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I. CAMOIIPE3EHTAIIUSA, PE3IOME
1. Translate into English
Tunuynbie OIIKOKHN B pe3lomMe

CyiectBytoiiee 0oOuME€ COBETOB O TOM, Kak IPaBUIbHO
COCTaBUTh pE3IOME, JOKHO OBUIO OBl TOJHOCTHIO HCKIIOYUTH
OmMMOKK B MX HamucaHuu. Tem HEe MeHee, paboToAaTENU MOCTOSTHHO
CTAJKUBAIOTCA C HEMNPaBUWILHO OQPOPMIICHHBIMU U, 4YTO Ba)KHEE,
HEMPaBUIBHO COCTABJIECHHBIMU PE3IOME.

Kaxknomy — cBoe. [[ns Havama ciemgyeT BbIOpaTh dopmar u
B3STh MPABWJBHBIA TOH. B KOMMmaHuu, e mo poay JesITeIbHOCTU
LHEHSIT OPUTMHAIBHOCTh M KPEATUBHOCTb, MOHO IO3BOJIUTH ce0e
HEMHOTO OTOMTHU OT OOIICHPHUHSATHIX Ia0JOHOB M BOCIOJb30BATHCS
OoJsiee CBOOOJHBIM cTuiaeM u3oxeHus. Ho, Hampapisisi pe3tomMe B
COJIUJTHYIO, KPYIIHYIO (PUPMY, COBCEM HE CTOMUT BBIACISTHCS Ha (PoHE
OCTaJIbHBIX COMCKATEJICH KaKMM-TO OCOOEHHBIM BHUAOM IIpudTa WU
CJIOBECHBIMHM DK3€pCHUCAMH, TaK KaK ATO MOXET ObIThb 3aUT€HO B
MuHyc. OmHO neno — pexilamHoe areHtcTtBo wim CMU, a mpyroe —
MEeTaJLTyprudeckast uiu HeTsHas KOMIaHUs.

Jlydmie pasy3Hath, OOpasllbl KaKuX pe3loMe B BBIOpAHHOM
KOMIIAHUHM CUMTAIOTCS TOAXOASIMMU. Takas uHbOpMAIUs MOXKET
COJIep)KaThCAd Ha CailTe KOMMIaHUM. Takke MOXKHO TI03BOHUTH B
KaJIpOBYIO CITyKOY.

OnHo pe3toMe — oaHa BakaHcus. JKenaHue yOeIUTh
MOTEHIMAIBHOTO pabdoToaaTedasi B COOCTBEHHONW HE3aMEHUMOCTU U
UCKJTIOUYMUTENIBHOCTH YacTO TPUBOJUT K TOMY, YTO MPETEHICHT
pachbuIsieTCs W MpeaiaraeT cedsi Ha HeCKOJIbKO MO3uIUi pazoMm. Kak
MPaBUJIO, TaKas pa3HOCTOPOHHOCTh HUKOMY HE Hy»KHa. Ha HauanbHOM
JTare OT CoMcKaTelsa TpeOyeTcs MOHUMaHUE TOTO, KaKyl0 KOHKPETHO
paboTy OH MOXET BBINOJHATH, a JYy4llle — HAa KaKyk KOHKPETHO
BaKaHCHUIO TIpeTeHayeT. Eciaum ke OH YyBCTBYeT, YTO CMOT OBl
OXBATUTh LIMPOKUM CIIEKTP BaKAHCUU, TO JIYUIlI€ HAIIMCATh OTACIBHOE
pe3OME MO KAy BAKAHCHUIO, KaXIbld pa3 KOHIIEHTPHUPYSICh HA
YEM-TO OJTHOM.



OmnbIT padorsl. TOT ke NpUHIUI PabOTAET U B MEPEUUCICHUU
MecT paboTsl. Eciiu B cBOel KM3HU COMCKATEINb yCIien mopadboTarh B
10 pa3HbIX MecTax, TO Jy4llle HE YTOMJISITh YUTATENS JOJITUM
MEPEUYUCIICHUEM BpEMEHHBIX padoT. M3 cnucka ObIBIIUX padoT
BBIOpATh CIIEAYIOT TOJIBKO T€, KOTOpbhIE HambOoJee MEePEKIUKAIOTCs C
npodusieM BbIOpaHHOW GUPMBI W ONMPaBIBIBAIOT HAJEKIbI Ha
MOJIyYCHUE OIPEACICHHOM BakaHcuu. Pe3roMe, 03ariaBiIe€HHOE
“TBOpUECKUN pabOTHUK C OMBITOM PabOTHI “XUPYpPr-TIPAKTHUKAHT , B
Jy4IIeM Cydae HaCMEIIUT paboToaaTesss, HO ClIOCOOCTBOBATh HAMIMYy
TOYHO HE OyJIeT.

JInunble kauvecTtBa. Kak mpaBuiio, BBIMYCKHHUK HE MOXKET
MOXBAJIUTBCS  KaphepPHBIMU  yCE€XaMW U TOITOMY  YJIEJseT
MpeyBEJINUYCHHOC BHUMAHUE CBOMM JIMYHBIM KauecTBaM. 3/1€Ch Ba)KHO
HE TiepeycepAcTBoBaTh. “['OTOB oOTcTamBaTh CBOIO CYOBEKTHBHYIO
TOYKY 3pEHHs, €CJIM HMEI0 HE MEHee TpeX OOBEKTHUBHBIX
JI0Ka3aTeIbCTB COOCTBEHHOM MPAaBOTHI .

“JlosineH K PYKOBOJICTBY HACTOJBKO, HACKOJIBKO OHO JOSUIBHO KO
MHe”. [logoOHBIE OmMUCaHUsI PE3KUX YEPT Balllero XapakTepa MOTYT
OTTOJIKHYTh paboTOMaTEIS.

MycopHasi KOp3MHa WM MpPUIJAIIEHHE HA WHTEPBBIO.
Kakum Ob1 Oe3ynpeuHbIM HU OBLJIO Ballle pe3toMe, HUUTO HE CMOXKET
€My TIOMOYb, €CIU 3TO OyJeT TpakTaT Ha HECKOJbKO CTpaHUIl C
OMMCAaHUEM BCETO KU3HEHHOTO IyTH, OOWJIMEM OOIMX CJIOB U
TyMaHHBIX (OPMYJIUPOBOK, KakK, HAMpUMEp, “‘BBINOJHSI Ba)KHbBIC
POEKTHI”, “X0TeN Obl JOCTUYD OOJIBIIETO”.

Ilepeonienka cBoux BoO3MOXKHOcTed (“HaszBasics rpysaem —
nosie3aii B Ky30B!”) u, HA00OpOT, CIMIIKOM MAacCHUBHAs TO3UITUS
(“Cornacen Ha 00y paboOTy”’) — TJIaBHbIE Bparu 4YeEJIOBEKa,
PELIMBIIETO YCTPOUTHCS HA PA0OTY C MOMOIIBIO PE3IOME.

Il. YCTPOHUCTBO HA PABOTY, COBECE/JIOBAHUE

1. Read the following sample letters of application. Find the
words or phrases that tell you the following:

Sample letter 1
1. the person who is concerned with hiring and discharging employees



2. position / job / employment

3. continuing the subject of ...

4. John was given a higher position

5. a person who provides written information about someone’s
character, ability, skills, etc.

6. a piece of written information about someone’s character, ability,
skills, etc.

Flat 8, 34 River Street

Gosport
Co Hampshire PO 56
BL
England
15 May 2007
Mr. C Farham
Personnel Manager
Milco Ltd

26 Beacon Street
Halifax HX 57 Pt
England

Dear Mr. Farham,

Application for the post of Divisional Software Engineering
Manager.

Further to our telephone conversation last Friday, | can confirm that |
wish to apply for this post. | enclose a copy of my curriculum vitae.

You will see that | have added some information about my previous
experience: | worked for one year with a company in Paris called ILE
as a Systems Analyst, then | came to England to work for Topdown
Systems Co as a Client Consultant, but last November | was
promoted to Senior Software Development Engineer.

| have also added the name of one of my referees, Mr. John Andrews.
You may contact him at any time. If you require any other references,




perhaps yon will be so kind as to let me know. | can come to Halifax
for interview at almost any time. The only date when | am not
available for interview is May 27th.

Yours sincerely,

John Tomlinson

Sample letter 2

. to give support or certainty to a fact, statement, etc.

. a proposal

. In connection with

. a system that makes a particular activity possible

. the time during which the applicant is tested for the job
. to re-examine / reconsider

. to help the company to work successfully

~No ok, wdN R

the sender’s
address

the inside

address

Dear Mr. Bowers,

| am writing to confirm my wish to apply for the position of
computer engineer with your company. | am pleased to accept your
offer. Sure, I’d like to meet you to discuss some technical matters,
especially concerning your computer facility.

| wonder if there is a probationary period during which the position
and the salary will be reviewed.

| look forward to joining your company and to contributing to the
company’s work.

Sincerely yours,
signature




1. ZEJIOBBIE INCBbMA

1. Read and translate the text given below.

In the evening when Anton returned to the hotel he had a
telephone call from Coventry, located to the north of London. It was a
call from Mr. Snow, a business associate of the Russian company for
whom Anton worked.

Mr. Snow: Mr. Smirnov, I’m calling to send my apologies to
Mr. Nikolaev, your chief, for our default.

Anton: Don’t worry we have received your payment and
everything seems all right. | spoke with Mr. Nikolaev before my
departure. He does not bear any grudges against you.

Mr. Snow: I'm very glad to hear that. But still I want to assure
you that such things will never happen again.

Anton: Good. I’ll pass it on to Mr. Nikolaev on my return to
Moscow.

Here are two letters relating to the default mentioned by Mr.
Snow received and sent by him some time before this talk took place:

1

Dear Mr. Snow, 15 October 1997

According to our records payment of our Invoice 3582, sent to
you on 10 August, has not yet been made. As an exception we
specified payment on an open account terms 30 days net. Our In-
voice has now been outstanding for 50 days. In the case of unset-
tled debts of this duration it is our company policy to take legal ac-
tion. We would naturally prefer not to have to go so far. In case you
have lost or mislaid the onginal we are enclosing a copy of our in-
voice. We look forward to receiving your payment this week

Yours sincerely,
Nick Nikolaev

General Director

Dear Mr. Nikolaev, 1 November 1997

As you will remember from cur telephone calls, we have been
recently experiencing a number of difficulies with several large
customers. This has resuited in unfortunate deiays in paying out-
standing accounts We are extremely sorry that your company has
been affected by these developments. We are doing everything
possible to rectify the situation Indeed we hope to make the pay-
ment which 1s about a month overdue in the very near future.

Yours sincerely,

John Smith

Managing Director




Words and expressions

associate

MapTHEP

apology

HN3BCHICHUC

to send one’s apologies

IMPUHCCTU CBOU U3BMHCHUA

default

HEyIUIaTa, HapylIECHUE

to bear (bore, borne)

HECTH

grudge HEJOBOJIBCTBO, 00HIa

to assure 3aBEPUTH

relating to ... OTHOCSIITUICS K

acceding to ... KaK COOOIIMII, KaK 3asiBUII ...,
COTJIACHO

records 3aIucu

according to our records

COIJIaCHO HaIllUM 3aIIuCAM

as an exception

B BNJ1€ NCKIITOUYCHMU

open account

OTKPBITBIN CYET

net HETTO, 32 BEIYETOM BCEX PACXO0B U
HAJIOTOB

outstanding HEOIJIauCHHBIN

duration JUTUTEIILHOCTD

to take legal action

nepesaTh J1e710 B CyJ, BO3OYIUTH

cyzie0HOe J1eJ10

to go so far

3aX0JUTh TaK JaJICKO

to mislay (mislaid, mislaid)

3aTepATH (IOJ0KUThH HE Ty/1a)

to enclose

IpujIaraTh

2. Match English and Russian equivalents:

for our default

He doesn’t bear any grudges

against you.

S mepenam 3T0 MOEMY
Ha4vyaJbHUKY

Xouy Bac 3aBEpUTh, UTO BIPEID




| want to assure you that such 3TOT'0 HE CIYUYHUTC.

things will never happen again.  |OH He UMeeT yKe K BaM HUKAKUX
MIPETEH3UM.

I’ll pass it on to my chief. 3a TO, YTO MBI HE CJeIaau

3. Find the answers in the text: When did Anton have a call
from Mr. Snow? Who is Mr. Snow? Why did he call Anton? What did
Anton say about the payment in question? What promise did Mr.
Snow make? Did Anton promise to pass it on to his chief?

4. Complete the dialogue and act out a similar one:

- I’m calling to send my apologies to ...

- Don’t worry we have received ... and everything ... | ... before
my departure. He ... grudges ...

- ... glad... But still | want to assure ... again.

- Good. I’ll pass ... on my return...

5. Insert prepositions: According ... our records payment ... our
Invoice 3582 sent ... you ... 10 August has not yet been made. As an
exception we specified payment ... an open account terms. Our invoice
has been outstanding ... 50 days. ... the case ... unsettled debts ... this
duration we take legal action. This has resulted ... unfortunate delays
... paying outstanding accounts. Your company has been affected ...
these developments. We shall make payment ... the very near future.

6. Underline the verbs and translate the sentences into
Russian: We are enclosing a copy of our Invoice. We are doing
everything possible to rectify the situation. Payment has not been
made yet. Our invoice has been outstanding for 50 days. In case you
have lost or mislaid the original... This has resulted in unfortunate
delays. We have been recently experiencing some difficulties. As you
will remember from our telephone calls...

7. Complete the letters and write similar ones:

 According to our records payment ... has not yet been made. As
an exception we specified ... Our invoice has now been outstanding In
the case of unsettled debts ... take legal action. We would naturally
prefer ... In case you have lost ... We look forward to ...
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 As you will remember from ... difficulties with ... This resulted
in ... outstanding accounts. We are doing everything possible to ...
Indeed we hope ... in the very near future.

IV. CHETA, KOHTPAKTbI

1. Here is a part of the Contract Mr. Freiser handed over to
Mr. Smirnov in the evening:

Contract Ne 27/97

This number must be quoted
on all correspondence

London 20 November 1997

Newall Ltd., hereinafter referred to as the Sellers on the one hand
and Messrs. Ruslmport, hereinafter referred to as the Buyers, on
the other hand, have concluded this Contract, whereby the Sellers
sold and the Buyers bought on the terms and conditions stated
herein, subject to the Standard Conditions of Sale attached to this
Contract and forming an integral part thereof 25 SECURITY DE-
VICES as set out in the Specification attached to the Contract and
forming another integral part thereof.

The total price i1s 3,000 pounds sterling to be understood CIF She-
remetievo Airport, Moscow, Russia.

The goods are to be delivered before the 25 December,1997.

Payment is to be effected in GBP under an irrevocable divisible let-
ter of credit established by the Buyers with the first class bank
correspondent of Barclays Bank, London against the following ship-
ping documents:

s Air Waybill

e Shipping Specification

e Packing List

e Work's Test Certificate

« Invoice

s Insurance Policy

The Letter of Credit 1s to be valid for 60 days for shipment and
presentation of the documents. The Letter of Credit is to be opened

within 10 days after receipt by the Buyers of the Seller's advice of
readiness of the goods for shipment.

Newall Ltd. Bank Account Details:

Account Name Newall Ltd.

Account Number 60205818

Bank Barclays Bank plc

Branch Cheapside Branch

Branch Address Atlas House, 1—7 King Street

London EC2V 8AU United Kingdom
Sort Code

20-19-90
Partial deliveries and delivery ahead of schedule are allowed.
Legal addresses of the Parties:
The Sellers: The Buyers:

11



2. Match English and Russian equivalents:

hereinafter

herein

thereof

whereby

the Contract whereby the

Sellers sold and the Buyers
bought...

on the terms and conditions stated
herein

the Standard Conditions forming
an integral part thereof

on the one hand

on the other hand

Newall Ltd. referred to as the
Sellers

Ruslmport referred to as the
Buyers

They have concluded this
Contract subject to the Standard
Conditions

the Specification attached to the
Contract

25 Security Devices as set out in
the Specification

B JIAHHOM JIOKYMEHTE
KOTOpPOTO

10 KOTOPOMY

Jajee B JAHHOM JOKYMEHTE
Ha YCJIOBUAX, YKa3aHHBIX

B HactosieM KoHTpakre

C OIHOM CTOPOHBI

C IPyroM CTOPOHBI

Kontpakr, no koropomy
[TIpomasen nponain, a [Tokynaresns
KyHOuJl...

OO01ue yciaoBus, SIBISIOITUECS
HEOTHEMJIEMOM YaCThIO
KonTpakra

¢bupma Hrroos1, umenyemast
IIponaBuom

¢upma Pycmmnopt, umenyemast
[Tokynarenem

OHU 3aKJTIOYMIIN HACTOSIIINN
KOHTPaAKT Ha OCHOBE CTaHJAPTHBIX
YCIIOBUM

25 npubOpOB OXpaHbI

B COOTBETCTBUM CO
Cnenudukarueit

Cnenudukarys, NpuioKeHHas K
KonTpakry

3. Translate the first paragraph of the Contract into Russian.

4. Translate into Russian: The price is to be understood CIF
Sheremetievo. Payment is to be effected in GBP. Payment is to be
effected under a letter of credit. The letter of credit is to be established
with the first class bank. The letter of credit is to be established

12



against certain shipping documents. The letter of credit is to be valid
for 60 days. The letter of credit is to be opened within 10 days. The
Sellers are to send the Buyers an advice of the readiness of the goods
for shipment.

5. Translate into English:

CTPaxOBOW MOJIUC O0aHKOBCKHIM CUET
aBHAHAKJIAIHAS oTneneHrne baHka
OTTpy304Hasl cienu(puKaIus azpec oTaesieHus: 0aHka
YIIAKOBOYHBIN JIUCT COPTUPOBOYHBIN KO
3aBOJCKOM cepTU(UKAT 00 UCTIBITAHUSAX OTIPY3Ka MO YaCTIM
cyeT-haxkTypa JOCpOYHas OTTpy3Ka
HOMEp CcUeTa IOPUINYECKHUE aapeca
CTOPOH
BJIQZIETICI] CYETa OT UMEHHU U 10 NOPYUYCHUIO

6. Translate the Contract starting with the words “The total
price”.

7. Translate into Russian and answer the questions as in the
example:
» Example - You remember these rules,

don’t you?

These rules are easy to remember, aren’t they?

This Unit was very easy to read, wasn’t it?

You know many English words now, don’t you?

You like the English language, don’t you?

You can translate some papers into Russian now, can’t you?

You remember the part of the Contract quoted in this Unit, don’t
you?

8. Write a similar text of another Contract, changing:
* the names of the companies

* the goods

» the dates

9. Role play. Imagine you are discussing the above contract with
the Sellers before it is signed.

13



V. TEJIE@OHHBIE ITEPEI"OBOPBI

1. Read and translate the text given below.

Peter Smirnov is the leader of the group of Russian businessmen
participating in the Programme for Russian bankers and foreign trade
businessmen London. On 15 October after booking air tickets for the
Participants Pete sends the following fax message to the Programme
organizer David Hill:

from: Economtraining 1/2

to: International Management Ltd

Fax Message No...

Re: Contract dated 2 March, 2013

In accordance with Article 3 of the above Contract we are in-
forming you of the Arrival Date of the Group. It is 12 November and
the flight number is SU 241. We hope this will enable you to reserve
the accommodation in good time. We have also made the reservation
for the return flight on 20 November.

In accordance with Article 7 we are attaching the list of the par-
ticipants (Page 2). Please send us your official invitation to support
our visas at the British Embassy.

Please also send us the time-table of the Programme showing the
exact topics of the classroom sessions and the dates of external visits.
It will enable the participants to plan the dates of their own business
visits about which we spoke in Moscow.

As to the Group Leader we are proposing Mr. Lvov. You must
know him. He has been to London a few times with similar groups.
He speaks English fluently and knows his business inside out. We are
sure he will be of great help.

If you have any queries please do not hesitate to contact us.

Faithfully yours,

Pete Smirnov

General Director

David Hill sends the official invitation for the group by fax the
next day. Then all the participants fill in the questionnaires and attach
two photos to every questionnaire. The secretary takes all these mate-
rials and the invitation and hands in all the papers to the Embassy to
get visas. In a few days the visas are ready.

14



Words and expressions

to book 3aKa3bIBATh
in accordance with B COOTBETCTBUHU
the above Contract BBIIICYKa3aHHBIH KOHTPAKT

to reserve the accommodation 3aKa3aTh TOCTHHHILY

in good time 3a01arOBPEMEHHO
to attach puIaraTh
Embassy IIOCOJILCTBO

as to YTO Kacaercs

He knows his business inside out. ||On npekpacHo 3HaeT CBOE Jeo0.

query BOIIPOC
to hesitate KOJIe0aThCS

faithfully yours C yBakeHHEM BaIll
to fill in a questionnaire 3aITOJIHUTH aHKETY

2. Translate into English:
- B COOTBETCTBHUU CO CTaTh€N 3 - YTO KACAETCS PYKOBOIAUTEIIS
- BBILIEYKA3aHHbIA KOHTPAKT TpyIIEI

- 3a0POHUPOBATH TOCTUHHUILY - CBOOOJTHO TOBOPUTH MO-aHTIUUCKU
- 3aKa3aThb OOpaTHBIN OUJIET - OH npeKpacHo 3HAET CBOE JEJIO.

- CIIMCOK YYaCTHUKOB - OH OKa)XeT BaM OOJIBIIYIO

- JIIs1 TIOJJICPKKH B3 IIOMOIIIb.

- pactiucanue I[Iporpammsl

3. Complete as in the fax message: In accordance with ...
Contract we are informing you of Group. In accordance ... we are
attaching ... As to the Group Leader we are ... This will enable you to
reserve ... time. It will enable the participants to plan ... visits about
which we spoke ...

4. Complete as in the fax message and make similar
sentences: The arrival date is ... and the flight number ... 241. We

15



have also made ... return ... November. Please send us ... invitation to
support ... Embassy. Please also send us the time-table showing ...
topics of. Please also send us the time-table showing ... external ...
You must know Mr. Lvov. He has been to ... with... He speaks ... and
he knows his business ... He will be of ... If you have any queries ...
contact us.

5. Make a plan of the fax using the following sentences in the
appropriate sequence: The Customer proposes Mr. Lvov as Group
Leader. The Customer informs the Organiser of the arrival date. The
Organiser is requested to send an official invitation. The Organiser is
informed that the return airtickets have been booked. The Customer
asks the Organiser to send the time-table of the Programme

6. Write a similar fax, changing
 the names

« the dates

e and some other details

VI. MEXAYHAPOJHOE COTPYIHUYECTBO

1. Read and translate the text given below.

In the morning after having breakfast at the self-sevice bar of the
hotel restaurant the participants of the Programme for Russian bankers
and foreign trade businessmen went to the conference room to have a
lecture on Trade Finance.

There was a folder on the big round table for each participant
with the material relating to the lecture.

Here is one of the sheets of the file:

Trade finance
. Trade needs finance
. This must come from either the trader or from a lending
institution.
. If the trade is international then the amount of finance is
noimally greater
. In general, trade is handled on credit
. The buyer pays for the goods at a specified time after receipt

16



. If the trade is international then delivery time adds to the delay
in payment

. This adds to the need for finance

. Also in international trade the buyer uses one currency, the seller
another

. This requires an organisation with facilities for changing
currencies

. On both counts the Bank is the best source of finance

Thus this page gave the most important hints on the subject.

And Mr. Hill, the lecturer, explained and developed each
statement. The participants sometimes interrupted him and asked
questions. Sometimes Mr. Lvov came to help when there was a
problem of speaking or understanding.

The lecturer devoted some part of the lecture to financing small
business companies who usually enjoy better terms, reduced taxes and
other facilities especially during the first years of their work.

Words and expressions

to lend (lent, lent) IIPEIOCTABIIATH KPEIUT

institution OpraHu3aIus

to handle oOparmaTecs ¢, UMETh JIeJIO C, BECTH
on credit Ha YCJIOBHUSX KPEINUTA, B KPEIUT

to handle trade on credit |BecTu TOPTOBITIO, UCTIOJIB3YSI KPSIUT

receipt TIOJTy9ICHHE

delivery time CPOK IIOCTaBKH

delay in payment 3aJIeprKKa IuIaTekxa

currency BAIIOTA

facilities CpeJICTBa, BOBMOYKHOCTH, JIBI'OTHI
hint HaMeEK, COBET

to devote something to  ||mocBsIIaTh YTO-TUOO YeMy

reduced taxes COKpaIICHHBIC, YMCHBIIICHHBIC HAJIOTH
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2. Translate into English: 3arem oHM oTHpaBWIHCH B
koH(pepeHn-3an. M-p Xwn uywutan Jekiuu  “OUHAHCUPOBAHUE
Toprosiu’’. [lepen KaKIbIM Y4aCTHUKOM ObLJIa Manka ¢ MaTepuajaMu.
NHorpga yyacTHUKM mpepbiBaid M-pa XWila U 3aJaBajid BOIPOCHL.
AHzpell momorain UM, KOTJla Yy HHUX BO3HUKAIM 3aTPYJIHEHUS C
AHTJIMACKUM  SI3BIKOM. JIEKTOp TOCBSTHI 4YacTh JIEKIUU MAJIOMY
ouszHecy. OH TOBOpHJ O 00Jie€ BBITOJHBIX YCIOBHSAX, CHHUIKCHHBIX
HaJorax W Ipyrux Jbrorax.

3. Match English and Russian sentences:
Trade needs finance. B o6oux ciydasx mydmnam
NCTOYHHUKOM (pHHaHCI/IpOBaHI/ISI
SIBJITIOTCS OQHKHU.
This must come from either the  |/Iist Toprosiin He0OX0UMO
trader or from a lending institution |¢punancupoBanue.
If the trade is international then  |OHo ((uHAHCHPOBAHHUE) TOKHO
the amount of finance is normally |ucxomuTh OT ipoaaBIa UK

greater. (bHMHAHCOBOM OpraHU3aIluy.
In general, trade is handled on [ToxynaTelb OIIauMBacT TOBAP B
credit. yKa3aHHBIN CPOK TOCJIe

HOJyYCHHUS TOBapa.

The buyer pays for the goods at a |9To yBenuuuBaeT HOTpeOHOCTD B
specified time after receipt. (uHAHCUPOBAHUH TOPTOBJIH.
This adds to the need for finance |Eciu 3To BHEIIHSSI TOPTOBJIs, TO
cyMMa (DMHAHCOBBIX CPEICTB
OOBIYHO YBEITMYNBACTCS.

On both counts the bank is the OOBIYHO TOPTOBIIS

best source of finance. OCYIIECTBIISIETCS C
UCIIOJIb30BAHUEM KPEIUTOB.

4. Insert articles: Finance must come from either ... trader or
from ... lending institution. If trade ... is international then ... amount
of finance is normally greater. ... buyer pays for ... goods at ...
specified time after receipt. If ... trade is international then delivery
time adds to ... delay in payment. Also in international trade ... buyer
uses one currency, ... seller another.
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5. Insert prepositions: In general trade is handled ... credit.
Then delivery time adds ... the delay ... payment. This adds ... the need
... finance. This requires an organisation ... facilities ... changing
cuiiencies. ... both counts the bank is the best source ... finance.

6. Sum up what Mr. Hill said about:
» trade finance in general
* financing small business companies

7. Role play: Imagine you are a lecturer. Speak on financing
small business companies in Russia

VIIl. AEJIOBBIE HOPMBI U OTHUKET,
CTPATEI'USA JEJIOBOI'O OBIIEHUA

1. Read and translate the text given below.

At the appointed time lvan Smirnov arrived at his business
partner Mr. Freiser’s office by car. Mr. Freiser greeted Ivan with
warm smiles and kind words.

Frank: Oh, Ivan I haven’t seen you for ages. How are you
getting on these days?

Ivan: Not bad. | hope you are doing well too.

Frank: | would say so. | know you participate in the Programme
for Russian bankers and foreign trade businessmen. How are your
classes, young man?

Ivan: | understand you are kidding but I like the sessions we are
having here. There are a few important things | have learned here.
And I’ve met some businessmen whose business looks very promising
for us.

Frank: Good for you. And would you like some tea or coffee
before we get down to business.

Ivan: Some coffee, please.

Frank: The secretary will bring coffee for us in a minute.

Ivan: | believe we could speak about our business now, if you
don't mind.

Frank: | agree with you here. We studied your enquiry for our
security devices and we could offer you some very modern ones.
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Ivan: Could I see them while I'm here? Then it will be much
easier for me and the General Director of my company to make a
decision about the range of devices to buy.

Frank: No problem. Our Production Director will take you to
our production shop and you will see all the devices we are offering to
our customers at present. We have sold quite a lot of each type and we
have not got a single complaint. They have never failed our
customers.

Ivan: It sounds very convincing. And will the Production
Director be coming soon?

Frank: The Secretary will invite him after we have coffee.

Ivan: | see.

Frank: By the way, here is the latest organigram of our
company. You may have a copy if you wish.

Ivan: Thank you. It will help me to speak with the Production
Director.

Here is the organigram of Mr. Freiser’s company:

NEWALL Ltd.
Chairman
Managing Director
| L l | |
Production Marketing Financial Export Administration
Director Director Director Director Director
. factorly . homlesales . aoclunts . shlplpmg . pers<I)nneI
organisation, o pubhcity e wages e Qverseas e purchasing
research and ecustomer| |einsurance,| |sales e transport,
development relations, etc pubhcity etc
» health and etc
safety, etc
S~ - -

Words and expressions

How are you getting on? | Kak nmoxuBaere?

Are you kidding? Bor mytute?

production director HaYaJIbHUK IPOU3BOJICTBA
production shop ex
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complaint xKayo0a, MpeTeH3HsI

to fail I0JIBOJIUTH; HE CYMETh

to convince yOex1aTh

organigram cXema yInpaBJICHUS

homesales NIPOJIaKW BHYTPHU CTPaHbI, BHYTPEHHSS
TOPTOBJIS

publicity peKIIaMa, U3BECTHOCTD

insurance CTpaxoOBaHHE

shipping OTTPYy3KH (TPAHCTIOPT)

personnel ITaT, MepCcoHal

to purchase, to buy HIOKYIIaTh

2. Insert prepositions: ... the appointed time lvan arrived ... Mr.
Freiser’s office ... car. Mr. Freiser greeted lvan ... warm smiles and
kind wolds. Oh, Ivan, | haven’t seen you ... ages. Would you like tea
or coffee ... we get down ... business? The secretary will bring some
coffee ... us ... a minute. I believe we could speak ... our business now.
| agree ... you.

3. Insert articles, if necessary: It will be much easier for me
and ... General Director of my company to make ... decision about ...
range of devices to buy. Our Production Director will take you to our
production shop and you will see all ... devices we are offering to our
customers at ... present. We have sold quite ... lot of each type and we
have not got ... single complaint.

4. Match English and Russian equivalents:

I haven’t seen you for ages.
How are you getting on?

| hope you are doing well too.
Would you like some coffee
before we get down to business?
We could speak about our
business, if you don’t mind.

Br1 xoTuTe KOde, moka Mbl HE
MIPUCTYTIAJIM K JICJIaM.

Mpb1 Morii ObI TOTOBOPHUTH O
JieJIax, €CJIU Bbl HE BO3PAXKAETE.
SI ¢ Bamu corjiaceH.

MbI HE BUIIEIUCH LETYIO
BE€YHOCTb.
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| agree with you here. Kak y Bac uayr nena?
Hapneroce, uTo y Bac Toke BCe
XOPOIIIO.

5. Find equivalents in the text: Msl paccMoTpenu Bamn 3ampoc
Ha HAllW OXPaHHBIE YCTPOWCTBA, U MOKEM MPEIIOKUThH BaM OYEHBb
COBPEMEHHBIE YCTPOMCTBA. MOXKHO, UX TOCMOTPETh, Pa3 YK g 37€Ch?
MHe u reHepajibHOMY IUPEKTOPY OyAeT HAMHOrO JIerde pPEIINTh,
Kaku€ HMEHHO YCTPOMCTBA HYXHO KynuTh. Ham HavanbHHK
MMPOM3BOJICTBA MOKAXKET BaM IPOM3BOJICTBEHHBIM IeX. Bbl yBUAUTE
BCE YCTPOMCTBA, KOTOPBIE MBI TIpPEJJjaraéM Celdac HalluM
nokynareasiM. Mbl yke MpoAalid AOCTATOYHO OOJBIIOE KOJIUYECTBO.
Mpbl HEe MONYy4YWUId HM OJHOW kanoObl. OHU HM pa3y HE MOJABEIU
HaIllMX MOKynaTeiaeld. DTO 3ByUUT OYEHb YOEUTEIIBHO.

6. Complete the dialogue and act out a similar one:

- | believe we could get down to business, if you don’t ...

- | agree with you here. We studied ... and we could offer ...

- Could I see ...? When it will be much easier ... range of devices
to buy.

- No problem. Our ... take you to our production ... and you will
see all ... We have sold ... not asingle ... They ... failed ...

- It sounds ...

7. Have a look at the organigram of Mr. Freiser’s company
and say for what each director was responsible.

8. Say what director Mr. Freiser was, to your mind.

9. Imagine you work for a certain company. Make its
organigram.

VIIl. HEPET'OBOPBI, IOAIIMCAHUE KOHTPAKTA

1. Read and translate the text given below.

On Monday morning the participants of the Programme for
Russian bankers and foreign trade businessmen resumed their work
and listened to the lecture on payments in international trade.
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Here is a part of the lecture:

With any form of international trade it is essential to ensure that
payment will be received in accordance with the terms of the
underlying commercial contract. The most secure and established
methods of settling international trade transactions are:

* by documentary letters of credit and

* by documentary collection bills.

Documentary letters of credit are opened by the importer’s bank
with a bank in the exporter’s country, usually the importing bank’s
correspondent in the exporting country. Exporters submit to the bank
in their country all the shipping, insurance and other documents
specified in the letter of credit issued by the importer’s bank. If the
documents are in order the bank in the exporting country will credit
the exporters with the proceeds. The proceeds are reimbursed-by the
importer's bank in due course.

Documentary collection bills are presented to the importer’s
bank or its correspondent by the exporters together with all the
shipping, insurance and other documents, specified in the contract. If
the documents are in order the importers instruct their bank to pay and
they collect the shipping documents then.

There are a few ways of transferring money from bank to bank.
In the recent past these ways were:

 mail transfers and

» telegraphic transfers.

Now these two types of messages are practically replaced by
SWIFT messages. SWIFT stands for the Society for Worldwide
Interbank Financial Telecommunication. It is a network serving now
more than 3,000 banks in about 100 countries. It speeds up payment
messages between banks immensely. If sending and receiving banks
are both ‘logged-in’, a message can be delivered in under 20 seconds.
Over 1 million messages are sent every day via the computers of
SWIFT and its member banks.

The role of correspondent banks is permanently growing. They
facilitate and expedite international payments. A correspondent bank
Is one which carries a deposit balance for another bank located in
another city or country and engages in an exchange of services with
that bank.
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Words and expressions

essential

Ba)KHBIN, 3HAUUTCIILHBIN

to ensure

00€eCIeuYnTh

In accordance with ...

B COOTBCTCTBHHU C ...

underlying JICKAIUN B OCHOBE

secure HAJIC)KHBIN

established IIUPOKO UCTIONB3YEMBIH, YTBEPAUBIITUICS

to settle OILJIATUTh

documentary JTOKYMEHTAPHBIH, ¢ IPUIOKECHUEM
OTIPY304YHBIX JOKYMCHTOB

collection bill WHKACCOBOE MOPYUYCHUE

to submit IPEACTABIATh, IepEAaBaTh

to issue BBIITYCKATh, OTKPHIBATh

proceeds CpEeJICTBA, BBIPYYKa

to reimburse

BO3MCIIATh, IIJIATUTD

in due course

JTOJKHBIM 00pa3om

mail transfer

MOYTOBBIA EPEBOJL

SWIFT

CBUDT — MexayHapoIHOE 00IIECTBO
MeK0aHKOBCKHX ((PTHAHCOBBIX)

TEJIEKOMMYHUKAIIUA
to stand for 0003Ha4YaTh
wordwide BCEMHUPHBIH
to speed up YCKOPSITh

to be logged-in

(TexH.) ObITh BKJIFOUYEHHBIM B CUCTEMY

2. Match English and Russian equivalents:

In accordance with the terms and
conditions of the contract

OHu naroT ykazanue 0aHky 00
oriaTe.

the underlying commercial contract|3arem oHu 3a0uparoT
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the documents specified in the
contract

to submit the documents specified

the letter of credit issued by the
importer’s bank

to reimdurse the proceeds in due
course

The bank will credit the exporters
with the proceeds.

They instruct the bank to pay.

They collect the shipping
documents then.

There are a few ways of
transferring money from bank to
bank.

3. Insert prepositions: ...

JTIOKYMEHTHI.
CymiecTByeT HECKOJIBKO
CIOCOOOB TIEpPEBO/JIA JICHET U3
OJIHOTO OaHKa B JIPYTOM.

baHk nepeBenieT cpeacTBa Ha
CYET IKCTIopTEpA.

MIEPEBECTH CPEJICTBA JTOIKHBIM
obpazom

B COOTBETCTBUM C YCIOBUSIMHU
KOHTpaKTa

JTAHHBIA KOMMEPUYECKUI
KOHTPaKT

JTOKYMEHTBI, YKa3aHHBIC B
KOHTpPaKTE

MPEJCTaBUTh YKa3aHHBIC
JTOKYMEHTBI

aKKPEJIWTHUB, BBIJAHHBI OAHKOM
AKCTIOpTEpa

Monday morning the participants

listened ... the lecture ... payments ... international trade. It is essential
to ensure that payments will be received ... terms and conditions ... the
contract. The most secure methods are payments ... documentary
letters ... credit and ... documentary collection bills. Exporters submit
... the bank all the shipping documents. If the documents are ... order
the bank will credit the exporter ... the proceeds. Documentary
collection bills are presented ... the importer’s bank. ... the recent past
there were two ways ... transferring money ... bank ... bank.

4. Translate the parts of the text speaking about:
documentary letters of credit; documentary collection bills.

5. Complete as in the text: SWIFT stands for the Society ... It’s
a network serving ... banks ... countries. It speeds up payment
messages between ... If. ... banks are logged-in a message can be
delivered ... Over one million ... via computers of SWIFT and ... A
correspondent bank is one which carries ...
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6. Find English equivalents in the text: mmarex 1o
JOKYMEHTAPHOMY  aKKpPEAUTHUBY, IUJIATEXK IO JOKYMEHTApPHOMY
WHKACCO, MPEACTaBUTh JIOKYMEHTHI B OaHK, OTKPBITh AKKPEIUTUB B
O0aHKe, MEpPEeBECTU CpPEeACTBa, OTHpaBUTh coodimieHue 1mo CBUODT,
OAHK-KOPPECIOHACHT, 3TO YCKOPUT IUIATEK.

7. Sum up what the text said about: SWIFT and SWIFT
messages, correspondent banks.

8. Role plays.

 Imagine you are one of the participants of the Group. Ask the
lecturer a few questions about:

- documentary letters of credit

- documentary collection bills.

* Imagine you work at a SWIFT member bank. Make a short
speech introducing yourself and also speak about the high technical
level of services offered by your bank.

IX. JEJIOBASI MOE3JKA

1. Read and translate the text given below.

When the plane arrives at the Heathrow airport the passengers
get out of the plane and go into the building of the airport. After
passing along endless corridors they get to the passport control point
called Immigration. There are two gates. One is for passengers from
EC (European Community) countries. And the other gate is for
passengers from all other countries. After queuing up for some time
Mr. Lvov and the group of Russian businessmen come up to the queue
marshal who signals what officer is free. And each person goes to the
counter indicated.

Here is a typical talk between the English Immigration officer
and a Russian businessman:

Russian: Good morning.

Officer: Good morning, sir. May | see your passport and landing
card, please?

Russian: Certainly. Here you are.

Officer: Thank you.... What’s the reason for your visit to the
UK?
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Russian: I'm on a business tour to attend a training programme.

Officer: And how long are you staying here?

Russian: A week or so.

Officer: Have you got a return ticket?

Russian: Yes, certainly. Here is my ticket.

Officer. May | see the invitation of the company who will
receive you here?

Russian: Just a minute I'll ask our Group Leader to present it...
Here is the invitation.

Officer: Thank you... Everything is OK. Here is your passport,
ticket and the invitation.

Some Russian businessmen have difficulty in speaking with the
English Immigration officers and answering then questions. Usually
English officers do not like strangers to help them with interpreting. In
such cases the officers ask their own interpreters for help. Most
probably these interpreters are staff members of Immigration. For
some Russian businessmen of the group it was the first experience
with Englishmen and the only words they could say were:

| am sorry. | do not speak English.

Others could say a few words, like these:

| have come as a businessman for training. | shall stay in
England for eight days. | shall stay at Sherlock Holmes hotel in
London.

Words and expressions

to queue up CTOSITh B OUEepeaU

gueue marshal pPacIoOpsIINTEINb OUePEIH

the counter indicated yKa3aHHas (MM) CTOMKa

landing card KapTOYKa MPUJICTEBIICTO B CTPAHY
naccaxxupa

to be on a business tour COBEpIIATH JCJIOBYIO MTOC3IKY

staff member IITaTHBIN COTPYIHUK
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2. Insert articles: After queuing up for some time Mr. Lvov and
... group come up to ... queue marshal who signals what Immigration
officer is free. And each person goes to ... counter indicated. For
some Russian businessmen of ... group it was ... first experience with
Englishmen. They had some difficulty in speaking with
Immigration officers.

3. Insert prepositions: Some Russian businessmen have
difficulty ... speaking ... English Immigration officers and answering
their questions. Usually English officers do not like strangers to help
them ... interpreting. ... such cases the officers ask their own
interpreters ... help.

4. Complete the dialogues and act out similar ones.
» - Good morning

- Good morning, sir. May | see ... card, please?
- Certainly. Here.

- Thank you. What’s the reason ...?

- I'm on a business ... programme.

- And how long are ...?

- A week ...

- Have you got ...?

- Yes, certainly. Here ...

* - May I see ... receive ...?

- Just a minute, I’ll .. Group Leader ... Here is ...
- Thank you. Everything is... Hereis ...

5. Read and translate the text given below.

After undergoing formalities at Immigration the group goes to
the Luggage Reclaim point. They find the monitor showing their
Flight Number and see their suitcases and bags on the belt. But one of
the participants of the group does not see his suitcase and asks
Andrew Lvov, the Group Leader, for help. Andrew comes up to an
official:

Andrew: Excuse me; one of our suitcases is missing. Where can
it be?

Official: What's your flight number, sir?

Andrew: It’s SU 241 from Moscow.

28



Official: Some luggage is over there. I hope you’ll find yours
there. There wasn’t enough space on the belt. We had to remove some
and put it on the floor.

Andrew: Thank you.

Andrew and the gentleman who did not find his suitcase go to
the place shown by the official and see the suitcase. The gentleman
picks up the suitcase, puts it on the trolley and joins the group. So, all
the participants have collected their luggage.

Now they are moving to the Customs point. By the way, it is not
necessary to fill in any declaration forms. They see the sign “Nothing
to declare” and the green walls of the passage. They all have nothing
to declare and pass through this corridor. They see a few Customs
officials standing behind the rack. The officials say nothing to them
and they safely pass.

Some other passengers pass through the red wall corridor since
they have something to declare and probably they have to fill in some
forms and pay customs duty. Usually every country has a list of the
things liable to duty “in addition to the duty free allowance”.

In a second or two our group gets out into the hall of the airport
and sees the crowd of people meeting passengers who have just
arrived.

Words and expressions

luggage Oarax
reclaim noxyderue (o0paTtHo), BocTpeboBaHUe
to reclaim nojy4ath (00paTHO), BOCTpeOOBaTh

to undergo formalities  |mpoiiTu popmansHOCTH

belt TpaHCIIOpTEP

One suitcase is missing. |/He xBaTaeT ogHOTrO YeMogana

over there BOH TaM

trolley TEJIeKKA

to collect 10JTy4aTh, 3a0UpaTh

Customs TamosxeHHBII KOHTPOJIb, TaMOKeHHas
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ciy>k0a
sign BBIBECKA, 3HAK
to declare 3asBJISITh, ICKJIAPUPOBATH
rack CTOMKa (1151 Oaraxa)
customs duty TaMO>KCHHAsI TIONUTHHA
in addition to JOTIOTHUTEIILHO K
duty free OCCTIONIINHHO
allowance pa3penieHHOe KOJIUYECTBO

6. Match English and Russian equivalents:

Luggage Reclaim TamoskeHHBII KOHTPOJIb

point

Immigration point Brimaua Garaxa

Customs BOCTpeOOBaTh (MOMYyUHTH) Oarax

“Nothing to declare” |b6arakHas JeHTa-TpaHCIIOPTEP
things liable to duty |macmopTHBIH KOHTPOJIb

customs duty YUHOBHUK

belt paboTHUK (0hHUIIHATBLHOE JINIIO)

to leclaim luggage “He uMero peIMETOB, MOICHKAIIIX
NEKIApUPOBAHUIO”

to collect luggage IPEJIMETHI, 32 BBO3 KOTOPBIX HEOOXOIUMO
3aIlJIaTHTD MOILIHHY

an officer TaMOXEHHBIN cOOp

an official MOJTyYUTh Oarax

7. Insert words as in the text: Some passengers pass through
the red wall corridor since they have something ... and probably they
have to ... some forms and pay ... Usually every country has a list of
the things ..., in addition to “the duty free” allowance.

8. Read the following: One of our cases is missing. Some

luggage is over there. We had to remove some suitcases. Where can it
be? What's your night number? There wasn’t enough space.
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9. Complete the dialogue and act out a similar one:

- Excuse me, one of our suitcases ... Where ...

- What’s .

- 1t’s SU ..

- Some ... over there. I hope you’ll find yours ... There wasn’t
enough ... We had to ... and floor.

- Thank ...

10. Sum up the text. The following plan may be of help:

» the group undergoes formalities at the Immigration point

* they go to the Luggage Reclaim point

* One suitcase is missing

» the official helps them to find the missing suitcase

« the group has nothing to declare and they safely pass through
the green corridor

» they get out into the hall where passengers are usually met
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