New Mexico (NM)
New York (NY)
North Carolina (NC)
North Dakota (ND)
Ohio (OH)
Oklahoma (OK)
Oregon (OR)
Pennsylvania (PA)
Rhode Island (RI)
South Carolina (SC)
South Dakota (SD)
Tennessee (TN)
Texas (TX)

Utah (UT)

Vermont (VT)
Virginia (VA)
Washington (WA)
West Virginia (WV)
Wisconsin (WI)
Wyoming (WY)

ENGLISH COUNTIES

Bedfordshire (Beds.)
Berkshire (Berks.)
Buckinghamshire (Bucks.)
Cambridgeshire (Cambs.)
Cheshire (Ches.)

Cornwall (Corn.)
Dorsetshire (Dors.)
Durham (Dur.)

Essex (Ess.)
Gloucestershire (Glos.)
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Lincolnshire (Lines.)

Norfolk (Norf.)
Northamptonshire (Nor-
thants.)

Northumberland (Northd.)
Nottinghamshire (Notts.)
Oxfordshire (Oxon.)
Shropshire (Salop.)
Somersetshire (Som.)
Staffordshire (Staffs.)



Hampshire (Hants.) Suffolk (Suff.)

Hertfordshire (Herts.) Surrey (Sy.)

Isle of Wight (I of W) Sussex (Sx.)
Lancashire (Lanes.) Warwickshire (Warks.)
Leicestershire (Leics.) Wiltshire (Wilts.)

Yorkshire (Yorks.)

COMMON ABBREVIATIONS
(The following abbreviations are often used on business papers, especially
invoices, in tables and tabulations, for statistical summaries)

@ at e.g. for example
acct. account enc. or encl. enclosure(s)
agt. agent e.o.m. end of month
amt. amount ETA estimated time
apt. apartment ff. . and the following
ASAP as soon as possible fob free on board
assn. association FYI for your information
asst. assistant ie. that is

Attn. Attention Inc. Incorporated
ave. avenue ins. insurance

avg. average int. interest

bal. balance inv. invoice

B/L bill of lading L/C. letter of credit
blvd. boulevard LCL lot

B.P. bills payable Ige. large

B.R. bills receivable L.P. list price

B/S bill of sale Ltd. Limited

ccC carbon copy max. maximum
C/ID certificate of mdse. merchandise
chg. charge med. medium
c.i.f.or cost, insurance, mfd. manufactured
CIF and freight mfg. manufacturing
CO. company mfr. manufacturer
clo care of mar. manager
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c.o.d. or

COD
cont.

corp.
cr.
C.W.0.
dept.
dir.
div.
dstn.
dtd.

ea.

P., Pp.
P/A

pd.
pfd.

Pkg.

PL or P&L
PO

P.O:

p.o.e.

p.p. or PP
ppd.

pr.

qty.

collect (or cash)

on delivery
continued

corporation
credit or creditor
cash with order
department
director

division
destination
dated

each

page, pages
power of attorney
paid

preferred

package(s)
profit and loss
purchase order
post office
port of entry
parcel post
postpaid

pair

quantity

min. minimum
misc. miscellaneous
T.0.or MO  money order
mtg. mortgage
n/30 net in 30 days
NA not applicable
No. number

nt. wt. net weight
OP out of print
opt. optional

org. organization
0S out of stock
rd. road

ref. reference

reg. registered

rte. route

shpt. shipment

SO shipping order
sQ. square

St. street

std. standard

stge. storage

vol. volume
whsle. wholesale

wit. weight

MONTH ABBREVIATIONS

ocouprLNOE

January — Jan.
February — Feb.
March — March
April — Apr.
May — May
June — June

7. July -- July

8. August — Aug.

9. September — Sept.
10. October — Oct.

11. November — Nov.
12. December — Dec.
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COURTESY TITLES

The titles, scientific degrees and professional occupations are placed
after the surname or under it, preceded by a comma: Mr. S.R. Jones, B.A.
B A. — Bachelor of Arts
Ph.D. — Doctor of Humanities (Philosophy doctor)
Lit.D. — Doctor of Literature
M.D. — Doctor of Medicine
M.Pd. — Master of Pedagogy
B.C. — Bachelor of Chemistry
M.C. — Master of Chemistry
D.C. — Doctor of Chemistry



APPENDIX 2
LETTER BODY: USEFUL LANGUAGE

The body of the letter usually consists of three parts:
- introductory paragraph
- one or more body paragraphs
- concluding paragraph

Introductory paragraph traditionally contains one or two sentences where the
writer indicates the purpose of writing or refers to the previous correspondence
on the subject of the letter. According to the matter of the letter the following
expressions may be used IN THE INTRODUCTORY PART:

a) Indicating the purpose of the letter:
We are writing in connection with ...
We are interested in ... and we would like to know ...
We write to inform you that...
We send for your consideration ...
We are writing to complaint about ...

b) Informing about good news:
We are glad to inform you ...
We are happy to tell you ...
We are pleased to inform ...

¢) Thanking
We thank you for your letter dated 5™ March and write to tell you (wish to
inform you ...)
Many thanks for your letter of 23d of July this year ...

d) Apologizing and regretting:
We regret to inform you ...

We are sorry to have to remind you ...
To your regret we will have to ...
Unfortunately we cannot ...
Please accept our apologies for ...
We offer our apology for ...

e) Referring to the previous correspondence or negotiations:
In reply to your letter of 2" May this year we would like to inform you ...
Referring to your letter ..
At your request we send you ...
Further to our telephone conversation of 5 August ...
With reference to the enquiry of 7" March ...
Referring to our talks of October 8, 2004 ...
We refer to your Order No. 345 and are glad to inform you that ...
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f) Confirming the previous negotiations or correspondence:
We confirm our consent to the alterations ...
Please acknowledge receipt of our letter ...
We have received your letter dated 17 October ...

g) Requesting:

Please could you ...
Please let us know ...

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

We would appreciate if you could ...

We would ask (request) you to ...
We would be glad to have your latest catalogue ...
Kindly inform us of the position of the order ...

LINKING WORDS IN THE MAIN BODY OF THE LETTER:
Again, also, although, as a result, besides, but, consequently, however, in
addition, in this way, in short, likewise, moreover, nevertheless, now, on
the contrary, on the other hand, otherwise, so, still, therefore, thus, un-
less, yet.

IN THE ENDING:
We look forward to trading with you to the mutual benefit of our compa-
nies ...
We hope to establish fruitful business relations with your company ...
We hope that you will act as requested ...
We look forward to hearing from you soon ...
Your prompt (early) reply would be appreciated ...

We would be grateful to you ...

We will appreciate it if you could ...
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SUPPLEMENTS IN BUSINESS LETTERS

Reference initials are included on almost all business letters, although they are
not required. These initials identify the writer of the letter and the person who
typed it. When the writer and the typist are the same person, the initials are
usually omitted.
A variety of typing styles is acceptable for the reference initials. The most
commonly used style looks like this: MAS/ kld or MAS: kid; TN/ ugt or TN:
ugt (when the middle initial is omitted). The initials of the signer come first, in
all capital letter letters, followed by the initials of the typist, in lowercase let-
ters. The two sets of initials are separated by either a slash (/ )or a colon (). The
reference initials are typed flush with the left margin and follow the writer’s
identification section of the letter.
Very truly yours,

Mary A. Smith

Sales Manager
MAS/ kld

In rare cases the person who composes or writes the letter is not the person who
signs it. For example, an assistant may compose a sales letter that is to be sent
to hundreds of potential customers, but the letter goes out over the signature of
the sales manager. In such cases the reference initials may identify all three

people — the signer, the writer, and the typist.
Cordially yours,
Christine Yang
District Manager

CY/ inj/ twe

These initials indicate that the letter was signed by CY, was written by inj, and
was typed by twe. It is permissible with such letters to omit the second set of
initials and indicate only the signer and the typist of the letter: CY/ twe.

Any of the following is an acceptable style to follow for the reference initials in
a business letter:

NBM: opf NBM/opf opf NBMiller: opf NBM: opf: chr

NBM: OPF NBM/ OPF NBMiller/ opf NBM/ opf/ chr

Enclosure notation is self-descriptive. It simply indicates that material other
than the letter itself is enclosed. Such additional material might be advertising
brochures, a photostated copy of a contract, photographs, a sale estimate, etc. —
any number of different types of articles.

The enclosure notation is helpful to both the writer and the recipient of the let-
ter. The writer is reminded to check that the necessary enclosures are mailed
with the letter; the recipient is alerted to refer to this material.

The enclosure notation is always placed immediately below the reference in-
itials. Generally, no blank line separates them.
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Some companies prefer merely to refer to the fact that enclosures are included.
Others want to indicate the number of enclosures. Still others prefer a precise
listing of the enclosures. The following examples illustrate acceptable methods
for indicating enclosures:

Enclosure Enclosures (4)

Enc. Or Encl. En. (4) Or Encl. (4)

Enclosures: New products list

Enclosures:

1. New products list

2. Marketing Survey

Carbon Copy Notations. From time to time it is desirable to send a copy of a
business letter to people other than the addressee. When this is done and the
writer wants the recipient to be aware of who is receiving a copy of the letter, a
carbon copy notation should be used. This notation indicates the name of each
person to whom a copy is being sent.

A carbon copy notation is shown by using the initials cc, either in capital letters
or in lowercase. No periods are used, but a colon may follow the letters, if de-
sired.
Only the names of the people who are to receive duplicates are listed: their ad-
dresses and job are not included.
When an enclosure notation has been used, the carbon copy notation is typed
immediately beneath it. If there is no enclosure notation, the carbon copy nota-
tion follows the reference initials. No blank lines are used to separate the differ-
ent types of notations.
The following example shows how to include the reference initials, an enclo-
sure notation, and a carbon copy notation in the same letter.
Yours sincerely,
Sarah Elvkild
Chief Producer

SE/ jai

Enclosures:

Artist’s layout for magazine ad
Photo for the ad

cc: Mrs. Joanna Chase

Postscripts. The writer of a business letter may use a postscript to emphasize a
special point that the writer wishes to bring to the attention of the reader. When
a postscript is used it is preceded by the letters P.S. Both letters are capitalized,
a period follows each letter, and no space is used between the letters. The
postscript is actually a part of the body of the letter. It is always the concluding
section of a letter when it is used. It follows any notations, for example, such as
reference initials. A blank line always precedes the P.S. The postscript is
treated in the same way as the other paragraphs of the letter.
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The postscript may be either handwritten or typed. Remember, however, that it
should appear on each carbon copy of the letter — even if the postscript is
handwritten.

Truly yours,

Ivon R. McGregor

Top Manager

IRM

Enclosure

P.S. Our new vacuum-cleaners are perfect, and you may wish to investigate
them. Please turn to page 34 of the enclosed catalog for images and descriptions
of these innovative designs.




APPENDIX 3
REQUESTS (unit 6, section 2)

Granting request

It is simple; it is seldom more difficult
than saying, “Yes, here it is!” But the
smart writer knows that the reply of-
fers an opportunity to build goodwill,
perhaps even to make a sale. Thus the
experienced business writer will make
an extra effort to ensure that replies to
requests are as effective as they can
be.

When granting a request, tell the read-
er the good news quickly, clearly and
politely. And even though you are giv-
ing, not receiving, you should still say
‘thank you’.

Compare the following examples.
Both say YES, but only one takes ad-
vantage of the opportunity to build
goodwill.

Poor: We are sending you the reprints
that you asked for in your recent let-
ter. You should receive them within a
wee, since we sent them the first class.
There will be no charge for the re-
prints. We hope that you and your stu-
dents enjoy them.

Better: We will be delighted to send
you — at no charge — the reprints of
“How to Read a Profit and Loss
Statement” by Max Wanderer. You
should have them within a week.

Since the January 23 issue of Business
World has been on the newsstands, we
have received hundreds of requests for
this article. Consequently, we decided
that, as a special service to our read-
ers, we would provide free reprints as
long as the supply lasts. Thank you for
writing to us.

Why is the second better? The letter
shows why Business World is giving
out free reprints; the publication is
providing a special service for its
readers. Note, too, that the language is
clear and polite: the writer says ‘thank

B

you’.

Refusing request

When you must refuse someone’s re-
quest, you must be especially tactful in
you letter. Do not say NO in the first
sentence. Rather, in the beginning of
the letter, explain why you must refuse
the request. Lead up to the refusal logi-
cally, so that your reader will under-
stand your decision.

In the example below, the writer simply
says NO, with the strong possibility that
the recipient will become angry or of-
fended:

We are all booked for the week of May
15, so we have no rooms available. We
will have no free rooms until the week
of May 25.

Now let’s see the letter how much bet-
ter this refusal can be worded. In the
example below, the writer delays say-
ing NO. Moreover, the writer looks for
an alternative that will both satisfy the
reader and build goodwill for the hotel.

Thank you for sending us your reserva-
tion request. We appreciate your think-
ing of the Carlson Hotel whenever you
plan to come to Caracas.

Early reservations for two large con-
vention groups have left us with no free
rooms for the week of May 15. however,
we will be happy to arrange an accom-
modation for you at the North Hotel, a
fine hotel, which is directly across the
street from us. May we reserve a single
room for you at the North Hotel for a
week of May 15? Please let us know.
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CONTRACT

Contract No 61/3
Moscow 25 December, 2006

Messrs Brown and Co., London, England hereinafter referred to as «Sel-
lers» on the one part, and Russian Italian Joint Venture Loco, hereinafter re-
ferred to as «Buyers» on the other part, have concluded the Present Contract
whereby it is agreed as follows:

1. Subject of the Contract

According to the present Contract the Sellers have sold and the Buyers have
bought the goods which description, quantity and prices are indicated.

The Specification is considered an integral part of the Contract.

2. Prices and Total Value of the Contract

Prices for the goods to be delivered under the present Contract are unders-
tood franco- warehouse, Moscow, in US Dollars, including packing, marking,
freight and insurance.

The total value of the Contract is USD 141,000.00 (one hundred and forty
one thousand American Dollars).

3. Time of Delivery

Time of Delivery of the goods is determined and indicated in Specification
No 1 of the present Contract. The date of the Air waybill issued in the name of
the Buyers is considered to be the date of delivery. The goods shall be shipped
by lots indicated in Specification No 1. Partial shipments are not allowed.

4. Quality of the goods
The quality of the goods delivered under the present Contract shall conform
to the quality of the samples selected by the Buyers for the purchase.

5. Packing and Marking

Packing and marking of the goods to be delivered under the present Con-
tract are made in accordance with the Rules for Air Transportation. Packing
shall provide the full safety of the goods during transportation as well as their
storage.

6. Notification of Shipment
The Sellers are obliged to notify the Buyers of the shipment by telex or by
fax not later than 2 hours after shipment indicating the following:

number of the Contract

description of goods

date and time of shipment

number of the Air waybill

guantity of goods

weight in Kgs

total value of goods

The address of the Buyers is indicated in Specification No 1.
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7. Terms of Payment
The Buyers shall transfer 50 per cent of the total value of the Contract, i.e.
USD 70,500.00 (seventy thousand five hundred American Dollars),
within S banking days of the date of the present Contract, to the Sellers' ac-
count.
Mesrs. Brown and Co. No. 0092 - 3... Barclays Bank, Branch... London, Eng-
land.
The balance of 50 percent shall be transferred by the Buyers within 5 days
upon receipt of the following shipping documents;
1.Commercial invoice
2. Air wayhbill
3.Insurance policy
4.Packing list
5.Acceptance Report signed by the Sellers
6.Acceptance Report signed by the Sellers and Buyers.

8. Avrbitration

Any dispute which may arise out of, or in Connection with, the present
Contract shall be settled by the Sellers and Buyers amicably, without recourse
to any Court of Law.

In case the parties cannot settle the dispute in an amicable way the matter is
referred to the Arbitration Commission in... The Arbitration Award shall be
final and binding upon both parties.

9. Legal Addresses of the Parties

The Sellers: Messrs. Brown and Co.
London England

The Buyers: The Buyers: Russian — Italian
Joint Venture Loco

Moscow Russia

Signatures: ...
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Email made easy [11]

Formal/Neutral Informal

Name Dear Mr/Mrs/Ms Smith Hi/hello Mary

Dear Mary Mary,... (or no name at all)
Previous Thank you for your email of ... Thanks for your email.
contact Further to your last email, ... Re your email, ...

I apologize for not getting in con- | Sorry I haven’t written for

tact with you before now. ages, but I’ve been really

busy.

Reason for | | am writing in connection with ... | Just a short note about ...
writing In reply to your email, here are ... Here’s the ... you wanted.

Your name was given to me by ... | I got your name from ...

We would like to point out that ... | Please note that ...
Informing I’m writing to let you know that ... | Just a note to say ...

We are able to confirm that ... We can confirm that ...

I am delighted to tell you that ... Good news!

We regret to inform you that ... Unfortunately, ...
Attachments | Please find attached my report. I’ve attached ...

I’'m sending you ... as a pdf file. Here is the ... you wanted.
Ask for in- | Could you give me some informa- | Can you tell me a little
formation tion about ... more about ...

I would like to know ... I’d like to know ...

I’'m interested in receiving/finding | Please send me ...

out ...
Request I’d be grateful if you could ... Please ...

I wonder if you could ... Could you ... ?

Thank you in advance for your help
in this matter.

I’d appreciate your help on
this.
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Formal/Neutral

Informal

Promise I’ll investigate the matter. I’ll look into it.

action I will contact you again shortly. I’ll get back to you soon.

Offer help Would you like me to ...? Do you want me to ...?
Let me know whether you would | Let me know if you’d like
like me to ... me to ...

Final com- | Thank you for your help. Thanks again for ...

ments Do not hesitate to contact us again | Let me know if you need
if you require any further informa- | anything else.
tion. Just give me a call if you
Please feel free to contact me if you | have any questions. My
have any questions. My direct line | number is ...
is ...

Close | am looking forward to ... (+-ing) | Looking forward to ... (+ -

Best wishes

Regards

ing)
Speak to/See you soon.
Bye (for now)/All the best
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