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Unit 1
STRUCTURE OF A BUSINESS LETTER

Active vocabulary:
correspondence — KOPECTIOHEHITis1, JTUCTYBAHHSI
letterhead — manka (mizoBoro nucra)
reference — mocunaHHs
salutation — 3BepTaHHs
the body of the letter — 3mict nucra
complimentary close — BBiwIrBa 3aKJIt04YHa YaCTUHA JIUCTA
signature — MiJMNC
enclosure — 101aTOK
courtesy title — BBiuJIMBE 3BE€pHEHHS
job title - mocana
per pro/ p/pro/p.p. (from the Lat. — per procurationem) — 3a TOpy4eHHSIM

Task 1. Read and translate the text.

Components of a business letter
Business letters are usually written on printed company forms (letter-
paper). They comprise the following components:

1. The letterhead. It includes the name of a company, its post address,
telephone, telex number, e-mail address as well as some other information,
name of directors, the particular official to whom all correspondence to be
addressed, spaces for letter indexes (references).

2. Address. In correspondence that does not have a printed letterhead,

the sender’s address is written on the top right-hand side of the page:
British USA

Ne of the house, name of the street 10 Spring Garden 145 Chinaville Rd

City, state (county), post/zip code, London SW1A 2BN  Lake Forest, IL 60045

Country United Kingdom USA

3. Date. The date 1s written below the sender’s address, sometimes
separated from it by a space. It is also usually written on the right-hand
side of the page.

British USA
7™ April 2010 April 7", 2010
7 April 2010 (7 Apr. 2010)  April 7, 2010

4. Inside address. This is written on the opposite side of the page. The
inside address is your reader’s address. This includes the reader’s: name;
position; organization (as the company calls itself); complete mailing
address.

If the surname of the person is known, it should be preceded by a
courtesy title and either the person’s initial(s) or his/her first name (e.g.:
Mr P. E. Brown or Mr Peter Brown, not Mr Brown).



Courtesy titles used in addresses are as follows: Mr is the usual
courtesy title for a man. Mrs is used for a married woman. Miss is used
for an unmarried woman. Ms 1s used for both married and unmarried
women. Many women now prefer to be addressed by this title, and it is a
useful form of address when you are not sure whether the women you are
written married or not. Messrs are used occasionally for two or more men
(Messrs P.E.Brown and B.L.Parker) but more commonly forms part of the
name of a firm (Messrs Collier & Clerke & Co.).If your reader has special
titles, such as Professor (Prof.), Doctor (Dr.), Capitan (Capt.) then use it.

5. Attention line. When you cannot address a business letter to a
particular person, use an attention line (for the attention of): e.g. Attention:
Product Manager.

6. The references. References are noted to indicate what a piece of
correspondence refers to (“Your ref.”) and the correspondence to refer to
when replying (“Our ref.”). References are written below the heading at
the left margin of the letter.

7. Salutation. A business letter should always include a salutation.
This is to whom the letter is addressed. Salutations add a person touch to
your letter (e.g. Dear Mr/Mrs/Miss/Ms Brown). “Dear Sir/Madam” opens
a letter written to a man/woman whose name is not known. “Dear Sirs” is
used to address a company. In the USA a letter to a company may open
with “Gentlemen”, followed by a colon.

If you have no attention line, put the salutation two lines below the
inside address.

8. The subject title. “Re:” is an abbreviation of the Latin “in re” which
means ‘“the subject title” and is used after salutation. This provides a
further reference, saves introducing the subject in the first paragraph, and
allows the writer to refer to it throughout the letter.

9. The body of the letter. The body of a business letter has three
paragraphs: introductory paragraph; one or more main paragraphs;

concluding paragraph. It is usual to leave a line space between paragraphs.

First paragraph. The first sentence or paragraph of a letter is an important one since it sets the tone of
the letter and gives your reader his impression of you and your company. Generally speaking, in the first
paragraph you will thank your correspondent for his letter (if replying to an enquiry), introduce yourself and
your company if necessary, state the subject of the letter, and set out the purpose of the letter. For example:

Middle paragraph. This is the main part of your letter and will concern the points that need to be made,
answers you wish to give, or questions you want to ask. As this can vary widely with the type of letter that
you are writing, it will be dealt with in the relevant units. It is in the middle paragraph of a letter that
planning is more important, to make sure that your points are made clearly, fully and in a logical sequence.

Final paragraph. When closing the letter, you should thank the person for writing, if your letter is a
reply and if you have not done so at the beginning. Encourage further enquiries or correspondence, and
mention that you look forward to hearing from your correspondent soon. You may also wish to restate, very
briefly, one or two of the most important of the points you have made in the main part of your letter.

10. Complimentary close. Complimentary close depends on the form
of salutation:

- “Yours sincerely” 1is used if the letter begins with “Dear
Mr/Mrs/Miss/Ms”’;

- “Yours faithfully” if the letter begins with “Dear Sir/Madam”;



- “Yours truly” or “Very truly yours” if the letter begins with

“Gentlemen” and follow all phases with a comma.

The position of the complimentary close — on the left, right or in the center of the page — is matter of
choice. It depends on the style of the letter (blocked letters tend to put the close on the left, indented letters
tend to put them in the center) and on your firm’s preference.

11. Signature. Always type your name after your handwritten
signature and your position in the firm after your typed signature. This is
known as signature block.

Even though you may think your signature is easy to read, letters such as ‘a’, ‘e’, ‘o’, 'r’, v’ can easily
be confused. It is, to some extent, a matter of choice whether you sign with your initial(s) (D. Jenkins) or
your given name (David Jenkins), and whether you include a courtesy title (Mr, Mrs, Miss, Ms) in your
signature block. But if you give neither your given name nor your title, your correspondent will not be able
to identify your sex and may give you the wrong title when he/she replies.

If the sender signs the letter on behalf of a company or another person, per pro/
p/pro/p.p. (from the Lat. — per procurationem) means “for and behalf of” is used
before the name. It means that letter is “by warrant”. The person signs letters and
other documents.

12. The enclosure. If there are enclosures, e.g. leaflets, brochures, etc.
with the letter they are mentioned at the bottom. “c.c.” originally meant

“carbon copy”’; today it tells who else received a copy of a letter.

Business Letter Layout
LETTERHEAD

SENDER’S ADDRESS
Ne of the house, name of the street
City, state, post/zip code,
Country
DATE
INSIDE ADDRESS: addresser’s name;
job title;
company name;
company address
Attention line (for the attention of)
SALUTATION
Re:
BODY OF THE LETTER:
introduction;
main part;
closing.
COMPLIMENTARY CLOSE
SIGNATURE
Enclosure

Task 2. Answer the questions.
1. What is the purpose of a business letter today?
2. What does the letterhead of a business letter consist of?
3. What salutation 1s the most frequent in business letter at present?
4. What is the purpose of using “Re” in business letter?
5. What information is enclosed in the body of a business letter?



Task 3. Read carefully the English
equivalents.
Opening Phrases

Dear Sirs. We have received your letter
of...

We thank you for your letter of...

Your letter enclosing (stating that..., asking
us to do..., requesting us to do...) has been
considered (given proper attention)

In reply (in response) to your letter of...

In confirmation of our telephone
conversation (talks, held in...) we wish to
inform you that...

With reference to (Referring to) your letter
of... we wish to inform you that...

We are pleased (We are glad) to inform you
that

We are sorry (regret) to have to remind you
that

We learn from your letter that...

In connection with your letter of... and in
confirmation of your cable of...

We offer apologies for the delay in
answering your letter

Please accept our apologies for...

We regret to learn from your letter of...
that. ..

We are sorry we are unable to meet your
request

Further to your letter of...

We enclose (are closing) a copy of a letter
from ... about... (in connection with...)

Please note that
Binding Phrases
We express confidence that...

At the same time we would like to remind
you that

We would welcome the opportunity...

We wish to draw your attention to the fact
that...(We would like you to note that...)

In connection with the about said...
Otherwise we shall have...
As to your request (your claim)...

expressions and their Ukrainian

s moyarTky Jucra

[ITanoBHE ManCcTBO. MU OTpUMaNIu Ball
JIUCT Bif. ..

Hsxyemo Bam 3a nucT BifI...

Bamr nucr 13 nonatkom (i3
BKa31BKaMH. . ., IPOXAHHSIM IIPO)
PO3TIITHYTO

V Bianosiap Ha Bamr et Big. ..

Ha nigrBepaxeHHs Haoi TenedoHHOT
PO3MOBH (IIEPETOBOPIB, 11O BI0YJIHCH)
MOB1OMISIEMO, IIIO

[MTocunarouyuce Ha Bam sucr Bi. ..
MOBIJIOMJIIEMO, 1110

Pami moBimomutu Bam, mio

Ha >xanb, Mu BuMyIieH1 Haragatu Bawm,
1I0. ..
I3 Bamroro nucra My [i3HAINUCH, IO

VY 3B’s3Ky 13 BamuM auctom Bif... Ta
MiTBEpPKeHHs Baiiioi Tenerpamu Bif. ..

[Iepernpomry€eMo 3a 3aTpUMKY 3
BIAIIOB11r0 HA Bamr muct

bynp nacka, npuiitmMiTh Hailll BUOAYCHHS
3a..

Hawm mipukpo Oyio gizHatuch 3 Barmoro
JINCTA B1J1, 110

Ha xanb, MU HE MOKEMO 33J0BOJIBHUTH
Bamre npoxanus

Ha nonatox 10 Hamoro imcra
Homaemo komito nucta Gpipmu... 3
NpUBOAY... (Y 3B SI3KY 3...)
IIpocumo pUMHATH 10 yBaru
3B’A13y104i eJIeMEeHTH JINCTA

Mu BupakaeMO BIEBHEHICTb B TOMY,
aio. ..

V TO# ke yac My XOTUIH O HaramaTtu
BaM, II[0

Mu Oynu 6 paai MaTH MOKJIUBICTb. . .
3Bepraemo Bamry yBary Ha TO# ¢axT, 1o

VY 3B’s13Ky 13 BUIIIE3a3HAYCHUM. ..
Y MpOTHUBHOMY BHUMAJIKY
IIlo crocyernes Bamoro npoxanHus



The matter is
admit that

We cannot accept this point of view for the
following reasons

Moreover ... Nevertheless...
Closing Phrases
Your early reply will be appreciated.

...(The point is); We have to

If we can be of any assistance please do not
hesitate to contact us

We expect to hear from you in the near
future. We are looking forward to hearing
from you (to receiving your concept
(approval, confirmation).

We would like to assure you
We wish to maintain cooperation with you

Y our prompt execution of our order will be
appreciated

We assure you that we shall get in touch
with organizations concerned without delay

We assure you that we shall take prompt
action to correct (remedy) the situation

We are expecting your representatives to
arrive for the talks

(ckaprm)
Cnopasa y Tomy, 1IO. ..
BHU3HATH, LIO...

Mu He 3rojHi 3 Baiiioro To4koro 30py 3
HACTYITHUX MIPUYUH. .

Binbr Toro... TuMm He MEHII. ..
3akJIl04Hi BUPa3u JIUCTA

Mu Gyaemo BIsUHI 32 MIBUIKY
BIJIIIOBIIb

[Ipocumo 3BepTaTUCh 10 HAC, AKIIO Bam
noTpioHa OyJie Jonomora
CrozniBaemMoCh OTpUMATH Bamry
BIAMOBIAL sikHakBU e (YekaeMo Ha
Bamry 3rony (cxBaneHHs,
I1JITBEPI>KCHHS )

Mu 6 xotinu 3aneBHuTu Bac. ..
CrnoaiBaeMoch Ha criBipaio 3 Bamu

Bynemo BisiuHi 3a IIBUJIKE BUKOHAHHS
HaIIoTo 3aMOBJICHHS

3aneBHsemo Bac, 1o 6e3 3aTpuMokx
3B’ SKEMOCH 13 BIAIMOBIIHUMH
opraHizamisMu

3aneBHsemo Bac, no mu 3pooumo Bce
HAJIEXKHE JIJIs1 BUIIPABJICHHS CUTYaIlil

Yekaemo Ha Bammx npeacTaBHUKIB 115
MOJAJIBIINX IIEPETOBOPIB

Heo0OxigH0

Task 4. Put the following phrases into three groups.

Opening Phrases Binding Phrases Closing Phrases
3,
1. We confirm your fax message received this morning and we...
2. We have to admit that...
3. We are pleased to inform you that...
4. Looking forward to hearing from you...
5. Otherwise we shall have...
6. With reference to our letter of...
7. Please do not hesitate to contact me if you need further information.
8. In connection with your letter of...
9. We wish to draw your attention to the fact that..

10. We are looking forward to seeing you next month.
11. We assure you that we are doing all we can to..

12. We thank you for your attention.

10




Task 5. Here is a sample letter. Read and translate into Ukrainian.

Letterhead or return
address

2 spaces
Date

2 spaces

Inside address

Addresser’s name
Job title

Company name and
address

2 spaces

Attention
2 spaces

Salutation
1 space

Introductory parag.

1 space
Main paragraph

1 space
Concluding parag.

2 spaces

Complimentary close

4 spaces

Signature

Surname

Company position

Enclosure

Letterhead or
51 Breadgade
DK 1260, Copenhagen K,
Denmark

7™ April 20

Your ref.
Our ref.

Soundsonic Ltd.,
Warwick House,
London SE23 1JF
United Kingdom

For the attention of the Sales Manager

Dear Sir or Madame,
With reference to your letter of... I wish to inform you that...

Please would you send me details of your sound system
which were advertised in April edition of Sound Monthly?

Your early reply will be appreciated.

Yours faithfully,

. / Dibtertoon

A. Robertson
Director
General Service Division

Enc.
c.C.

11




Task 6.

below. Use part b) of the exercise for the purpose.

)

a
2
3
4
5.
6.
7.
8.
9.

10
11

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

b)

1. JTo yBaru...

. IliarBepIKyeMO, 110 oTpuMaiu Bamoro smcra.
. Hsxkyemo Bawm 3a Bam nuct Big 3-ro OepesHs. ..
. lllo crocyerbeca Bamoro nucra...

CrtocoBHo Baioro aucra (TenedonHoi p03M0BH). ..
[I{ozo HAIIOro MONePEeHHOTO J'II/ICTYBaHHH
[Ilono Hamoi 3yCTp1q1 3 IPUBOLY..

Bamr Bumesraganuii JIUCT. .

[Tepenpormryemo 3a 3anHMKy 3 BIAIIOBIIIIO. .

. Mu He oTprMaiu BiAMOBIIb HA HAII JIUCT Bl,[[
. IHoBigomasgemo Bam, 1110..

3 BamIoro JucTa Mu I[iBHaJII/ICB, III10. ..

Ha »xanp, nmoBimomasemo Bawm, 110. ..

3 paziiCcTIO MOBIOMIISIEMO, IIIO. . .

3aneBHsieMo Bac, mio...

V Biamosias Ha Bamr guct. ..

ITonpoOuIll HaCTyIIHI. .

CroaiBaeMoch, 110 Bu 3HaI/II[€T€ MOJKJIUBICTD. .
Bynpb nacka, moBigomMTe HaM..

bynemo B,Z[ﬂ‘IHi, ak1o Bu 3moxkere...
CnoniBaemoch Ha Barry miBuaKy BiAIOBIiIb.

1. It would be appreciates if you could..
. For the attention of...

. I'look forward to hearlng from you soon...

. You may rest assured that..

. We thank you for your letter of the 3" of March..
. We hope you will find it possible to..

. I am writing to inform that..

. Following (Further) your letter (telephone conversation)...

We regret to inform you that...

. Details as follows...

. On referring to earlier correspondence...

. Please inform us..

. With reference to your letter...

. Following our meeting on...

. Your above-mentioned letter...

. We have not received a reply to our letter of...
. We are sorry not to have replied sooner...
. We are pleased to inform you that...

. We acknowledge receipt of your letter.

. We see from your letter that...

. In reply to your letter of ...

Suggest Ukrainian equivalents for the English expressions
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Task 7. Sight translation from Ukrainian into English
Ctpykrypa Ta opopmieHHs JTHCTIB

JliToBuii TUCT MICTUTB y €001 000B’SI3KOBI CKJIa/I0BI YaCTHHU: JaHI
Opo BiANpaBHUKA, JlaHi ajpecara, 1H(QOpMaIlliiiHy YacTUHY, KIHIEBY
YaCTHHY.

Jaui npo BlI[HpaBHI/IKa pOSMlHIYIOTI)C}I y MpaBiil BEpXHIM YacTHHI
mucTa. BOHM MICTSTH #OT0 iM’sl, IPI3BHILE, aIpeCy Ta TeneoH. 3BEpHITH
yBary Ha Te, IO aJpecy MHUIIYTh TaK: HOMEp OyAMHKY, Ha3BY BYIHII,
HOMEp KBAapTHPH, MICTO, IITAT, MOIITOBHA iHAEKC (zip code). Hmkue,
Yepes JBa IHTEPBaK, BKa3yloTh [aTy: MiCsAIlb, YHUCIIO, PIK.

3niBa, mepen IMEHEeM ajapecaTa, BIAMOBIIHO CTaBUThCA “NaH” 4YH
“nmani”. Y Apyromy pszKy — nocana anpecara, y TpeTbOMy - Ha3Ba bipmu.
HacrymHoro € BrmacHe anpeca. SIKmio iM’st agpecara HEBIIOME, TO IMEPEs
HAa3BOIO MOCAU CTaBUTHCS CIOBO “Attn” (yBara) i CTaBUTHCS MOMITKA.

3HAYHO HHUXKYE 1 TaKOX 3mBa MHUIICTHCS MpI3BHIIE ajpecara 31
ciioBoMm “IllanoBauii/ IllanoBHa . HKIHO BaM BIJIOMHH yYEHUM CTYMiHb
ajpecaTa, BKaXiTh MOT0, BUITYCTUBIIM MpHU IbOMY “Mr/Mrs”. Skmio iM’s
aapecaTa HeBiome, To MOoxkHaA Hanucatu “‘Dear Sir/Madam”.

[licist 3BepTaHHs CTABUTHCS IBOKparka abo koma. CaM TEKCT JHCTa
MUNIYTh 3 IOYATKy psiaka (0e3 ab3arly) Ha 2 IHTepBaIN HIKYIC 3BEPTAHHS.
KiHueBa 4yacThHa JIMCTa CKIAMAETHCA 13 (OPMYIH TPOIIAHHS, MIAIHKCY,
iMEeH1 Ta nocajau BianpaBHUKa. KoXeH 13 IUX €JIEMEHTIB PO3MIIIY€EThCS Ha
OKPEMOMY  PATIKY. I3 (1)opMyJ1 NPOILAHHS HAWOUIbII JOPEYHUM IS
ninoBoro nucta € “Iupo Bam/a”.

CrnoBo “Encl” (enclosure) craBisTe y camomy KiHIIl JIUCTA 3J11Ba 1 1€
03Hayvae, 110 € JOJIaTOK JI0 JIKCTA.

Task 8. Read about business letter style.
Business letter style

As the main goal of business correspondence is to reach an
agreement between partners, its style is strictly official, or formal. That
means that words are to be used in their primary, not figurative, meaning.
It is recommended to keep words to a minimum, to compose clear
sentences, to use facts, not vague description, and to keep to the point. On
the other hand, business correspondence is characterized by more
sophisticated language comparing with informal style, like everyday
spoken speech, and has its own terminology, phraseology, and standard
abbreviation. Here belong some traditional obsolete words and foreign
borrowing (primarily of Latin and French origin) like: per capita, per pro, a
priori, per annum, appendix, index, curriculum vitae, and memorandum. In
general the formal style is characterized by:

- more complex sentences;

- abstract nouns;

- frequent use of impersonal sentences;

- bookish vocabulary;

- avoiding contraction, colloquial words, and slang.

13



Task 9. Compare two columns of synonyms and translate them.

Formal Style Informal Style
Opening Dear Mr Lones/Sir/Madame Dear John/Mary
Saying thank you | Thank you for... Thanks for...
Reason for I’m writing to inform you I’m writing to tell you /
writing that (asking you about) / I’m writing to say
apologize for... sorry for ...
Asking for help | Please could you...? Could you...?
I would be grateful if you Can you...?
could...
Offering help We will be pleased/ happy to | T’ll (send you) ...
(send you) ...
Enclosed I enclose... Please find my | I’m sending you...
documents enclosed ...

Closing remark

I look forward to hearing
from you / meeting you
/seeing you

(I’m) looking forward
to hearing from you /
seeing you again

Finishing Yours sincerely Best regards
Sincerely yours Yours
Yours faithfully Best wishes
Others words concerning,
and word with reference to as
combinations Authorities boss
Appointment data
Substantial big
a purchase a buy
Satisfactory S0-S0
To forward, to dispatch to send
To obtain to get
To supply to give
To indicate to show
To inform to tell
To be grateful to thank
Incorrect wrong
To improve to get better and better

To depreciate; to decline

to get worse and worse

To keep apprise (informed)

to keep in touch

To be in debt (obliged to) smb | to owe

the company’s proposal our idea

I would like to I want

the corporation required we wanted

the correspondence received

your letter to us

you will be repaired the loan

you’ll get your money
back

14




Task 10. Complete the table of synonyms with the words in the box.

a purchase; to give; to obtain; our idea; the corporation required;
toowe;  tosend; toinform; wrong; correspondence;
to improve; to thank; to show; big; the correspondence received ;

Formal Style Informal Style

Letter

to be obliged to smb.

to get better

to forward

to tell
to supply
Incorrect

a buy
to be grateful

to get
to indicate

we wanted

the company’s proposal

Substantial

Your letter to us

Task 11. Rewrite the sentences in formal business style.

. We want you to give us your answer immediately.

. We’ve got none of the items in stock.

. Please don’t change the supply.

. We can’t tell you about delivery because we don’t know.
. Your cheque is wrong.

. You still owe us $ 1000.

. Our idea 1s very interesting.

. We wanted new equipments.

COJON L N W -
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Task 12. Tick the correct sentence appropriate for a business letter.

1. a) Could you send it quickly?
b) Thank you in advance for sending the brochures.
2. a) We appreciate your cooperation in filling our order.
b) You’re not the only supplier, so do a good job for us.
3. a) Would you please send me a copy of your latest price list?
b) Send me something, please.
4. a) I am applying for the position of the manager’s assistant.
b) I need a job.
5. a) We need the information.
b) Our company is the leading distributor of equipment.
6. a) If you would like to discuss terms of payment, please call us.
b) Your financial difficulty is not our problem.
7. a) I’'ll call you if we want to give you legal advice.
b) If I can answer any other questions, please call me on my direct line.
8. a) Ask your office representative to call me.
b) I would appreciate if your office representative calls me

Task 13. Read the following piece of advice.

Points to remember

1. Include just the right amount in your letter. (But better to include
too much than too little).

2. Plan you letter before you start writing, to make sure it says
everything you want to say and say it in logical sequence.

3. Use a simple but polite style of language. Beware of idioms.

4. Your letter should be clear and unambiguous. Take care with
abbreviations and figures.

5. Accuracy is important. Pay special attention to titles, names and
addresses. References, prices and specifications, enclosures.

Task 14. Here are two letters confirming a future visit, but they are
mixed up. One is formal, and one is informal. Decide which letter each
sentence or phrase comes from, then put them in the right order, as in
the example.

16



Formal letter 5, ..., ..., cory viry ceey ey e
Informal letter &, ..., ..., ..., .0y very ity ot

Cazn you look &7 Fhem when Lo '
you have @ moment? Have a goos journey I woula be grarteful if you covla
nexs week; look &7 The enclosed scheAuvle.
—
| 44 [ | E
We hope you have A& sarfe =
Sourney Fo our compiny, Dear Mrs Wenger Wrilligm Garllgs
7 8
= Deazr Anne Plezse Ao not hesitare ro confac’r us IiF you

R TRty wish Fo make any changes.

_——
 an =)

!
R (12
Josn I am writing Fo glive you more Aeral/s
&bout your visit on 25 March.

RnA we /ook FforwarA
Ffo meefing you.

Y
3‘: J( |
ety

Here are 7he Aerarls of your visi? next week.

Yours sincerely

Give me a call if you wanr fo change any’hing. AP Ty you again

Task 15. Translate the letter into English.
llanosnuu nane bpayn!

Mu Oyoxce 60suni Bam 3a Bawe 3amosnenus (enquiry), ske
OMPUMATU CbO2OOHL.

Jlooaemo naw nosuti kamanoe. Mu 6 xominu 36epuymu Bawy yeaey
Ha cmopinku 31-33 kamanozy, e Bu 3natioeme Oinvut 0emanbHUli CHUCOK
VCIX HAawux moeapis.

byoemo paodi 6yoeb-akum Bawum 3amoenennsm. Cnooieaemocs
ompumamu Bauty 6ionosiowv skuatiusuoute.

3 nosazoro

H. Cimcon
Meneooicep 3 npooadicy
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Unit 2
INQUIRY LETTERS

Active vocabulary:
inquiry (enquiry) — 3amuT
price quotation — po31iHKa, [l1Ha, KBOTYBaHHS
terms of payment — yMOBH OI1aTu
delivery terms— yMOBH 10CTaBKH
personal data — ocoOucTi naHi
insurance — cTpaxyBaHHS
explanatory material — po3’sicHIOBaJIbHU MaTepia
supplier — nmocrayajabHUK
sufficient — focTaTHS KUIBKICTB, JOCTATHHO
availability of goods — HasiBHICTb TOBapy
CIF (cost, insurance, freight) — 11iHa BKJIto4a€ yci BUTpATH Ta CTpaxyBaHHSI
sample — 3pa3ok
reply — BITIOB1Ib

Task 1. Read and translate the text.

An inquiry can be made by telephone, telegram (cable), telex, fax or
postcard. If you use a postcard, it is not necessary to begin with a
salutation nor end with a complimentary close. Your address, the date,
and reference are sufficient. If you need to give more information about
yourself or ask the suppliers for more information, you will need to write a
letter.

Inquiries (also spelt enquiry) are messages that ask for information.
They may be price quotations, terms of payment, services available,
personal data, leaflets or catalogues, articles or special data, availability of
goods, delivery terms, insurance, and method of transportation. In order to
write inquiries that will ask the proper questions and receive appropriate
replies use the four-point plan:

1. state the subject of your inquiry;

2. add any explanatory material you feel will be helpful (details,

definitions, descriptions, questions);

3. briefly give the reason for your inquiry, making it clear why the

message 1s addressed to the reader;

4. end courteously

If a response to inquiry will be a favour to you, enclose a stamped
self-addressed envelope. This is not necessary if you have regular business
correspondence.
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Task 2. Study the business letter.

Sample Inquiry Letter

Pet products Ltd.
180 London Road
Exeter EX 4]Y
England
25™ February, 2009

Dear Sir,

We read your advertisement in the “Pet Magazine” of 25™ December.
We are interested in buying your equipment for producing pet food.
Would you kindly send us more information about this equipment:

- price (please quote CIF Odessa price)

- dates of delivery

- terms of payment

- guarantees

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

Our company specializes in distributing pet products in Ukraine. We
have more than 50 dealers and representatives in different regions and
would like to start producing pet food in Ukraine. If your equipment
meets our requirements, and we receive a favorable offer, we shall be
able to place a large order for your equipment.

Your early reply would be appreciated.

Yours faithfully,
V. Smurev

V.Smurnov

Export-Import Manager
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Task 3. Read carefully the English expressions and their Ukrainian
equivalents.

Useful phrases:
We read your advertisement in... Mu nipounTanu Bally pekiamy 'y ....
With regard to your advertisement in... | Y 3B’s3Ky 13 myOTiKaIli€ro Bamoi pekjiaMu y
We have heard of your products from... | Mu ni3Hanucs npo mpoayKIliro Bamoi

KOMMaHii 3
We have seen your current catalogue Mu 3BepHyH yBary Ha Balll OCTaHHIN
showing... KaTajor, y sSIKOMY OIHCYEThCS
We are interested in buying (importing) | Mu XoTiiu 6 Kynutu (IMIOPTYBaTH)
Please inform us as soon as possible... [IpocuMo TOBIIOMUTH HaM SIKHANIIIBU/IIIE
Would you please inform us if it is [IpocuMo TOBIIOMUTH HAC, UM 3MOXKETE BU
possible to deliver... MOCTaBUTH ...
Please let us know what quantities you | Byap-nacka, noBinomre Hac, IKy KUIbKICTb
are able to deliver till... BU 3MOYETE MOCTABUTH 10O ...
Could you let us have a quotation for... | IToBimomrte Hac, Oyib-1acka, IPO PO3LIHKU
Ha

Would you kindly quote your prices and | He Moriu 6 Bu BU3HAUUTH HaM L{iHU Ta
terms of delivery (terms of payment)... | yMOBHM NOCTaBKH (YMOBH OILIATH) ...
We would like to have further details Mpu 6 xoTiM OTpEMaTH OLIBII TOKIAAHY
about... 1H(DopMaIIiro 1mpo ...
We would like to represent your product | Mu 6 XOTijIu IPEACTaBUTH Ballly IPOLYKIIIO
n... Ha
Please send us samples of... (your Bynb-nacka, HaaiILIITh HaM 3paski ...(CBOI
catalogues, leaflets) KaTaJIoru, Opourypu 1.1.1.)
In connection with this... VY 3B’S3Ky 3 IUM
We are distributors (importers, retailers, | Mu € quctpu6’roTopamu (iMnoprepamu,
etc.) MPOJABISAMH 1.T.J1.)
We would like to get in touch with Mu 6 XOT1JIM BCTAHOBUTH KOHTAKT 3 BUPOO-
manufacturers (suppliers, sellers) of... HUKaMU (TTocTavyaabHUKaMU, TTPOIABIISIMH )
There is a large market here for your Bama mnponykiisi 3Haije 'y Hac CBOro
products. MTOKYTIIIS
For over ... years our company has Binbin, HiX ... pOKIB Hallla KOMIIaH1s
imported from iMITOpTYE 13
We usually effect payment by letter of | 3a3Bu4aii Mu IPOBOJMMO OILIATY ILIAXOM
credit (cheque, bank transfer, etc.) BIIKPUTTS aKPEIUTHBY (UEKOM, TIEPEKA30M)
If your prices are competitive (the Slknio Baii iHK BOAITYIOTH HAC (3pa3Ku
samples meet the standards, your OyayThb BIANOB1IaTH BUMOIaM CTaHAApTIB,
equipment complies with our BaIre 00 JHaHHS 33/I0BOJIbHUTH Hallli
requirements, etc.) we may be able to let | morpedwu...), Mu Oyaemo perynspHo
you regular orders. 3aMOBJISAITU BaIlly MPOAYKIIIIO
We are looking forward to your early 3 HEeTEPHiHHAM YEKaEMO Ha Ballly BiATOBIIb.
reply.
Your prompt answer would be Bynemo BasuHi, OTpPUMABIIM IIBUAKY
appreciated. BiJIIOBiIb
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Task 4. Read and translate the letter.

This letter is from a Birmingham chain of retail shops to the Italian
manufacture. Here the retailer explains how he got to know about the
manufacturer, and suggests that a quantity discount and acceptance of his
methods of payment would persuade him to place an order. He is stating
his term in his enquiry because he feels that as a bulk buyer he can
stipulate conditions. But the Italian manufacturer wants the order, he does
not like the terms, and suggests conditions that are more suitable to him.

F. Lynch & Co. Ltd.
(Head Ofice), Nesson House, Newell Street, Birmingham B 3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 431641

Satex S.p.A

Via di Pietra Papa

00146 Roma

Italy 6 February 20
Our ref: Inq. C351

Dear Sirs,

We were impressed by selection of sweaters that were displayed on
your stand at the “Menswear Exhibition” that was held in Hamburg last
month.

We are large chain of retailers looking for a manufacturer who could
supply us wide range of sweaters for the teenage market.

As we usually place very large order, we would expect a quantity
discount in addition to a 20 % trade discount off net list prices, and our
terms of payment are normally 30-days bill of exchange, documents
against acceptance.

If these conditions interest you, and you can meet order of over 500
garments at one time, please send us your current catalogue and price-list.

We hope to hear from you soon.

Yours faithfully,
L. Coane

L. Crane
Chief Buyer
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Answer the questions on the Letter:

. How did F. Lynch & Co. get to know about Satex?
. What market are Lynch & Co. interested in?
. How many sweaters are they likely to order?
. What discounts are they asking for?
. How will payment be made?
. What expression does Mr Crane use to show Lynch is a large firm?
. Should any references be quoted in reply to this letter?
8. Which words in the letter correspond to the following: shown; group
of shops; selection; less; present?

O\ DN B~ W

Task 5. How much do you know about business mail? Try this quiz.

True | False | Corrections and

explanations
1. | It is more polite to use Sir or Madame X | Ifyou know the
rather than the name of the person you name, you should

are writing to. always use it.

2. | M i1s used when you are writing to
more than one woman.

3. | Mister 1s more correct than abbreviated
Mr.

4. | In the USA a letter to a company
usually starts with Gentlemen: not
Dear Sirs

5. | The date is written differently in British
and American letters.

6. | A letter start with Dear Sir or Dear
Madame will close with Yours
sincerely.

7. | p.p- is used when someone signs a
letter on behalf of someone else.
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Task 6. Choose the correct words to fill the gaps in this letter.

Dear Mister/ Sir or Madame/ Director

I would/can/could be like/please/grateful if you could
send/give/have me a brochure and price list for new X-Flame range of fire
extinguishers.

Could/Do/Are you also let me tell/give/know your terms of
payment for new customers?

Thank/Thanks/ Please you for your attention.

I look/see/am forward to letter/hearing/answer from you.

Yours sincerely/regards/faithfully.

Grahan Burns

Task 7. Translate into Ukrainian in writing.

If in your business you need a lot of information and want to be
given more details, you may ask about the following: description of the
goods (services); supply of goods; delivery time; catalogues, leaflets,
booklets; samples; prices, quotations.

Sometimes, if you are limited to certain price range, it is good to
mention it in your Letter of Enquiry: terms of payment (sometimes given
an option), method of delivery and insurance.

Terms relating to prices:

1. B/E — bill of exchange.
2. FOB (free on board) — the price includes delivery to a named port
and loading on to a ship.
3. CIF (cost, insurance, freight) — the price includes all costs and
insurance to a named destination (e.g. CIF Kyiv).
4. COD —cash on delivery.
. CFR — cost and freight.
If you are writing to potential supplier for the first time include:
- where you found the supplier’s name;
- information about your business;
- where the supplier can find references about your company.

N
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Task 8.Write the letter of inquiry using the following phrases:

- We would greatly appreciate receiving any information, leaflets

and price list;

- Our advanced in distributing the Product is making it possible to

characterize product in detail...;

- Sincerely yours ...;

- We have heard of your Product from one of the international
magazine;

- Please send such materials to: price, dates of delivery, terms of
payment;

- Dear Sir;

- We are interested in buying your Product;

- We would like to represent your Product in the Ukrainian market;

- If your prices are competitive we may be able to let you have
regular orders.

Task 9. Offer your English version for the following Ukrainian letter
of inquiry.

Llanoeni nani ma namose!

llocunarouuco Ha Hauty 0OMOBIEHICMb (3 NPEOCMABHUKAMU BAUUOL
dipmu  6i0 12 nucmonaoa 2010 poky, npocumo Hadiciamu HAM
NPONO3UYit0 HA NOCMAYAHHS 3aNACHUX YACMUH 00 eJleKmpozeHepamopa. Y
npono3uyii NPOCUMO 3A3HAYUUMU NOBHE HAUMEHYBAHHS, MUN, MEXHIYHI
XapakmepucmuKku, Yivy, a makoic MOACIUBUL MEPMIH I 3a2albHUll 00csie
HOCMABKU.

Braoicime, 6yOb-nacka, mouHy 0amy GUCUIAHHSA HAM 8aAULOL
Npono3uyil.

3azoaneciov 6am 805IUHI.

3 nosazoro...

Task 10. Write a letter of inquiry according to the following situation:

You are Jenny Peach, the Director of a retail company Peach Style in
Vinnytsia. Write a letter to the manager of wholesale company Thompson
& Windson in London and ask about their conditions, quotation for winter
coats for women (1,500 coats in each of the size 6-8). Inform that
payments will be made by a Letter of Credit.
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Task 11. Read and translate the text.
Envelopes

The envelope should be a standard size that match the stationary
(approximately 4“x9S” for standard 8S*“x11” stationery). Fold the letter
twice so that i1s creased to make thirds. This will fit easily in a standard
envelope, and it is easy to unfold.

The address of the recipient is in the middle of the envelope,
beginning approximately half down. (Be sure it is mostly below the stamp,
or it may get covered over by the cancellation).

The return address is in the upper left hand corner. This is not
necessary to type in if the stationery is preprinted with the return address.

If you are using business envelopes with a window, fold the letter so
that the inside address shows through the window.

Use the block style letters if the envelope has a double window. This
will make the return address appear in the upper window of the envelope.

If the personal letter is in a small envelope the return address may be
written on the envelope flap after the envelope is sealed.

Task 12. Look through the given situations and write down the
address and the salutation to each of them following the rules of
writing a business letter.

a) You are writing to the Chief Training Officer of a company
called Newmark and Grayson Chemicals. They are based at 30-
32, Dunmow Lane, London Eel 1.

b) You are writing to Ann Bains, who works in the Accounts
Department of company called Taylor and Johnson. Their
offices are at 76 Davies Street, Liverpool 8.

c) You are writing to Peter Andrews, the Marketing Manager of
Drew and Aubel, who have their headquarters in Tonbridge,
end at 22Main Street. You have worked closely with Peter
Andrews before and know him well.

25



Unit 3
OFFER LETTERS

Active vocabulary
offer - mpomno3uitis
engagement - 3000B’ I3aHHS
acceptance — akIenT; aKI[ENTOBAaHUM BEKCEIb
price list - mpelicKypaHT
stipulated — 06roBopeHumit; TOMOBJICHUI;
carry conviction — IepeKOHyBaTH; ISITH NEPEKOHINBO;
description — omuc
bulk discount — Benuka (3HauHa) CKHUJIKA
agreement — yroja, JOMOBJICHICTh
quantity - KIJIbKICTb
representative — mpeJICTAaBHUK

Task 1. Read and translate the text.

Offers made in writing usually state the specification and description
of the goods offered, the quantity, the price, the terms of payment and the
time and place of delivery. Offers may be firm (or binding) or without
engagement.

A firm offer is made by the Seller to one potential Buyer only and
usually indicates the time during which it will remain open for acceptance
and price lists, catalogues or conditions of a typical contract are added. If
the Buyer accepts the offer in full within the stipulated time, the goods are
considered to have been sold to him at the price and on the terms stated in
the offer.

A good sales letter consists of four essential elements. It must:

- arise interest; arise the reader’s attention;

- create desire to make use of your offer;

- carry conviction; convince him that these products or services are the
best ones for him;

- induce action; activate him to place an order.

The structure of the offers:

1. the aim of writing;

2. answers to questions of a potential buyer;

3. additional offers;

4. expression of hope for order.

While answering questions the Seller has to give exact description of
goods and supply additional information (photos, samples of product).
Making agreement on the price possible discounts must be taken into
consideration.
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Task 2. Study the business letter.

Sample Letter of Offer

Satex S.p.A.
Via di Pietra Papa, 00146 Roma
Telephone: Roma 769910 Telefax: (06) 6815473 Telex: 285136

Mr L.Grane, Chief Buyer
F.Lynch & Co. Ltd.
Nesson House

Newell Street
Birmingham B3 3EL
United Kingdom

Dear Mr Grane,

We are pleased to receive your enquiry, and to hear that you liked our
range of sweaters.

There would certainly be no trouble in supplying you from our wide
selection of garments which we make for all age groups.

We can offer you the quantity discount you asked for which would be
5% off net prices for orders over £ 2,000, but the usual allowance for a
trade discount in Italy is 15%, and we always deal on payment by sight
draft, cash against documents. However, we would be prepared to review
this once we have established a firm trading association with you.

Enclosed you will find our summer catalogue and price list quoting
prices c.i.f. London.

We are sure you will find a ready sale for our products in England as
have other retailers in Europe and America, and we do hope we can reach
an agreement on the terms quoted.

Thank you for your interest; we look forward to hearing from you soon.

Yours sincerely,
D.Cansio

D.Causio

Answer the questions on the Letter:

1. How does Mr Causio confirm that he can supply the sweaters?

2. Does Mr Causio agree to all Mr Crane’s requests concerning discounts?
3. How does Mr Causio suggest that the method of payment could be
changed in the future?

4. What enclosures have been made?
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5. What sort of payment does Mr Causio ask for?
6. How does Mr Causio suggest his firm deals internationally?
7. What expression does he use to say that his firm has different clothes in

different styles?

8. Which words in the letter correspond to the following: bulk discount;
bill paid on presentation; clothes; reconsider; discount?

Task 3. Read carefully the English expressions and their Ukrainian

equivalents.

Useful |
We are pleased to learn that you are
interested in...

We are pleased to know that you want to
buy...

We are glad to say that we can reserve
you...

We are pleased to send you the required
samples and offer...

As to your inquiry of (date) we are
informing you that...

We enclosed our catalogue with the latest
price-list

Our proposal is valid till ...

The price covers packing and
transportation expenses.

We can give you a ...% discount.

As you can see from our price-list, our
prices are at least 5% lower than the
market prices.

I especially call your attention to

I encourage you to order as soon as
possible as the quantity of this product
available at our warehouse is limited.

We would appreciate receiving the order
from you as soon as possible.

If you are not happy with our proposal
please let us know why.

phrases:
Mu pani nizHarucs npo Bamny
3aI[lKaBJIEHICTh IIOJO...

Mu pani, mo Bu 6axaere KynurH. ..

Mu paji moBiIOMUTH, 1110 MOKEMO
3anumuTy g Bac ...

3 panictio HajcuiIaemMo Bam oOpaHni
3pa3KH 1 MPOMOHYEMO ...

Ha Bam 3anut Bij (1ata) mu
roBigomiseMo Bawm, 110

Mu nogaeMo Halll KaTajuor 3 HAWHOBILINM
IIPEUCKYPAHTOM.

Hama npono3uuis aicHa 1o ...

[{ina B;IrOYA€E MaKyBaHHS 1 TPAHCTIOPTHI
BUTpaTH

Mu moxkemo Hagatu Bam ...% 3HIKKY.

SIx BUITHO 3 HAIIOTO MPEUCKYPaHTY, HaIIIl
LIHY [IoHaiMeHIIe Ha 5% HIKY1 B
PUHKOBHX.

S ocobnuBo 3BepTato Bamy yBary Ha ...

S npomry Bac mBuaie opopmutu
3aMOBJICHHSI, TaK SIK KiIBKICTh TOBapy Ha
CKJIaJ1 OOMEKEHa.

Mu Oynu 6 pazi OTpUMaTH 3aMOBIICHHS
BiJ Bac sitkomora mBuIIe.

Sxmo Bac He 3a40BOIBHUTH Hallla
IPOIIO3HULIISL, IPOCUMO MTOBIIOMUTH HaM
PO IPUYHHY.
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Task 4. Read and translate the following letter of offer.

Mr. Arnold Sober
Purchasing Manager
Continental Equipment
November 5, 2006

Dear Mr. Sober,

Thank you very much for your enquiry. We are of course very familiar
with your range of machines and are pleased to inform you that we have a
new line of details that fit your specifications exactly.

The most suitable of our products for your requirements are the
Challenger Plus batteries. This product combines economy, high power
output and quick charging time and is now in stock.

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

If you would like further information, please telephone or telex me:
my extension number is 585. Or you may prefer to contact Mr. Jack
Manson in York: his telephone number is 086437829.

I look forward to hearing from you.

Yours sincerely,
Jeoffray Still

Task 5. Match the synonyms.

A B
1. secret a. error
2. when it best suits you b. salutation
3. surname c. layout
4. mistake d. proposal
5. I would be grateful e. job title
6. to give proofs f. at your convenience
7. post g. confidential
8. looks h. I would appreciate
9. offer i. family name
10. greeting j- to present evidence
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Task 6. Put the sentences in the letter in the correct order.

a. Should you require a demonstration of this or any other of our
products, we will send one of our representatives to visit you when we
could discuss your exact requirements.

b. Dear Ms...

c. Our representative, Mr Humphries, has informed me that you are
interested in our range of word processing equipment.

d. I hope that you will not hesitate to contact me again if you require
any further information, or if you wish to arrange a convenient time for a
demonstration of our product.

e. Yours sincerely, ...

f. I am enclosing our current catalogue. In particular, I would draw
your attention to model NX86.

Task 7. Match the Ukrainian equivalents to the English words and
expressions.

1. urgent business matters a. 3aMi3HEHHS 3 BIAMOBIIIIO
2. provide with details b. po3yMHi (ToOMipH1) IHU
3. to mark in the catalogue C. 3a CyBOPOIO YEPror

4. to delay in replying d. nHagaBaTu nerani

5. to suggest €. BIIIIOBIJHO

6. to execute an order f. TepmiHOBI 1JIOBI cripaBU
7. therefore g. JI0 TOTO X

8. reasonable price h. 6yTu nmepekoHaHUMU

9. to be convinced i. BUKOHYBAaTH 3aMOBJICHHS
10. in strict rotation j. 3a3HayaTH B KaTano3i
11. besides K. mpomnonyBatu

Task 8. Write a letter of offer according to the following situation:
The wholesaler is out of stock of the adapters that his customer has

made for, so he is offering a substitute. However, he has not yet tested the
new product and knows nothing about its performance or safety.
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Task 9. Here is a typical of a sample of a commercial letter. Use the
twelve different parts shown to put together the letter below:

e.g.12=a

1) letterhead
2) references
3) date
4) addresser’s name and address
5) salutation
6) subject title
7) body of the letter
8) complimentary close
9) signature
10) company position
11) enclosure
12) copies

a) c.c. Martin Naylor, International Holdings, Singapore;

b) Due to change of programmer, Mr Gilbert Smethers will now be
arriving in Singapore on 18 July and not 16 July as originally planned.
Would it be convenient to re-schedule your meeting with him for 19 July
at 10.30 a.m.? Please contact our agent, Martin Naylor, to confirm that this
1s possible or to suggest an alternative time.

¢) Enc. Managing Director’s itinerary;

d) Personnel Assistant to the Managing director;

e) Visit of Mr Gilbert Smethers, Managing Director, International
Holding;

f) International Holding PLC, Nelson House, Grosvenor Street, WIX
OFH Tel: 071-444-2121, Fax: 071-443-0896, Telex: 514050;

g) Mr Alan Mexford, Financial Consultatnt, 2 Victoria Buildings,
New Bridge Road, Singapore

h) J. Hardy

i) Dear Mr Mexford

j) Yours sincerely

k) Our ref: JH/298

1) 23 June 2010
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Unit 4
ORDER LETTERS

Active vocabulary
order — 3aMOBJICHHS
ship — mepeBo3UTH, JOCTABIATH
draft — gek, Bekcenb
transportation charges — TpaHCTIOPTH1 BUTpaTH
freight — ppaxr
clip — npukpimisaTH
quote — Mpu3HaYaTU MiHY
a covering letter — cynpoBiHUIN JTUCT
acknowledge — miaTBepIKYBaTH; MMOBIIOMIIATH PO OJCPIKAHHS;
dispatch - BiagmpaBka; BiAIpaBIaATH, HAJACHUIATH
consignment — BaHTaXX; APTis TOBapy; HaKJIaJlHA (Ha BAHTAX)

Task 1. Read and translate the text.

The letter ordering the goods should be so clear that it could not
possible be to misunderstand. It should be exact and complete in every
detail as to quantity, quality, size, number, catalogue page and number,
shape style, colour, price of each, or other item (use sample of paper,
cloth) helping toward exact identification. If the buyer is to pay
transportation charges, he should specify how the order is to be shipped —
mail, express, or freight — unless he leaves this matter to the one who
ships. Give complete instruction for shipping.

Printed order blanks may be used, but in any case a few words should
be written in addition to those giving the items and exact instructions
relative to the order. Write each item on a separate line beginning at the
paragraph margin. If payment is enclosed, state the exact amount and the
form in which it is sent — stamps, currency, check, draft, or money order.
An enclosure should be clipped to the letter, and in the lower left-hand
corner should be written “enclosure”.

The advantages of the order form are obvious. All the necessary
instructions are printed and therefore no important points can be forgotten.
There is a space for method of transportation, packing, delivery, insurance,
payment term and marks. But the most essential thing is to give an
accurate description of the goods which you want to buy. When defining
the quality or type of goods wanted, the catalogue should be quoted. The
quantity of each item ordered should be clearly stated. Instructions must be
given about all necessary documents — Bill of Lading, Certificate of
Origin, Consular Invoices — and about the packing, marking and
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forwarding of the goods. The Order Form number should be quoted in all
correspondence. When a covering letter 1s sent with an order form,
essential details will be contained in the form and additional explanations
in the letter.

After receiving an order the usual practice is to acknowledge it at
once. This i1s often done on ready-printed form. In this way the buyer
knows that his order has been received and is receiving attention.

Task 2. Study the business letters. F. Lynch & Co. Ltd. have decided to
place an order with Satex S.p.A. and are sending a covering letter with the
form.

F. Lynch & Co. Ltd.
(Head Ofice), Nesson House, Newell Street, Birmingham B 3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 431641

Satex S.p.A
Via di Pietra Papa
00146 Roma

Italy 9 March 20
Our ref: Order DR4316

Dear Mr Causio,
Please find enclosed our order, No. DR4316, for men’s and boys’
sweaters in assorted sizes, colours, and designs.

We have decided to accept the 15%trade discount you offered and terms
of payment viz. documents against payment, but would like these terms
reviewed in the near future.

Would you please send the shipping documents and your sight draft to
Northminster Bank (City Branch), Deal Street, Birmingham B3 ISQ.

If you do not have any of the list items in stock, please do not send
substitutes in their place.

We would appreciate delivery within the next six weeks, and look
forward to your acknowledgement.

Yours sincerely,
L Coane

L. Crane
Chief Buyer

Enc. Order form No. DR4316
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Order Form

ORDER

No. DR4316
(please refer to this number
on all correspondence)

F. Lynch & Co. Ltd.
(Head Ofice), Nesson House, Newell Street, Birmingham B 3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 431641

Satex S.p.A
Via di Pietra Papa
00146 Roma
Italy Authorized — L.
Quantity Item description Cat. No. | Price c.i.f.
London
50 V Neck: 30 Red/20 Blue R 432 £ 13.80 each
30 Roll Neck: 15 Black/ 15 N 154 £940 “
30 Blue N 154 |[£16.00 “
40 Crew Neck: 15 Green/ 15 R 541 £12.60 “
Black
Crew Neck: pattern

9 March 20

Answer the questions on the Letters:

1.

AR

When should the order be delivered?

Who is L.Grane?

If the order was faxed to Satex, which number would be used?
Besides the price, what other costs are covered to London?
How will Lynch & Co. pay?

How soon do they want the sweaters?

Task 3. Read carefully the English expressions and their Ukrainian

equivalents.
Useful phrases:
In reply (response) to your letter of VY BIAMOBIAH HA Ball JIUCT BiJ..., MU JIKYEMO
(dated) ..., we thank you for... BaM 3a...
We are pleased to enclose our order Mu paji 1oaTH 10 1[bOT0 JIMCTA HAIlIe
Ne... 3aMOBJIcHHSA No. ..
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We accept your offer and have
pleasure in placing an order with you
for...

Please confirm that you can supply...

Please send the copy of this order to
us, duly signed, as an
acknowledgement...

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

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

We confirm that delivery will be made
by...

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

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

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

The goods you ordered are no longer
available.

We can offer you a substitute.

Mu npuiimMaemMo Ballly IpOIO3ULIIO Ta 13
3aJT0OBOJICHHSIM PO3MIIIYEMO Y BaC 3aMOBJICHHS
Ha.

[TpocuMo MIATBEPAUTH, 11O BU MOKETE
3IIACHUTH MTOCTaBKY

VY AKOCT1 MIATBEPKEHHS 3aMOBJICHHS
IPOCUMO HAIICIaTH HaM MIAMHUCaHy BaMU
KOITIIO 3aMOBJICHHS. ..

I[SIKy€MO BaM 3a Baiie 3aMoBjIeHHS No. .. BiIL..

SIK BU IPOCHIIA, MH JIOJAEMO KOITIFO BaIllOTro
3aMOBJICHHS, ITIIMMKCaHy HAMH, K
I1JITBEP/I>)KEHHS BAIlIOTO 3aMOBJICHHS. . .

Mu niaTBepaKyeEMoO, IO MOCTaBKa Oyze
3aificHeHa 0 ... (7maTa).

CnogiBaeMocs, 1110 BU Oy/ieTe MaTu rapHUAN
001r 1 o Mu OyJIeMO IUTITHO CITIBIPAIIOBATH 3
BAIlIOK0 KOMITAHICIO 1 HAIal.

ITocraBka Oyze 3/1iCHEHA BIMIOBIIHO JI0
BalllUX 1HCTPYKIIii.

Ha >xanp, Mu 3MyI1I€H]1 TTOBIJIOMUTH BaM, 110
MU HE 3MOKEMO BUKOHATH Ballle 3aMOBJICHHS
yepes Te, 1O ...

ToapiB., K1 BM 3aMOBWIIH, OLJIbIIIC HEMA Y
HasIBHOCTI.

MoskeMo 3anponoHyBaTH BaM 3aMiHY

Task 4. Study the acknowledgement of order.

Satex S.p.A. will now prepare Mr Crand’s order, but in the meantime
let him know that the order has been received.

Sample letter of Asknowledgment

Satex S.p.A.
Via di Pietra Papa, 00146 Roma
Telephone: Roma 769910 Telefax: (06) 6815473 Telex: 285136

Mr L.Grane, Chief Buyer
F.Lynch & Co. Ltd.
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Nesson House
Newell Street
Birmingham B3 3EL
United Kingdom

Dear Mr Grane,

Thank you for your order (No. DR 4316) which we are know making
up. We have all the items in stock and will be advising you in the near
future.

Y ours sincerely,

D.Causio

This letter confirms that Satex S.p.A. have sent the order.

Satex S.p.A.
Via di Pietra Papa, 00146 Roma
Telephone: Roma 769910 Telefax: (06) 6815473 Telex: 285136

Mr L.Grane, Chief Buyer
F.Lynch & Co. Ltd.
Nesson House

Newell Street
Birmingham B3 3EL
United Kingdom

Dear Mr Grane,

We would like to advice you that your order has been shipped on the SS
Marconissa and should reach you within next ten days.

Meanwhile our bank has forwarded the relevant documents and sight
draft for £ 1,662.60 to the Northminster Bank (City Branch) Birmingham.

We are sure you will be pleased with the consignment and look forward
to your next order.

Y ours sincerely,
D.Causio
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Task 5. Fill in this form of order.

Form of order
Messts ......... Vinnytsia......... 20....

Dear Sirs,
Order No ...

Please supply and deliver the goods described below on the term and
conditions specified herein and on the reverse of this order as well as those
attached to the order

TYPE OF MECHANDISE: ..o e
TOTAL AMOUNT OF ORDER: ...t
DELIVERY: freconboard..........ooiiiiiiiiiiiiii i,
DELIVERY TIME: . o e
TERMS OF PAYMENT : oo e,
CONSIGNEE: Postal address ........ovviiiiiiiiiiiiii i
| DL 10 F:18 o) 1 N
MARKETING: InEngland ...,
InUKraimne .....ooovvniiiii e

Quantities, description, price and technical conditions on separate pages.

This order contains ... pages.

ITEM | QUANTITY | DESCRIPTION | PRICE PER AMOUNT

UNIT
........................... (Organization)
........................... Director
........................... Manager of ................... Department
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Task 6. Translate into English.

Ilanose!

Mu 60suni eam 3a aucm 6i0 14 xkeimusa. Mu sueuunu eaw xamanoe
ma eubpanu 2 mooeni, Ha SAKI MU O000AEMO Haule 3amosieHHs. ILle
3AMOGIEHHA € NPOOHUM, I, AKWO HAC 3A0080JIbHUMb 8AULA NOCMABKA, U
MOodCeme po3paxo8yeamu Ha pecyisapHi NOBMOPHI 3aMOBIEeHHS.

s moeo, wob YHUKHYMU Henopo3yMiHb, 3abe3neume MmMouHe
BUKOHAHHA  HAWUX  IHCMPYKYil  wooo  8ionpasku  moseapy. 3a
NIOMBEPOHCEHHAM HAULOI KPEOUMOCHPOMONCHOCTI MOdCeme 36epmamichy

00...
Hupo sauw...

Task 7. Read and translate the sentences below. Write the letter of
order using these phrases.

1. We acknowledge the receipt of your letter of 20™ June and enclose
our order Ne ... for your models ... .

2. We have received your letter of 5™ March and 10™ April and
enclosed our order Ne ... for ... .

3. We have studied your catalogue and have chosen 3 models for
which we enclos our order. We would stress that this is a trial order and if
we are satisfied with your shipment you can expect regular repeat orders.

4. With reference to our telephone conversation and your letter of
20™ November we have immediately contacted ... and have been
successful in securing their order.

5. Payment will be made by Letter of credit in London against
document.

6. Please advice us when the goods are ready for shipment and await
our final shipping instruction.

7. To avoid difficulties with the customers’ authorities, please make
sure that our shipping instructions are carefully observed.

8. We want to tell you how pleased we were with your order because
it represents our first dealing with you.

9. We regret, however, that we cannot book the order at the prices we
quoted 5 weeks ago.

10. We are obliged to your order Ne ... for ... .

11. We hope that you will find it possible to increase your order to
..., otherwise we shall be reluctantly obliged to turn down the order.
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12. We trust you will understand that it is not a lack of co-operation
and good will but sheer necessity, which makes it possible for us to meet
your wishes in this case.

13. Before we send you official confirmation we must tell you that
we cannot agree to your request for a special discount 3%.

14. We are glad to say that goods which you ordered in October are
ready for dispatch.

15. Please let us have your instruction for packing and dispatch.

Task 8. Make up the logical pairs.

A B
1. to acknowledge a. a counter proposal
2. to send b. careful attention
3. to look forward to c. a convenient time
4. to accept d. receipt, delivery, acceptance of order
5. to discuss e. the project
6. to enclose f. goods
7. inspect g, requirements
8. receive h. a quotation
9. arrange i. orders
10. to execute j. specification

Task 9. Translate the letter into English.

[ITanoBH1 naHose!

[linTBepKyemMo oTpuMaHHs Baioro 3anuty Bif ...(1aTa) Ha
noctaya”Hs (Ha3Ba ToBapy). Hemae notpedbu Haacuiatu 3pa3ku, OCKIIIbKU
Bu n00pe 3HaiioMi 3 AKICTIO HaIIOi MPOayKIlii. Bamii Biaryku 0ynau
MO3UTUBHUMU, & TOMY MU MOKEMO PO3MOYaTH BiJIBAHTAKEHHS TOBAPY
MiCIIsl OTPUMAaHHS 3aMOBJICHHH.

3 moBarox. ..

Task 10. Write letter of order according to the following situation:

a) You are Melany Johnson, a teacher of Business Scholl in London.
Order some books (12 copies in each). Write to Book Company and
enclose your check for £ 450... (a letter of order).

b) We acknowledge receipt and delivery of goods described in
invoice and further acknowledgment that said goods have been inspected
and are without defect... (a letter of acknowledgment)

39



Unit 5
PAYMENT LETTERS

Active vocabulary
payment — TaTIXK, TJ1aTa; MOTAIIeHHS 00pry
a sight draft — omutara (TparTa, Bekcenp) 1o npes’ iBICHHIO
invoice — paxXyHOK; HaKJIaJaHa
beneficiary — 6enedirtiap; oTpuMyBad IpoIIeH MO aKPEIUTUBRY ab0
CTPaxoBOMY IOJIICY
overdue — mpocTpoUCHH, HECIJIAYCHHUI BUaCHO
remittance — rpoIIoBUi MepeKas
transfer — mepekas (rpoieii); nepeBe3eHHs1 (Oaraxy); oOMiH;
nepepaxyBaHHs (CyMH);
request — BUMOTa, MPOXaHHS, 3aIUT, 3asBKa
due — Te, 110 HAJEKUTH J0 CIUIATH; MPU3HAYECHUH K TEPMIH IJIATEKY;
301p, MHTO, TTOJIATOK

Task 1. Read and translate the text.

Letters requesting payment of overdue accounts are called
“collecting letters”. Their aim is to persuade the customer to settle his
account and, at the same time, not to offend him, as this might lead to a
loss of a business.

The first request for payment therefore should be friendly in tone,
tactful and marked ‘“confidential”. It may take the form of end-of-the-
month Statement of account. If no reply is received, a second request,
firmer in tone, should be sent. If payment is still not made, and no
explanation received, the third letter must be sent. This time the writer may
state what steps he intends to take to enforce the payment. Even this final
letter threatening legal action must be written “with regret”.

Points to remember:

1. Invoices record goods that have been sold. The commercial
invoice is one of the main documents used in trading; it may be
accompanied by a short covering letter.

2. Pro-forma invoices are sent in the case of pre-payment, or to
inform the customer of the price.

3. Statements of account are sent monthly or sometimes quarterly,
and include details of all transactions within the period.

4. There are various methods of payment available through the Post
Office and banks. Letters accompanying payments are usually short,
giving information about the payment and what it refers to, but they can
also be used to, say, propose new terms of payment or to make complaints.
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5. Letters advising and acknowledging payments tend to be short and
routine, but they may be used to, say, propose new terms of payment or to
make complaints.

6. If you are asking for more time to pay, you should apologize for
not having cleared the account in the due date, explain why you have not
paid, and when and how you intend to clear the balance. Remember, your
creditor is more interested in when he gets his money, than good excuses.

Task 2. Study the sample letter of Payment.

F. Lynch & Co. Ltd.
(Head Ofice), Nesson House, Newell Street, Birmingham B 3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 431641

Satex S.p.A

Via di Pietra Papa

00146 Roma

Italy 16 June 20
Our ref: Order 14463

Attn. Mr D. Causio

Dear Mr Causio,

Thank you for being so prompt in sending the document for our last
order, Ne14463. We have accepted the sight draft, and the bank should be
sending you an advice shortly.

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

When we first contacted you last February you told us that you would
be prepared to reconsider terms of payment once we had established a
trading association. 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 confirm that you agree to these new terms of payment?

Yours sincerely,
L Coane

L. Crane

Chief Buyer
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Task 3. Read carefully the English expressions and their Ukrainian
equivalents.

Useful phrases:
Unfortunately there is some Hasxanb BUHUKIIO HETOPO3YMIHHSI CTOCOBHO
misunderstanding for the payment of the | BunnaTu Bumesraganoi cymu.
above mentioned sum.

Upon making a routine examination of | [Ipu 3BuyaiiHiil nepeBipiil HAIUX

our records I note that overdue for OyXTaJTepChKUX 3alUCIB MU BUSIBUJIH, 1110
payment. | have enclosed a copy for el paxyHOK IIPOCTPOYECHO JI0 OTUIATH.

your attention. An early remittance HoBomxy o Bamioro Bijjoma HoTo KOITito.
would be appreciated. Please let me bynemo BasiuHi 32 HAUIIIBUIINI

know if you have any problem nepepaxyHok rpoimei. [Ipoury moBigoMutu,
regarding this invoice. AKI10 y Bac BUHUKHYTH Oyab-sIKi IpoOIeMU

3 [IUM PaxXyHKOM.

Several months after the work is done I | Jlekinbka MicA11iB micist TOTo, IK poOOTY
am still missing the final payment. Our | 6yJ0 BUKOHaHO, MU BCE I1I€ HE OTPUMAIU
contract states very clearly that the final | kinueBuii paxynok. Ham koHTpakT

payment has to be settled 60 days after | nependauae ayxe 4iTKO, 1110 PO3PaAXYHOK

completion the work. Please advise if MOBUHEH OYyTHU 3/1iCHEHHI poTsroM 60
and when you have transferred the JHIB Micis 3aBepiieHHsd podotu. [Ipocumo
amount to our bank account (number) at | MoBiIOMUTH, U 3A1MCHUIN Bu po3paxyHok
(address). 1 KOJIU TIiepeKa3ajiy 110 CyMy Ha Halll

O0aHKIBCHKUHU paxyHOK (HOMEp) 3a aJipecoro

[ would appreciate a reply to my letter | Uekaro Bamroi BiimoBiii Ha HaII JTUCT BiJ

of (date) relating to our outstanding (mara) nmpo HecriayeHu paxyHok Ne....,
invoices Ne ... . Please advise when we | mpolry moBiIOMUTH, KOJIM MH MOYXKEMO
can expect payment. OUIKYBaTH 111 PO

With your letter of (date) you have let us | Jluctom Bix (mata) Bu moBigomuin Ham, 1110
know that you have made the payment | 3milicanau orutaty 3a (...). OmHAK TTUX

for (...). However until now the money | rpomieit mu noci He orpumanu. [Ipocumo
did not reach us. We ask you to find out | Bac 3’scyBatu, uu aiiicHo 1i rpoui 0yau
whether the money has been transferred. | nepepaxoBani. [[sgxyemo 3a3maneriis.
Thank you in advance.

I have checked with our accounts S nepeBipuB y HamoMy (HiHAHCOBOMY
department, and they have indeed B1JIJIUI1, 1 BOHM IICHO OTPUMAJIU T'POIIIi
received money due on... nepepaxoBaHi 3a. ..

[ am writing to inform you that advance | [Tumy, o6 noBimomut Bawm, 1o aBaHc,
due on signature of agreement (final HaJIC)KHUW HAM TICIIS TIMHCaHHS
payment) was received in (date). JIOTOBIPHOT KBUTAHIIIT (KIHIIEBUN PAXyHOK)

OTpUMaHO (J1aTa).

42



Task 4. Read and translate the following letters of payment.
First Letter requesting Payment

Company name
Return address
Date
Inside address
Dear Sirs,
We refer to our Statement dated 5™ May and want to remind you that the
amount of $ 2500 is overdue.
We’ll be grateful to receive your remittance by return.
Yours faithfully,
Financial Director

Second Letter requesting Payment

Company name
Return address
Date
Inside address
Dear Sirs,
Our quarterly statement was sent to you on 14™ May, but we have received
no advice of payment yet.
In accordance with our agreement, settlement should be made within 30 days
of the date of statement.
As your present balance of § 750 is now 5 weeks overdue we had to ask you
to confirm by telex that you have arranged it for payment.
Yours faithfully,
Financial Director

Third Application for Payment

Company name
Return address
Date
Inside address
Dear Sirs,

We are both surprised and disappointed not to have heard from you in answer
to our two letters of 5™ and 14™ May reminding you of balance of $ 1750 still
owing on our statement of the 4™ May.

As things are, you can not blame us if we say that unless we hear from you
within ten days we shall have to consider seriously the further steps we ought to
take to obtain payment.

Yours faithfully,
Financial Director
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Task 5. Translate into UKkrainian.

1. We write at once to say how grateful we are that you have stated for
your complaint so frankly, because it gives us the opportunity to clear the
matter up immediately.

2. We hope that this settles the matter to your full satisfaction and
that our friendly connection will continue as before.

3. Our order control has pointed out to me that we have been without
an order from you for ... . You can understand that this worries me a lot
because we just can’t afford to lose valued customers.

4. 1 have found that a few words are often sufficient to clear up
misunderstanding.

5. We value friendly relations between our customers and ourselves
and confident that you will allow us to serve you in the future as we have
done so often in the past.

Task 6. Read ant translate the letters.

a) Dear Mr Wilson

We have not yet received your payments. This is to remind you that
both your first and second payments of $ 100 are now overdue. This § 200
plus the balance of $119.04 is due on August 15.

In the credit agreements you signed, you agreed to pay off your bill

in three payments. The first payment of $ 100 was due June 15, the second
payment of 8§ 100 was due July 15, and final payment of $ 119.04 is due
August 15. Please send the full amount in 10 days.
Failure to pay on time will affect your ability to charge merchandise at
our store. If you want to discuss your account, call me at 8§00-555-9875.
Perhaps we can arrange a more comfortable payment plan.

Thank you for your immediate attention.

Sincerely, ...

b) Dear Mr Wilson

Is there some you have not paid your bill of $ 319.04? In the credit
agreement you signed, you agreed to pay off your bill in three payments.
Your total bill is now overdue. Please send $ 319.04 within 10 days. If you

have any questions or concerns regarding this bill, please contact me at
800-555-9875 by September 10.
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Failure to send the full amount by September 15 may mean that your
bill is turned over to a collection agency. Your prompt attention is
urgent to protect your credit.

¢) Dear Mr Mueller

Thank you for your payment of $563.89.

Your current balance is $3,000 — your credit limit. A payment of
$500 is due May 1.

We appreciate your attention to your account status with us. Your
patronage is important to our company.

If we can assist you, please contact us at 800-555-9000.

Sincerely,...

Task 7. Read the letter below and find the equivalents to the
following:

k110 y Bac HeMae Komii ...

Bxirouaroun HoMep cepii JopoxHIX YekiB Amepuka Excripec.

Mu nepernsiHyJiv CBO1 3alUCH. ..

bynp-nacka, HamaiTe (POTOKOIMIT YEeKiB ...

Mu HE MOXEMO BHU3HAYUTH, UM OTPUMYBAIM MU KOJIH-HEOYIb
BUIIIE3TaJIAHNN TTEpEKa3.

Jlis Toro, 00 MM MOTJIH ACTAJIHHIIIC BUBUUTH 1€ TUTAHHS.

. axyemMo Bam 3a Bare CriBpoOITHUIITBO.

8. CrmoaiBaeMOCh OTPUMATH BiJl BaC IIBU/IKY BIIMOBIIb.

SNk =

=~ o

Dear Sir,

RE: Your remittance dated 3/25/08 for $ 50.00

We refer to the letter dated 3 April 2008, copy enclosed for easy
reference. Please be advised that we have reviewed our records and cannot
locate every receiving that about remittance. So that we may further
investigate this matter kindly supply us with photocopies of the checks, if
copies are not available, with a complete description of each item,
including American Traveler’s Cheques.

We thank you for cooperation and hope to be hearing from you soon.

Yours faithfully,

Mrs S.Yensen
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Task 8. Study the words which mean “money you receive for work”.
Match the words with their definitions.

minimum wage

payment for work, made to an employee with a contract
of employment.

tip percentage of sales value given to the sales
representatives

royalty pay given to an employee who is away from work
because of illness

stipend money paid for work before it has done or money paid
earlier than expected

salary the lowest hourly pay rate that a business can legally
pay its workers

basic pay something you receive as well as your wages for doing
a particular job

gratuity A small amount of money in addition to the ordinary
payment, which you give to someone such as a waiter
or taxi-driver

advance the salary of magistrate or a priest

sick pay money paid to the author of a book or an actor in a film
as a percentage of salary

commissions a salary without extra payments

perks a sum of money given to someone who leaves the job

Task 9. Combine each two sentences as in the model:
Please forward further details. We wish to locate this transfer.
Please forward further details so that we may locate this transfer.

1. Please advice us of the date of payment.
We wish to locate the payment.
2. Kindly authorize us by return.
We wish to effect payment.
3. Please send us your payment.
We want to debit your account.
4. Kindly supply us the full name of the beneficiary.
We wish to effect payment.
5. Kindly authorize us to debit your account with GBP 7.000.00.
We wish to make the necessary refund to our principals.
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Task 10. Look at the standard phrases from business letters below.
Find more examples of standard phrases on the document. Write
them in the spaces provided.

Explaining the reason of writing (I am writing: enquire about ... ;
inform you about .... ; confirm ...)

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Giving good news (I am pleased to inform you that ...; I am
delighted to tell you that ...;)

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Closing remarks (Please contact us again if we can help in any way;
Please pass on my best wishes to ...)

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo



Task 11. Read e-mail and put the sentences in the right order.

O 2=

from: [ Stephanie Strahl to: [ Antonio Laporta

subject: I Furniture order |

Stephanie Strahl.

Thank you once again for improving your quote, and

Dear Mr Laporta,

and payment at thirty days from today.

| look forward to receiving the goods in due course.

The price agreed was £1000 (ex VAT), with transport costs of £90
You promised delivery within thirty days.

Yours sincerely

| am writing to confirm my order for one Literatura table (180cm), a two
drawer filing cabinet in cherry and one Clio chair.

Following our phone conversation today,

O o~ O U & WHN =

-
o

%
S

Task 12. Read and translate the text about the methods of payments:
foreign trade.

Cheque (4ek). It is possible to pay an overseas supplier by cheque,
but it takes a long time before the supplier gets his money.

International Giro (MiKHapogHuii ripo-paxyHok). Payment by
International Giro, which replaces Money Orders, can be made whether
the buyer has an account or not, and to a supplier whether he has an
account or not. The International Giro form is obtained from any Post
Office, filled out, then handed to the Post Office who forward the order to
the Giro center which will send the amount to the Post Office in the
beneficiary’s country where the supplier will receive a postal cheque. He
can then either cash it, or pay it into his bank account.

International Money Order (IMO) (MikHAapoAHUWII TPOIIOBHIA
nepekas). International Money Order can be bought at most banks in the
UK and are paid for in sterling or dollars. The bank fills out the order of
the customer, then for a small charge, hands the IMO over, and the buyer
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sends into the beneficiary. IMOs can be cashed or credited to the
recipient’s account.

Bank Transfer (0ankiBchknii nmepexkas). Payment can be made by
ordering a home bank to transfer money to an overseas account. If
telegraphed, the transfer is known as a telegraphic transfer (TT), and if
mailed, a mail transfer (MT). the Society for Worldwide Interbank
Financial Communication (SWIFT) offers facilities for a 24-hour transfer
of money to a beneficiary on its computer system.

International Bankers Draft (midkHapoauuii OaHKIBCbKUIl
paxyHok, Tparra). This is banker’s cheque which the bank draws on itself
and sells to the customer, who then sends it to his supplier as he would an
ordinary inland cheque.

Bill of exchange (Bekcesb, TpaTTa). The seller draws a bill on the
buyer. The bill states that the buyer will pay the seller an amount within a
stated time e/g/ 30 days. The bill is sent to the buyer either by post, or
through a bank and the buyer signs (accepts) the bill before the goods are
sent/ but shipping documents usually accompany bills when the banc acts
as an intermediary in overseas transaction.

Documentary credit (1okymenTapauii kpeaur). This term is used
to distinguish the normal letter of credit, used in business, from the circular
letter of credit, formerly used by foreign travelers and now largely
replaced by Eurocheques, traveller’s cheques, and cash cheques.
Documentary credits have to be applied for from the buyer’s bank, by
filling out a form giving details of the type of credit, the beneficiary, the
amount of money, how long the credit will be available for, the documents
involved, and a description of goods. The money will be credited to the
supplier’s account as soon as confirmation of shipment is made.

Task 13. Write the letter requested for more time for payment.

D. van Basten S.A. write to their suppliers to warn them that
payment will be delayed.
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Unit 6
COMPLAINT AND ADJUSTMENT LETTERS

Active vocabulary
complaint — mpeTeHs3is, ckapra
adjustment — y3ro/pkeHHs; yperyIt0BaHHs; KOPEKTYyBaHHS
regret — JKajb; JKaJIKyBaTH
suggestion — mopaja; MPOMO3UIIis
replacement — 3amiHa
reply — BiAMOB1 b
whereas — 6epyuu 10 yBaru
pursuant to (in accordance with) — BinmoBigHO 10
to be responsible for — BiamoBigaTH 3a MO-HEOYIb
to be satisfied with — OyTu 3a10BOJIEHUM YMM-HEOY b
inconvenience - HE3PYYHICTh
rummage — IpOBOJUTA MUTHUH OTJIS; ITyKAaTH KOHTpaOaHTy

Task 1. Read and translate the text.

Mistakes may occur in day-to-day business, and these give cause to
complaint. If you complain, make sure you get your facts right. And if you
have to answer an unjustified complaint, be polite and restrained, and
remember that we can all make mistakes.

When making a complaint your letter should consist of the following:

- an expression of regret that there is a need to complain;

- the information about the date of the order and the date of the

delivery;

- the nature of your complaint;

- some suggestions of how to put the matter right.

It’s also necessary to remember to confine the complaint to a
statement of facts and a polite inquiry about what the supplier will do to
adjust the complaint.

The complaint must be acknowledged at once, and an explanation
given that the matter is being investigated. There is no need to go into
details concerning the occurrence of a mistake or error since the only thing
the buyer is interested in is how the seller will deal with the complaint.

That’s why a reply to complaint should contain the bare facts,
information about the action taken by seller. A letter should be clear, brief
and courteous. It must conclude with an apology for inconvenience caused
and a promise that similar errors will not be repeated in the future.
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Task 2. Read carefully the English expressions and their Ukrainian
equivalents.

Useful phrases:
On receiving Order Ne... we found [Ipu orpumanHi 3amoBiieHHs No... Mu
that... were missing (damaged, badly 3’sICyBaJIH, 1110 OpaKye (YIIKOKEHO, TOTaHO
packed). 3aaKkoOBaHO).
We regret to inform you that (a Mu BuMyIIIEH1 TOBIJOMHUTH Bam MpoO Te, 110
consignment, a cargo) only contains... | (mapTis TOBapy BaHTaXX) MICTUTh TIJIbKH... Ha
instead of... entered on invoice. BIIMIHY BIJl 3a3HaUYC€HUX Y PaXyHKY-(pakTypi.
We have to point out that the goods Mu maemo 3BepHYTH Ballly yBary Ha Te, 10

have arrived later than the agreed date. | ToBap nmpuOyB mi3HiIIe BCTAHOBIEHOI IaTH.
We have to draw your attention to point | Mu BuMyIIieH1 IPUBEPHYTH Ballly yBary 1o

out that these articles were ordered TOTO, 1110 TOBapH OyJIM 3aMOBJIEHI 32 YMOBH iX

subject to their arriving by .... (date). npudyTTA A0 (Harta).

Unfortunately, on opening (checking) Haxxanp, pu BiAKpUTTI (TIEpeBiplii) MU

we found that a consignment contained | 3’sicyBaiu, 110 NAPTist MICTUTh HE Tl TOBAPH,

different articles from those ordered. K1 MU 3aMOBJISLIIH.

Accounts have lately become overdue. | OctaHHIM YacoM paxyHKHU CIIIA4yIOThCS 13
3aMi3HEHHSM.

According to our conditions of sale, 3riIHO 3 YMOBaMU HaIlIO1 yTO/Y, Balll lTepeKas

your remittance was on March 10. noBuHeH OyB Haf1iTu 10 Oepe3Hsi.

We presume that a mistake has been Mu ragaemo, 1110 MaJja MICII€ ITOMUJIKA 1

made and must ask you to arrange for MYCHMO IIPOCUTH Bac OpraHizyBaTu i

replacement to be dispatched at once. HETalHO BIANPABUTHU 3aMiHY.

Please examine the matter and send the | bynp-macka, BUBYITE I1€ TUTAHHS Ta

replacement by Air Freight. BIJIMPABTE 3aMiHy MOBITPSHUM TPAHCTIOPTOM.

We should be grateful if you could Mu Gyaemo BAsiuHI, SKIIO BU

ensure that this mistake does not occur | rapanTyBaTUMeTe, IO 115 TOMUJIKA III€ pa3 HE

again. MOBTOPUTHCA.

We must ask you to rectify the error (as | Mu MycumMo IpOCHUTH Bac BUMNPABUTHU

soon as possible; without delay; NOMUWIKY (SIK MOKHa CKopilie; 6e3 3aTpUMKH;

immediately). HEraifHo).

As the period of guarantee has not yet OCKUTBbKM TapaHTIHHUN TEPMIH I1I€ HE

expired we hope you will put the BUYEPIIAHO, MU CIIOJ[IBAEMOCH, 1110 BU

machines on order or give us a free [I0JIArOJINTE MEXaH13M ab0 HajacTe HaM

replacement. OC3KOIITOBHY 3aMiHY.

Please accept our apologies for the delay | [IpuiimiTe, Oyab-1acka, Halll BUOAUCHHS 32
and the inconvenience it has caused you; | 3aTpUMKY 1 HE3pyUHICTb, SIKI CIPUYUHUIIN

it was due to reasons entirely beyond Bawm; 11e ctanock 3 He3aJneKHUX BiJl HAC

our control. MIPUYHH.

We hasten to offer our sincere apologies | BucioritoeMo Haii nyapi BUOaueHHs 3a 110
for this mistake. MTOMUJIKY.

We apologize once more for this most | [Ipocumo BubGaueHHs 1ie pas 3a

regrettable mistake and have taken HETIPUITYCTUMY ITOMUJIKY 1 MOBIAOMIISIEMO, 1110
measures to prevent a reoccurrence of BXKWJIM 3aXO/IIB JIJI 3a11001TaHHs MOSBU
similar errors in future. MOAI0OHUX TOMUJIOK Y MallOyTHHOMY.
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Task 3. Study the business letters.
Sample Letter of Complaint of damage

F. Lynch & Co. Ltd.
(Head Ofice), Nesson House, Newell Street, Birmingham B 3 3EL
Telephone No.: 021 236 6571 Fax: 021 236 8592 Telex: 431641

Satex S.p.A

Via di Pietra Papa

00146 Roma

Italy 15 August 20

Attn. Mr D. Causio

Dear Mr Causio,
Our Order No 14478

[ am writing you to complain about shipment of sweaters we received
yesterday against the above order.

The boxes in which the sweaters were packed were damaged, and
looked as if they had been broken open in transit. From your invoice Ne
18871 we estimate that thirty garments have been stolen to the value of £
150.00. And because of the rummaging in the boxes, quite a few other
garments were crushed or stained and cannot be sold as new articles in our
shops.

As the sale was on a c.1.f. basis and the forwarding company your
agents/ we suggest you contact them with regard to compensation.

You will find a list of the damaged and missing articles attached, and
the consignment will be put to one side until we receive your instructions.

Yours sincerely,
L Coane

L. Crane
Chief Buyer

Answer the questions on the Letters:
1. How had the damage occurred?
2. Why can’t the garments still be sold?
3. What does Mr Grane intend to do with the damaged consignment?
4. Why does Mr Grane suggest Mr Causio has to deal with the
documentary details of the complaint?
5. What is enclosed with the letter?
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Sample Letter of Reply to Complaint of damage

Because Satex sells goods on a c.i.f. basis to their retailers, and in
this case there was no special instruction to send the goods in a particular
way, Satex will have to find out what happened and whether they can be
compensated.

Mr Causio could have asked Mr Grane to keep those items which
were not damaged, and return the garments which could not be sold.
However, he wants the shipping company to inspect the whole
consignment in case they do not accept that the damage was caused by
pilfering.

Satex S.p.A.

Via di Pietra Papa, 00146 Roma
Telephone: Roma 769910 Telefax: (06) 6815473 Telex: 285136

Mr L.Grane, Chief Buyer

F.Lynch & Co. Ltd.

Nesson House

Newell Street

Birmingham B3 3EL 24 August 20
United Kingdom

Dear Mr Grane,

Thank you for informing us about the damage to our consignment (Inv.
Ne 18871).

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. It is unlikely
that our insurance company needs to be trouble with this case.

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 sincerely,
D.Cansio

D.Causio
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Task 4. Translate the letter of complaint into Ukrainian.

Date:

To: (Supplier)

Whereas we have now made full payment to you in sum of $ 5,000,
for all goods to be shipped pursuant to our order dated  , 20 ; we

demand delivery of said goods in accordance with our contract.
Task 5. Translate the following complaints into Ukrainian.

- There 1s a problem /error /a mistake in/on my account/bill/invoice/

- 1 am returning the enclosed sweater because it is the wrong
color/size.

- The goods were faulty/damaged/ in poor conditions.

- The unit is too large/small for our need.

- I was very disappointed that this happened.

- This is unacceptable /unsatisfactory.

- The quality is very poor.

Task 6. Match sentences 1-4 together with sentences a-d to make four
separate complaints.

1. Unfortunately, one of the machines you sent us was damaged.

2. Unfortunately, we have not yet received your payment.

3. Unfortunately, your driver took the goods to the wrong place.

4. Unfortunately, you forgot to mention the cost of your product.

a. Please could you send us your check before 4 June.

b. We would be grateful if you could send us a replacement.

c. We would appreciate it if you could collect them and bring them to
our office.

d. Please could you send your price list as soon as possible.

Task 7. Translate the letter into English.

Ilanose,

B nawomy ocmannvomy 3amoenenni Bawioi komnanii mu npocunu 25
mawun. Ha scans, xonu mu 6i0kpunu konmetinep, Mu nooaduniu 306Cim
[Hwul mosap, auisic 6ys 3amoenenuti. Mu eadaemo, wo mana micye
HOMUJIKA [ MYCUMO NPOCUMU 8AC OP2AHI3Y8AMU Ul HE2AUHO 8IONPABUMU
3AMIH).

3 nosacor....
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Task 8. Read and translate the text about letters of apology and
replying to complaint.

The apology may have a special place in customer relations. “Two
words will get you through many bad times in the business world: I am
sorry” (Mary A. De Vries). A well-written apology for a business problem
can make a satisfied customer out of an unsatisfied one. Sometimes you
may add a refund discount, free pass, or other material apology for your
customer’s inconvenience. When writing an apology to a customer, end
with a positive statement: “We look forward to continuing to serve you™ or
“We value your patronage and your friendship”. The following scheme
will help you to write letters of apology in a proper manner:

- Summarize the problem (“I understand you were twice given
incorrect information”). In most cases, use the words “I apologize” or “I
am sorry’.

- Thank the person for writing or calling or for bringing the problem
to your attention.

- When appropriate, convey understanding of the other person’s
position: “I can see how disappointing this must have been”; “You have
every right to be upset”.

- Tell what corrective action you’re taking, if appropriate (“I will
replace the kettle”; “A refund check is being sent”) or offer to make
amends. Suggest several possible solutions and ask which person prefers.

- Assure the person this won’t happen again.

- In a business context, end the letter with a forward-looking
comment about serving their future needs.

Task 9. Translate into Ukraine.

- Please accept our apologies once again for the inconvenience you had.
- We are very/extremely sorry ...

- We must apology for ...

- We are able/unable to ...

- We afraid we have some bad news.

- We would like to apology for the problem you had.

- After careful consideration we have decided ...

- We were sorry to receive your complaint that ...

- We hope you will understand that we were not responsible for ...
- We assure you that we are doing all we can to ...

- We hope you will be satisfied with the replacements.
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Task 10. Translate the letter into English. Choose the proper
Ukrainian equivalents to the English words and expressions. Use them
in the sentences of your own.

Dear ,

Thank you for you letter dated Octoberl5, 20  concerning your
order for consignment of peat moss.

We must apologize for the delay in shipping this order. This was due
to unforeseen circumstances. When your order was received we had
already had so many orders that we could accept your order for
November/December delivery only. We regret that it was not clearly
pointed out that we were unable to confirm delivery by November as you
requested.

However, your order is being dealt with and will be sent without
further delay. You can count on delivery within the first days of
December. With apologies once again.

Yours sincerely,

S. White

Manager.

peat moss — napmisi moeapy;,
delay in shipping — 3ampumka y 8ionpasui
due to unforeseen circumstances — uepes HenepeobayeHi 06CmaguHU,
be unable to confirm delivery — 6ymu ne 6 3m03i niomeepoumu nocmasxy,

Task 11. Put the parts of the letter in the right order. Translate it into
UKkrainian.

- A replacement of the aquarium is on its way to you. Expect it to
arrive in three to four weeks. We want you to be one of our satisfied
customers.

- Dear Valued Customer, ...

- We are sorry that the fish tank you ordered arrived with a crack in
it. Unfortunately, glass products are subject to damage during shipment.

- P. James

Manager
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- Thank you for taking the time to write to us. Your comments will

help us

streamline our shipping procedure so we can further minimize

problems.

- Yours sincerely.

- Nevertheless, we have generally had much success in delivering
aquarium sets intact. We have already switched to a new brand of packing
boxes that we hope will be more durable.

Task 12. Match the Ukrainian equivalents to the English words and

expressions.

1. notice a. BIJNOB1IaTH (YOMYCh); CIIBIIAJaTH

2. whereby b. 3aMiHATH; BITHOBIIIOBATH

3. to conform c. J00iraT KiHIS; BUYEPITYBaTHUCh;
3aKIHYYBaTUCH (PO TEPMiH)

4. agreement d. BumnpaBisATH

5. unintentional €. IPOJIOBXXYBaTH (TEPMiH)

6. performing f. moBimOMIIEHHS; TONIEPEKEHHSI

7. to expire g. 3 TUM, 1100

8. to extend h. HeHaBMHUCHUH

9. in order i. 3a MmocepeaHUIITBOM; 3a JOIOMOI0IO
40ro

10. to cure j. BUKOHAHHS; 3A1HCHEHHS

11. to replace K. JOMOBJEHICTh; yroja

Task 13. Write letters according to the following situations:

1.

()

Complaint of wrong delivery; reply to complaint of wrong
delivery.

. Complaint of bad workmanship; reply to complaint of bad

workmanship.

. Complaint of non-delivery; reply to complaint of non-delivery.
. Complaint of accounting errors; reply to complaint of accounting

CITors.

57



Unit 7
JOB ADVERTISIMENT

Active vocabulary:
advertisement (“ads”, “ad”) — 00’sBa, OTOJIOIICHHS
a post (position, an appointment) — rocaja
job searching — nomryk poo6otu
employment — nparieBaamTyBaHHs
vacancy — BaKaHCis
candidate — kaugiIaT
assignment — mpu3HauYeHHs (Ha MOCaay); PO3MOJILT; 3aBIaHHS
skills — 3m10HOCTI
eye-catching — ToH, 110 npuBabIItO€ yBary
hard-working — mparpoBuTH
essential requirements — CyTTEBI BUMOTH

Task 1. Read and translate the text.

Today jobs are being advertised through radio broadcasts, television,
newspaper and magazine.

Newspaper advertisement is one of the easiest and most useful ways
of researching interview possibilities. However, want ‘“ads” can be
misleading. In the career world, the best jobs don’t reach newspapers,
which mean that you get limited sense of the jobs that are available.

But there are some different ways of job searching:

Career centres. Information about the kinds of jobs that are available
is sometimes limited by the relationships between a college or university
and certain employers.

Recruiting firms. The best thing about recruiting firms is that they
advertise jobs that are actually open. If your employment experiences are
not an exact match for the positions available, you may have difficulties
using a recruiting firm.

The Internet. There are important things to keep in mind about the
Web. First, competition is extremely stiff. You should also note that your
resume might need to be written and presented in a particular way.

Going to events sponsored by companies or industries that interested
you with the express purpose of meeting new people to network with.

Networking. One of the most useful resources to get the job in the
people you know: college peers, friends and family, or people from your
past, such as high school teachers or community leaders. Even the contacts
you made in certain clubs or activities in high school can be helpful.
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Task 2. Read carefully the English expressions and their Ukrainian

equivalents.

Useful phrases:

We have vacancies for ...

The candidate should commence his
duties on ...

We require someone experienced in the
field of ...

The person we are looking for will be in
the age range ...

He will have at least 5 years experience.

The person appointed must be capable
of work in a team.

He must be able to adapt to the needs of
different clients and delegate
representatives.

The position includes a company car.

Salary according to age and experience.

Salary is negotiable.
Salary of not less than ... per month.
A bonus is payable.

Accommodation will be provided free
of charge by the company.

6 week paid holiday per year.
A 35-hour week
A flexible time scheme is in operation.

Applicants must be prepared to work
overtime.

Please give the name of two persons
who would be prepared to act as
references (referees).

Task 3. Read and translate
advertisements.

VYV nac € Bakascii 1 ...

Kanaunar moBMHEH CcTaTH 10 BUKOHAHHS
000B’SI3KIB 3 ...

Hawm motpiOHa qrouHa, sika Ma€e JTI0CBiJ
poboTH y TaNTy3i ...

Mu nrykaemo mpaiiBHUKa BIKOM Bif ... IO ...

Bin noBuHEH MaTu puHAMHI 5 POKIB
JIOCBIJlYy y Taly3i ...

KannupaTt Ha mocaly HOBUHEH YMITH
IPALIOBATH Y KOJIEKTUBI.

Bin noBuHeH OyTH 31aTHUM aJanTyBaTUCS 10
noTped pi3HUX KIIEHTIB Ta YMITH
po3noAUTATH (PYHKITIOHAIbHI 000B’SI3KH.

[Tocana nependavae ciryx00BU aBTOMOOLITb.

3apo6iTHa TUIATHS — BIMOBITHO /10 BIKY Ta
JIOCBI]TY.

3apo0iTHA MJIaTHS 3a JOMOBJIEHICTIO.
3apo6iTHa TUIATHS HE MEHIIIE ... HA MICSAIIb.
Bunnauyerbcs mpemis.

Kommanis Hagac OC3KOIITOBHE KUTIIO.

6 THXKHIB IOPIYHOT BIITYCTKH.
35-TuroguHHUN POOOUYN THXK/ICHD.
Mie cxema rHy4Koro poo6o4yoro rpadiky.

KanauaaTt noBuHeH OyTH TOTOBUM
MPALFOBATH MOHA HOPMY.

Bxkaxitsb, Oyp-1acka, npi3Builia JBOX 0cio,
SIK1 3TOJ{HI HAJIaTH BaM PEKOMEH/IAIIIfo.

the following examples of job
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a) International Petroleum Company is looking for:

Financial adviser — fluent English, experience with equal position in
the past or no for international company to prepare monthly financial
reports, loss and profit accounts, balance sheets and business plans.

Lawyer — English speaking experienced for local and international
commercial matters and agreements.

The candidates have to send CV in English

Our address .................

b) World Open Leading PR Agency
needs Senior Account Managers
3+ years experience of PR or advertising
Creative geniuses, team players and hard-workers only.
English essential, must be IBM competent.
Send your CV in English and two references to:
... address..., tel... ,mob., ....

c) Assistant Export Manager

We don’t expect you be with us long $12,000 +car+benefits

Very long as an Assistant Manager. Here, in Export Department
things change quickly. Say, some three years ago we were just one of
export departments. Last year, however, our Export Department (Eastern
Section) was awarded for export achievements.

We expect the right work background, ambition, the pragmatic
business approach, communication skills. These are essential
requirements. Also good-looking and fluent French are desirable.

The salary is competitive.

If you are a true professional, then please write to
Alan Croose, Personal Manager
... address...

d) Bank Integrity is looking for a full-time
Deputy Chief Accountant
A successful candidate will meet the following requirements:
- University degree in Economics/ Finance
- Minimum 3 years experience in bank accounting
- Knowledge of NBU regulations and GAAP
- Knowledge of banking products
- Fluent English
- Energetic, self-motivated, well-organized person
- Very good written and verbal communication skills.
Please send you CV to
444-5555 for attention of
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Andrew Sokolov. By June 20,20

e) Office manager / Administrator
UF, 23, Higher education, English, Spanish, Italian, PC skills, work
experience as an office manager, hard-working, ability to learn fast, seeks
an employment as a secretary, office manager. Tel. 442-0621, Olha.

Task 4. Choose the best words to complete the following sentences.

1. A good way to establish a work history and get some at the
same time is to do some work.

a) work experience / preparation;

b) practical experience / volunteer;

c) job practice / manual.
2. When are you doing a specific project or task, it is sometimes called an

a) assignment;

b) extra;

3) interview.
3. Sometimes, the kind of work that you want may not be It is
good to be flexible and other jobs as an alternative.

a) effective / establish;
b) free / complete;
c) available / consider.
4. If you are serious about your job research, you should use many
different jobs search
a) appointment;
b) lectures;
c) methods.
5. There are many things to remember when you are preparing yourself to
be for the job ready. It is helpful to use a of important items.
a) checklist;
b) method;
c¢) placement.
6. If you work hard at your job search, it will not be long before you get
what you :
a) establish;
d) deserve;
c) complete.
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Task 5. Study the common abbreviations which you can see in any job
advertisement.

Most ‘“ads” wuse abbreviated forms to announce conditions of
employment, especially in the “small ad” section for appointments, e.g.
Wntd. sec. full-time fr smll mnfg co. Gd slry. 5-day week, hrs 9-5 usl
bnfts. (Wanted, secretary for full-time employment for small
manufacturing company. Good salary, five days a week, hours of work
09.06 to 17.00, and the usual benefits in terms of conditions and holidays.)

Other abbreviations that might appear include clk (clerk), accnts
(accounts), mngr (manager) asst (assistant), vacs (vacations). Terms like

m. (male), f. (female), are no longer permitted by law.
Generally, the terms vacancy, post, position, or opening are used
instead of the word job in applications.

ad./advt./advert. | Advertisement

DOE Depends on experience. The work you have done
before will affect the salary they offer.

dr.lic. Driving licence.

EOE Equal opportunity employer. Any person may apply for
the job.

exc./excel. Excellent.

exp. Experience.

K Thousand. Used with number to give salary.
$10K means $ 10,000.

Nego Negotiable. You can bargain with the employer.

PA Personal assistant.

PC Personal computer.

PR Public relations. Communication with the public,
usually by means of TV, radio or newspapers.

Refs References. People who can give information about you
or your work.

Uk Ukrainian

WPM, w.p.m. | Words per minute. Usually refers to typing shorthand
speed.

F/T Full time

p.W. Per week.

eves. Evenings.

Co. Company
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Task 6. Translate the following advertisements into English.

a) Pepakuis >KypHaTy
3aMIIICHHS TTOCa/I:

«ExoHoMiCT)

OroJIOlIy€e KOHKYpC Ha

3acmynuuka 2on108H020 Oyxeanmepa. Bumorn: xiHka 10 35 pOKiB,
BHUIIIA OCBITa, 3HaHHs 1C-Oyxrantepii. JlocBig podoTu. BinbHe BoJIOAIHHS

YKPaiHCbKOI MOBOIO.

Kyp ‘epa-pepepenma. Bumoru: xkiHka 10 35 pPOKIB, OCBITa BHINA
(bakano IHCTHTYT 1HO3eMHMX MOB). BigbHE BOIOIIHHS YKPAlHCHKOIO

MOBOIO,  IpodeciiiHe
BIIITOB1JAJILHICTb.

3HAHHA

1HO3EMHUX  MOB,  CTapaHHICTb,

0) CD1pMa «KoHCYynmbTaHT» OroJOlIye KOHKYPC Ha 3aMIMICHH
BaKaHTHOI mocaau topucta. CTax Mo CHemiajibHOCTI B S pOKlB B/o,

aHrJIMchKka MOBa 0as3oBa
TOBApPUCHKHUH,

YOJIOBIK BIKOM 70 50 pOKIB.

(cepenHs).
BUIBHE BOJIOJIIHHS YKpaiHChKOO MOBOW0. JKiHka abo

BignosiganesHUM, HaZIMHHAH,

B) @ipma «KOHTaKT»IIPOMOHYE MOCTIMHY poOOTy cTapmioro odic-

MEHEDKepa 10 TPOJaXy aBTOMOOLIIB.

YomoBIK, B/0O, CcTax IIO

cremiaabHOCTI Bi 2 pokiB. Bikom Big 30 pokiB. 3apo0OiTHa Iuiata 3a
JIOMOBJICHICTIO. Pe3tomMe HajicuiIaT 3a aipecoro ... .

Task 7. Match the job titles with their Ukrainian equivalents.

1. Recruiter
2. Legal Assistant (paralegal)

3. Chartered Financial Analysts
(CFA)
4. Corporate Sales Trainer

5. Country Team Leader (CTL)
6. Tax Specialist

7. Auditor

8. Bookkeeper

9. Marketing Executive

10. Sales Representative

11. Banking Adviser
12. Chief Economist
13. Counselor

14. Real Estate Broker

15. Cashier’s Clerk

a. MOJIOJIIINYN KaCHUp
b. ronoBHMI eKOHOMICT (y OaHKY)
C. CTICIIATICT 3 OMOAATKYBaHHS

d. xepiBHUI POOITHUK CITYKOU
MapKETHUHTY

e. CIeIiaiicT 3 Ha0opy MepcoHaIy

f. KOHCYIBTAHT 3 OAaHKIBCHKUX MUTaHb

g. Opokep 3 onepailiii 3 HEpPyXOMICTIO

h. ToproBuii npeCcTaBHUK / ar€HT

i. KOpOpaTUBHUI IHCTPYKTOP / TPEHED 3
HABHKIB MPOJAXKY

j. TOMIYHUK 3 IPAaBOBUX IUTAaHb;
MOMIYHUK IOPUCTA; pedhepeHT

K. munimoMoBaHui (piHaHCOBUM aHATITHK
1. 6yxranTep, A110BOA

m. ayJuTop, peBi3op

n. 3aBiAyBa4 TEPUTOPIATBLHOTO BIAILTY (Y
MIKHApOJAHUX (PIHAHCOBHUX OpraHi3allisx)
0. PaJHUK
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Task 8. Is it true or false? Prove point of view.

a. Skills are things that you know how to do well.

b. It doesn’t matter if you don’t know what kind of jobs you want as
long as you really want to work.

c. You must match the things you know how to do well with the skill
requirements of a job.

d. If you do not speak good English, it is impossible to get a job.

e. The skills that you use at home can be useful at work.

f. Doing research on yourself is the first thing you must do if want to
look for a job.

g. Most entry level positions do not have minimum requirements.

Task 9. Read the following article and be ready to discuss the
information in the class.

Advertising is basis of any business. That’s why the exchange of
advertising material giving complete information about product or service,
leads to establishment of close business relations and successful co-
operation in future.

The most popular means of advertisement are advertising leaflets,
brochures, catalogues, press-releases etc.

If the list of your goods or services is rather extensive and you have
many kinds of catalogues it would be polite to emphasize that you are
sending them in case of interest.

Later on when you know your partner’s interests better you may
continue offering advertisement of your goods. You may also enquire for
your partner’s advertising materials. It will show that you are interested in
your partner’s company as well.

At the end of the letter you should thank your partner and express
your hope for future negotiation.

What 1s an effective advertisement? It is one that attracts your
attention. It is such an advertisement which keeps honest information
about a product or a service. It often has a clever and interesting picture or
drawing, skilful use of colors. It is also put in the right place.
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Task 10. Complete the text using these words and phrases. Add “the”
if necessary.

lower price; most expensive; easiest way; best; larger; cheaper;
less; better than; most suitable; smaller; more people;

Company has to choose way to advertise based on budget
and suitability. TV adverts are form of advertising, and only
larger companies can afford them. A radio adverts is to produce,
and is often more effective for companies with a limited budget.
Local radio reaches and its massage can be more direct.

Print ads in magazines, newspapers, and billboards are one of
to reach people. Advertising space in local newspapers costs than
in national papers and often very effective. Even big stores place adverts in
local papers, although they have adverts than local shops.
National newspapers often carry adverts for computer or mobile phone
companies offering than their competitors.

Advertisers spend time selecting publication. For shampoo
manufacturers, women’s magazines are sports magazines, because
they are seen by the biggest audience of consumers.

Task 11. There are many ways of attracting customers to your
product and keeping your brand name in the public eye. Fill the gaps
with suitable words from the box.

packaging; personal selling; point of sale advertising; public relations.
publicity; sales literature; showrooms; sponsorship; telephone sales;
trade fairs and exhibitions; word of month;

1. Brochures, leaflets and catalogues can describe your product in
more detail and give more information than an advertisement. Potential
customers can be sent direct mail. Sales literature

2. Display in retail outlets (supermarket etc.) can attract the attention
of potential customers.

3. Labels and presentation increase the impact of the product.

4. You can contribute to the cost of a sporting or artistic event, where
your brand name or logo is displayed prominently.

5. Potential customers can come to your premises and see a display
or a demonstration of your product and get hands-on experience.
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6. Your company takes a stand or mounts an exhibit to enable
customer to see your product and talk to your representatives.

7. The public are informed of a new development through
newspapers article. You can inform the press by issuing releases.

8. PR can ensure that your firm keeps a high profile, and that people
are aware of your good reputation and image.

9. Existing customers tell their friends or colleagues about your
product and hopefully recommend it to them.

10. Your staff can call customers, or customers can call to toll-free
number to request sales literature or ask for information.

11. Your sales rep can visit customers: this is the most effective
method of promotion, but also the most expensive.

Task 12. Look at the extracts from advertisements and match them
with the products:

a holiday destination  ; washing power  ; fridge  ; furniture
__;petfood  ;ferries  ;beds  ;bathrooms

From the best

facilities to the most s .
complete range of Get brighter whites

entertainment at lower temperatures

runchier,
astier,
eatier. .

[rmptf sleep bette \[tu{l!‘il[‘ﬁth[('l\j
than other brands

////,/,

$ With drawers instead of
shelves. Easier access to

Sail direct to Holiday

France or Spain o the contents, more space

Our routes take you closer to the most for all your food
popular holiday destinations.
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Task 13. Translate the following phrases into English. Use them to
write a letter of advertising products or services of a firm.

1.
2.

SN L

o0

Ha Bare mpoxaHHs 104a€MO €K3eMIUISIP OCTAHHBOTO KaTajory.

S moitHO HaICIaB BaM OKpPEMHM I1aK€TOM Halll OCTaHHIM
KaTaJor.

JlomaeMo KCEpOKOINI0 OIMUCY IMhOTO OOJagHAaHHS 3 HAIIOTo
OCTaHHBOTO KaTaJIory.

Ao Oyabp-aKUi 13 3pa3KiB IpUBEpPHE Bally yBary (catches your
eye), MU HaJIIIJIEMO BaM €K3eMILISP JUIS JETaaIbHOTO PO3TIISIY.

. Sl Oyny panuii Hagicaatu Bam KOHTPOIBHUN €K3EMILIAP.

J{o3BoIBTE 111I€ pa3 MOASKYBAaTH BaM 3a HaJlaHy MOXKJIUBICTb.

. SIkmo Bam 3HaA0OUTHCS J0JaTKOBa 1HGOpMaIlis, MU OyeMo paji

11 HaJ1aTH.

. CnoaiBaroch, 1110 JaHa iH(opmaliis Oyjie KOPUCHOO JIJIs Bac.

Mu He MaeMO CyMHIBY, [0 3HAWIEMO JOCTaTHIM MOMUT HA ... Y
Balllil KpaiHi.

Task 14. Work in pairs. Write a mini-advertisement.

1) for 3 different job advertisements;
2) for one of this products. Create the name of your product. Write a

short description and an eye-catching slogan.
a car;

an MP3 player;

a breakfast cereal;

a shampoo;

a perfume.
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Unit 8
RESUME (CV)

Active vocabulary
résumé (C.V.) — aBrobiorpadis, pesrome
applicant — kanauaaT (Ha Mocay)
prospective — MalOyTHIN
reverse — 3BOPOTHUM
responsibilities (duties ) — 000B’s13ku
self-assessment — caMooITiHKa
self-inventory — camonepeBipka
accomplishments (achievements) — qocsrHeHHs
GPA (grade point average) — cepeaniii 60aj1, MOKa3HUK YCITITHOCTI
to recruit — mpuiiMaTu Ha poOOTY
capabilities — 3110HOCT1, MOKIUBOCTI
promotion — CTUMYJIFOBaHHS;, MiABUIICHHS HA MOCaIi
relevant - BIOmmoB1IHUNA
experience — JI0CBI/I
recruit — HOBauoK; v Habupatu (Ha poOOTy, B OpraHizaIliio)

Task 1. Read and translate the text.

Résumé 1s a summery of education, work experience, and
qualification. There are two terms which exist in parallel: C.V. (UK.) or a
curriculum vita which comes from Latin and means autobiography, and
résumeé (Am. En.) which is borrowed from French and means a summary.
There is no much difference between them except that a résumé is usually
shorter (one page long) and written by those applicants who have little
work experience.

A résumé is very important in job searching. It is your visit card
purposed to arise interest to the prospective employer. There are two main
formats of a résumé: chronological and functional. The most popular
among the beginners is a chronological résume. In a chronological résume
a list of education and work experience is presented in a reverse
chronological order. This is followed by a statement explaining job
responsibilities.

In the functional résumé experience and skills are given under the job
title, without dates or places of an employment.

Your résumé also serves as a self-assessment tool, an opportunity to
complete a self-inventory and see where you’ve been and where you’d like
to go.
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Task 2. Read and translate the CV of Andrea Paganini.

CURRICULUM VITAE

Name: Andrea Paganini

Batesf bifthl: ccssasssiwesams

Nationality: British / Italian

Marital status: Married

1987 Obrained Degree in Pharmacology, University of London

1994 Obtained Diploma in Marketing Studies — London Institute
of Marketing
{ i — year correspondence course)

PROFESSIONAL EXPERIENCE

19... —1989 University of London Hospital
Research scientist in Pharmacology unit

1989 — 1991 European Commission, Brussels
Participated in European Community Drug Development
Programme, co-ordinating and financing projects between
hospitals and European pharmaceutical companies.

1991 — 1998 AVRC Pharmaceuticals, Milan, Italy
As Head of Research ( ........ years), | was responsible for
the development of a new range of anti-depressant drugs.
| then worked as Marketing Manager for ltaly (4 years).

| 998 — present Pharmaline, Paris
Pharmaline sells pharmaceutical products over the Internet.
| joined the company as a product consultant. Since
vrevnnenes | have been Marketing Manager for Europe.

LANGUAGES English / Italian (native speaker)
.................. (fluent)
INTERESTS Skiing, tennis, Modern European literature, architecture
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Task 3. Read carefully the English expressions and their Ukrainian

equivalents.

Useful phrases:

Seeks entry-level/full-time/part-time
position with .../responsible and
challenging management/sales position
with specific opportunities

Awarded ... degree in ...
Earned high average ...
Complete business courses in ...
Attended school in ...

Took part in student contest in ...

Strong computer skills, including
detailed knowledge of Word 0.7.

Five years of legal experience.
Worked with local firm for three years.

Developed and implemented new
program.

Performed general banking procedures.
Trained and experienced in ...
Currently enrolled in ...

Responsibilities include assisting
customers, stocking merchandise,
creating display, taking inventory.

Directly responsible for supervising
two clerical workers.

Duties included ordering supplies,
maintaining records, transcribing
orders, greeting and assisting visitors.

Did light typing filling and mailing.

[Mykaro poOoTy 6e3 cTaky/Ha MOBHUIMA
poOoumii 1eHb/HEMOBHUN POOOUMi
JI€Hb. ../ BIATIOBIIAJIbHY Ta MEPCIEKTUBHY
poboTy y cdepi yrpaBiiHHA/30yTY 3
MIEBHUMH MO>KITUBOCTSIMH.

Mato HayKOBUH CTYHIHB 3 ...
Mato BUCOKHUI cepeJiHiil Oall ...
3akiH4YMB KypcHu 3 O13HECY B ...
BigBimyBaB mikomny B ...

bpaB y4acTp y CTyIEHTCBKMX KOHKYpCax
B ..

Bwmiro mpairoBaT Ha KOMIT IOTEpi, J00pe
3Hato nporpamy Word 0.7.

[I’aTh pOKIB 10CBiLY POOOTH FOPUCTOM.
[IpamroBaB y micueBiid Gpipmi TpH POKH.
Po3po6iisB 1 BripoBaKyBaB

KOMIT FOTEPHY MPOrpamy.

BukoHnyBaB 0aHKIBChKI OIepariii.

Mato 10CBiJI 1 MIATOTOBKY ...

3apa3 npaioro Haj ...

OO060B’s13KM BKIIIOYAJIA 00CITyTrOBYBaHHS
MOKYIIIIB, CKJIQyBaHHS TOBapiB,
BEJICHHS 1HBEHTapH3aIlii.

[Tix MOiM KEpIBHUILITBOM IPAIIOE IBOE
CITY>kOOBIIiB.

B 000B’s3K1 BXOJIMJIO 3aMOBJIEHHS
ITOCTaBOK, pEECTpaIlisi, 00JIIK 3aMOBJICHb,
IPUIIOM Ta 0OCITyrOBYBaHHS MTOKYIILIB.

Tpoxu ApyKyBaB Ha APyKapChKii
MAITUHIIl, COPTYBaB 1 BIAIPaBJIsIB
KOPECIOH/ICHIIIIO

Task 4. Fill in the gaps with the words from the box.
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relevant; goods; hire; sell yourself; suitable;
abilities; research; long-term; purpose; material,

Preparing a good resume is a very effective way to . If you
want an employer to you, you must show him that you have a
clear idea of your goals.

It is important to include all the information that is to the
job you are applying for. You want the employer to understand what kind
of you have and why you are a person for the job. This
means that you must do some on the kind of or

that are produced at the place you are applying for work. This will help

you to write a resume or personal information sheet that will be

appropriate for the kind of work are applying for. Remember that the
of the resume is to show the employer why he should hire you.

Task 5. Match the English words with Ukrainian equivalents.

personal capabilities MO/IBOITH, 30JIbIIIUTH Y JIBI4i TOPTiBIIIO
screening and selecting criteria | BETUKUN TOPTiBEIbHUIN JOCBI

a double sales YKJIQJaTH YTOJIU

achievements KpUTEP1i COPTYBaHHS Ta B1IOOPY
extensive sales experience 0COOMCTI SKOCTI

to close deals JOCSITHEHHSI

Task 6. Study the components of chronological resume.

Name header includes your full name (first and last name and middle
initials), your post/e-mail address, and fax/phone number.

Job objective. Put it right under the name header and use a heading
“Objective”, “Job Objective” or “Career Objective”. State exactly the type
of position you want in 12 words or less: “A computer programmer for an
aeronautics firm”.

Summary of qualifications/skills (optional) provides an opportunity
to summarize your qualifications and convince the employer to read the
rest of your resume. The summary should be targeted to your job goal and
highlight experience, skills and training related to the position.

Professional experience can be headed as “Work Experience” or
“Employment History”. It is the section most employers are interested in,
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starting with your present or most recent job, list the jobs you have held.
Give the description of your duties and accomplishment.

Education generally follows the experience section. However, your
educational background can come before your experience if:

- you’re recent college/university graduate with little job

experience;

- you are changing your career and education in more impressive

than your work experience.

The Special Skills section of your resume is the place to mention any
special abilities you have related to the job you are seeking. Include the
name of the course and date you completed the training.

Memberships and activities: your activities do not necessarily have to
be career-related, but if they are, you may use the heading “Professional
Affiliations”. List any community activities you think are important.

Model of a Chronological Résumé

Name:

Date of birth: Address:
Nationality: Tel./fax:
Marital Status: single, married E-mail:

Job objective: (optional)

Summary of qualifications/skills: (optional)

Work experience: (job-by-job history in reverse chronological
order, starting with the most recent position,
including dates, companies and their location,
positions, responsibilities, and duties,
accomplishment and promotions. Include
military service).

Education: (degrees, diplomas, and certificates listed in
reverse chronological order, name and
locations of schools/institutes/universities,
graduation dates, GPA; if it is high)

Special skills: Computer literacy, name of software programs,
hardware or other equipment: driving licence)

Languages: (level of proficiency, e.g. excellent, good,
fluent)

Activities and (name of organizations, societies, kind of

interests: sport, other activities)

References: (names, addresses, phone of 2-3 people who

know your work well and can give confidential
details about your character and ability)
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Chronological Résumé: bookkeeper

Objective
To work for a large company where I can utilize my experience and
background in general accounting/bookkeeping and payroll administration.

Experience

Jason International Trading, Inc., Teaneck, New Jersey

Bookkeeper: March 1995-present

Major responsibilities include accounts receivable, accounts payable, cost
accounting, profit calculations, credit investigations on all new clients, and
biweekly EDP payroll procession, including overtime, bonuses, sales
commissions, and incentive awards for 157 employees. I supervise for
people.

Simpson and Tague Company, Hackensack, New Jersey

Accounting Assistant: August 1988-February 1995

Duties included processing of invoices, checks, accounts receivable and
accounts payable.

Education

Fairlawn Junior College, Fairlawn, New Jersey

Associate Degree in Business Studies: June 1988

Fairlawn Junior College, Fairlawn, New Jersey

Diploma, Accounting LII, and III: May 1990

Paramus Business Institute, Paramus, New Jersey
Certificate, EDP for Business Accounting: December 1991

Special skills
Fluency in Italian (spoken and written)

Task 7. Match the words with their definitions.

personal to dismiss from the job

sick leave advancement in rank or position in the company
to fire people who work for a firm or company

to strike to look for and hire personnel

promotion Absence because of illness

to recruit to stop working in protest against something
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Task 8. Match the descriptions of CV’s/résumé’s elements with the

title of the sections.

Contact information

list most relevant skills’keywords for the target
position

Objective all relevant employment listed in reverse
chronological order (most recent first), must
include date, title, employer, and location

Employment history | computer programs and lab skills, for example

Summary of skills list major experiences abroad, dates, and whether
travel was through affiliated organizations or
independent

Technical skills one-sentence summary of your immediate work
goals. Objective section follows the contact
information at the top of the resume

Education name, mailing address, telephone number, e-mail
address, website

Travel Degree, institution, location, date degree conferred

Task 9. Put the parts of Gloria King’s Resume in a right order.

1. Sales manager position leading to senior a. Personal details

management

2. B.A. (Bachelor of Art) on Marketing| b. Date of birth

(2008); Memphis State University

3. During 2 years at G.B.E. (Memphis, c. Place of birth

Tennessee) was involved in sales. Dealt with
customer relations,
customer complaints.

in particular, with

4. Gloria King, 15 April, 1999 d. Referees
5. Peter Grossman, director e. Marital status
6. Gloria King, 25 North Road, Memphis, f. Education

525300, the USA
7. Single

g. Experience

8. Memphis, Tennessee h. Objective
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Task 10. Study the functional resume.

The functional resume 1is particularly effective and highly
recommended for people without direct experience in the area of their
career objective. Since it accents skills and achievements, it is effective
and often desired by people who are well established in a career.

Functional resume: system programmer

Profession
System programmer

Objective

A challenging position in the computer programming field where I can
utilize my extensive experience and broad analytic design and problem-
solving skills as a system programmer.

Experience

Member of MVS/OS395 Parallel Systplexx Conversion Team.
Involvement in high exposure state-of-the-art environment, including
0OS395 Parallel Systplexx Conversion with full data sharing, Open Edition,
and Internet Connection Secure Server.

Solid experience in the installation, maintenance, tuning, and debugging of
MFFS/ESA (0S395), SMPE, JES3, TOS/ISPF, VTAN, TCP/IP and BD2
and CICS.

Ability to multitask and adaptability to multiple environment;
implementing complex system at network management application.

Employment History

1993-present Sonomax Conversion Systems, San Jose, California
1989-1991 ATRAXX Computer Associates, Palo Alto, California
1985-1988 Innova Computer Programs, San Francisco, California
Education

Bachelor of Science — Mathematics (1983) University of California at Los
Angeles

Master of Science — Computer Science (1985) University of California at
Berkeley
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Task 11. Read and translate the tips.

- Adopt your resume to the position you apply for.

- Make it short — one or two pages.

- Emphasize your accomplishments and achievements.

- Be truthful. Do not exaggerate or minimize yourself.

- Use phrases instead of complete sentences, strong, action verbs.

- Avoid abbreviations and personal pronoun “I”.

- Use one or two fonts: the layout should be clear, easy to read and
well-balanced.

- Make clear heading, capitalize or underline them.

- Leave spaces and wide margins to create a clean, professional
impression.

- Proofread it to avoid mistakes in spelling, grammar, and
punctuation.

- Print it neatly on high quality paper.

- Send an original, not photocopy.

- Don’t sign or date your resume.

- Keep copies of your resumes on file for future references. Update
them regularly.

Task 12. Match the given definitions with the résumé’s sections.

heading The details of how capable you are in your occupation
field

objective A section provides a detailed description of your work
credential

profile A brief statement near the top of a resume that states
the job seeker’s goal

accomplishments | The section on the top of the resume, composed of the
job seeker’s name, address, and contact information
(phone, fax, and e-mail)

experience A report on someone’s character and abilities

reference A section that appears below your objective statement

and summarizes your skills, experience, and knowledge
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Task 13. Are these statements true or false? Express your opinion
using the following structures.

Agreeing Disagreeing
Yes, I agree with you I don’t agree
I think so too. I don’t think so.
Yes, I’'ll go along with that. Maybe, but...
That’s possible. That’s out of the question.
That sounds good to me. I don’t think that’s the answer.
That sounds like a good idea I am not sure about that because ...
Yes, I think that would you I am afraid I don’t really like that
work really well because ... idea.

1) Emphasize your business capabilities and skills on your resume.

2) The more complicated the resume, the better your chances are of
getting an interview.

3) There is no point to quantify the results of your previous job in
your resume.

4) In your resume you should avoid the words making you look like
a marketer.

5) In your resume you should illustrate that your favorite part of the
job was understanding a customer.

6) Resume contains typographical errors (typos).

7) Resume is easy to write and can be completed quickly.

8) Your resume shouldn’t state your salary expectation.

9) Your resume should state why you left your previous job or are
leaving your current one.

10) You don’t’ need a resume to get a job.

11) Once written your resume need not to be adapted.

12) Your resume shouldn’t include references and personal
information.

13) The best resume identifies your previous responsibilities.

14) Resume contains exaggerated information.

15) Resume doesn’t explain missing years.

16) Page count doesn’t matter.

17) You can write a great resume by simply filling in the blanks.
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Task 14. Answer the following questions.

What is the main purpose of a resume?

What kind of papers is resume or C.V.?

What are the main resume sections?

Where should you put your contact information?

What should you highlight in your personal profile?

What information should be included in the ‘“Professional

experience” section?

. What should you show on the “Education” section?

8. Where should you mention any special abilities you have that
relate to the job you are seeking?

9. Is it necessary to list you references on your resume?

A il e

~

Task 15. Talk about yourself with a partner. Use the following
phrases.

[ was born in ...

I went to school in ...

After leaving school I studied ...
Such subjects as ... were taught to us.
I did a degree in ...

My first post was ...

When I was promoted ...

I have been helped ..

. I have been given orders (instructions) by ..
10 My work involves .

11. Now I am respons1b1e for....

12. T am responsible to ...

DO N L AW~

Task 16. Discuss the following situation:

a) Your friend decided to write a resume (CV). He/she is looking for
a new job. Give him/her advice how to do it.

b) You are a Personnel Manager. Explain how to write a CV to an
applicant.

78



Task 17. Read the following words and learn their meaning by heart.

accomplished - BuKoHyBaB
administered — yrpaBiisiB
applied — 3acTocoByBaB
arranged — BJIaIITOBYBAaB

assembled — 30upaB, ckiIMKaB

audited — mepeBipsiB 3BITHICTH
chartered (ordered) — 3amoBsiB
complied — yknagas

contracted — ykiagaB (yroan)
controlled — kepyBaB

delivered — mocrauaB; unTaB
JIEKINT

distributed — po3noBcroaKyBaB
elaborated — netanbHO po3p0OIISIB
estimated — o1liHIOBaB

evaluated — 1aBaB sSIKICHY OLIIHKY
examined — 10C1)KyBaB, BUBYAB
expanded — po3BHUBaB (TOPTiBIIIO)
filed — copTyBaB MOKyMeHTHU

handled - 00po0siAB JOKyMEHTH
instructed — HaBuaB
liaised — miaTpUMyBaB 3B'sI30K
maintained — 00CIyroByBas
oOJlagHaHHA
monitored - KOHTPOJIOBAB,
BIJICTEKYBaB
operated — mpairroBaB (Ha MaIlluH1)
performed — BukoHyBaB
processed — 00OpoOIsB
recorded — peecTpyBaB
recruited — npuiiMaB Ha POOOTY
regulated- ynopsiikoByBaB

reviewed — nepeBipsB
scheduled — cknanaB po3kian
searched — nocnimxyBaB
supervised — kepyBaB
supported — 3a0e3neuyBaB
trained — HaB4aB

verified — mepeBipsB

Task 18. Write your own Resume (CV).
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Unit 9
APPLICATION LETTER

Active vocabulary
application letter — nuct-3asBa
an applicant — mpoxau, KaHIUJAT, 3aIBHUK
circular — pekyiama, IpPOCTIEKT
solicited letter — 3akpuTuii TUCT
unsolicited or “prospecting” letter — BIAKpUTHIT JTUCT
present evidence — HAaBOJUTH JI0Ka3H
work background — npodeciiina kBamidikaris
relevant - BIOmmoB1IHUNA
to look for a job - mrykatu podoty
a first time job seeker — Brepiiie BIamITOBYBaTUCh Ha POOOTY
an interview - cmiBOeciga
refuse - Bi;MOBa

Task 1. Read and translate the text.

Application letter (sometimes called “cover letter” because it is sent
with a resume/CV in the same envelope) is aimed at getting a job
interview.

Special attention is paid to writing a letter of application for a job.

Suppose, there are a lot of applicants for a particular job.
Consequently, there are a lot of CVs and letters of application. A good CV
and a letter may get you an interview, whereas a bad CV and a letter may
be ignored.

There 1s one common mistake many applicants make. That is, they
phrase their letter of application in an unusual way. Remember a
straightforward letter gives more favorable impression.

A letter of application must be handwritten. Do not use colored ink.
Black or dark blue is best.

Generally, there are two types of letters of application. Solicited
application letter is sent to a definite, or announced, job opening.
Unsolicited or “prospecting” letter is sent to a company that did not
announce an opening. The objectives of an application letter are:

- to get attention;
to introduce qualification;
to present evidence;
to encourage action.

Remember: your application letter will represent you to the
employer. If several applicants have the same qualification, only those
writing impressive letters will be interviewed.

80



Task 2. Read carefully the English expressions and their Ukrainian

equivalents.

Useful phrases:

Referring to the job advertisement
n...

I would like to apply for the position
of...

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

I am particularly interested in the
position you offer, as I know my
previous experience and academic
background would be valuable in this
area ...

This position would require someone
who has had extensive experience
which I gained both academically and
commercially.

At present [ am employed at the
company as an accountant where I
deal with ...

I should be pleased to attend an
interview

To present oneself in resume.

To tailor a position

CTOCOBHO OTOJIOHIEHHS PO pOOOTY B
51 6 XOTIB O/IaTH 3asIBY HA MOCaLy...

S HenogaBHO MOYYB BiJ... TIPO
BaKaHCIIO y BalllOMY TOPTOBOMY
BIILTI.

[Tocana, siky BU IPOIIOHYETE,
BUKJIMKA€ y MEHE OCOOJIMBUH 1HTEpEC,
TOMY 1110 Mi#l TIOTIepeaHIN TO0CB1
pOOOTH Ta OCBITa MOTJIM O CTaTH B
HaroJi y Imii ramysi.

Ha 1ro mocamy motpiGeH mpailiBHUK,
10 Ma€ BEJMKUHN JOCBIJ poOOTH,

SIKOTO sl HAOYB SIK IMiJ] Yac HaBYaHHS,
TakK 1 MPaLO0YU B TOPTIBIIL.

Ha nanwuii yac s mpaiiroro y koMmmnasii
OyxraiaTepom, Jie Moi 000B’SI3K1
CKJIQJIAIOTh

byny panuii poiitu criiBOeciy.

[IpencraButu 1po cede BiIOMOCTI Y
pe3rome.

Po3paxoByBaTu Ha nocafy.

Task 3. Read and translate the following letters of application.

Letters in reply to an advertisement

Dear Sir/Sirs/Madame,

I should like to apply for the post of the line product control manager

I

advertised in The Time (14 July 20 ).
[ am a first-time job seeker and have no experience in this field.
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This year I have graduated from the New York University and have a
relevant education background.

Please find enclosed complete curriculum vitae where 1 present
myself.

I should be pleased to attend an interview at any time convenient to
you. I can be contacted at the telephone number given in my CV.

I look forward to hearing from you.

Yours faithfully,

O.Johnson.

11

Dear Sir/Sirs/Madame,

With reference to your advertisement in today’s South Light, I would
like to be considered for the above-mentioned post (position).

My present position is a bookkeeper of finance department. I was
hired by this firm ten years ago. I am experienced in the field of
bookkeeping. I feel that I would like to specialize in accounting.

Since my student days, I have been interested in accounting, here
they have young but qualified and experienced accountants. That’s why
I’m seeking a position of an accountant.

I tailor to such a position in your company.

In an enclosed CV I present myself.

I hope to be invited to an interview. My work experience may fit

you.
I look forward to hearing from you.
Yours faithfully,
D.Green.
Speculative applications
|
Dear Mr Smith,

I have heard from Mrs. Brown, the external auditor of the audit firm
“Consulting” that you are looking for an internal auditor for your firm.

I go after this position in your company for I have a proper work
background in the field of auditing and hope to demonstrate my abilities as
an auditor working in your company.

Unfortunately, due to the closure of Davidson’s I have to look for a
new job. My chief, Mc Geerow, will be pleased to give any relevant
information you want about my work.

Y ours sincerely,

Jim Harrow.
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Task 4. Do the questionnaire. Put a tick (V) for “yes” or a cross (X)
for “no”.

| | u iwm :
(//%([/ :sr //(){//( o7y ) € V\.!hat kind-of person are ynu?.What’s the right job for you?
>,

Find out with this questionnaire.

3 ¢

1 E = .

- ] lam good at l Ilike using technology. | like being independent.
| ey tamweges problem-solving. [J . u|

! . . = g

-\

S, == [
? lam good at ' ( I like dealing with Idon't l|ke workmg |like travelling and
research. [ people. ] under pressure. [l meeting new people O
ﬁ-

| am good at dealing |am not very good at : LS : ~ Idon'tmind doing
_ Wwithmoney. O ) i Ofgamzmgmforgnatlon 0 kebeingcreative.C0 | routineactivites.

Compare your answers with your partner.
Example: A) I enjoy teamwork. What about you?
B) No, I don’t actually. I like being independent.

Task 5. A piece of advice

A good application letter should:
- be personal (have name and position to whom it is addressed):
- give the reason of applying for a particular company:
- be persuasive, i.e. written according to the AIDA formula:
“attention-interest-desire-action”:
- use simple and direct language;
- have perfect spelling, punctuation and grammar;
- have ethic layout;
- be short (one page long), standard and businesslike;
- be original; photocopies are unacceptable.
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Task 6. Read the job ad, then put the expressions in the correct places

in the letter.
G )

Come and join our dynamic team at the

MAZOWER STADIUM

e Do you like sport?

e Are you good at languages?

@ Can you use computers?

e Have you got experience with the public?
Contact: Gary Olsen

- [ am interested in,
- relevant work experience,

- 1 believe,

- to apply for,

- to meet with...;

Dear Mr Olsen

I am writing the job advertised in the Evening Mail of
5 June. I’'m 22 years old and I worked in a degree in sport science. I also
have . I have been an assistant in a sport center, and I have

worked in an IT department. Last summer I worked in a travel agency
where I dealt with customers. I speak Spanish, English, and French
fluently and I have studied in the US.

I have never worked in a stadium before but that |
have necessary skills and qualifications. working for
your company because it would give me valuable experience in the sports
industry.

I would welcome an opportunity . My phone

number 1s 01268 55328. I enclose a copy of my CV.
Yours sincerely
Juan Diaz
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Task 7. Confirm or contradict the following statements.

1. I don’t think that writing a good letter of application for a job is
important. People overestimate its significance.

2. A letter of application can influence the future of the applicant.

3. Letters of application phrased in an unusual way produce, as a
rule, favorable impression.

4. A letter of application must be handwritten.

5. There are six types of letters of application.

6. A typical solicited letter is written in reply to an advertisement.

Task 8. Study the application letter. What’s wrong with it? What
information is missed, what is redundant or irrelevant? Rewrite it in
more professional manner.

Dear Ms Collins,

I saw your advertisement for a new reporter, and I wish to apply for
the job. Enclose my resume and some clips for your consideration.

Although I have made my living in marketing, writing and news have
always been my first love. I have been writing features for a couple of
local newspapers while working at market research. I majored in
journalism at State University and did an internship at Island Hopper
News in my junior year. While I have not had all hard news experience
you are looking for, I certainly know how to write.

My best regards,

Angela Reed

Task 9. Read the advertising and complete the letter of application
with these phrases:

as you can see; forexample; |am writing to apply for; my
duties included; in addition | have; | am fluent in;
although my work experience;
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Diamend Travel
Admin assistant
Admin assistant required for this fun but hardworking business travel
agency. Experience of Microsoft Word and Excel are essential, along with
clear telephone manner. You must be reliable and have excellent
communication skills. A sense of humor is an advantage.

Apply with a CV to Tim Greenaway, Human Resources, Diamond
Services, 112Woodford Road, London SW 12 9AP.

72 Park Road
Sale M7 9EP
16 January 20
Tim Greenaway
Human Resources
Diamond Services
112Woodford Road
London SW 12 9AP
Dear Mr Greenaway
the position of admin assistant which I
saw advertised in the January 14 issue of The Guardian. I enclose a
copy of my CV as requested.
I would like to work for you because I am interested in working
in a travel agency. is limited, I believe I
have the necessary skills for this position.
from my CV, I have just finished a three
month internship at TLC Travel. business
correspondence and administrative work.
English and German, and also speak Spanish.
excellent computer skills and can use Word, Excel, and

Power Point.

[ am hardworking and reliable person. in my
internship I had responsibilities because the manager trusted my
abilities. I also have very good communication skills and good sense of
humor.

I look forward to hearing from you.

Yours sincerely

s ,
Q%{lu//?(/ﬁ/—’/ {/ @f/éﬁ/z
Alexander Kartsen

86



Task 10. Work in pairs.

Student A: You have read the notice advertising the vacancy for an
accountant. You telephone the Personnel Department of a firm. You want
to find out:

- Who can apply for the job.

- How applications should be made.

- What the pay is like, etc.

Student B: You are the member of the Personnel Department. You
want to find out:

- If he/she is a first-time job seeker.

- If he/she has a relevant education background.

- If he/she has some work background.

- What the experience is.

- If he/she has a reference from his/her former employer, etc.

Task 11. Look at this advertisement from a job website and answer
the questions.

1. What kind of job is it?

2. Is it well-paid?

3. Where will the person work?

4. What qualifications, experience, and personal qualities will the

person need?

5. If you’re interested in the position, what do you have to do?

—— e . jobs® toom —==———r—s— ooy
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i1 Back  Forward Reload Home Seach  Ouide  Imager  Print  Security  Stop

% Loeation: g [Nttp://www execnet.com

links contact us

European Sales Director  Salary: $90-110k + stock options
Ref: B112 Location: Lyon, France
Age range: 35-50
Qualifications: Qualified doctor preferred
Degree in Business Administration or similar
Good level in three European languages, including English

Are you ambitious, energetic and adaptable? Based in Philadelphia, we are a leading American
manufacturer of medical equipment. We are looking for someone with wide experience

in the medical or pharmaceutical industry to manage our new European sales operation.You should
have at least 10 years in the medical or pharmaceutical industry, of which five years in management.
Please e-mail CV and covering letter to jobs@execnet.com.

" [€4% of 21K (at 1 4K /5ec, 5 se0s remaining)




Luis Antonio de Oliveira is applying for the job. Read his letter
of application below. In what ways is he a good candidate for the post?

B8

To: | [ jobs@execnet.com From: | Luis Anténio de Oliveira

Subject: | | Job application: your reference B112 |

Dear Sir or Madam,

| am writing to apply for the post of European Sales Director advertised on your ‘Execnet’ website.
| am 48 years old, Brazilian, with a medical degree from the University of Sdo Paolo (1982), and a
Masters in Business Administration from the University of Los Angeles (1988).

| joined my present company, AVRC Pharmaceuticals, in 1997, After two years as Marketing
Manager for South America, | moved to Madrid to take up my present position as Regional
Director for Southern Europe.

also have four years’ experience as a research scientist for new drugs, first with Schering Plough

working for a medical charity in Peru, before leaving to start my two-year MBA course.

Concerning my language ability, | am fluent in English and Spanish, and | am currently following an

the same company, | would appreciate the opportunity of a new challenge.
| look forward to hearing from you
Yours faithfully

Luis Anténio de Oliveira

Before joining AVRC | was in charge of clinical trials for new drugs at Medilab, where | spent five years. |

(1988-91), then with Merck (1991-92). My professional experience also includes four years as a doctor

intensive course in French. | am hard-working, creative, and ambitious, and after a number of years with

[]
B

& [

Look again at Luis’s letter and take turn with a partner to
describe his career. Complete the time line below with details of his

professional experience.

AVRC

ﬁnis hed ------------------ .
medical | 00000 e Marketing
gegmi . =000 anesemewess seksiemsmas Manager
| | I | 1 1 I L | | L I Lo =0 1
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..................

Task 12. Read and translate the letters of:
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a. Invitation for an interview

HILL MULTI-MEDIA CORPORATION
301 E. Armour Blvd. Kansas City, MO 64111

Kay E. Anders
7923 Noland Road
Lenex, KS 66215-2528

Dear Ms Anders
Thank you for your application for the position of Communication
Director. We are pleased to invite you to be interviewed for the position.
Your interview has been scheduled as follows:
Date: 17" March 20
Time: 11:15 a.m.
Location: Conference Room A
Second floor (Northeast)
Gillham Plaza Building
301 E. Armour Blvd.
Kansas City, MO 64111
Parking: Underground area off Gillham Road
You can expect to meet with the committee for 30 to 45 minutes. If you
have any questions, please contact me at 816-555-6889.
Again thank you for your interest in the position.
Sincerely yours

Caral ] T ‘éjme({y

Carol J. Kennedy
Interim Director of Program

b) Refuse

Dear Mr Korslund

Your letter inquiring about employment in our company was forwarded
for me from Personnel because of your interest in advertising and copy
writing. [ am pleased you thought of David Smith Advertising.

At this time, however, all our writing slots are filled, and I do not
anticipate there being any openings this year. I will ask Personnel to keep
your letter on file for three months. In April, let them know if you still
want to be considered for an opening.

Task 13 . Before you read the job description below, discuss these
questions. 27 Write a job description for your job or for a job you would
like to do.

1. What does a call center operator do?

2. What skills and qualities are needed?

3. What qualifications are needed?
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Job description: Call center operator (in a booking office)
Call center operator:

- answers calls;
helps callers with problems;
provides information;
deals with customer complaints;
makes booking.
A call operator must:

- speak clearly;

- have good telephone manners;

- understand different accents;

- be able to work under pressure.
Qualifications:

- no formal qualifications needed;

- basic keyboard skills.

Task 14. Write a letter of application for the position of a Chief
Manager. Make notes using the plan before you start.

- Addresses and Date laid out correctly;
- Opening salutation;
- Body:
Paragraph 1 — reason of writing, where you saw the advertisement;
Paragraph 2 — why you are interested in the job;
Paragraph 3 — experience, qualifications, skills;
Paragraph 4 — personnel qualities;
- closing salutation, signature, and printed name.

The advertisement: we require an experienced export manager to fill new
position. You’ve got to be a hard-working and reliable person. You must
be a creative thinker and a highly analytical person. You must be able to
demonstrate outstanding strategic vision.

If you are a true professional, then please write to:

Michel Hill PLC

11-15 Montague Street

London EC1 5 DN

Task 15. Complete the following application form for yourself.

For many jobs, you will be given an application form to fill in. These
forms may vary from company to company and questions on them may be
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quite different. Take time to study the form before you write in the
information. The easiest way to be prepared is to carry a summary of your
personal information with you. People will form impression about you
basing on the way you fill in the application form too.

PERSONAL

Name

Address Phone Number
Languages you are speaking
Do you have a drive license?
Position for which you are applying
Rate of pay expected
Other position(s) for which you would like to be considered

Type of job desired: full time part time

If hired, on what date will you be available to start?

Have you ever applied to this company before? If yes, when where

Source of referral: newspaper ad current employee

Recruitment agency other (specify)
EDUCATION

Please, list chronologically beginning with the most recent education

University

City Years attended

Qualifications, degree
Courses now studying

WORK EXPERIENCE
Account for all employment within the past 10 years, beginning with your present or
last position. Include any periods of unemployment greater than 1 month in duration
Dates (from-to)
Name and address of employer
Duties/responsibilities
Exact reason of leaving

PERSONAL OR BUSINESS REFERENCES
Please give the names of two persons who can be consulted regarding your suitability
for this post.
Name Address Phone Number

ADDITIONAL EXPERIENCE OR QUALIFICATIONS
List any other experience, skills, honors or any other qualifications including hobbies,
interests, which you believe should be considered in evaluating your qualifications
for employment
Date Applicant’s Signature
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Unit 10
RECOMMENDATION LETTER

Active vocabulary
letter of recommendation — pexkoMeHIaiiHUM JTUCT
a reference — pekoMeH1ailis1, BIATYK; 0co0a, sika HaJa€ PEKOMEHIAIlII0
prospective employer — MaiiOyTHii poOOTOaBEIIb
particularly — oco6muBo
proficiency — NOCBITYEHICTh, YMIHHS, MAaCTEPHICTh
self-motivation — HassBHICTb BJIACHOI Opi€HTAIIli, )KUTTEBOI MIPOTPaAMU
specifics — KOHKpeTHUKa
accomplishments — nocsirHeHHs1, 3100y TKH
positive evaluation — mo3UTHUBHA OIIHKA
reinforce — MiAKPIMUIIOBATH, M1ICUIIIOBATH

Task 1. Read and translate the text.

Letter of recommendation is written to present evaluation of an
applicant’s personality and give characteristic to his working abilities and
qualifications. It i1s aimed at the objective and helpful information about
the candidate. As a rule, this letter is written in response to a request from
the applicant or a prospective employer.

Letter of recommendation is written only in positive. The better the
reference knows the candidate the more effective would be
recommendation. An applicant can provide a reference with necessary
information about job requirements and job-related experience he already
possesses.

Most employers are particularly interested in applicant’s proficiency
and such qualities as communication, abilities to work both in a team and
independently, self-motivation, responsibility, and loyalty to the company.
They want specifics, not generalizations. It is good to say that the applicant
is hard-working but it should be backed by some example. Positive
evaluation of a candidate may be reinforced by comparing and ranging
him among their employees. It’s worth describing the candidate’s on-job
accomplishments and achievements. General evaluation of the candidate’s
skills as excellent, very good or good should be further justified by true
facts or data.

Letter of recommendation is confidential document and sometimes
an applicant is not supposed to see it. It should be signed by a reference
and bear his name, position, phone number, e-mail or post address in case
a prospective employer would decide to check the information.
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Task 2. Read carefully the English expressions and their Ukrainian

equivalents.

Useful phrases:

At the request of... I submit this
confidential information.

[ am pleased to respond to... request for
a reference regarding his application for
the position of...

His excellent command of English and
oral skills are obvious.

In 2000 he began serving at the...
His main task at the time was...

It quickly became evident that ...is
extremely knowledgeable about...

During working period he demonstrated
enthusiastic individual approach
combined with pioneering spirit.

He has introduced several innovations
into the technological process of
production...

Mr...’s talents go far beyond the
average level.

He is always willing to share his
knowledge with other members of the
staff.

In conclusion I should mention that
Mr..., is extremely responsible.

He completes his task promptly and has
never failed to fulfill duties.

He is always cordial and professional in
his relation with our staff.

In my opinion, he would be an asset to
your company.

[ truthfully (heartily) recommend.

It is my pleasure to recommend (I am
pleased to recommend).

I recommend ... without reservation.

Ha npoxanns ... s Haaar 110 KOH(iAeHIIHHY
1H(bOopMaIrio

VY BiANOBIAL HA IPOXAHHS ... S 3 TPUEMHICTIO
HaJIal0 PEKOMEHIAIIIO ... 3 IPUBOAY 3asBU Ha
mnocanuy ...

Horo uyaoBe 3HaHHS aHTJIIHCHKOT MOBHU Ta
OpaTOPChKIi 3/1I0HOCTI OYEBU/IHI.

¥ 2000 poui BiH IOYaB MPALIOBATH B ...
Ha Toi1 gac 1ioro 000B’I3K1 CKJIaaH. ..

[IIBuKO cTaI0 OYEBUIHO, 11O ...
HaJ3BUYANHO Oarato 3Hae€ mpo ...

B po6o0Ti BiH BUSIBIIIB OCOOUCTHI, CHOBHEHU
CHTY31a3My MIJX11, Y MO€THAHHI 3
HILIATUBHUM XapaKTEPOM.

Bin 3anpoBaauB AeKijibKa HOBATOPCHKUX
pillIeHb B TEXHOJIOTIYHUHN TIPOIIEC
BUPOOHUIITBA.

3110HOCTI NaHa ... Habarato NepeBUILYIOTh
CepelHIl PIBEHb.

BiH 3aBXau rOTOBHI NOIUIATHUCE CBOIM
JIOCBIJIOM 1 3HAHHSIMH 3 1HIITUMH
CHiBpOOITHUKAMU.

Ha 3axkiHueHHS S HOBUHEH HArajaaTH, 110 MaH
... HaA3BUYAHO BIAIIOBIIAJILHUIA.

BiH mBUIKO BUKOHYE 3aBAaHHS 1 HIKOJIU HE
ITHOpY€E CBOiX 00OB’SI3KiB.

Bin 3aBxau cepaedHnii 1 KOMIIETCHTHUH Y
CTOCYHKaXx 13 CIIBpOOITHUKAMHU.

Ha moto aymky, BiH Oye HaOyTKOM ISt
Bamroi komnasii.

S mupo pekomeHayo ...

S 3 IPUEMHICTIO PEKOMEHAYIO ...

S pekomeHaytO ... O€3 3aCTEPEIKECHD
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Task 3. Read and translate the letter of recommendation.

Dear Mr Doerter,

Elizabeth Kidder, who has applied for the position of City of
Burlington, has asked me to provide you a letter of
recommendation. I am pleased to comply with her request.

Ms Kidder was the personnel clerk at the City of Olathe,
Olather, Kansas, when I began as personnel director in September
20XX. I found her to be very capable.

During the two years that she reported to me, Ms Kidder was
extremely skilled in handing the administration of all office
functions,
which included supervising the day-time clerk.

Ms Kidder is self-started, a capable, efficient supervisor and
exception worker; I give Ms Kidder my highest recommendation.
She would be a valuable member of your team.

Sincerely,

Task 4. Use this vocabulary to diversify your letter
recommendation.

adaptable 3MaTHUN MIBUIKO aJIalTYBaTHUCh

ambitious aMOIIITHUM

broadminded 3 MUPOKUMH MOTJISAJIaMH, IHTepecaMu

cheerful NPUBITHUH

co-operative 3MaTHUH JI0 CIIBIpaIli

creative TBOpYUU

entrepreneurial 3 MAITPUEMHUITBKOIO KHIIKOIO

flexible THYYKUU

friendly TOBAPUCHKUI

good natured 100poi Baayl

hard-working paIbOBUTUM

intellectual PO3YMHUH, MUCJISTYUI

purposeful IIJIECTIPSIMOBAHU I

reliable HaTIUHUI

resourceful BUHAX1UTUBUI

responsible B1/INIOB1TAIbLHUI
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self-confident BIIEBHEHHUH y c00i

motivated 3 YITKOIO JKUTTEBOIO OPIEHTAIIIEIO
sociable TOBAPUCHKHUI

supportive 3IaTHUM HAJAATH TIATPUMKY
tactful TaKTOBHUM

thorough CYMJIIHHUM

trustworthy T1THAN TOBIpH

Task 5. Fill in the blanks with the words from the text in the letter of
recommendation.

Mr West,
for Lance Henderson

At the request of L. Henderson I submit this information in
support of his for the position of a sales manager. Mr.
Henderson served under my as a sale representative. He was in

of many customer service programmers.

Mr. Henderson is a good . He got along well with fellow
employees and managers. Mr. Henderson has a most pleasant
He is polite, tactful, and friendly. In my , he would be an
to your company. Were he to return to us, we would be glad to him.

9

Martina Nyman, Director
ABC Corporation
Tel.: 345-7282

Task 6. Match the synonyms.

A B
1. ability a. reliable/dutiful
2. talent b. hard-working
3. personal qualities c. expert/proficient
4. skilled d. tolerant
5. responsible e. well-wishing
6. experienced f. ingenious
7. dynamic g, trained
8. resourceful h. aptitude
9. flexible i. character traits/personality
10. friendly j. energetic
11. patient k. gift/endowment
12. zealous I. diplomatic
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Task 7. Compose a letter of recommendation for your group mate
according to the model; refer to the next task and useful phrases
section if necessary.

Date

Name

Position

Address of the company

Salutation (Dear Mr/Ms/to whom it may concern)

RE: /Reference for/Recommendation of (applicant’s name)
Opening (name of the candidate and the position sought)

Body (description of qualifications, accomplishment and qualities)
Closing (summarizing and general evaluation)

Parting

Signature

Name of a reference

Title/position

Phone number/fax/e-mail/post address

Task 8. Read and translate the following letter of recommendation.

Recommendation for Ann Marchuk.

At the request of Ann I submit her confidential information in
support of her resume.

I have known Ann since 2008 when she had practical training in the
Research Station at the University. I found her a skilled and hardworking
student, intelligent, polite and tactful, sociable and reliable. She 1s always
willing to share her experience and knowledge with the other members of
her group.

Ann’s abilities and personal qualities, a team-worker among them,
have been of great help in our mutual work. In conclusion I should
mention that Ann is extremely responsible. She completes her tasks
promptly and never failed to fulfill her duties.

It is my pleasure to recommend Ann for the Agricultural and ...

a teacher of ... University
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Task 9. Complete the sentences below with the adjectives from the

box.

adaptable outgoing  good with figures patient energetic

ambitious  sensitive active to detail ~ creative persuasive

b S

o0

She often gets angry with her secretary. She isn’t very
He never corrects his spelling mistakes. He’s not
He’s not interested in getting a better job. He’s not at all

She’s not good at coming up with original ideas. She isn’t really a
person.

. He never talks to anyone. He just sets at his desk. He isn’t at all

. He never wins arguments in meetings with our boss. He’s not a

person.

. She’s always tired, even first thing in the morning. She’s not very

. He can’t Work out 2 + 2 without a calculator! He’s not
. She always says the wrong thing and gets people angry. She isn t

a person.

10. He just refuses to use the new software program. He’s not at all

Task 10. Use the following plan to a letter of recommendation and
characterize someone as if you were a referee.

DN B W N —

~

Plan to a letter of recommendation:

. How long have you known the applicant?
. Evaluation of an applicant as a student (if a referee knew him as a

student).

. Professional background.
. Professional competence and skills.
. Maintenance of professional level by ongoing development of

knowledge and skills.

. Practical achievements.
. Potential ability.
. Personality.
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SUPPLEMENT
Punctuation

Using a correct punctuation is an essential part of making your writing
clear to your readers. Very often when sentences or text are difficult to
read or do not seem to make sense, it is because they contain errors in
punctuation. The following punctuation marks are used in English:

» full stop . The full stop, or period (US Eng), marks the end of a

sentence (e.g. The firm expect Brussels to approve the deal within three
weeks). Full stops are also used after some abbreviations and can be used
after numbers which appear in lists (e.g. 1.2.).

> comma o Comma helps the reader to pause at the right point in

sentence and to avoid confusion the meaning within a sentence (e.g. After
two month of dictation, the fate of one of the country’s biggest companies
been decided).

Commas are also used when a clause is inserted in the middle of a
sentence (e.g. Lagardere, a huge media-to-missiles group, will not became
Europe’s biggest book publisher).

> question mark ? Question marks are only used at the end of

direct questions. They are not used in indirect questions. (e.g. How long
will Mr Marchionnebe able to survive in his present position? Many
analysts are wondering how the new strategy will work.)

> exclamation mark | Exclamation marks give extra impact to a

sentence and show surprise or shock: (e.g. Take it or live it! No one was
expecting that!)

> colon . Colons indicate that what follows is an illustration or

example of what has been referred to before: (e.g The company is in a
strong position financially: its shares are now trading at 45 times their
original price).

Colons can also be used to introduce lists: (e.g. The issues that will
be discussed are the following:

- Education

- Trade

- Governance
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> semi-colon ¢ Semi-colons marks a pause that is longer that a

comma and shorter than a fill stop: (e.g. Getting accurate results with
method is tricky; two different will not produce the same result).

» dash — Dashes introduce explanations and comments that are

connected to what precedes and can, like brackets, show interruptions to
the flow of a sentence: (e.g. The company shouldn’t have agreed to the
merger — it wasn'’t its best interest. Last weekend in Sydney only half of the
properties for auction — the most common methods of sale in Australia —
were actually sold).

> brackets () or [] Brackets, or parentheses (US Eng), are used to

present additional information: (e.g. Lagardane wants to stop making
missiles (his firm owns 15% of the European Aerospace Defence and
Space group) and instead concentrate on the company’s media interest).

> apostrophe > An apostrophe shows that something either belongs
to a particular person, group or with another thing or things: (e.g.
Messiers’s biggest mistake was to have understanding shareholder
discontent).

The apostrophe comes before the possessive S with a singular noun,
even when the noun itself ends with an s: (e.g. London’s office problems).

The apostrophe comes after the final letter of a plural noun ending
with an s: (e.g. the employers’ complaints).

But with irregular plural nouns it is followed by the s: (e.g. women'’s
preference).

The apostrophe is also used to show that a letter (or letters) is
missing: (e.g. We’ll agree to your offer if you don’t make any further
demands).

. ¢ 9 6 9 . .
> inverted commas or inverted commas, or quotation

marks, are used when citing the exact words that somebody used: (e.g.
Just 50m out of 750m Africans have a mobile phone. There is much more
room for growth’, says Marten Pieters of Celtel).

» hyphen — Hyphen connect two words when they are used as
compound (e.g. state-owed, debt-equity ratio).
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Avoiding errors

The following is a list of typical mistakes of syntax and grammar that
you should look out for when checking what you’re written.

Common mistakes

Corrected version

Nouns

They need more sellers.

I am the responsible of Marketing.
One of the best product was ...

They need more salespeople.
I am responsible of Marketing.
One of the best products was ...

Who/which/whom

The manager which looks after this...
It is the company who makes...
Whom is working with who?

The manager who looks after this..
It is the company which makes...
Who is working with whom?

Comparatives and superlatives
His results were worst that hers.
This 1s the better idea we could find.

His results were worse that hers.
This 1s the best idea we could find.

Linking words

Neither the invoices or the order
arrived.

There is no change despite of the new
machine.

Neither the invoices no the order
arrived.

There is no change in spite of/
despite of the new machine.

Prepositions

I am interested by the problem.

I’ve been waiting for order since two
weeks.

I am interested in the problem.
I’ve been waiting for order for two
weeks.

Articles

The children are most affected by the
advertising.

A document you requested has been
sent.

I am accountant.

Children are most affected by the
advertising.

The document you requested has
been sent.

I am an accountant.

Modals
We said that you don 't have to smoke
in the canteen.

Y ou must to show your badge on entry.

We said that you must have to smoke
in the canteen.
Y ou must show your badge on entry.

Gerunds and infinitives

We succeeded to decide. ..

We approve you to do it...

I would like to drive to the conference
instead of to fly.

We succeeded in deciding...
We approve of you doing it...
I would like to drive to the
conference instead of flying.
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Abbreviations

Abbreviations are often used to refer to names titles when their full
forms are long or complicated. They are also used for technical terms that
often referred to in a particular profession or industry. They are
pronounced giving the individual letters that make up the abbreviation and
are sometimes preceded by an article: The BBC, The EU.

In formal written text abbreviations are often printed out in full, but
in informal communication by email and over the phone they are normal
left in their short forms.

Common abbreviations use in business:

Organizations
EMU — European Monetary Union
EU — European Monetary Union
IMF — International Monetary Funds
IRS — Inland Revenue Service
TUC — Trade Union Congress
UN — United Nations
WTO — World Trade Organization

Job titles
CEO — Chief Executive Officer
CFO — Chief Financial Officer
CIO — Chief Information Officer
CCO — Chief Communication Officer
COO — Chief Operations Officer
MP — Member of Parlament

Companies
BA — British Airways
BMW — Bayerische Motoren Werke
IBM — International Business Machines

Business terms
AGM — Annual General Meeting
B2B — Business to Business
B2C — Business to Consumer
CIF — Cost, Insurance, Freight
FOB — Freight on Board
FY — Fiscal Year
GDP — Gross Domestic Product
HR — Human Resources
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[PO — Initial Public Offering
M&A — Mergers and Acquisitions
MBA — Master of Business Administration
MBO — Management Buy Out
P&L — Profit and Loss
PLC — Public Limited Company
R&D — Research and Development
ROI — Return on Investment
SWOT — Strengths, Weaknesses, Opportunities, Treats
TQM — Total Quality Management
USP — Unique Selling Proposition
VAT — Value Added Tax
Measurements
ETA — Estimate Time of Arrival
GMT — Greenwich Mean Time
kg — kilogram
kph — kilometers per hour
Ib — pound (weight)
Technology
CAD — Computer Assisted Design
CAM — Computer Assisted Manufacturing
FAQ — Frequently Asked Question
HTML — Hyper Text Markup Language
PDF — Portable Document Format
RAM — Random Access Memory
ROM — Read Only Memory
WWW — World Wide Web
General
AOB — Only Other Business
ASAP — As soon As Possible
ID — Identity
i.e. —1d est (= that 1s)
PIN — Personal Identification Number
U-You
R — Are
Y — Why
2 —Too/to
4 — For/ four
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Job titles

In business correspondence, it is important to put a job title after the
name of the person you are writing to.

Common job titles:

Chairman (of the board) or President — the person at the top of the
hierarchy.

Vice Chairman or Vice President — second in the hierarchy.

Managing Director or CEO (Chief Executive Officer) — in charge of
the day-to day running of the business.

Financial Director or CFO (Chief Financial Officer) — responsible for
all matters concerning finance.

Accountant or Financial Controller — oversees the bookkeeping.

Marketing Manager/Director — coordinates all commercial activities.

Sales Manager/Director — in charge of the Sales Team.

Communication Manager/Director or CCO (Chief Communication
Officer) — in charge of internal and external communication.

Product Manager/Director — manages one of the products in the
product portfolio.

Legal Affairs Manager/Director — deals with legal matters.

IT (Information Technology) Manager/Director or CIO (Chief
Information Officer) — responsible for all hardware and software in the
company.

Production Manager/Director or COO (Chief Operations Officer) —
responsible for output.

Plant Manager/Director — in charge of one factory.

Foreman — responsible for a group of workers.

Personnel Manager or Human Resource Manager/Director — heads
the team that concerning staff.

Research and Development Manager/Director - heads the team that
comes up with new ideas and product.

Purchasing Manager/Director — deals with supplies.

Facilities Manager/Director — head of maintenance, catering and
other facilities.

PA (Personal Assistant) — deals with administrative duties.
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Vocabulary

A
account — paxyHOK
activity — AisUIbHICTD
advantage — mepeBara, mpuBUIeH
advertising — pekjaMyBaHHS
agreement — yroja

amount — KUIbKICTh, CyMa; MiJICYMOK, OCHOBHA CyMa 1 BIJICOTKH

available — mnpuagaTHUM, KOPUCHHUH; IO € B PO3MOPSIKCHHI,

HasiBHUMH,
average — cepeaHin

B
behavior — moBeminka

benefit — KOPUCTH, MOKUTOK, JOTIOMOTA

bond — oOmirami
business — 0Oi3HecC

business activity — 11710Ba aKTUBHICTb

buy — kynyBaTu

C
challenging — Baxkkuii, ajye 1ikaBui
coincident — 30iraTucs
commitment — 3000B’sI3aHHS
committee — KOMITET, KOMICIS
commodity — ToBap
concern — TypOOTa; iHTEpEC, CIipaBa
conclude — BKIIOUaE
consumer — CIOXXHUBa4
COSt — KOILITYyBaTHu
COSts — BUTpaTH
custom — 3BHUYAl
customer — MOKYTEIb; 3aMOBHUK

D
decision — pimeHHs
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defence — 3amexatu
demand — monuT
depreciation — 3HEIIHEHHS
determine — Bu3HavaTU
desire — GaxaHHS
disadvantage — HenoJik
discuss — oOrosoproBatu
dispute — qucnyT
distribute — mocrauaTu

E
earn — 3apo0JsiTH, 3apoOiTHA TIIaTa
€conomic — EKOHOMIYHUM
economics — eKOHOMIKa (HayKa)
elimination — BUJTy4aTH, yCyBaTH
employee — ciyx00Belb
employment — 3aiHATICTD
enterprise — miIPUEMCTBO
equipment — o0JIagHAHHS
establishment — 3axman
exceed —TepeBuUIITyBaTH
exchange trade — Oip>koBa TOpriBiIs
exchange transaction — BaJaroTHa omepartis
excuse — MOsSICHEHHsI, BUIIPABIaHHs
executive — KepiBHUK, aMIHICTPATOP
existing stock — icHytoui aKirii
explore — mociiKyBaTH, BUBYATH

F
fascinating — 11ikaBHii, 3aXOILTIOIOYNMA
federal deficit — penepanbauii gediuit
fixed — ocHOBHI; (pikcoBaHi1
fluctuation — KoTMBaHHS
force — cuna

G
goods — ToBapu
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gross national product — BajioBUil HalllOHATBLHUNA MPOYKT

H
hold — mpoBoauTH; TpUMaTH

I
impact — MoIITOBX; BILJIUB
incentive —CTUMYJI, 3a0X0YEHHS
income — MpuOyTOK
Increase — 3pOCTaTH, 301IbITYBATUCH
inflation — iHGIAIISA
influence — BIIMB
Input — BUITYCK
Inquiry — OnmUTyBaHHS
instalment — BHECOK, po3CcTpoUKa
insurance policy — cTpaxoBuii moiic
interest — nmporeHTy (Ha KamiTan); MpUuOyTKH
inventory — 3armacu KoMmnasii, mopTdensb
invoice — paxyHOK-(pakTypa
involve — 3aimy4aTu, BKJIIOYaTH
iSsue — MUTaHHS; €MICisl; BUITYCK
item — BUOIp, MyHKT, pi4

L
large extent — y 3HauH1i Mipi
liability — BiAmoBigaIbHICTH
loan — mo3uka

M
manage — KepyBaTH
manning levels — piBHI KOMIUIEKTYBaHHS pOOITHUYOI CHIIH
marginal costs — MapruHajabHI BUTpATH, MPUOYTKOBI BUTPATH
market — puHOK
matter — mATaHHA, CIipaBa
measure of value — Mipa BapTocTi
middle — cepenniit
mistake — nomuika
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monetary — rpoIoBUi, BaTFOTHUA

N
need — moTpeda

O
offer — mpomno3uilisi; 3aIpoNnoHyBaTU
output — BHUITYCK (MMPOAYKITIi)
overwhelming — nepeBaxHa OUIBIIICTh

P
pay — IIaTUTH
persistently — mocTiiiHO
poverty — O1HICTB
price — 1IiHa
produce — BUpoOIsITH
profit — mpulyTox
promotion — CTUMYJIFOBaHHSI
prosper — 10CTaToK, J00poOyT; MPOIBITaAHHS
provide —3abe3neuyBatu
purpose — Meta

quantity — KUTbKICTh
quest — MOIIYyK; HIyKaTu
quotation — KBOTYBaHHS

R
raw materials — cupoBrHa
receipt — TpOIIOB1 HAAXOKEHHS, OTPUMaHHS, TOPTOBUM Y€K
receive — OTpUMYBaTHU
recession — croajg
refer — Hamexxatu
rent — peHaa
retail — po3npiOHuUiA
revenue — J0XiJ1, IpuOyTOK
retention — yTpuMaHHS
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review — nepenisijl; peueHsis, BIAryK
ruling — Ti, 10 ICHYIOIOTH; T1, III0 KEPYIOIOTh

S
salary — 3aprara
sale — mpomax; 3HUKKU
seek — mykatu
securities — I[iHHI Manepu
senior — cTapiun
share — akinisi; maiioBa y4acTh
shares according — axiiiitHi paxyHKHU
sign — TIAMUCYBaTU
sole proprietor — 0HOOCIOHE BOJIOAIHHS
society — CyCHiJIbCTBO
stagflation — crardsiis
steady — nocTiiiHui
stock — akiris
storage — 30epiraHus
strength — cuna
supply — mocTtadyaTu; mocradaHHs

T
taxes — mogaTku
total costs — 3arajibH1 BUTpaTH
traffic — Toprisis
transaction — crpaBa, yroja, BEJICHHS I1IJTOBUX OIEpalliif;
transfer — mepeBoIUTH

U
unemployment — 6€3po0ITTS
utilities — mianpreMcTBa TPOMAJICHK. KOPUCTYBAaHHS; KOMYHAaJIbHI
MOCITYTH

\"
value — IIHHICTS, IIHA
variable — MIHJIMBUIT, HECTIMKUU
variable costs — HeCTIiKiI BUTpaTu
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W
wage — 3apIuiara
warehouse — ckiang
wholesalers — onToBuii, ryproBuii
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