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Cocrasutenp V.B. Tenenéra

Penenzenr
Kannunat gunosorndeckux Hayk, noueHt E.1°. basukuna

JlesioBasi mepenucka Ha AaHIVIMHUCKOM s3bIKe: Meroauueckue
yKa3aHUs 0 BEACHUIO JEIOBOU IEPENUCKU HA aHTJIMMCKOM SI3bIKE JJIS
CTYACHTOB, W3YYalOlIUX Kypchl «JleIOBOM WHOCTPAHHBIA SA3BIK»,
«IIpodheccnonanbHblii MHOCTPAHHBIN S3bIK (aHrIUKcKkui)» / KOro-3am.
roc. yH-T; cocT. 1.B. Tenenéna. Kypck, 2012. 52 c.: wi. 25. bubauorp.:
c. 52.

B MeToanueckux ykazaHUsIX MpeICTaBICHbI IpaBuiia 0hOPMIICHHUS JEI0BBIX
nyceM, MPUHATHIE B HALIEH cTpaHe U 3a pyOexoM, HauboJiee YaCTOTHbIE pEUYEBbIC
ATUKETHBIE MOJIENH, a TAKXKE COJAepKATEIbHbIE U KOMIIO3UI[MOHHBIE OCOOEHHOCTH
MIACEM-3aIIPOCOB, IPEAJIOKEHNN, 3aKa30B, IPETEH3UI U IPABUIIAMH UX MIEPEBOJA.

[IpennasHavueHsl i CTYIEHTOB BCEX CHEUUAIBHOCTEH, MAaruCTpPaHTOB U
acCIMPaHTOB.

TekcT neyaraercss B aBTOPCKOU peNaKIuy

[Toanucano B nevaTh . ®opmart 60x84 1/16.
Venned. 1. 3,08 . Yu-uzg. 1. 2,78 . Tupax 100 sk3. 3aka3 . becruaTtHo.
Oro-3anaauelit rocy1apCcTBEHHBINM YHUBEPCUTET.
305040, r. Kypck, ya. 50 netr OxTsa6ps, 94.
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PA3JEJ 1
CTPYKTYPA JIEJTOBOI'O MUCbMA

BJIAHK

JlenoBble mMCbMa, Kak MpaBWIO, MNHUIIYTCSA Ha (UPMEHHBIX
OJlaHKaX, U3rOTOBJICHHBIX TUIIOTpadCKUM criocoOoM. B BepxHell yactu
OjaHka OOBIYHO YKa3blBaeTCs OQUIMAIBHO 3apErUCTPUPOBAHHOE
Ha3BaHWE KOMMAaHUU (TIOJIHOE/COKPAILIEHHOE), €€ JIOTOTUII, IIOYTOBBIN U
TenerpadHbli agpeca, HoMmepa TenedoHa, Tenekca W (dakca, aapec
AJIEKTPOHHOMU 1TOYTHI U IHTEpHET-CcalTa, a TakXKe Ipyrue peKBU3UThL. B
YaCTHOCTH, Ha OJIaHKaX POCCHUMCKUX KOMIAHWWA M OpraHu3aludii MOTYT
ObITh yKa3aHbl ko npeanpusatus no OKIIO, kox nokymenTa no OKV/I,
HOMEpP PacyeTHOro cyera B OaHKe, TakKe HAaMMEHOBaHUE OaHKa, €ro
BUK wu xoppecnonaentckuii cuer. HWHorma »sta uHpOpmManus
MOJIHOCTBIO MJIM YACTUYHO Pa3MEIaeTcsl B HUKHEW YacTu OnaHKa.

Ha pucyHkax HWXKE TMpEACTaBlICHbl 00paslbl 3arojOBKOB
(MpPMEHHBIX OJIAHKOB 3apYyOEKHBIX U POCCUIUCKUX KOMIIAHUH.

Puc.1

CAMP WINDERMERE

LOW WRAY, AMBLESIDE, CUMBRIA, LA22 0JJ
TELE: 05394 32163

/VWW\h

Puc. 2

KELLY

LAW REGISTRY

WW
\____/\M\__/—\/,\___/\"_

31 St. James Ave., Suite 910 » Boston, MA 02116 * Telephone (617) 482-8052

World Headquarters » 999 West Big Beaver Road ¢ Troy, Michigan 48084 ¢ Telephone (248) 362-4444




Puc. 3

& ftagh14nuA

CHINESE PHOTOGRAPHERS ASSOCIATION

61. Hongxing Hutong
dongdan Beijing China

Puc. 4

70@649 it

305001, r. Kypck, yJs. BesnmHckoro,
Tesi. /bakc: (0712) 54-74-74, Tes. (0712) 54-72- 72
http://www.kursknet.ru/~bluebird, e-mail :bluebird@kursknet.ru

C naumu - xome Ha kpail cBema!

PeruonanbHEBIN OTKPHITHI COITMABHBIN
HucTutyT

/\/——\/\/’W\/—\

___‘_,’___\‘_______—‘_‘_\‘ﬁ__’__,,—\‘___,_,———~—______——~\\__,/”‘\\________4

305004, r. Kypck, Papuwiesa, 66-a Ten./dakc (0712) 514565
E-mail: igor@taktservice.kursk.ru




Puc. 6

BakpbToe akuumoHepHoe obwecTtBoO

KYPCKPE3UWHOTEXHUKA

Poccus, 305018, r.Kypck, np. Jlenuxckoro Komcomona, 2.

Plcyer 40702810000500000343 8 OAO «Kypcknpombank» BUK 043807708,
kop.cuer 30101810800000000708, VIHH 4632001454, KM 463201001,
OKTMO 00149245, OKB3A 25.13.

Tenedonbi: (0712 ) 37-02-08, 38-12-98, 38-12-48;
thakc: 38-12-05, 37-15-71; Tenetaiin: 137158 « MAPC».
E-mail: vega@krtvs.kursk.ru http://krti.da.ru

Ne

Ha Ne oT

WUCO 14001 OBLUEeCTBO C OrpaHU4EHHON OTBETCTBEHHOCTbIO « TOProBbilt Aom «KPT»

ﬂvlpekrop: (0712) 38-12—48. 3am. ai 37-75-03, 38-12-54. dakc: 37-22-03.
TeneoHsi - leHTa; 37-83-25, 38-12-58, 38-12-78;

UCO 9001

Cucrema
MEeHeAXMeHTa
cepTucuuupoBara

CucTema MeHeaXMEHTa
cepTuduLMpoBaHa
Pycckum Peructpom

SMHM 37-78-66, 38-18-55;

@, Snokw: 37- 7452 381239 '38.15.36.
E-mail: smn@krtl ru http://www.krti.ru  ®akc: 37-22-03.

CCBUIKA. TATA

Ha  Onmankax  OonblIMHCTBA  3apyO€KHBIX  KOMIIAHHM
HETIOCPEJICTBEHHO  MOJI  3arojloBKOM  OylaHKa, OOBIYHO  CJIEBa,
TUNorpackuM WM  JIPyTUM  CHOCOOOM  JaeTcsl  CChUIKA  JUIs
WCMOJIb30BAaHUSI B TIOCIEOyIOIIEd KoppecnonaeHuuu. Kak mpasuio,
UCIIOJIb3YIOTCS CIASAYIONINE BUIbI YKAa3aHUM:

Our Ref:

Reference:

In reply please refer to:

OObIyHass CChbUIKAa  3TO MHUIUAIBI COCTaBUTENSI MHUChbMa U
MaIIMHUCTKU. OJIHAKO B CCBUIKE MOTYT HCIOJb30BAaThCd M ApYrue
CHMBOJIBI, YKa3bIBAIOIIUE HA OTJIEJI, HAMPABUBIIUN MUCHMO, HOMED Jena
U T.JO. 37eCh XK€ MOXET OBbITh JlaHa CChUJIKa Ha NPEAbLIYIIYIO
KOPPECTIOHICHIIUIO, TT0CIIe ClIOB Your Ref:.

JlaTa B aHIJIOA3BIYHBIX JIEJIOBBIX IMHUChMaxX YKa3bIBA€TCS CIIpaBa
MO 3arojIOBKOM Ha OJHOM JIMHUM CO cChUiKOoN. B BenukoOputanuu u
CHIA npuHATHI CAEAYIOMIME CIIOCOObI HAITMCAHUS 1aThl:

Benukobputanus CIIA
12 September 2008 September 12, 2008




Puc. 7

PHOTOGRAPHIC ASSOCIATION OF DUM DUM
467/40, JESSORE ROAD, CALCUTTA-700074.

INDIA
Ref. No. : Date : 17. 5. 1989
Puc. 8
MARCHANDS GENERALS TEL: (1) 4326 02 89
69 boulevard Vauban FAX: (1) 46 30 24 14
75006 PARIS
Ref: AL/7/93/895 28th July 1993

B Poccum B J1eBOMl yacTH IMChbMa O] 3aroJIOBKOM OJlaHKa
Pa3MENIAIOT PETUCTPALIMOHHBIA HOMED U JIaTy PETUCTPALIMU ITUChMa KaK
ucxoAsIero JokyMenTa. Eciu ciy:ke0Hoe MUChbMO SIBJIIETCSI TUChMOM-
OTBETOM, TO 3JECh XK€ YKAa3bIBAECTCS, HA KAKOW HJOKYMEHT OTBEYaEcT
JIaHHOE ITHUCHMO:

Puc. 9

AIMUHUCTPALIIUA T'OPOJA KYPCKA

Kypckoii obrmactu
305000, Kypck, Jlenuna, 1

Ten.: (0712) 2-63-63, daxc: (0712) 55-48-16, E-mail: admgk@kursknet.ru

O N 2t/

T o~ T~ ———




Puc. 10

MuHHCTEPCTBO 06pa30BaHKs U HAYKH
Poccuiickoit ®eneparnu
FocynapcrBenHoe 06pa3oBaTebHOE YUPEKIEHHE
BBICILETO IPO(ECCHOHAIBHOTO 06pa30BaHus

KYPCKHII I'OCYJAPCTBEHHBIN
YHUBEPCUTET

305000, r.Kypck. yi. Paguiuesa, 33
ten.  (07122) 2-58-06
¢akc. (0712) 51-36-49

e-mail kgpu@pub.sovtest.ru

N /FD or 14 /7. 2()0.5_/1".
Ha Ne oT 200 r.

B aHrinosi3pIYHBIX MUCHbMAaxX aApec MOoJydyaTensl MUIIETCS clieBa
CTOJIOMKOM, TOJA CChUIKOM. Ecium muchbMo aapecoBaHO KOHKPETHOMY
JUIly, CHayaJla YKa3bIBalOTCS €ro uMs, (GpaMuwinsg W/WIA 3aHUMaeMas
JOJIKHOCTh. 3aTeM NulIeTca Ha3BaHue U ajapec ¢upmbl. Eciu Bel He
3HaeTe (AMWIMIO HYKHOTO JOJDKHOCTHOTO JHIla B (Qupme umum
OpraHu3alyy, B KOTOPYIO MHIIHWTE, JAOCTATOYHO HAamNMcaTh HAa3BAHHE

OpraHu3alliy U e¢ aJpec:

T T o~ T~

AJIPEC ITIOJYYATEJIA

Puc. 11
MARCHANDS GENERALS TEL: (1) 43 26 02 89
69 boulevard Vauban FAX: (1) 46 30 24 14
75006 PARIS

Ref: AL/7/93/895

The General Manager,
Zamec,

Ul. Petrova 114,
10,789 Zamina
Barakonia

28th July 1993
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B mHamenn crpaHe pEeKBU3UTHI ajpecara B JIEJIOBOM IIMCbME
NpUHATO  pasMewars cnpasa. [lpu  axgpecoBaHnM  JOKYMEHTa
OpraHu3alliy, €€ CTPYKTYPHOMY MOJpa3ieliecHui0 0e3 yKa3aHHs
JNOJKHOCTHOI'O JIMIA, UX HAMMEHOBAHUS IMUINYTCA B HMMEHUTEIBHOM
najgexe. IloyToBBIM aapec TpU OTOM MOXKET YKa3blBaTbCs HWIIU
OIyCKaTbHCH.

Ecin mucemMo aznpecyercss KOHKPETHOMY JIMIY, €TI0 JOJKHOCTh U
(aMmIMs YKa3bIBaIOTCA B IaTEIILHOM MaJIEXKeE.

OBPALHIEHUE

B aHMIOA3bIYHBIX MOHMCBbMax MOJ aJpecoM I0cCJi€ JIBOMHOTO
npobOesia cjaeBa NHUIIETCS OOpalleHue, IOocje KOTOPOro OOBIYHO
craputcsa 3amnsatas (B Anriauu) unu asoeroune (B CIIA). OO6bryHO
yIOTPEOISAIOTCS CIEAYIOIINE BCTYIUTENbHBIE OOpaICHUS:

K KOMIIAHUH B 1ICJIOM Dear Sirs (aHrim.)
Gentlemen (amep.)
Dear Gentlemen (amep.)

K JIOJDKHOCTHOMY JIMILY, Dear Sir/Madame
101 KOTOPOTI'O HEM3BECTEH

K OONHCHOCMHOMY JUYY-MYHCUUHE Dear Sir
Dear Mr. Brown

K JOJDKHOCTHOMY JIMIY-KEHIIUHE Dear Madame
Dear Miss Harris (kK He3aMy>KHEH KEHIIMHE)

Dear Mrs. Jankins (k 3aMy>KHEH KEHITUHE)

Dear Ms. Freizer (K He3aMy>KHEN U 3aMYyKHEH JKCHIITUHE)



Puc. 12

Basil Heathcott-Jones
51 Dudley Road, Wembley, Middlesex HAS 6DM

15 October, 2005

The Manager

Customer Relations Department
Winner Electric Products

Tor Leigh

Wessex

Dear Sir,

B nameili crpane Haubosiee pacrpocTpaHeHHOW dopMmoi
oOpallleHusl B JIJIOBOM MHUCHME SIBJIIETCS CIIOBO Y8aoicaemvitli, KOTOPOE
ynoTpeOJIsieTcss Kak HeuTpanbHas (opma BEXKIMBOCTH, OOBIYHO B
COYETaHUU C UMEHEM-0TUeCTBOM (Veaorcaemviii Anexceti Cmenanosuu!)
WU CJIOBOM 20cnoouH (MW COKPAIEHHO 2-H) IUTI0C (haMIIIHs ajpecaTa
(Veaoicaemwiti cocnooun Bacunveg!). BoiOupasi popmyny oOparieHusl,
HY)KHO TIOMHHUThb, YTO mHo(aMUIbHOE oOpalleHne IMoApa3yMeBacT
JTUCTAHIIMIO W TIPUAAeT MUChbMYy Oojiee OQUIIMaIbHBIA XapakTep, a
oOpalrieHre 10 HMMEHH W OTYECTBY IIOJYEPKHUBACT HATAKEHHOCTH
JICJIOBBIX OTHOIIIEHUM.

[Ipu abG3amHOM cTWie nucbMa (MOJApPOOHEE O CTWISIX CM. B
noapasnene «OCHOBHOM TEKCT MUChMay) 0OpalleHue pacrosaraercs mo
IEHTPYy, Ipu OJOYHOM  THUIIETCA C JieBoro Kkpas. B opramax
TrOCYJApCTBEHHOM BJIACTH MPHUHIATO TIOCIE OOpalleHus CTaBUTh
BOCKJIMIIATEIIbHBIA 3HAK, HO JOIYCKAeTCS TAaKXKE CTaBUTh IIOCJE HETo
3amsTYIO.

TEMA IIMCbMA

NHorma muchbMO BKIIFOYAET KpaTKOE yKa3aHHE Ha €ro ooiiee
coJiepKaHue. DTO JeNlaeTcs JUIsl TOro, 4TOOBI ajgpecaT cpasy MOHSI, O
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YeM UJIET peyb, €CJIM MEPEnucKa B OTHOUIEHWU KaKOro-TO TOBapa Wi
3aKa3a UAET YKE HEKOTOPOE BPEMSI.

B 3apyOexHbIX TUCbMaxX CTPOKA C TEMOW OOBIYHO MEYaTaeTCs IO
LHEHTPY, PEXKE — CJIEBA, MOCJE BCTYNUTEILHOIO oOpaiieHus. Yacto 3to
yKa3aHHe JaeTcsa 0€3 KaKuX-I1u00 mpeaBapsrouX CIOB:

Puc. 13
!\——/\'/\“""\\—/‘\/—'—"\’..,\_____

Dear Sirs,
Your Order No. 1257/S

Thank you for your letter of the 8th July, 1996, in which you requested a
copy of the consignment note of the above order.

L-’M’W

Tema mnmcbMa MOXET TIOMYEPKUBATHCS WM  BBIICTSATHCS
nporucHbIMH OykBamu. WMHorma — ykasaHue TeMbI MpeaBapsieTcs
cinoBamu: Re: ... / Subject: ... / Conc: ... . Re ABAS€TCA COKpAILICHUEM OT
JATUHCKOTO BbIpakeHus in re (1o mooay). Conc 3TO COKpalIeHUE OT
aAHTJIMUCKOTO  clioBa  concerning  (KacaTeIbHO, OTHOCHUTEIIBHO).
Hanpuwmep:

Puc. 14

’\——/’\MW—’\—————/_\_————‘

Dear Sirs,
Re: Equipment under contract No. 184/115

We are sorry to have to inform you that in the consignment of equipment we
have received against the above Contract there are several broken cases and some
machines are damaged.

L’%W

B nemoBoil KOppECHIOHICHIIMM B HAIIEM CTPAHE CTPOKA C TEMOM
nYchbMa MPEAIIECTBYET OOpaIlleHUI0 M pacroJiaraercsi cieBa. S3pIkoBas
KOHCTPYKIIHSI TEMbl MOXET UMETh clieaytomuii Bus: O6 yniomHeHHOU
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3acmpotike 8 Jlenuncxkom patione | Ilo éonpocy o nocmaexe 3anuacmei
/ KacamenvHo 3axasza Ha nocmasky.

OCHOBHOM TEKCT MIMCbMA

B coBpemMeHHOM [I€JIOBOM  KOPPECIOHACHIUU  CYIIECTBYET
HECKOJIbKO CTuJied odQopMJIEHUs TEKCTa TMHUCbMa, W3 KOTOPBIX
OCHOBHBIMH CUHTAIOTCA a03allHbI U OJOYHBLIN. Baj)kHO HEe cMelMBaThH
3TH JIBa CTUJIAL.

ITpu aG3arHOM cTUIE TEKCT OOPMIISIETCS C BhIpAaBHUBAHUEM I10
IIUPUHE U OTCTYIOM JJIsl KPAaCHOM CTPOKH, OOpallleHUe pacrojaraercs
no neHTpy (Puc. 15).

[Tpu O0YHOM CTHIIE, KOTOPBIA B HACTOAIIEE BpeMs IIpUOOpeTaeT
BCe OOBIIYI0 TOMYISIPHOCTb, BCE CTPOKH, BKJIIOYas oOOpalleHHUE,
HAUYMHAIOTCS BPOBEHb C JIEBBIM TMOJIEM CTPAHUIBI, & BECh TEKCT
opopmiIsieTcsl C OJWHAPHBIM HWHTEPBAJIOM ©O€3 BBIPABHUBAHUA TI0
mupuHe. s BeiaesneHus naparpaoB MeEXIy HHUMH IPOITYCKaeTCs
ctpoka (Puc. 16).

Puc. 15

N__/\M/\/,\__/\/

VBaxxaemsble rocnojal

Ham 3aka3 Ne 143, nampaBienHbii Bam 1 wutoHs, 1omkeH ObLT OBITH
JIOCTABJIEH K CETOAHAIIHEMY JHIO, HO HET HUKAKMX MPU3HAKOB TOBApa, XOTS HAaIll
0aHK MONYy4YMJI JIOKYMEHTBl M MBI pacrojiaraeM BamuMm yBeJaoMJIeHHEM 00
OTIPABKE Ipy3a.

Mp1 obemniany HallMM 3aKa3udKaM TOCTaBUTh TOBAap JO 5 HIOJNS U ceidac
MBI TIOCTaBJICHBI B OUY€Hb HEJIOBKOE MTOJIOKEHHE, KOT/1a MBI BEIHYKJICHBI COOOIIHUTH
WM, 4TO [MOKa HE UMEEM TOBapa B CBOEM PACIIOPSIKECHUMU.

[TpocuMm cooOMUTH HAM IPUUUHY 3aJICPHKKH.

M\/"_\_/‘\/_\/——\/\
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Puc. 16

’\—-/\‘/\_/’A\'\/\/’/\_____/\/

Dear Sirs,

We understand from several of our trade connections in Bolton that you are
the British agents for Petrou and Galitopoulos AE in Athens.

Will you please send us price-lists and catalogues for all products
manufactured by this company, together with details of trade discounts and terms
of payment.

We look forward to hearing from you.

JlenoBoe MHCHMO MHIIETCS OT HWMEHH (UPMBI, ITOATOMY 3a
pyOeKOM  MpENrnoyYTeHWe  OTAASTCS  JIMYHBIM  MECTOMMEHHSIM
MHO>XECTBEHHOI0 yncia (we), a He enuHcTBeHHOro (I). Mcnonbk3oBaHue
l-ro 7nuIa eIWHCTBEHHOTO YHCJIa JOMYCKaeTcs, €ClId MHChMO
odopmIIEHO Ha OJaHKE JOJDKHOCTHOTO JIMIIA.

B oredecTBEHHOU AEI0BOM MEPENUCKE TEKCT TAKKE MU3J1aracTcs OT
1-ro nuia eMMHCTBEHHOTO YHUCa, €CIU MUChbMO OOpMIICHO Ha OJIaHKE
noJbKHOCTHOTO Juna («llpowy...», «Hanpasnso...»). B ocTaabHbBIX
CIyJasx B TEKCTE€ HCIOJb3yeTcs ¢opma 3-ro Juila €IuHCTBEHHOTO
qucia («AOmunucmpayus DI'VII Qunuana KOHYepHa
«Pocanepeoamomy «Kypckas amomuas cmanyusy cO21ACHA NPUHAMD
Ol  NPOXOJHCOEHUsL  NPOU3BOOCMBEHHOU NPAKMUKU 8  Kauyecmee
nepesoouUKa...»).

SAKJTIOYUTEJBHBIE ®OPMYJIbI BEXKJINBOCTMN.
HOAIINUCDH

3akirouuTenbHas GopMysia BEKIMBOCTH OOBIYHO MUIIETCS CJICBA,
C HEOONBIIMM OTCTYIIOM OT OCHOBHOTO TEKCTa TuchMa. B
BenukoOputanuu, kak npaBuiio, numercs Yours faithfully, eciu Bol He
3HAKOMBI C ajipecatoM. B MpOTMBHOM cilydyae MPEANOUYTEHUE OTAACTCS
dpaze Yours sincerely, naxe eciii Bbl 3HaKOMBI TOJIKO IO MIEPEMHUCKE.
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B CIIA Yours faithfully wcnionb3yercsi peaKo, 4aile MUIITYT
Sincerely yours wmm npocto Sincerely, a unorna Very truly yours.
[Tocne 3akIIOUUTENBHON (QOPMYJbl BEXKIMBOCTH CTABUTCS 3arlsiTas,
KOTOpast MOJKET OITyCKaThCHI.

[Tox 3akmtounTenbHON (POPMYIION BEXKIUBOCTH CTABUTCS MOANKCH.
[long  mommucelo  yKa3piBaeTcsl  (aMuiusg  MOJIMCHIBAIOIIETO
JOJDKHOCTHOrO Jjuna. Ha crenyromiend CTpoke Haercs Ha3BaHUE €r0
NOJDKHOCTM B KOMIIAHMM WJIM Ha3BaHUE OTAENa, KOTOPbIA OH
PEACTABIISIET:

Puc. 17

Sincerely,

ohn Casey
Senior Compensation and Benefits Specialist
NetGenesis Corp. Human Resources Department

Puc. 18

Yours faithfully,

> e

(B. Sengupta)
Jt. Secretary.

B Tex cnaywasx, Korga aBTOp MNHChbMa-)KCHIMHA IUIIET
HE3HAKOMOMY JIMIly, OHa JIOJDKHA YKaszaThb, KaKk K HeEW cieayer
oOpaiaThcs B OTBETHOU KoppecnoHaeHIuu (Miss, Mrs., Ms):

Puc. 19

Yours sincerely

5\4’.&

Linda C. Saltmarshe (Mrs)
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B Hameili crTpaHe B KadyecTBE 3aKJIIOYUTEIBbHBIX (HOpMyI
BOXKJIMBOCTH  MOTYT  HMcHoiib3oBaThca  «C  yBaxkeHuem», «C
OsarogapHocThio» U T.1. OJHAKO OHU YACTO OMYCKAIOTCS. YKa3aHUE
JOJDKHOCTH aBTOpa MHChbMa, €ro JIMYHas MOJANKWCh W paciuu@poBKa
ITOJIMTMCH PACTIONIATAKOTCS HA OJHOU CTPOKE:

Puc. 20

['enepanbpHBIA TUPEKTOP
3A0 «2JIUT» A.W. bensikos

KpOMe TOTO, Ha FapaHTHﬁHBIX OUucbMax MW  COBMECTHBIX
JAOKYMCHTAX, ITOAIIMCAHHBIX PYKOBOAUTCIIAMU OpFaHI/I3aI_II/Il>'I, HOAIINCH
3aBCPACTCA 11ICHATBHIO:

Puc. 21

Jupexrop I'Y OIIMII I''A. IlnerneBa

HPUJIOKEHHUA

Ecom x mmcbMy uMeercs mpriiokeHue (Karajor, IpOCIeKT,
KOHTPaKT, CYET U T.J1.), TO BHHU3Y, IOCJIE MOJINCH, CJIEBa WM CIpaBa
JeNnaercs OTMETKa 00 3TOM C YKa3aHHMEM KOJIMYeCTBAa CTPaHUI] U
sk3eMIusipoB (Enclosure: Price list /| Encl: Letter of Guarantee (2
pages) | Encl: Bill of Landing (3 copies)):
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Puc. 22

M/

Yours faithfully,

M.R. Etherington
Sales Department
Mitchell Electronics Co. Ltd.

Encl.: Copy Consignment Note
Order No. 1257/S

Puc. 23

e —— e e T

With best regards,

Berkefeld-Filter
Anlagenbau GmbH

B. Hackmann
Encls: Quotation (technical and commercial)

Layout
Principal flow diagram

B Poccun mniepedeHp NpUIIOKEHUN MPUHATO NPEABAPATH CIOBOM
«IIpunoxenue» (wm «lIpunoxenus»). [lepedeHb NpUIOKEHUI MOXKET
pacriojaraTtbCsi B IMCbME II€PEl MOANMUCHIO UM IIOCIE HEe:

Puc. 24

e —— e ————— e e e

Hanpasnsas Bam konuro mucbMa, MpOCUM PacCMOTPETh €ro M BBICKA3aTh
MHEHHUE 10 3aTPOHYTOMY BOIPOCY [JIs JOKJIaaa PYKOBOJACTBY AJIMHWHHUCTpPAIUU
[Ipe3unenrta Poccuiickoit @enepannu 1 OTBETA ABTOPY.

[Ipunoxxenue: Ha 2 1. B 1 9K3.

C yBaxxeHueM
HAYaJIbHUK Y IIPaBJICHUS J1. MosiuanoB
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Puc. 25
e

M1 pacCUUTBIBACM Ha HAYAJIO OHUAJIOTa W Ha I[EU'IBHCI\/JIHICC YCTAHOBJICHUC
B3aUMOBLII'OIHOI'O COTPYAHHUYCCTBA.

C yBaxxeHueM
I'eHepanbHBIN AUPEKTOP
HIIL] «Menrexuuka» B.M. Muxaiinos

[IpunoxeHue: mpocneKkT — 3 3K3.
KaTaJor — 2 9K3.
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SATAHUA

3ananue 1. Ilepesedume npuedeHHblll HUMNCE MEKCM HA PYCCKULL
SA3BIK.

LAYOUT OF COMMERCIAL CORRESPONDENCE

Business letters exchanged by commercial firms, companies,
publishing houses, institutions, etc. are usually written on business
letter-heads with the name and address of the firm or office already
printed above the letter.

The usual layout for the official business letter today is known as
the blocked style. In this style all new lines of typing are ranged to the
left including paragraph openings and the concluding salutation. There
is no punctuation in the address and the greetings. The same style is
followed on the envelope.

This streamline style is considered to be efficient, modern and is
designed to save the typist time.

However, there are companies and firms which favour the
indented or step form style. In this style paragraph openings are
indented, the address and greetings are punctuated. The complimentary
close and signature are in the middle or even on the right.

The indented style in business letters now has somewhat a
traditional appearance, though it can look more balanced, especially for
personal letters.

3amganue 2. B npusedennom Hudice mekcme 3anoHume nponycKu
npeonocamu (Part 1) u apmuxnamu (Part 2). [lepeseoume mexcm Ha
DYCCKUIUL A3bIK.

PARTS OF A BUSINESS LETTER

Part 1 The date: Include the date (1) which you plan to mail
the letter.
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Part 2

Inside address: Name the person _ (2)  whom you are
writing and include his or her title if you know it. If the letter is
addressed _ (3)  a company, begin this section _ (4) the
name _ (5) the company and then use the complete business
address.

Salutation: This greeting should be specific rather than
general. Begin _ (6)  Dear, followed _ (7) the name
__(8)__ the person. Use general titles (Mr., Ms., Dr., Professor)
_(9)__ the person’s name, using Mrs. or Miss only when you
know a woman prefers to be addressed  (10)  one  (11)
those ways.  (12)  general circumstances — when you do not
know the name  (13) the person  (14) whom you are
writing — avoid the salutary phrase “To Whom It May
Concern.” “Dear Madam or Sir” is a much more effective way
to begin generally directed correspondence.

Introductory paragraph: (1) business letter needs
_(2)__ introductory paragraph.  (3)  first paragraph should
establish  (4) context for  (5)  letter. _ (6)
introductory paragraph needs to supply whatever  (7)
information is necessary while being concise and specific.

Body paragraph or paragraphs: These important middle
paragraphs provide  (8)  description of  (9)  problem.
They should be clearly written, with _ (10) careful word
choices and  (11)  specific details. Essentially, these
paragraphs give you _ (12)  chance to present your case —
and they must therefore be precise and convincing. If you have
tried to solve  (13)  problem, describe = (14) strategies
you have used, again supplying (15) detailed information
and descriptions.

Request for action: This closing paragraph should ask for
__(16) __help in solving  (17) _ problem. Be reasonable. If
__(18) __ alternative solutions are acceptable, include them.
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Closing: Use _ (18)  reasonably formal closing:
Sincerely, Sincerely yours, or Yours truly are standard.
__(19) __ closing should line up directly with your address.

Signature: Sign your name in _ (20) ik in _ (21)
space of at least four lines (so that it doesn't look cramped).

Typed name: Lined up under  (22)  closing, type your
name as you wish ittobe in  (23)  return correspondence.

3ananue 3. B credyrouem mekcme 3an0aHUmMe NPONYCKU ClO8aAMU,
npugedenHvIMU Hudice. Ilepesedume mexkcm Ha pyccKuul s3bIK.

turn bulky folds paper

long envelope sheets hold

side bottom space convenient
opening toward upper fold

put business letter

FOLDING A BUSINESS LETTER

The size of the (1)  determines the way that you fold a
__(2)__. For a letter that requires several _ (3) , you should use a
__(4)__ envelope so that the letter will not appear  (5) . (6)  the
letter by bringing up the lower part of the sheet almost one-third of the
way (Fig. 1), and bringing down the  (7)  part almost a third of the
way (Fig. 2). You should leave a _ (8) of about one centimetre
between the  (9)  because it makes easier the  (10)  of the letter.

|
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When you  (11)  the letter in the envelope, (12) the
envelope so that the flap sideis  (13)  you. (14) the letter so that
the (15) made by the last fold is toward you. Now when you put
the letter into the envelope, the fold in the  (16) is at the top and the
last open space is at the  (17)  of the envelope. This way the letter is
more _ (18)  toread.

3aganue 4. [lpoumume u nepesedume caedyrowull ouaioe, 8
KOMOpOM npenooasameib OU3HeC-WKObL  00BACHAem CMPYKMypy
0€/1086020 NUCLMA HA NpumMepe NuUcbMd, NPeOCMAasIeHH020 Nocje
ouanoaa.

T = Teacher; S = Student

T:  Well then, your company’s name and address is printed,
usually at the top of the letter, like this one. This is called the letterhead.
S: I see. So the writer’s address is called the letterhead and it’s
usually at the top of the letter.
Yes. And the reader’s name and address is on the left.
The reader is the person you are writing to.
That’s right. What’s below the reader’s name and address?
The date. The twenty-third of November nineteen ninety-

two.

T:  And below the date are the references.

S:  ‘Ref’ is short for ‘reference’, I suppose.

T:  Yes. The references are usually the initials of the writer’s
name and the initials of the secretary’s name. In this letter JB stands for
Joy Bradley and SY stands for Simon Young.

S:  Oh Isee.

T: Now, on the left, under the references is the opening
salutation.

S:  The opening salutation. Is that ‘Dear Ms Meiners’?

T: Yes. And below the opening salutation is the body of the
letter — this 1s what you really want to write.

S:  So the body of the letter is between the opening salutation
and the closing salutation.

T:  Yes. ‘“Yours sincerely’ is the closing salutation.
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S:  And then there is the signature and the writer’s name and the
writer’s position in the firm

T:  That’s right. The signature is above the writer’s name and
the name 1s above the writer’s position in the firm. What’s Simon
Young’s position?

S:  He’s a sales assistant.

T: Right.

S:  What does ‘Encl’ mean at the bottom?

T: It stands for ‘enclosure’. It means something is enclosed with
the letter.

S:  Oh Isee. In this letter the enclosure is the catalogue.

T: Right.
BRIGHTER OFFICE SUPPLIES LIMITED
BOS LIMITED
Ms A Meiners 13 Mill Street, Harlow,
Simple Stationers Ltd Essex CM20 2JR.
15 Mowbray Road Tel Harlow (0279) 26721
London NW6 5EJ Fax (0279) 431109
Telex 81259

23 November 1992

Your ref: AM/SN
Our ref: SY/JB

Dear Ms Meiners
Thank you for your letter of 18 November. Our current catalogue is enclosed as
you requested, but I am afraid our price list is unavailable at the moment as it is

being reprinted. However, I will send you one as soon as they are available.

Thank you for your interest in the company. We look forward to doing business
with you in the future.

Yours sincerely

o
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Mr Simon Young
Sales assistant

Encl

3aganue 6. Hcnpasvme mexcm cnedyowezo nucoma, 000a8us
NPONyUjeHHble 3HAKU NPEenuHAHUs U 3AMeHUs, 2oe HeobXooumo,
CMpouHble OYKEbl NPONUCHLIMU.

bonds bank plc
city branch
25 high street
manchester m1 2aa
ms a bell
69 maple road
manchester m3 2by 20 april 1983

dear ms bell

1 am sorry to inform you that your account is overdrawn by £18.10 1 would not
usually bother about such a small amount but you regularly overdraw your
account at the end of each month without informing us i would be grateful if you
would come in to talk to me about this as soon as possible

yours sincerely
terence gregory mr
manager

3aganue 7. I[Ipoumume credyrowuii ouanoe. Opopmume mexkcm
NPOOUKMOBAHHO20 8 HEM NUCLMA 8 COOMBEMCMBUL C CYULeCMBYIOUWUMU
npasUIamu, UCHONbL3YSE NPUBCOECHHYIO 8 NPUMEUAHUU OONOJHUMENLHYIO
uHpopmayuro.

OH = Oliver Howard; MS = Miss Leoni

OH: Could you take a letter please, Miss Leoni. It’s to Brighter
Office Suppliers Limited in Harlow. You can find their address in the
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newspaper advertisement. Right... Dear Sirs, comma. New paragraph. I
have seen your advertisement for office equipment in the Evening Star.
Full stop. New paragraph. I would be grateful if...

MS: Excuse me, how do you spell grateful?

OH: What? Mm. G-R-A-T-E-F-U-L. Grateful. Oh sorry, I'm
going a bit fast. Now where was 1? ... Yes... I would be grateful if you
would send me your full catalogue and price list. Full stop. New
paragraph. I look forward to hearing from you. Yours faithfully,
comma, etc, etc. Would you read that back please?

MS: Dear Sirs. I have seen your advertisement for office
equipment in the Evening Star. I would be grateful if you would send
me your full catalogue and price list. I look forward to hearing from
you. Yours faithfully.

OH: That’s fine. Could you type it up as soon as possible please.

I Ipnmeyanue

[Tony4datens: BOS Limited
Anpec nonyuarens: 13 Mill Street, Harlow, Essex CM20 2JR

OtnpaBuresns: Oliver Howard, Principal
Anpec otnipasutensi: Bay House College, 19 Ingleborough Road,
Birkenhead, Cheshire L42 6RD
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PA3JIEJ 2
3AMIPOCKI

BBEJAEHUWE B TEMY

ENQUIRIES

When a buyer wants to know at what price and on what terms he
could buy the goods required by him, he usually sends out enquiries to
firms, companies or organizations manufacturing such goods or dealing
in them. Most letters of enquiry are short and simple, so much so that
many firms have adopted the practice of sending printed enquiry forms,
thereby eliminating the need for a letter. As a prospective buyer, the
writer of an enquiry states briefly and clearly what he is interested in,
and this 1s all the receiver of the letter needs to know. Often the buyer
asks the seller to send him illustrated catalogues, price lists or other
publications and, if possible, samples or patterns of the goods he is
interested in. When asking the seller to send him a quotation, the buyer
gives as far as possible a detailed description of the goods required by
him.

A first enquiry — a letter sent to a supplier with whom you have
not previously done business — should include:

a) A brief mention of how you obtained your potential supplier’s
name. Your source may be an embassy, consulate, or chamber of
commerce (Your name has been given us by the British Chamber of
Commerce in Hamburg).

You may have seen the goods in question at an exhibition or trade
fair (We saw your products demonstrated at the Hanover Fair earlier
this year, and would like to know whether ...).

You may be writing as the result of a recommendation from a
business associate (Messrs. Rawlingson and Black of Ottawa who we
understand have been doing business with you for some years, inform us
that you may be able to supply us with ...), or on the basis of an
advertisement in the daily, weekly or trade press (We have seen your
advertisement in ...; We are interested in ... advertised by you in ...).

b) Some indications of the demand in your area for the goods
which the supplier deals in (There is a sustained demand here for high-
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quality sports shirts of the type you manufacture;, You can count on a
brisk turnover if prices are competitive and deliveries prompt).

c) Details of what you would like your prospective supplier to
send you. Normally you will be interested in a catalogue, a price list,
discounts, methods of payment, delivery times, and, where appropriate,
samples (Will you please send us your catalogue in duplicate and price
list for ...; Please send us samples of your manufactures stating your
lowest prices and best terms of payment).

d) A closing sentence to round off the enquiry (We are looking
forward to hearing from you; We would appreciate a prompt answer).

I[TMCBEMA JUIA ITEPEBOJA
IHHUCHMO 1
A.O. Electronics Ltd.,
Calle Estoril 1701,
Barcelona
Ref: JHR/CT

The Sales Manager

Standart Office Furniture Ltd.,
Cantley Rd.,

London, SW4 9HX.

12th October 1998
Dear Sirs,

We have read an article in 'Office News' about your range of visible
record system filing cabinets. We are interested in introducing modern
filing system in our main office. We also wish to install an electronic
system for the storage and retrieval of data.

Please send us price-lists and catalogues of your manual and electronic
data processing systems, quoting your prices f.0.b. London if possible.
We are particularly interested in type TW37, so we should be obliged if
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you would enclose more detailed information about this particular
model.

Yours faithfully,

J.N. Rodriguez
Office Manager

LHHHUCHMO 2

23rd February, 2001
Dear Sirs,

We have heard from the British High Commission about your range of
agricultural machinery.

We are interested in improving our methods of farming in all products
from wheat to tomatoes.

We wish to inquire into the possibility of ordering a large number of
tractors, and perhaps a smaller amount of spare parts.

Please send us your latest catalogue and pricelist for all your
agricultural vehicles. We would appreciate a quotation c.i.f. Mombasa,

if possible, for each shipment of 50 tractors of type AT1/34.

We should be obliged if you would send us a brochure for type AT1/34,
as this model seems to be most suitable to our conditions.

Yours faithfully,

B.M. Smith
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LHUCHMO 3

20th October 1999
Dear Sirs,

We refer to the recent discussions with your Managing Director
Mr. A.B. White here in London, and in accordance with the agreement
reached we request you to send us your tender in triplicate for two sets
of Machinery for Coagulating, Extracting and Drying Synthetic rubber
as per specification enclosed.

The price, net weight and overall dimensions of each machine and each
item separately must be indicated in the offer. Your quotation should
also include two sets of rapidly wearing out parts.

We request you to enclose with your offer copies of your publications
and drawings containing a full technical description of each machine

included 1n the tender.

We await your quotation with interest.

Yours faithfully,

W. Jones

LHHHUCHMO 4

OTKpPBITOE aKIIMOHEPHOE OOIIECTBO
«PYCCKHE KOBPBI»
491034, r. Hwxuauni Hosropoxn, yn. Cremana Pasuna, a. 12a
Ten. (8312) 34-17-91 E-mail: ruskovry@nnnet.ru

®dakc. (8312) 34-17-95 http://www.ruskovry.ru
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or 20.10.2006 Ne 324
Komnanust Meccanica Tessile S.p.A.
Proviciale Valseriana Km.23

[-24029 Colzate (Bergamo)

YBaxkaemsle rocroaa!

Heckonbko €T Ha3aag Mbl KYIWJIM Y Bac KOBPOTKAIKUE CTaHKU
(mozenb NR 34/2). IloxanyiicTa, cooOIIMUTE, BBIITYCKAETE JIU Bbl TaKHe
WM aHAJIOTUYHBIE CTAaHKW B HACTOAIIEE BPEMS W HA30BUTE CaAMYIO
Hu3kyto 1neny CHU® Hwxauit Hosropoa. Mbl xorenun Obl, 4TOOBI
MOCTaBKa CTAaHKOB ObLJIa OCYILIECTBJICHA B T€YEHUE 3 HEMIENIb C MOMEHTA
pa3MeEIIEHUS 3aKa3a.

Kommepueckuii tupekTop H.C. laBbIieHKO
OAOQO «Pycckue KOBpbI»

LHUCHMO 5

YBaxkaemsle rocroaa!

bynem OnaromapHsl, €ciivi Bbl BBIIUIETE ¢ OOpaTHOW MOYTOM Ball
HOBBIM KaTaJIOI' ¥ MPENCKYPAHT HAa MOPTATUBHBIE NMUIIYIIME MAIIUHKU.
[Toxkanylicta, IPUIIOKUTE OT/ACIIbHBIE PEKJIAMHBIE JTUCTKU U COOOIIHUTE,
KaKyK CKHJIKY Bbl MOKETE JaTh HA ONTOBYIO 3aKYIIKY.
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LHHUCHMO 6

YBaxaemsle rocrojaa!

B coorBeTcTBUM € Halllel JOTOBOPEHHOCTHIO MPOCUM Bac cuenarp
HaM TBEPJOE MPEAJI0KEHUE HA TTOCTABKY KOMIUJICKTOB 3allaCHBbIX YaCTEU
K aBTOMOOUJISIM.

IIpocum cooOMMUTE HAM OPUEHTUPOBOUYHYIO IIEHY TOBapa, CPOKHU U
Ipyrue yCIOBUsS TMOCTaBKU. IIpocuM TakKe yKas3arb OTHEIbHO
CTOUMOCTbD YIIAKOBKH U TPAHCIIOPTUPOBKHU.

OnHoBpeMeHHO  mnpocuM  Bac  BbICHaTh  HamM  KaTajaor
BBIIIEYKA3aHHOT'O TOBApA.
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PA3JIE] 3
OTBETBI HA 3AIIPOCHL MPEIJIOKEHUS

BBEJAEHUWE B TEMY

REPLIES TO ENQUIRIES. OFFERS

A reply to an enquiry from a regular customer is normally fairly
brief, and does not need to be more than polite and direct. Provided the
supplier is in a position to meet his correspondent's requirements, he
will generally:

thank the writer of the letter of enquiry for the letter in question
(We thank you for your enquiry and are pleased to inform you that we
could supply you with ...;

supply all the information requested, and refer both to enclosures
and to samples, catalogues and other items being sent by separate post
(We enclose for your information a brochure covering ...; In
compliance with your request we have pleasure in sending you in
duplicate a description of our ...);

provide additional information, not specifically requested by the
customer, so long as it is relevant (We advise you to stock up while
supplies are available ...; In view of the heavy demand for this line, we
advise you to order at once);

conclude with one or two lines encouraging the customer to place
orders and assuring him of good service (We are sure that these goods
will meet your requirements, and we look forward to your first order).

In many types of business it is the practice of the seller to offer
goods to regular customers and to others who may be interested, without
waiting for an enquiry. Similarly, suppliers regularly make special
offers of goods when prices are particularly favourable. In these cases
the customer's interest has to be aroused.

Offers made in writing usually state the nature 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 a seller to one potential buyer only and
usually indicates the time during which it will remain open for
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acceptance. 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.

According to English and American law, a person making a firm
offer has the right to revoke it at any time before it has been accepted.
According to Russian law, a person making an offer is bound by it until
the expiration of the time stated in the offer. When no time for
acceptance is stipulated in the offer, the acceptance must be made
within a reasonable time.

An offer without engagement does not bind the seller and
therefore may be made to several potential buyers. If the buyer accepts
such an offer, the goods are considered to have been sold to him only
when the seller, after receipt of the buyer's acceptance, confirms having
sold him the goods at the price and on the terms indicated in the offer.

[HHUCbMA JUIA ITEPEBOJIA

LHUCHMO 1

Standart Office Furniture Ltd.
Cantley Rd., London, SW4 9HX

Your Ref: INR/CT
Our Ref: PIM/JA

The Office Manager
A.Q. Electronics Ltd.,
Calle Estoril 1701,

Barcelona
18th October, 1998

Dear Mr. Rodriguez,

Thank you for your letter of 12th October, enquiring about our
range of office equipment. We enclose our latest catalogue and
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price-list with this letter, together with a brochure on filing cabinet
type TW37.

All prices are quoted f.o.b. London.

We look forward to receiving your order. If you require further
information, please let us know.

Yours faithfully,

P.J. Morris
Sales Manager

LHHUCHMO 2

Mitchell Electronics Company Limited
St. Mirren Avenue, London E15 3ET
Telephone: 01-386 9239
Telegrams MELEC LONDON

Our Ref: MRE/JINK
Your Ref: BAT/SN

Adhams Wire Products Ltd.,
183 Commercial St.,
London, SE7 5SRD
14th July, 1999

Dear Sirs,

Your Order No. 1257/S
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Thank you for your letter of the 8th July 1999, in which you requested a
copy of the consignment note of the above order.

We have pleasure in enclosing a copy. It details the method of transport,
as well as the type of container and the quality of the packing.

We trust that it reaches you in good time.
Yours faithfully,

M.R. Etherington

Sales Department

Mitchell Electronics Co. Ltd.

Encl. Copy Consignment Note
Order No. 1257/S

LHHUCHMO 3

Dear Sirs,

We think you will be interested in our leather handbags which are
offered at various prices and in a variety of colours. The high quality of
our products is well known and universally acknowledged. We are
certain that a trial order would convince you that, at the price quoted,
the goods we are offering are excellent value for money.

From all list prices we allow a trade discount of 30% and a further
special discount of 5% on all orders received on/before 31st May. Under
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pressure of rising costs we shall not find it possible to extend these
favourable terms beyond that date. So why not take advantage of them
now and send us an immediate order.

We are offering you goods of very high quality on unusually general
terms and would welcome the opportunity to serve you.

Yours faithfully,

LHHHUCHMO 4

YBaxaemsle rocroaa!

Kak s y3Han ot Hamiero npeacraBurens B BennkoOputanuu r-Ha
JlaBpoBa, ¢ KOTOpBIM BBl YX€ OOCYIWIM Halle MPEABAPUTEIHLHOE
OpEeAJIOKEHUE, Bbl  HMHTEPECYETECh  HAIIUM  JUArHOCTUYECKUM
000pyJIOBaHUEM, TTOITOMY s paj MPEICTaBUTh BaM Ha PACCMOTPEHHE
Hale MpejiokeHne. Bmecte ¢ mpemyiokeHueM s Mpujiarar0 HOBBIN
KaTaJor Hamero ooopyaoBanus. OOpatute BHUMAaHUE, YTO B KAaTaJore
IpeJCTaBICHbl pa3Hble BapuaHThl. HekoTopble M3 HUX BKJIIOYEHBI B
OpeAJIOKEHUE, HO €CJIM BaM HYXHa JIOMOJIHUTENbHAsA MH(OpMaLus 1o
J000MY U3 IMYHKTOB, MOKaIyICTa, CBKUTECH C HAMMU.

[leHbl yKa3zaHbl B NPEMIOKEHUU HaA YCIOBUSIX (DpaHKO-O0PT
Canxrt-IlerepOypr, BKiItOUas 3KCIOPTHYIO ynakoBKy. [locTaBka MoOXeT
OCYIIECTBIATHCA 4epe3 4-6 Henmenb. Omnata H0JKHA MPOU3BOJAUTHCS B
(yHTax CTEpJIUHIOB.

OO6opynoBanue OyAeT yCTaHABJIMBATHCA CIHEIUAIACTAMU TI-Ha
JlaBpoBa. Eciam y Bac BO3BHUKHYT Kakue-JIMOO BOIPOCHI, KaCAIOIIHECs
yCTaHOBKHM 000pyI0BaHusl, I-H JIaBpoB OyJieT paj OTBETUThH HA HUX.
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LHUCHMO 5

[ToaTBepkaaeM ¢ OjaroAapHOCThHIO MoJydeHue Bariero nuchma
OT 25 mapra.

Mbl nocwsutaem Bam ceroaHss MOYTOBOM IOCBUIKOM 00pa3iibl
TpeOyromuxcsi Bam xumukatoB u Hajeemcs, u4to Bbl Oynere
YIOBJIETBOPEHBI UX KAYECTBOM.

ITocbutaeMm BaMm Ham #OperdcKypaHT XUMHUKATOB. XUMMKATHI,
noMeueHHble OykBou [, umerorcs Ha ckiage. OHU MOryT OBITh
OTIPABJICHBl B MOPT IOrPY3KM HEMEJICHHO MO TOJdy4deHuu Barero
3aKa3a M OTIPYKEHBI MEPBBIM MOAXOAAIMMUM MapoxoaoM. OcTaiabHbIE
XUMUKAThl MOTYT OBITH OTTPY)KEHbI BO BTOPOM IOJOBHUHE Masi, NP
YCIOBHH, YTO MBI MojiyuuM Bamr 3aka3 B tedeHue 10 gHEeW OT maThl
3TOr0 MUChMA.

C 1eHbl XMMMKATOB, IMOMEUEHHBIX OYKBOW A, IMpeaocTaBisieTCs
ckugka 10%, ocTanbHBIE 1IEHBI — CTpPOro 0e€3 CKUAKU. Bce I1eHb
nonumarotcs oo C. IleTepOypr 1 BKIIOYAIOT CTOUMOCTD YIIAKOBKH.

LHUCHMO 6

YBaxkaemsle rocroaa!

HayuHo-nipou3BoCTBEHHBIN LEHTP «Mearexnuka», Kak Bbl,
BO3MOYKHO, 3HAeTe, SIBJIACTCS OJHOM W3 KpyNMHEWmuX (UpM B CTpaHe,
MPOU3BOAAIIMX U PEAU3YIOIINX MEAUIIMHCKOe oOopyaoBaHue. LleHTp
MPOBOJUT TaKX€ HAyYHO-UCCIEI0BATEIbCKUE PA0OThI MO CO3JAHUIO
HOBEHUIIUX KOMIIBIOTEPHBIX METOAUK MEIUIMHCKON JTUArHOCTUKUA. MBI
AKCIIOPTUPYEM CBOIO MPOAYKIIMIO B IECATKU CTpaH mupa. CrenuananucThbl
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IIECTH HAIMUX (PUIKMAIOB padOTalOT B TECHOM KOHTAKTE C BEAYIIUMU
KJIMHUKaMHU CTPaHBbI.

MBI ¢ yAOBOJILCTBHEM MOChUIaeM Bam Hallld MPOCHEKThI U JIBa
MOCJEAHUX KaTajiora, B KOTOPBIX MPEJACTaBIICHbl HOBEUIIME OOpasIlbl
JIMarHOCTUYECKOT0 000PY/I0BaHUSI.

Mbl HazeeMcsi, YTO HEKOTOpbI€ M3 HAIIUX HOBBIX allllapaToB
3auHTepecytoT Bac. Ilo Bameld mpock0e Mbl Bcerja BhailieM Bawm
uHTepecyromue Bac 00pa3ipl 17151 1€TaabHOTO U3YUYEHHUS.

Mpbl paccuuThIBAEM HA Hayajlio JHMajlora W Ha JaJibHEHWIIEe
YCTaHOBJICHUE B3aMMOBBITOJIHOTO COTPYAHUYECTBA.

C yBaxxeHuem
I'eHepasibHBIN TUPEKTOP
HIIL] «MearexHuka B.M. MuxaiinoB

[Ipusioxkenne: mpocnekT — 3 IK3.
KaTaJor — 2 3K3.
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PA3JIEJI 4
3AKA3BI

BBEJAEHUWE B TEMY

ORDERS

If the seller's offer is right, an order may be expected to follow.
The really difficult part of the business is now over and the remaining
correspondence is largely routine.

In placing of an order, first of all, accuracy is essential. An error in
quoting a catalogue number, or a mistyped figure in the quantity column
can cause trouble which it may be impossible to put right later. All this
is very elementary, but such errors are known to occur; a double check
at all stages is the only prudent course.

Clarity is also essential. The buyer must make clear to the seller
exactly what he wants. Most firms will agree that there is room for
improvement here. In the export business there are also other things
needed besides an accurate description of the goods: for example,
method of transport, packing, delivery and insurance, or possibly
method of payment, if this has not been settled already. Then the buyer
may require some special documents for his own use or to satisfy import
regulations. These must be asked for — the exporter cannot always know
what the buyer requires in this respect. Large firms will most probably
use an export order form for ordering; the special requirements are
printed on this form, and possibly also the details of terms and
conditions of purchase.

When ordering goods, a customer will generally include the
following in his letter: a reference to a wvisit by the supplier's
representative, or to an advertisement or catalogue, or to a sample, or to
previous correspondence. This applies particularly to a first order. In
subsequent orders the buyer may begin his letter with details of the
goods required (quantity, quality, catalogue number, packing, etc),
conditions and qualifications, alternatives which are acceptable if the
goods ordered are not available. A closing sentence often may
encourage the supplier to execute the order promptly and with care.
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A reply to an order should be sent as soon as possible. The seller
should:

thank the buyer for the order received (We are happy to have your
trial order for 3 Harvesters to be delivered in the second half of August;
We thank you for your Order of 13th July and confirm delivery of ...);

inform him of what is being done or is already done (Thank you
for your order (No. DR4316) which we are now making up ..., Further
to your order of 14 September we are pleased to inform you that the
goods have now been dispatched in accordance with your instructions);

or state reasons why it is impossible to execute the order at once
(We are very sorry that we are unable to accept new orders for delivery
within the time specified).

[NNCbMA JUIA ITEPEBOJA

HUCHMO 1

Dear Sirs,

We thank you for your revised price-list, sent to us on 3rd November.
We have received a visit from your representative in Barcelona, and we
are convinced that the filing cabinet (TW37) will meet our
requirements.

We are therefore placing an order for 70 type TW37 filing cabinets and
500 looseleaf folders. We enclose an official order form for the above
goods. The order will call for a Pro-Forma Invoice, which should
include full details of discounts, freight and insurance.

This order is subject to delivery before 15th December, 2004. We
therefore reserve the right to cancel the order and/or return the shipment
at your risk and expense at any time after that date.

Since this is the first time we have done business, the most acceptable
method of payment will be by irrevocable Letter of Credit.




39

Besides, we must insist on certain packing conditions, both in our own
interest and to comply with the demands of our customs authorities.

We prefer light wooden containers for the filing cabinets to prevent
dents and scratches. Wooden crates will be necessary for the looseleaf
folders. We would like to have some extra padding in these crates also.
Customs examination is thorough in Barcelona, so any metal bands
securing the containers and crates must be screwed on carefully so that
the containers can be opened and secured again properly.

We are acquainted with your special marks and they are adequate as
identification. In addition Spanish customs require the country of origin
to be marked on the container, and the weights (in kilos, please!) and
dimensions (in cms., please!). We would also like the word FRAGILE
stencilled in large letters on all sides of the container. Each container
must have a number.

These instructions must be strictly observed, as the containers and crates
are likely to receive rough handling in transit and at the port of
discharge.

OTBET HA ITUCHBMO 1

Dear Sirs,
Your Order No. 281511/TW37/CLF
We thank you for your order of 15th November for:

70 TW37 Filing Cabinets
500 Cuefile Looseleaf Folders
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We can confirm that we have these items in stock, and that we can
guarantee delivery to Barcelona before the 15th December. They will be
despatched as soon as we have received instructions from your bank's
correspondents in London. We have already despatched a Pro-Forma
Invoice for the merchandise to you and it should reach you within a few
days. All costs to Barcelona are included in it.

When we have heard from your bank's correspondents we will
immediately advise you of the date of shipment.

You may rely on us to follow the instructions in your Letter of Credit in
full.

Yours faithfully,

LHHHUCHMO 2

We thank you for your letter of 5th June and the latest leaflet of the new
model of Harvester.

We have decided to place a trial order with you for 3 Harvesters.

As to the delivery date we agree that they should be shipped 2 months
after your confirmation of the order.

Despatch and marking instructions will be given by our forwarding
agents in London, who will tell you of their charges. Your invoice
should include cif Mombasa, and the amount of our credit is sufficient
to cover this and your bank commission.

Please tell us by telex when the machines have been despatched.
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OTBET HA ITUCHMO 2

Dear Sirs,

We are very happy to have your trial order for 3 Harvesters to be
delivered in the second half of August. It is a pleasure to have the
opportunity of supplying you and we are quite sure you will be satisfied
both with the quality of our machines and our service.

Your choice of method of payment is quite acceptable to us, and we
note that this will be by Irrevocable Letter of Credit, valid till 15th
September.

We assure you that this trial order and all further orders shall be
carefully fulfilled.

LHUCHMO 3

Dear Sirs,
In reply to your letter dated 8th July we would like to tell you that your
terms of delivery and payment are quite acceptable to us, we find your

price a bit high, though.

We hope, however, that you will grant us a discount when we become
your regular buyers.

So we are pleased to establish business relations and are placing an
order for 5,000 tons of Wheat, Sample No 350 with you.

Please telex the date of shipment.

We are looking forward to your prompt confirmation of the order.
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OTBET HA 1TUCHBMO 3

Dear Sirs,

We thank you for your Order of 13th July and confirm delivery of 5,000
tons of Wheat, Sample No 350 in August.

We would like to let you know that if you increase your order to 10,000
tons of Wheat, we can grant you an 8 per cent discount.

We hope that we shall be doing business to the mutual benefit of both
countries.

LHHHUCHMO 4

YBaxkaemsle rocroaa!

Mpe1 noaTBepxAacM noiayyeHue Baiero nucbkma ot 2 ¢eBpans u
npocuM Bac mpuHATE K BBINOJHEHUIO 3aKa3 Ha 3 HACOCHBIE MAIIIVHBI.
MpI cornacHel ¢ Ha3Ha4YeHHBIMU BamMu nieHamu.

JlocTaBka nOMKHA OBITH OCYIIECTBJICHA IO BBIIIEYKA3aHHOMY
angpecy k 3 anpens. Ilockonbky Bbl HuUYero He ynomsiHyJId O
rapaHTUHHOM CPOKE, KOTOPBINA OOBIUHO MPEAOCTABISAETCS MPU MOCTABKE
MallliH, Mbl XOTHM YyKa3aTb, YTO IPOCHUM JaTh JIBYXTOAWYHBIA CPOK
rapaHTUU, B TEUYEHHE KOTOpPoro Bbl 0053aHbl BBIIOJHATH JIHOOBIE
PEMOHTHBIE pabOTHI OECIIATHO.

Mpe1 OyneM panbl, eciu Bl U3BECTUTE HAC O MOJYYEHUM HAILEro
3aKa3a 1 BameMm MHEHUHU O HALUX YCIOBUSIX.
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LHUCHMO 5

YBaxkaemsle rocroaa!

Mpg1 Onarogapum Bac 3a MUCbMO OT 7 eBpassi. Mbl U3y4uiu Ball
KaTaJIOr ¥ BHIOpaIM JBE MOJEIM aBTOMOOWIIEH, 3aKa3 HAa KOTOPHIE MBI
npuiaraem. Ham Obl XOTE€JI0Ch OTMETUTD, UTO JAHHBIN 3aKa3 NPOOHBIN U
€CJIM HAC YIOBJIETBOPHUT Ballla IIOCTABKA, TO Bbl MOXETE PACCUUTHIBATH
Ha PEryJsipHbIE NOBTOPHBIE 3aKa3bl.

Bo wu30exaHue HeOOpa3yMEHUN C HAIIMMH TaMO>KEHHUKAMHU
o0ecreubTe TOYHOE BBINOJIHEHUE HAIIMX UHCTPYKIIMHI IO OTIPY3KE.

LHUCHMO 6

YBaxkaemsle rocroaa!

B noaTeepskaeHue Haiiero tenedoHHOro paroBopa ot 2 (eBpas
c.r., nmpocuM Bac npuHATE 3aka3 Ha MyOJIMKAIMIO PEKJIAMHBIX
OOBSIBIICHUI HAIIUX KJIMEHTOB B KATAJIOT'e MPEJACTOSIIECH sIpMapKH.

ITpocum Bac cooOnmuTh 0 TOTOBHOCTH PEKJIAMHBIX OOBSBJICHUN U
CBOCBPEMEHHO TPEJICTAaBUTh HaM OO0pasilbl, IMOJArOTOBJCHHBIE K
OMMyOJIMKOBAHUIO.

3apanee 0aroapHbl 32 BHUMAHHE K HallIEMY 3aKa3y.

[Tpunoxenue: GpoTo — 5 3K3.
TEKCTBI — 5 JK3.
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LHUCHMO 7

YBaxaemsle rocroaa!

Mpb1 ObLIM pajibl MOTYYUTh Balll 3aKa3 OT 5 Mas Ha T€H30JIaTYMKH,
HO HAIlIM MOCTABIIMKHU TOJBKO YTO MPOMH(OPMUPOBAIM HAC, YTO OHU
OpPEKpaTUiIN Mpou3BoACTBO Mozaenu Ne 245. BzameH OHM IpEaIoKUIH
Ham Mojgenu Ne 249 u No 249A, KOTOpBIE SBISIOTCS WX CAMBIMH
HOBEWUIIIMMH U3JCTUSIMHU.

MpbI npunaraeM NpEeUCKypaHT Ha 3Tu aBe Mojuenu. [loxanyicra,
CPOYHO OTBETHTE, KAKYIO MOJEIb Bbl NPEANOYUTAECTE B KA4YECTBE
3aMEHBI, YTOOBI Mbl, COOTBETCTBEHHO, CMOIJIA MH(OPMUPOBATh HAILIUX
MOCTAaBIIUKOB.
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PA3JIEJ 5
MPETEH3UNU

BBEJAEHUWE B TEMY

CLAIMS

In ideal business conditions everything should be done carefully —
details of offers and orders checked, manufacture of the goods carried
out properly, packing and marking verified.

However in spite of all possible care and attention that is given to
contracts letters of complaint happen to arrive rather frequently because
of various infringements.

There are various reasons for complaints. The following kinds of
claims are often made by Buyers:

claims arising from the delivery of wrong goods, damaged goods
or substandard goods;

claims connected with delays of one kind or another;

claims owing to goods missing from delivery (i.e. short-shipment
or short-delivery);

claims that concern errors in carrying out the order. These may be
caused by mis-typing of figures, mis-reading of numbers, mis-direction
of goods, wrong goods, wrong packing and so on.

Sellers most frequently make claims on Buyers because of default
of payment.

As a rule a customer will not complain unless he has a good
reason. If the customer’s complaint is well-grounded, the settlement is
comparatively easy: the error will be admitted and the responsible party
will meet the claim fully or partly. In other words, the dissatisfied party
will get full or partial compensation for the losses they suffered. Thus
the matter is settled amicably.

Replies to letters of complaints open with an apology, or at least
an expression of regret, when an apology is inappropriate. Then the
circumstances, which caused the trouble, should be explained. It will
then be advisable to express the hope that the party making the
complaint has not been unduly inconvenienced.
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Then the writer should state what is proposed to be done to set
things right. In most cases the Sellers can do no more than offer to take
the goods back or allow a special reduction in the price.

Finally the writer should state that every effort will be made to
prevent the recurrence of this kind of trouble, and express hope that the
good relations between the two parties will continue.

Any complaint should be dealt with promptly, otherwise delay will
cause more trouble. If an investigation 1s required which is likely to take
some time, the complaint should be acknowledged, with an explanation
that it is being attended to and a promise of a full reply as soon as
everything is cleared up.

Much more difficult is the case where the customer’s complaint is
not justified. It would be wrong policy to reject the claim off-hand.

The responsible party must carefully explain why the claim is
declined and try to persuade the dissatisfied party to withdraw the claim.

Settling commercial disputes by arbitration is practiced if the
parties in dispute cannot meet mutual understanding. In this case the
parties may refer the matter to the Foreign Trade Arbitration
Commission at the Chamber of Commerce and Industry in Moscow.
The award of the Arbitration Commission is final and binding upon
both parties.

[HHUCbMA JUIA ITEPEBOJIA

HHHUCHMO 1

Dear Sirs,

We refer to our order (No. 169/SPL) for 70 light blue nylon shirts,
which were consigned by you on the 16™ April, and which we received
on the 23" April.

We very much regret to inform you that the quality of the above
mentioned shirts 1s unacceptably low, especially in design and colour.
They are, in fact, discoloured. The pattern is not what we expected
when we saw your samples.
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Our customers will not buy these shirts at the market price. They will
expect a discount.

Since the shirts correspond neither to the description in your brochure
nor to the sample, we cannot accept these goods at the price we agreed.
We will accept the shirts only on condition that you make a substantial
reduction in price. We expect this reduction to be about 30 per cent.

Please let us know by return what you propose to do about either
replacement or price reduction. Our agent can bring a sample from the
consignment to show you.

Yours faithfully,

OTBET HA ITUCHBMO 1

Dear Sirs,
We thank you for your letter of 27" April.

We are sorry to hear that you were dissatisfied with our consignment of
our nylon shits. We are arranging a visit to your premises by our Sales
Representative in your area.

We think it is wise not to anticipate his report, so we shall postpone a
decision on replacement or price reduction until we receive it. We have
supplied the same goods to other markets in Europe and have received
no complaint.

For these reasons we cannot let you know by return what we propose to
do.
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I trust that our Sales Representative will be helpful in clearing up some
misunderstandings and doubts.

Yours faithfully,

LHHUCHMO 2

Dear Sirs,

We refer to our Order No 134/A of March 19 for 10/20 litres tins of
Olive Green Synthetic Enamel.

The goods have only just been received, after a delay of 7 days, for
which no explanation have been given. Further, one of the tins contains
a dark green shade though this is unsuitable. We shall retain it in order
to save you inconvenience and expense, but we must insist that in future
you devote more care to the execution of our orders.

Yours faithfully,

OTBET HA ITUCBMO 2

Dear Sirs,

We have your letter of April 1 and note with regret that you are
dissatisfied with the execution of your Order No 134/A of March 19.
We apologize for the delay and trust that no serious inconvenience has
resulted.

Your order was unfortunately overlooked in the pressure of business,
but we assure you that every effort will be made in future to guarantee
delivery in accordance with your requirements.
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We appreciate the indulgence you have shown in having the unsuitable
colour tin, but trust you will give us an opportunity to supply you with
further goods.

Yours sincerely,

LHUCHMO 3

YBaxkaemsle rocroaa!

Bam cuer-(akTypa U MOChUIKA, B KOTOPOW JOJKHBI ObUIA OBITH
3aM4acTy TAHENd YNPABJICHUS 3JIEKTPOIeublo, mpunum Byepa. [lpu
BCKPBITUM TIOCBUIKM MBI HE OOHApyKWJIM 3alacHbIX YacTed, KOTOPHIE
Mbl 3aKa3bplBajJu. BMecTO HHUX Mbl TOJYYWJIM JBa HSK3EMIULIpa
UHCTPYKLIUH I10 dKCILTYaTallH.

Mpbl  BOepBblE 3a MHOTO JIET HaIllero COTPYJIHHUYECTBA
OpEAbSIBISIEM BaM IMPETEH3UI0 W HAJIEEMCS, YTO BBl PACCMOTPUTE
BOIIpOC 0e30TiaraTenbHO.

[Toxkanylicta, npociaeanTe, 4TOObI 3aM4acTh, KOTOPbIE HAM KpaiiHe
HEOOXOJAUMBI, IOIUIH 10 HAC HE MO3/IHEE MSATHULIBI.

LHHHUCHMO 4

YBaxkaemsle rocroaa!

C coxaneHueM H3BEIIa€M Bac, 4YTO OCMOTp OO0pa3LOB,
NOCTaBJICHHBIX BaMu 1O KOHTpakTy Ne 1107-01, nmokasan, 4To OHH HE
COOTBETCTBYIOT cneuupukanu KOHTPAKTA.
MBI HE MOXEM HCHOJIB30BaTh ATy IIOCTaBKY M HAJEEMCS, YTO BBI
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NOCTaBUTE JIpyrue oOpasibl MaTepuana, KOTOpble OyayT OTIpPaBJICHbI
HEMEJICHHO.

Mpbl yBepeHbl, YTO BBl YACJIUTE Haled MOpochOe IOIHKHOE
BHUMAaHUE.

LHUCHMO 5

YBaxkaemsle rocroaa!
Kac. Bamen pexiiamanuu ot 7 Mapra

Mpbl THIATENIPHO W3Yy4YWIM Bally NpeTeH3UI0 W BBIHYXKJICHBI
OTKJIOHUTH €€ 10 CIACAYIOIIUM NIPUUYNHAM.

Ilepen otrpy3koit u3 Opneccel ToBap ObLT OcMOTpeH Barum
MpPEICTABUTEIEM, KOTOPBIM YCTAHOBWJ, YTO KayeCTBO TOBapa
MOJIHOCTBIO COOTBETCTBYET ONHCAHUIO 151 crienuuKaIum,
MPUWIOKEHHBIM K KOHTPAKTy, O YEM CBHUJICTEIBCTBYET MPUJIAracMbId K
HACTOALIEMY IIUCbMY  aKT  OCMOTpa, IOJANMCAHHbIM  Bammm
IPEACTABUTEIIEM.

B Buay 3TOro Mel He MOXEM NOpU3HATh Bally pereH3uro o
npenocraBiiecHun Bam 50% CKuUIKM CO CTOMMOCTHM TOBapa Ha TOM
OCHOBaHMHU, YTO KA4ye€CTBO €ro sKOObl HM)KE KadyecTBa oOpasia, Ha
OCHOBAHUHU KOTOPOTO ObLI 3aKIH0YEH KOHTPAKT.

ITo Bcelt BepoOsSTHOCTU TOBAp ObUT MOBPEXKIEH B IyTH WU BO
BpeMsa BbIrpy3kd. IloaTomy pexomenayem Bam oOpatutbecsi c
npereH3ueit kK CTpaxoBoMy OOIIECTBY.




51

CIIMCOK JIMTEPATYPLI

JlenoBasi mepenucka Ha aHriuiickoM sizbike. 1000 ¢pa3 / Cocr.:
C.A. llleenera, M.B. CkBopiioBa. — M., 2002. — 128 c.

Kykosckas E.E., JleonoBa 3.H., Motuna E.M. Pycckuil sA3bIK.
Kypc nnsa ousnecmenon. — M., 1993. — 176 c.

3abenmuna H.A., IlerpoBa T.M. KynpTypa AenoBoi NUCBMEHHOM
peun. — Y. 1. — Kypck, 2006. — 146 c.

JlykpsinoBa H.A. HacronpHas kHura OusHecmeHna: Kypc
AHTJIMICKOTO $3bIKA IO KOMMEPYECKOM MAESATENbHOCTH W (opmam
NeI0BOM KOMMYHUKamu. — M., 1996. — 570 c.

Menex M.A. Kak numytr nuchbMa Ha aHTIIMMCKOM sI3bIKE. — M.,
1993. — 80 c.

Pyccko-anrimiickuii  cupaBouHMK. JleynoBasg  mepenucka U
koHTakThl / CocT.: A.A. bacmanos, C.A. JIytun. — M., 1994. — 320 c.

CasmoBa B.M. English at the Office. Ilocobue no anrmuiickomy
A3bIKY 1151 cekpeTrapeit. — Poctos H//1, 2002. — 192 c.

Cno6nuko B.B., Censies A.B. [IpakTukyM 1o COCTaBJICHHIO U
NepeBoAy KOMMEPYECKOW JOKYMEHTalluh M  KOPPECIOHACHIUU.
Anrnuiickuit s3Ik, — Huoxanit Hosropog, 1998. — 178 c.

Xasponuna C.A., Knobykosa JLII., Muxankuna W.B. Pycckuit
A3BIK JJIA JeNOBbIX Jtoaeil: Beimyck 2. Kommepueckue npemsioxeHus,
o0bsiBIICHUS, pekiiama. — M., 1993. — 152 c.

Cotton D. Keys to Management. — Harlow, 1996. — 224 p.

Dear Sirs! [lenmoBas mnepenucka mno-aHrimiicku. — M., 1993, —
328 c.

Norman S., Melville E. We Mean Business. — Harlow, 1993. —
140 p.

Perrin R. The Beacon Handbook. — Boston, 1987. — 665 p.

Radice F. Banking Transactions. — London, 1995. — 180 p.



52

OI'JTIABJIEHHE

Paznen 1. CTpykTypa JE€T0BOTO MUCHMA. . .'uuveeeenneeeennn.. 4

BIaHK. ..o 4

(001 3 1)1 - A F: s - 6

AJIPEC TIOTTYHATEIIS . . evvvvveeeeeeeeeeeeeeeeenaanaeeeeeeennnnnns 8

L@ 18708111 ()3 1 (TN 9

B £ 10 10 (629, ¢ H 10
OCHOBHOM TEKCT THCBMA. ..t nnnrteeeeennnnnnneeeeeennnnsanns 12
3akmounTtenbHble (hopMyibl BexauBocTu. [loanuce......... 13
0] 0 (07 S350 £ PSS 15
07231 115140 U 18
Paznenn 2. 3ampoChl. ... 25
| 23:150 (504 (S0 : 30 1)V | 2 25
[RLZ (SR NG RS 0153:16 )1 ¢: H 26
Paznen 3. OTBeThl Ha 3amnpockl. [Ipemioxkenud. . .............. 31
| 23:150 (505 (S0 : 30 1)V | 2 31
[RLZ (SR 6 B (S 0153:16 )1 ¢: H 32
Pazzmerm 4. BaKaBBI. . ...ooeeee e e, 38
BBEACHUE B TEMY. ..ot e 38
[RLZ (SR 6 B (S 0153:16 )1 ¢: H 39
Paznmen 5. TIpeTeH3UM. ..., 46
| 23:150 (505 (S0 : 30 1)V | 2 46
[RLZ (SR NG B (S 0153:16 )1 ¢ H 47

(@3105 (670) 105 1<) 0121 11 0) 3 52



