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JIEJIOBAS TIEPEITMCKA HA AHIJTMACKOM SI3BIKE

Mertoauueckre ykazaHus
110 OPTaHU3aIU CAMOCTOSITEIbHON PA0OTHI
10 MPOo(eCCHOHATBHOMY UHOCTPAHHOMY SI3BIKY
JUTIsl 00YUarOIIUXCSl B MarucTparype
(dakynbTETa SKOHOMUKHU U MEHEI)KMEHTA
M0 HAIPABJICHUSM MOJATOTOBKHU:
38.04.01 Dxonomuka, 27.04.05 MuHoBaTHKA,
38.04.02 MenemxmenT, 38.04.03 YnpasiieHue nepcoHaaioM
38.04.08 ®uHAHCHI U KPEIUT

Kypck 2022



YAK 8I1. 11147 + 811.161.147

CocraButenu 1.B. Tenenéna, H.B. Tenenéna

Peuensenrt
Kanaunar dunonorudyeckux Hayk, 101UeHT B./1. Eecoposa

JlesioBasi mepenmucka Ha AHIJIMICKOM f3bIKe. METOAUYCCKHUE
yKa3aHUs 10 OpraHU3aIliy CaMOCTOSTeNbHOW padoThl / FOro-3am. roc.
yH-T; cocT. U.B. Tenenéna, H.B. Tenenéna. Kypck, 2022. 54 c.: un. 25.
bubnuorp.: c. 54.

B wMeroanueckux yKa3aHUSX OINPENEICHbl MEeIM M 3ajJada H3y4YeHHs
muciiuinabl - «IIpodeccronanbHblii  MHOCTPAHHBIM  SI3BIK»,  MPEACTABIICHBI
npaBuiia o(popMIIeHHUsI 1EJIOBBIX TTUCEM, PUHSTHIC B HAIIIEH CTpaHEe U 3a pPyOeKoM,
HanOoJIee YaCTOTHBIE PEUEBbIC ITUKETHBIE MOJIEIM, & TaKXKE COJEpIKaTeNIbHbIC U
KOMIO3UIIMOHHBIE OCOOCHHOCTH IHCEM-3alpOCOB, TMPEIJIOKEHUM, 3aKa3oB,
MIPETEH3UM U NIPaBUJIAMH UX MEPEBOJIA.

[Ipenna3zHauensl Juisi  OOy4arolUXCcs B Marucrtparype (axynbrera
DKOHOMHMKHA M MEHEKMEHTAa [0 HampaieHusaMm noarotoBku: 38.04.01

OxoHomuka, 27.04.05 Hanosatmka, 38.04.02 Menemkment, 38.04.03
VYnpasnenue nepconanoM, 38.04.08 @uHaHCH U KPEIUT.

TekcTt neyaraercss B aBTOPCKOU peaaKIUuU

[ToanucaHo B neyath . ®opmart 60x84 1/16.
VYenneu. 1. 3,08 . Yu-u3na. 1. 2,78 . Tupax 100 sx3. 3aka3 . becniaTtHo.
FOro-3anannblii rocy1apCTBEHHBIA YHUBEPCUTET.
305040, r. Kypck, yia. 50 netr OxTs6ps, 94.
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OBIINE YKA3ZAHUA 11O U3YYEHUIO TUCHUITJIMHBI

Hean mpenogaBaHus IUCHMUIUIMHBI 3aKII0YACTCS B TOBBIIICHUH
HCXOJIHOTO YPOBHS BJIaJCHUS MHOCTPAHHBIM SI3IKOM, JOCTUTHYTOTO Ha
npeAbIIyiel CTyneHu oOpa3oBaHUs, M OBJAJCHHE CTYyJICHTaMHU
HEOOXOMUMBIM W JOCTaTOYHBIM  YPOBHEM  KOMMYHUKATHBHOMN
KOMITIETCHITUN JIJIsI PEIICHHS COIMaIbHO-KOMMYHHUKATHBHBIX 3a/lad B
pa3IUYHBIX 00JacTsX OBITOBOM, KyJIbTYpHOM, MpO(EeCcCHOHATBLHON U
HAy9YHOU NIEATEIIbHOCTH MPU OOIICHUU C 3apyOS)KHBIMH NapTHEPAMH, a
TaKKe JJI JadbHEeHIIero caMmooopa3oBaHusl.

3ajaum U3y4YeHUs JUCIUTUINHBI:

— TIOBBIIICHUE UCXOAHOTO YPOBHS BIAJCHUS A3bIKOM;

— Pa3BUTUE KOMMYHUKATUBHBIX YMECHUMU;

— TIOBBIIIIEHUE YPOBHA Y4YEOHOW aBTOHOMHMH, CHOCOOHOCTH K
caM000pa3oBaHUIO;

— Pa3BUTHE KOTHUTHUBHBIX U UCCIEI0BATEIbCKUX YMEHHNM;

— OBJIaJICHUE HAaBBIKAMU COCTABJICHUS, HATMCAHUS I€JI0OBOrO MUChMA;

— YMEHHE IO0JIb30BaThCsl OOpa3liaMu JEeJIOBOM peur B Avalorax M
NEJIOBBIX UTPax;

— pa3BUTHE CIOCOOHOCTH K CaMOOOPa30BAHUIO B 00JIACTH MHOSA3BIYHON
KOMIICTEHIINH;

— pa3BUTHE UHPOPMALMOHHON KYJIbTYPHI;

— PpacHIMpeHne KPyro3opa U MoBBIIMICHUE 00IIeH KyJIbTYPhl CTYICHTOB;

— BOCHUTAaHUE TOJIEPAHTHOCTA U YBAKEHHUS K TYXOBHBIM ILEHHOCTAM
pPa3HBIX CTPaH.

NuaukaTopbl KoOMIeTeHUHH, (QOpPMUPYEMBIX B pe3yJibTaTe
OCBOCHHUSI TUCIUTINHBI:

YK-4.2 CocraBnsieT, NEepeBOIUT U PEAAKTUPYET pas3IUYHBIC
akaJeMr4ecKkue TeKCThI (pedepatsl, acce, 0030phl, CTaThU U T.J.), B TOM
YHUCJIE HA UHOCTPAHHOM SI3BIKE

YK-4.4 ApryMEHTUPOBAaHHO U KOHCTPYKTHUBHO OTCTAWBAET CBOU
MO3UIMY U UJCU B aKaJIEMUUYECKUX U MPO(PECCUOHATBHBIX TUCKYCCUSIX
Ha TOCYJIAPCTBEHHOM si3bIKE PO 1 HHOCTPAHHOM SI3BIKE

YK-5.1 AHamu3upyeT  BaXHEUIIME  MACOJOTMYECKHE U
IIEHHOCTHBIE CHUCTEMBI, C(POPMHUPOBABIIMECS B XOJ€ HCTOPUYECKOIO
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pa3BUTHs; OOOCHOBBIBAET AaKTYaJIbHOCTh MX HCIOJb30BaHUS MPU
COLIMATIbHOM M MPO(PEeCCHOHATBHOM B3aUMOICHUCTBUU

YK-5.2 BricTpauBaer COLIMAJIBHOE npodecCuOHaIbHOE
B3aMMO/JICUCTBUE C YUETOM OCOOCHHOCTEH OCHOBHBIX (JOPM HAYUHOIO U
PEMTUO3HOTO CO3HAHUS, IEJIOBOM 1 OOIIEH KyJIbTYyphl PEICTaBUTEICH
JIPYTUX 3THOCOB U KOH(ECCHid, pa3IMYHBIX COLMATBHBIX TPYIII

YK-5.3 OOecnieynBaeT Co3/laHUE HEIUCKPUMHUHAIMOHHOU CpEJIbl
B3aMMO/ICHCTBUS MPHU BBITTOTHEHUHN MTPOGECCUOHATBHBIX 3aa4
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TEMA 1. CTPYKTYPA JAEJIOBOI'O IINCBMA
BJIAHK

JlenoBble THCBbMa, Kak TMpaBUIO, MUIIYTCS Ha (PUPMEHHBIX
OJIaHKaX, U3rOTOBJICHHBIX TUMOrpadckuM crnocodbomM. B BepxHelt yactu
OlaHka OOBIYHO YyKa3bIBa€TCs OQPUIUAIBHO 3apErUCTPUPOBAHHOE
Ha3BaHWE KOMMAaHUU (TI0JIHOE/COKPAIIEHHOE), €€ JIOTOTHI, MOYTOBBIN U
tenerpadHbli agpeca, HoMmepa TenedoHa, Tenmekca W (dakca, aapec
AJIEKTPOHHOM TOYTHI U IHTEpHET-CalTa, a TAKKE APYyrue PEKBU3UTHL. B
YaCTHOCTH, Ha OJJaHKaX POCCUMCKHUX KOMIAHWW M OpTraHU3alliid MOTYT
ObITh yKa3aHbl ko npeanpustus mo OKIIO, ko nokymenTa o OKVY /I,
HOMEp pacUeTHOTO cyeTa B OaHKe, TakKe HanMMEHOBaHUE OaHKa, €ro
BUK wu xoppecnonnmentckuii cuer. HWuorma »Tta wuHoOpManus
MOJTHOCTBIO MJIM YaCTUYHO pa3MeNiaeTcsl B HIKHEN 4acTu OJIaHKa.

Ha pucynkax HWKe NOpeACTaBIeHbl 00pa3lbl 3aroJOBKOB
(UpPMEHHBIX OJJAHKOB 3apyOEKHBIX U POCCUMCKUX KOMITAHUH.

Puc.1

CAMP WINDERMERE

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

L'/\/_'—\———’/\/—‘\W\/——\

Puc. 2

KELLY

LAW REGISTRY

W\/——\\”’—V\/—_—\
%

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

R ESRY 1

CHINESE PHOTOGRAPHERS ASSOCIATION

61. Hongxing
dongdan Beunng Chlna

Puc. 4

Vouybas winuwga

305001, r. Kypck, yin. BesauHckoro, 1.
Ten./baxkc: (0712) 54-74-74, Ten. (0712) 54-72-72
http://www.kursknet.ru/~bluebird, e-mail :bluebird@kursknet.ru

/WW

Puc. 5

PTAKT-CEPBIC

COUN MCNAHNA TYPUMS ETAMET C Haumu - xome Ha kpallt cBema!

PeruoHanbHbBIN OTKPBITHIN COLMANBHBIN
HucTutyT

/\/—_\'/\/'\—W\/—\

M//\W

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




Puc. 6

3akpbTOoe akKumoHepHoe obwecTBO

KYPCKPE3UWHOTEXHUKA

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

Plcyer 40702810000500000343 8 OAO «Kypcknpombark» BUK 043807708,
¥op.cyer 30101810800000000708, UHH 4632001454, KN 463201001,
OKIMO 00149245, OKB3[ 25.13.

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

Ne

Ha Ne oT

WUCO 14001 OBLIECTBO C OFPAHUMEHHO OTBETCTBEHHOCTBIO «TOProBbii oM «KPT»

u vpexTop: (0712)3&12 43 3a o perTope. 37-75-03, 38-12-54. daxc: 37-22-03.
orgen ViepHan newTa: 37-83-25, 38-12-58, 38-12-78;

Cucrema py;(a o 377501, 36 12 55 36.12.65; knmoonts & peawm: 37-78-66, 38-18-55;

MEHEeAXMEHTa Anoctre pakew: 31 7504 3&‘&09 bopmosbie: 37-85-01, 38-12-77;

37-74-52, 38-12-39, 38-15-36,

= E-mail: s:lm@km ru http://www krti.ru  ®axc: 37-22-03.

UCO 9001

CucTema MeHeAXMeHTa
cepTuduumMposana
Pycckum Peructpom

CCBUIKA. TATA

Ha OJlaHKax OOJIBIIIMHCTBA 3apyOeKHBIX KOMITAaHU U
HETMOCPEJICTBEHHO  TI0J]  3arojloBKOM  OjaHka, OOBIYHO  CJIeBa,
TunorpaCKUM  WJIM  JPYTUM  CHOCOOOM  JaeTcsl  CChUIKA  JJIA
WCMOJIb30BaHMUS B TIOCIENyrOIEeH KoppecnoHaeHunu. Kak mpasuio,
UCIIOJIB3YIOTCSI CIEAYIONINE BUBI YKA3AHUN:

Our Ref:

Reference:

In reply please refer to:

OObIuHas CChUIKA  3TO WHUIMAIBI COCTABUTENS THMCbMA H
MamHUCTKH. OIHAKO B CCBUIKE MOTYT HCIOJB30BATHCSA U JIPYyTHUE
CHMBOJIbI, YKa3bIBAIOIIME HA OTJIEJI, HAPABUBIINNA TMCHMO, HOMEp Jiejia
U T.J0. 37eCh K€ MOXET OBbIThb JaHa CChUIKa Ha MPEAbIAYIYIO
KOPPECIOHICHIIHIO, TTociie clioB Your Ref:.

JlaTa B aHIJIOA3BIYHBIX JICJIOBBIX MUCHhMAax YyKa3bIBACTCS CIpaBa
MO/ 3aroJIOBKOM Ha OJHOW JIMHUM CO CChUIKOW. B BenukoOputanuu u
CHIA npuHSTHI ClIeIYIOIIME CIIOCOObI HAITMCAHUS 1aThI:

BenukoOpuTtanus CIIIA
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) 43 26 02 89
69 boulevard Vauban FAX: (1) 46 30 24 14
75006 PARIS
Ref: AL/7/93/895 28th July 1993

B Poccumu B neBoil yacTH NHCbMa IIOJ 3aroJIOBKOM OJIaHKa
pPa3MENIAT PErUCTPALMOHHBIN HOMEP U JATYy PETUCTPALNU IMUChbMA KaK
UCXOSIIEro JoKyMeHTa. Eciu ciayxeOHoe MUChMO SIBIIIETCS TUCHbMOM-
OTBETOM, TO 3J€Ch K€ YKa3bIBACTCA, HA KAKOW TOKYMEHT OTBEYAECT
ITAaHHOE MMUCHMO:

Puc. 9

AJIMUHUCTPALIUS TOPOJA KYPCKA

Kypckoii o6nactu
305000, Kypck, Jlenuna, 1

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

DAL N 28

W\/'\'W\/_\
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Puc. 10

MunuCcTEpPCTBO 00pa30BaHMA K HAYKH
Poccwuiickoit denepaumu
I'ocynapcTBeHHOE 06pa30BaTENBHOE YUPEKICHHE
BBICHIETO NMPO(ECCHOHATBHOTO 006pa30BaHus

KYPCKHA T'OCYJAPCTBEHHBII
YHUBEPCHUTET

305000, r.Kypck. yi. Pagumiesa, 33
ten.  (07122) 2-58-06
tdaxe. (0712) 51-36-49

e-mail kgpu@pub.sovtest.ru

N 7F3 or 14 /7. 20(.\_5:;.
Ha Ne oT 200_r.

B aHros3bIUHBIX MHCBMax aApec MNOJydaTess MUIIETCS CIIeBa
CTOJIOMKOM, TOJ CChUIKOW. Eciaum mucbMo aapecoBaHO KOHKPETHOMY
JUIly, CHauajla yKa3bIBalOTCS €ro ums, (paMuiivs W/uivd 3aHuMaeMas
JIOJDKHOCTh. 3aTeM MHIIETCS Ha3BaHue U azupec GupMmbl. Ecau Bel He
3HaeTe (aMWIMI0O HYXXHOIO JOJDKHOCTHOTO Jula B (Qupme wiH
OpraHu3alii, B KOTOPYIO MHIIUTE, JOCTATOYHO HAMUCATh HA3BAHUE

OpraHu3alluy U ee aapec:

T o~ T~ ———_———

AJIPEC ITOJYYATEJIA

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

”\/——\//\/\W\/————\.

28th July 1993
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B Hamel crTpaHe peKBU3UTHI ajapecara B JEJIOBOM ITUCbME
IPUHATO  pasMewmars cnpasa. [lpm  agpecoBaHuMum  JOKyMEHTa
OpraHu3aluu, €€ CTPYKTYpHOMY MOJpa3leliecHu0 0e3 yKa3aHus
JOJKHOCTHOTO JIMIA, UX HAUMEHOBAHUWS MUIIYTCA B HUMEHUTEIBHOM
nagexe. IlodToBBIM ampec TpuU 3TOM MOXKET YKAa3bIBaThCS WIIH
OITyCKaThCH.

Ecnu muceMo agpecyercss KOHKPETHOMY JIMIY, €r0 JOJDKHOCTh U
(dbaMurs yKa3bIBalOTCS B JaTEILHOM MaJexKeE.

OBPAILIEHHUE

B aHIos3bIYHBIX MHChMAaxX IOJ aapPecoM IOcjie JBOMHOIO
npoOena cieBa MHUIIETCS OOpallleHue, TIOcie KOTOPOTO OOBIYHO
craButcs 3ansatas (B Auriauu) unu asoetrouue (B CIIIA). O6wrdHO
yHOTPEOISAIOTCS CIEAYIOIINE BCTYNUTENbHbBIE OOpalieHUs:

K KOMIIAHUH B 1IEJIOM Dear Sirs (aurn.)
Gentlemen (amep.)
Dear Gentlemen (amep.)

K IOJDKHOCTHOMY JIHILY, Dear Sir/Madame
TI0JT KOTOPOT'O HEU3BECTEH

K OOJINHCHOCIMHOMY JIUYY-MYHCUUHE Dear Sir
Dear Mr. Brown

K JIOJDKHOCTHOMY JIUIY-KEHIIUHE Dear Madame
Dear Miss Harris (k He3aMy>KHEH YKEHIITTHE)

Dear Mrs. Jankins (x 3amy>kHel KCHIITHHE )

Dear Ms. Freizer (k He3aMy>KHEH U 3aMy)KHEH KCHIITMHE )
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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 Hameir crpane HauOosiee pacmnpocTpaHeHHOH Gopmoit
oOpalieHus B JIeJI0BOM MUChME SIBJISICTCSI CIIOBO Yeaoicaemvlil, KOTOPOE
ynotpeOisercs Kak HeWTpanbHas ¢(opma BEKIMBOCTH, OOBIYHO B
COUYCTAaHHMH C UMEHEM-0TUeCTBOM (Veaowcaemoblil Anexceii Cmenanosuu!)
WJIN CJIOBOM 20cnodur (MW COKpAIIEHHO 2-#H) TUTIoC paMuiius ajapecara
(Veaocaemviti cocnooun Bacunves!). Boidupas dopmyiny oOparieHus,
HY)KHO TIOMHHTh, 4YTO T0aMHIbHOE OOpallleHHe MOopa3yMeBacT
TUCTAHIIMIO W TPUAAeT MUChbMY OoJiee OQHUIIMAIbHBIA XapakTep, a
oOparieHre 10 HMMEHH W OTYECTBY IMOJYEPKHUBACT HAITAKECHHOCTH
JE€JIOBBIX OTHOLLIEHUM.

[Ipu a6G3amHOM cTuie nucbMma (MmoapoOHEE O CTWISIX CM. B
noapazjaeie « OCHOBHOM TEKCT MUChMay) 0OpallleHUe pacioiaraeres 1o
IEHTPY, Tpu OJOYHOM  THUIIETCS C JieBoro kpas. B opranax
rOCYJAapCTBEHHOW BIIACTH TMPHUHATO IIOCJIE€ OOpalleHUs CTaBHTh
BOCKJIMIIATEIIbHBIA 3HAK, HO JOIYCKAeTCS TAKXKE CTaBUTh IIOCJIE HEro
3aMATyIo.

TEMA IIUCBMA

MHorma muchMO BKIIFOYACT KpAaTKOE YKa3aHWE Ha €ro ooIee
coaepkaHue. ITO AeNaeTCs IS TOro, YTOOBI ajgpecar cpasy IOHSII, O
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4eM HUJET peub, €CJIM MEepPenucKka B OTHOIIEHUU KaKOIro-TO TOBapa WM
3aKa3a UJET yKE HEKOTOPOE BPEMHI.

B 3apy0exHbIX THChbMAX CTPOKA C TEMOW OOBIYHO MeYaTaeTcs Mo
LEHTPY, pe’Ke — CJEBa, MOCJE BCTYNMUTEIbHOr0 oOpamieHus. Yacto 31o
yKazaHue JaeTcsa 0e3 KakKux-Iu0o nmpeaBapsIonux CJIOB:

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.

- 00000 0o — ]

Tema nmnmchMa MOXKET TOMYEPKUBATHCS WM BBIJACISITHCS
nponucHeIMU OykBaMu. MHorma — ykazaHue TEMBI MpeaBapseTCs
cimoBamu: Re: ... / Subject: ... / Conc: ... . Re gBisieTcsi COKpalieHueM OT
JATHHCKOTO BBIpakeHHs iN re (mo moBojay). CONC 3TO COKpaIleHue OT
aHTIIMHACKOTO ~ cjoBa  CONCerning  (kacaTeiabHO, OTHOCHUTEIBLHO).
Hanpuwmep:

Punc. 14

-

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.

e ]

B nemoBoil KOppECHOHICHIMU B HAIllEM CTPAHE CTPOKA C TEMOM
MYChbMa MPEIIIECTBYET OOpaIIEHUIO U pacioiaraeTcs cieBa. A3bIkoBas
KOHCTPYKLIHMSI TEMbl MOKET UMETh CleAyromuil Bua: 00 yniomHueHnHou
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s3acmpotixe 6 Jlenunckom paiione | Ilo sonpocy o nocmaske 3anuacmetl
| KacamenvHo 3akaza Ha nocmasky.

OCHOBHOM TEKCT NUCbMA

B coBpeMEHHOM J€JIOBOM  KOPPECHOHJACHIMUA  CYIIECTBYET
HECKOJIbKO CTWiIel odOopMIICHHS TEKCTa IIMChbMa, M3 KOTOPBIX
OCHOBHBIMH CUWTAIOTCS a03aIlHbId M O0YHBIN. BakHO HE cMemmMBaTh
ATH 1BA CTUJIS.

[Ipu abG3amHOM CTHIIE TEKCT O(QOPMIISETCS C BhIpaBHHUBAHUEM I10
IIMPUHE U OTCTYIIOM JUJISI KPaCHOM CTPOKH, OOpaIleHHE PacroiaracTcs
o neHtpy (Puc. 15).

[Ipu GJI0YHOM CTHIIE, KOTOPHI B HACTOSIIEE BpeMs MpUOOpeTaeT
BCE OOJBINYIO0 TOMYJISIPHOCTh, BCE CTPOKH, BKJIIOYas oOOpalieHue,
HAUYMHAIOTCA BPOBEHb C JIEBBIM II0JIEM CTPaHMIBI, & BECh TEKCT
obopMIIsIeTCSI ¢ OJMHAPHBIM HMHTEpBajoM 0€3 BBIpAaBHHUBAHHS 10
mpuHe. J{ng BeiaeneHuss maparpad@oB MEXIy HUMH MPOMYCKACTCS
ctpoka (Puc. 16).

Puc. 15

r\___/\_/\_/"\_\/\/,_\____'/\/__

VYBaxkaemrlie rocroaa!l

Ham 3aka3 Ne 143, nampaBnenHbldi Bam 1 wutoHs, nomxkeH ObUT OBITh
JIOCTaBJIEH K CETrOJHSIIHEMY JIHIO, HO HET HUKAKUX MPU3HAKOB TOBApa, XOTs Halll
0aHK MOJy4MJI JIOKYMEHTBI M MbI pacmojiaraeM Baiium yBeaoMJICHHEM 00
OTHpaBKe rpys3a.

Mp1 ofemniany HaIlMM 3aKa3uydKaM IIOCTaBUTh TOBAp JO 5 HIOIS M cerdac
MBI TIOCTABJICHBI B OY€Hb HEJIOBKOE MOJIOKEHHE, KOTIa MbI BBIHYKJICHBI COOOITUTh
MM, 4TO [OKa HE UMEEM TOBapa B CBOEM PACIIOPSIKCHUHU.

[Tpocum cooOmMUTH HAM IPUYHHY 33JICPKKH.

\/\f—’—\_—-/—\_/—’\/_,\/——\/\
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Puc. 16

N_——/\'/\—"'’/\‘\——/\_/-—--“\_____/\_‘,_._

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.
LAM_//\/_’\/—-\/\

JlenoBoe MHUCHMO THUIIETCS OT HMMEHU (PUPMBI, MOITOMY 3a
pyOeXOM  MOpPEANOYTEHUE  OTHAETCA  JIMYHBIM  MECTOUMEHUAM
MHO>KE€CTBEHHOT0 uncia (we), a He enuHcTtBeHHoro (I). Mcnonbs3oBanue
l1-ro nuIla eIWHCTBEHHOTO 4YHCla JOMYCKAaeTCs, €Cld IHChMO
ohopMIIEHO Ha OJIaHKE JIOJKHOCTHOTO JIMIIA.

B oTedecTBEHHOM AEI0BOM MEPENMUCKE TEKCT TAKKE U3J1araeTcs OT
1-ro nuIla €eTMHCTBEHHOTO YHKCIIa, €l MUChbMO 0hOpPMIIEHO Ha OJIaHKe
nomkHocTHoro Jswmna («/Ipowy...», «Hanpaeénsro...»). B ocTalbHBIX
ClIydasiX B TEKCTE€ HCIojib3yercs (opMa 3-ro Jvila €IMHCTBEHHOIO
qucia («domunucmpayus Dr'yii Qunuana KOHYepHAa
«Pocanepeoamomy» «Kypckasa amomnas cmanyusy coenacHa npumsamo
0I5  NPOXONHCOEHUS  NPOU3BOOCMBEHHOU NPAKMUKU 8 Kauecmee
nepesooyuKa...»).

SAKJTIOYUTEJIBHBIE ®OPMYJIbI BEXKJINBOCTH.
HOAIINUCH

3akmrounTenbHast GopMysia BEKIMBOCTH OOBIYHO MUIIETCS CJIEBa,
C HeOOJBIIUM OTCTYIIOM OT OCHOBHOIO TeKCTa IMchMa. B
BenmukoOpurannu, kak npasuio, numercs Yours faithfully, ecnu Ber e
3HaKOMBI C aJpecaToM. B MpOTHBHOM cily4ae MPENIOYTeHHE OTIACTCS
¢paze Yours sincerely, naxxe eciu Bbl 3HaKOMBI TOJIBKO IO MEPEIHCKE.
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B CIIHA Yours faithfully mcmons3yercss peako, yarie HUITYT
Sincerely yours maum mpocto Sincerely, a unorma Very truly yours.
ITocne 3akarouuTeNbHON (OPMYINIBI BEXKIWBOCTH CTAaBUTCS 3arrsTas,
KOTOpasi MOKET OMyCKaThCH.

[Tox 3axmounTenbHON (HOPMYJIION BEKIMBOCTU CTABUTCSA MOIUCH.
[Ton  moamuchio  ykaspiBaeTcss  (pamMuiausg  MOAMUCHIBAIOLIETO
JIOJDKHOCTHOTO Jiia. Ha crepyromien CTpoke TAaeTCsi Ha3BaHUE €r0
NOJDKHOCTH B KOMIIAHUM WJIM HAa3BaHUE OTIENA, KOTOPBIA OH
MPEJICTABIISIET:

Puc. 17

Sincerely,

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

Puc. 18

(B Sengupta)
Jt. Secretary.

B Tex ciaywasx, KOrja aBTOp IIMChbMa-)KCHINHMHA ITMIIET
HE3HAKOMOMY JIMI[y, OHA JOJDKHA YyKaszaTh, KaK K HEH ciaeayer
oOpariarbcs B OTBeTHOM KoppecrnonacHimu (Miss, Mrs., Ms):

Puc. 19

Yours sincerely

m

Linda C. Saltmarshe (Mrs)
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B Hamelt cTpaHe B KadyecTBE 3aKIIOYUTEIBHBIX (opMyin
BEXKJIMBOCTH  MOTYT  HUCOOJb30BaThcsi  «C  yBaxkeHuem», «C
OylarogapHOCThIO» W T.M. OAHAKO OHM YAaCcTO OIYCKAalOTCS. YKa3zaHHe
JOJDKHOCTH aBTOpa MHUChbMAa, €ro JIM4YHas MOANUCh U paciudpoBKa
IIOJIIMCH PAcIOJIararoTcs Ha OJTHOU CTPOKE:

Puc. 20

['eHepanbHBI AUPEKTOD
3A0 «2JIUT» A.N. benskos

KpOMe TOIO, Ha FapaHTHfIHBIX IIMCcbMax MW  COBMCCTHBIX
HOKYMCHTAX, HOAIMMCAHHBIX PYKOBOIUTCIISIMU OpFaHI/I3aHI/Iﬁ, IIOAIINCH
3aBCPACTCAA IICHATHIO!

Puc. 21

JAupexrop I'Y OIIMII I'.A. IlnerneBa

HNPUJIOKEHUA

Eciu k mnuceMy wumeercss NOpuiokeHue (KaTtajaor, MPOCIEKT,
KOHTPAKT, CYET U T.JA.), TO BHU3Y, IOCJE MOJMUCH, CIIeBa WX CIpaBa
ACJIaCTCA OTMETKaA 00 DPTOM C YKa3aHUEM KOJIIMYCCTBA CTpAaHUL H
sx3emiuisipoB (Enclosure: Price list / Encl: Letter of Guarantee (2
pages) / Encl: Bill of Landing (3 copies)):
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Puc. 22

\/\\/\/\MM

Yours faithfully,

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

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

Puc. 23

e — e —— e —

With best regards,

Berkefeld-Filter
Anlagenbau GmbH

B. Hackmann
Encls: Quotation (technical and commercial)

Layout
Principal flow diagram

B Poccuu mepedeHb NPUIIOKEHUN NPUHATO MPEABAPSITH CIOBOM
«ITpunoxenue» (mmm «lIpunoxenus»). [lepeueHb TPUIOKEHUN MOKET
pacnoJiaraTeCs B MUCbME IEpe] NOANNCHIO UM ITOCIIE HEe:

Puc. 24

Hamnpasnsas Bam konuio muceMa, IPOCHM PAacCMOTPETh €r0 M BBICKA3aTh

MHEHHE MO0 3aTPOHYTOMY BOIPOCY I JOKJIaaa PYKOBOACTBY AJIMHHHUCTPAIUU
[Ipe3unenra Poccuiickont denepaunu U OTBETA aBTOPY.

[Tpunoxenue: Ha 2 1. B 1 3K3.

C yBaxkeHHEM
Ha4aJbHUK Y IIPABIICHUSA . MomnuaHoB
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Puc. 25
e

Mel PaCCUYUTBIBACM HaA HAYaJIO AUAJIOTa W Ha I[&J'II)HGI?IIHGC YCTAHOBJICHUC
B3aUMOBBITOAHOI'O COTPYAHHUYCCTBA.

C yBaxxeHueM
['eHepanbHBIN JUPEKTOP
HIIL] «MenrexHuka» B.M. MuxaiinoB

[TpunoxxeHue: NpocneKT — 3 IK3.
KaTajor — 2 DK3.
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SAJTAHUSA

3ananue 1. Ilepesedume npueederHvlll 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.

3aganue 2. B npusedeHHOM Hudice mexkcme 3anojHume nponycKu
npeonocamu (Part 1) u apmuxnamu (Part 2). Ilepeseoume mexcm Ha
PYCCKUll 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.




22

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)__ ink 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 it to be in _ (23)__ return correspondence.

3aganue 3. B credyrowem mexcme 3anoiHume nponycKu Cio8amu,
npueedeHubiMu Hudice. Ilepegedume mexcm Ha pyccKutl sA3biK.

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.




23

When you _ (11)  the letter in the envelope, _ (12)  the
envelope so that the flap side is _ (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) s 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 caedyrowuu ouaioe, 8
KOMOpOM npenooasamens OUHeC-KONbl O0BACHAEm CMPYKMypy
0€/1086020 NUCbMA HA HNpuMepe NUCbMA, NPeOCMABIeHHO20 NoCe
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:  Isee. 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-

»AwAd

two.

T.  And below the date are the references.

S: ‘Ref’ is short for ‘reference’, | 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:  Ohlsee.

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 is 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 is 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 I see. 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 | am afraid our price list is unavailable at the moment as it is

being reprinted. However, | 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

g 1
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Mr Simon Young
Sales assistant

Encl

3ananue 6. Hcnpaseme mexcm ciedyrwowezo nucbma, 000asus
NPONyujeHHbvle 3HAKU NPEenuHaus U 3aAMeHU8, 20e HeobXooumo,
cmpoyHbvie 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

3ananue 7. Ilpoumume cnedyrowui ouanoe. Ogpopmume mexcm
NPOOUKMOBAHHO20 8 HeM NUCbMA 8 COOMBEMCMBUL C CYUWeCBYIOUUMU
npasuIamMu, UCHONb3YS NPUBCOCHHYIO 8 NPUMEUAHUU OONOJIHUMENbHYIO
uHgopmayuro.

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
newspaper advertisement. Right... Dear Sirs, comma. New paragraph. I
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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 [? ... Yes... I would be grateful if you
would send me your full catalogue and price list. Full stop. New
paragraph. | look forward to hearing from you. Yours faithfully,
comma, etc, etc. Would you read that back please?

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

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

I Ipumeyanue

[TomyuaTens: BOS Limited
Anpec monyyarenst: 13 Mill Street, Harlow, Essex CM20 2JR

OTnpaBuTEb. Oliver Howard, Principal
Anpec otnpasutens. Bay House College, 19 Ingleborough Road,
Birkenhead, Cheshire L42 6RD
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TEMA 2. 3AITPOCBI

BBEJAEHHWE 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 is 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).

IIMCBEMA JUIS TTEPEBOJTA
IIHCHMO |
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

1IUCHMO 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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1IHUCHMO 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 in the tender.

We await your quotation with interest.

Yours faithfully,

W. Jones

1IHUCHBMO 4

OTKpBITOE aKITMOHEPHOE OOIIECTBO
«PYCCKHWUE KOBPBI»
491034, r. Huwxuuit Hosropoa, yin. Crenana Pasuna, n. 12a
Ten. (8312) 34-17-91 E-mail: ruskovry@nnnet.ru

daxc. (8312) 34-17-95 http://www.ruskovry.ru
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or 20.10.2006 Ne 324

Kommanus Meccanica Tessile S.p.A.
Proviciale Valseriana Km.23
1-24029 Colzate (Bergamo)

YBakaemble rocronal

Heckoisibko JIeT Ha3aa Mbl KyIMWIH y BaC KOBPOTKAIIKHE CTAHKHU
(momens NR 34/2). Ioxanyticta, cOOOIIMTE, BBITYCKACTE JIN BbI TAKHE
WM aHAJOTHUYHBIE CTAHKA B HACTOSIIEE BpPEMS M HA30BUTE CaAMYIO
Hu3kyro 1eny CHU® Hwxuuit Horopoa. Msei xotenu Obl, 4YTOOBI
MOCTaBKa CTAaHKOB ObljIa OCYIIIECTBJICHA B TEYEHUE 3 HEAENb C MOMEHTA
pa3MelIeHHs 3aKas3a.

Kommepueckui 1TupexkTop H.C. JlaBbLaeHKO
OAO «Pycckue koBpb»

1IUCbBMO 5

YBaxaemble rocrioaa!

bynem GnarojapHbl, €CJiM Bbl BBIIUIETE ¢ OOpAaTHOW MOYTOM Ball
HOBBIM KaTajaor U NPEUCKYPAHT HA MOPTATUBHBIEC MUIIYIIUE MAIINHKHU.
[Toxanyiicta, TPUIOKUTE OTACIbHBIE PEKJIAMHBIC JIUCTKU U COOOIITUTE,
KaKyl0 CKMAKY Bbl MOXETE JaTh HA ONTOBYIO 3aKYIKY.
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LHHUCHBMO 6

VYBaxxaemble rocroaal

B cooTBeTcTBMH C HAIIEN TOTOBOPEHHOCTHIO TpOCcUM Bac caenatb
HaM TBEPJOE MPEIJIOKEHNE HA MOCTABKY KOMIUJIEKTOB 3alaCHBIX YacTEu
K aBTOMOOUJISIM.

[Ipocum cooOMUTh HAM OPUEHTUPOBOYHYIO 1IEHY TOBapa, CPOKU U
apyrue yciioBuss mnoctaBku. [IpocuM Takke yKazaTb OTAEIBHO
CTOMMOCTD YITAKOBKHU ¥ TPAHCIIOPTHUPOBKH.

OnmHoBpeMeHHO  mpocuMm  Bac  BbeICIaTh  HaM  KaTajor
BBIIIICYKAa3aHHOTO TOBapa.
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TEMA 3. OTBETbBI HA 3AITPOCHI. IPEJIOKEHU A

BBEJAEHHWE 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
acceptance. If the buyer accepts the offer in full within the stipulated
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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.

[HNCBbMA JUIA ITIEPEBOJIA

HHHUCHBMO 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
price-list with this letter, together with a brochure on filing cabinet
type TW37.
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All prices are quoted f.0.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

1IHCHMO 2

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

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

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

Dear Sirs,

Your Order No. 1257/S

Thank you for your letter of the 8th July 1999, in which you requested a
copy of the consignment note of the above order.




36

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

IHIHCHMO 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
pressure of rising costs we shall not find it possible to extend these
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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,

1IHCHMO 4

VYBaxxaemble rocnoaa!

Kak s y3Han ot Hamero npeacrtaBuTens B BennkoOputaHuu r-Ha
JlaBpoBa, C KOTOpPHIM BBl yX€ OOCYAWIM Hallle MpeaBAPUTEIHLHOE
MPEJIOKEHUE, BBl  MHTEPECYETECh  HAIIMM  JUArHOCTUYECKUM
000pyOBaHHEM, MO3TOMY s paj MPEICTaBUTh BaM Ha PAacCMOTPEHHUE
Halle NIpelIoKeHue. BMecTte ¢ NPEeMIOoKEHUEM s MPUIIarard HOBBIU
KaTajor Hamero ooopyaoBaHus. OOpaTuTe BHUMAHUE, YTO B KaTaJjore
MPEJCTAaBICHBl pa3Hble BapuaHThl. HekoTOphle M3 HUX BKIIOYEHBI B
MpEJI0KEHUE, HO €CJIM BaM HY’KHa JIONOJHUTENbHAass uH(opMaIus 1o
J000MY U3 TyHKTOB, MOXKATYNCTa, CBSHKUTECH C HAMU.

[lensl yka3zaHbl B MPEIJIOKEHUM HA YCIOBUSIX (PpaHKO-OOpT
Canxkr-IleTepOypr, BkIIIOYasi 3KCIOPTHYIO yrakoBKy. [TocTaBka MoxkeT
OCYIIECTBIIATHCA Yepe3 4-6 Henensb. Ormiata H0JbKHA TPOU3BOIUTHCS B
(GyHTax CTEpJIUHIOB.

OO6opynoBanue OyJeT YyCTaHaBIMBATLCS CIEIUAIIMCTaMU TI-Ha
JlaBpoBa. Ecnu y Bac BO3HUKHYT Kakue-TMOO BOMPOCHI, KaCAIOITUECS

YCTaHOBKHM 000py/1I0BaHusl, r-H JIaBpoB OyneT paj OTBETUThH HA HUX.
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LIHUCHBMO 5

[ToaTBepkmaem ¢ OiarogapHOCThIO MojydeHue Barero mucbma
OT 25 mapra.

Mpb1 moceimaeM Bam ceromHss MmOYTOBOM ITOCBUIKOM 0OpasIibl
TpeOytomuxcsi Bam xumMukatoB ® Hazeemcs, 4Yro Ber Oynere
YIAOBIIETBOPEHBI UX KAYECTBOM.

[Tocbutaem BaM Ham nOperucKypaHT XWMHUKATOB. XWUMHKATHI,
nomedeHHble OykBou JI, mmerorcss Ha ckiage. OHU MOryT OBITh
OTIIPABJIEHBI B MOPT IOIPY3KM HEMEJIEHHO MO MOJydyeHUM Bamiero
3aKa3a U OTTPYXKEHBI MEPBBIM NOAXOAAINM mapoxoaom. OcranbHbIE
XUMHUKAThl MOTYT OBITh OTTPY>K€HBI BO BTOPOW IOJOBUHE Masi, IpPH
YCJIOBMH, YTO MbI NoayuyuMm Bam 3aka3 B teuenue 10 mHEW OoT maThl
3TOr0 MUCHhMA.

C ueHbl XMMHKATOB, NTIOMEUEHHBIX OYKBOW A, MperoCTaBISETCS
ckuaka 10%, ocranbHble LIEHBI — CTpOro 0e3 CKkuAkh. Bce 1eHb
nonumatorcs (oo C. IleTepOypr U BKIIIOYAIOT CTOMMOCTD YIIaKOBKH.

LHHUCbBMO 6

VYBaxxaemble rocroaal

HayuHo-nipou3BoacTBEHHBIM 1EeHTP «Mearexnuka», Kak Bbl,
BO3MO’KHO, 3HA€Te, SBJISICTCS OJHOM W3 KPYIMHEHIUX (pupM B cTpaHe,
MPOU3BOJISAIIMX M PEATU3YIOMMUX MEIUIMHCKOe 00opyaoBaHue. LleHTp
MPOBOAUT TaK)KEe HAyYHO-HCCIEIO0BATEIbCKUE PAOOTHI IO CO3/IaHHIO
HOBEUIINX KOMIIBIOTEPHBIX METOIUK MEIUIIMHCKOW TUATHOCTUKHU. MBI
AKCIIOPTUPYEM CBOIO MIPOIYKIIMIO B AECITKU CTpaH Mupa. CrieluaaucThbl
IIECTU HamMX (UiIMasoB pabOTalOT B TECHOM KOHTAKTE C BEIYIIUMH
KJIMHUKAMHU CTPAHBI.
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MBI ¢ ya0BOJILCTBHEM IOChUIaeM Bam HalM mpoCHEeKThl U JBa
MOCJEAHNUX KaTajiora, B KOTOPBIX MPEACTABICHBI HOBEWIIIHE OOpa3IlhI
JTUArHOCTUYECKOTO 000PY/I0BaHUS.

Mbl Hageemcsl, 4TO HEKOTOPhIE M3 HaIlUX HOBBIX alllapaToB
samHTepecytoT Bac. [lo Bameilr mpocb0e MBI Bcerna BeimuieM Baw
nHTepecyromme Bac 00pa3ipl 115 JeTaTbHOTO N3YUYCHHS.

Mbl paccuuThIBA€M Ha Hayajlo JAuajiora W Ha JaJbHEHIIee
YCTaHOBJIEHUE B3aMMOBBITOJTHOTO COTPYIHUYECTBA.

C yBaxxeHuem
['eHepasbHBIN TUPEKTOP
HIILL «Mearexauka» B.M. Muxaiinos

[IpuiioxkeHue: mpoCIeKT — 3 IK3.
KaTajor — 2 3K3.
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TEMA 4. 3AKA3bI

BBEJAEHHWE 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 visit 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,

A reply to an order should be sent as soon as possible. The seller
should:
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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).

[HNCBMA JUIA ITIEPEBOJIA

1IHChMO 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.
Besides, we must insist on certain packing conditions, both in our own
interest and to comply with the demands of our customs authorities.
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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 IIHCHMO 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

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.
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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,

1IHCHMO 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.

OTBET HA ITHCHMO 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
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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.

1IHCHMO 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.

OTBET HA [IUCHMO 3

Dear Sirs,
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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.

LIHUCHbMO 4

YBaxxaeMble rocnona!

Mps1 noaTeep:kaaemM noiaydeHue Baiiero nuceMa oT 2 (eBpans u
npocuM Bac NpuHATE K BBINIOJHEHHIO 3aKa3 Ha 3 HACOCHBIE MAIIMHBI.
MBI cornacHsl ¢ Ha3Ha4YeHHbIMU Bamu 1ieHamu.

JlocTaBka JOMKHA OBITh OCYIIECTBIICEHA IO BBIIIEYKAa3aHHOMY
aagpecy k 3 anpens. llockosbky Bbl Huyero He ymnoMsHyJIH O
rapaHTUITHOM CpPOKE, KOTOPBI 0OBIYHO MPEAOCTABISAETCS MPU MOCTaBKE
MAIllMH, Mbl XOTHM YyKa3aTh, YTO NPOCHUM JAaThb JBYXTOJHYHBIM CPOK
rapaHTd, B TEUEHHE KOTOpOro Bbl 00s3aHBl BBINOJHATH JHOOBIE
PEMOHTHBIE pabOThI OECIIATHO.

Mps1 Oynem panbl, ecau Bbl M3BECTUTE HAC O MOJYYEHUH HAIIEro
3aKka3a 1 BameM MHEHUU O HalllUX YCJIOBUSX.

1IHUCHBMO 5

VBaxaeMsle rocnoja!

Mpg1 OmarogapuM Bac 3a MUCBMO OT 7 dheBpaysi. Mbl U3ydrJId Balll
KaTaJIor ¥ BBIOpAIU JIBE MOJEIU aBTOMOOWIIEH, 3aKka3 Ha KOTOPHIE MBI
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npuiaraeM. Ham ObI XOT€JI0Ch OTMETUTD, UTO JAHHBIN 3aKa3 MPOOHBINA U
€CJIA HAC yAOBJIETBOPUT Ballla IIOCTABKA, TO Bbl MOXKETE PACCUUTHIBATH
HA PETYJISIPHBIE TIOBTOPHBIC 3aKA3bI.

Bo wu30exxanue HeIOpa3yMEHUW C HaAIUMU TaMOXEHHUKAMU
o0OecreubTe TOYHOE BHIMOJIHEHUE HAIIMX UHCTPYKIIUHI IO OTIPY3KE.

LIUCBMO 6

VYBaxxaemble rocnoaa!

B noareepikenne Hamiero TeneoHHoro pasroopa ot 2 deBpans
c.r., mpocuM Bac TmpuHAT, 3aka3 Ha NYOJHUKAIUIO PEKJIAMHBIX
OOBSIBIICHUI HAIIMX KJIIMEHTOB B KATAJIOr€ MPEACTOSAIIEH SIpMapKH.

[Ipocum Bac cooOmuTh 0 TOTOBHOCTH PEKIAMHBIX OOBSBICHUN U
CBOECBPEMEHHO TIPEJICTaBUTh HaM OO0pasllbl, IMOJATOTOBJICHHbIE K
oy OJINKOBAHUIO.

3apanee 01arolapHbl 32 BHUIMAHHE K HAIlIEMY 3aKa3y.

[Ipunoxenue: GpoTo — 5 3K3.
TEKCTEI — 5 2K3.

LHHUCbMO 7

VYBaxxaemble rocroaa!

Mp1 OB pajbl OJYYUTH Balll 3aKa3 OT 5 Mas Ha TeH30JaTYUKH,
HO HAaIlld MOCTABIIMKHU TOJILKO YTO MPOMH(POPMUPOBAIN HAC, YTO OHU
MpeKpaTuiIn mpou3BoAcTBO moaenu Ne 245. BzaMeH OHU TpeIOKUIN
HaMm Mojenu Ne 249 u Neo 249A, KoTOphie SIBJISIOTCS WX CaMbIMU
HOBEUIIIMMU U3JICIIUSIMU.

MbI npunaraeM NpEeMCKypaHT Ha 3TU ABE Mojenu. Iloxkanyiicra,
CPOYHO OTBETHTE, KaKyl MOJEIb Bbl MPEANOYUTACTE B KayeCTBE
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3aMCHBbI, YTOOBI MbI, COOTBECTCTBCHHO, CMOI'JIN I/IH(I)OpMI/IpOBaTB Hallaux
IIO0CTaBIIIUKOB.
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PA3JIEJI S. IPETEH3UU

BBEJAEHHWE 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 is 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.

[HNUCbMA JUIA ITIEPEBOJIA

HHHUCHBMO 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 is 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 [IHCHMO 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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| trust that our Sales Representative will be helpful in clearing up some
misunderstandings and doubts.

Yours faithfully,

1IHCHbMO 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 ITUCHMO 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,

ILIHCHMO 3

YBaxxaeMble rocnona!

Bam cuer-dakTypa M MOChUIKA, B KOTOPOU JOJKHBI ObLIH OBITH
3aM4acTH TaHENIW YMPAaBJICHHUS SJICKTPOICUblo, MpUIUIM Buepa. [lpwu
BCKPBITUU TOCBHUJIKM MBI HE OOHApY’>KWUJIM 3allacHBIX YacTed, KOTOpHIE
MBI 3aKa3plBad. BMmecTo HHUX MBI TOJYYWIM JBa DJK3EMIUISpa
WHCTPYKIIUH 10 IKCIUTyaTaIlHH.

Msbl  BHepBele 3a MHOTO JIET HalIero COTPYJIHUYECTBA
NpEeAbsIBISIEM BaM TMPETEH3WI0 W HAJIEEMCs, YTO BBl PACCMOTPHUTE
BOIIpOC Oe30TiaraTeiabHo.

[ToxamnyiicTa, mpocaeauTe, YTOObI 3aM4acTH, KOTOPBIE HAM KpaitHe
HEO0OXOIUMBI, JIOIIUTH JI0 HAC HE TO3/THEE MSTHHUIIHI.

1IHUCHBMO 4

VYBaxxaemble rocroaal

C coxaneHueM U3BEHIa€M Bac, YTO OCMOTp 0O0pa3loB,
MOCTABJICHHBIX BaMH MO KOHTpakTy Ne 1107-01, mokaszai, 4to OHH HE
COOTBETCTBYIOT crenupuKauu KOHTPAKTa.
MBI HE MOXKEM HCIIOJIb30BaTh ATy MOCTABKY M HAJEEMCS, YTO BBI
MOCTAaBUTE JIpyrue 0o0pasilbl MaTepuaia, KOTOpbie OYIyT OTIPABIICHBI
HEMEJICHHO.

Mpb1 yBepeHBI, YTO BBl yACIUTE HaIIeH MPochOe TOHKHOE
BHUMAaHHUE.
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1IHCbMO 5

YBaxkaemble rocnoaal
Kac. Bamen pexiiamanuu ot 7 mapra

Mpbl TmarenbHO uU3yuuiau Bainy TpeTeH3ui0 U BBIHYXJICHBI
OTKJIOHUTH €€ MO0 CJICAYIOIIUM MPUUUHAM.

Ilepen otrpy3koit u3 Opgecchl ToBap ObUT OcMOTpeH Bammm
MpPEJCTaBUTENEM, KOTOPBI YCTaHOBWJ, 4YTO KayecTBO TOBapa
MOJTHOCTBIO COOTBETCTBYET  OIHMCAHUIO U crienruKaIum,
MPUJIOKEHHBIM K KOHTPAKTY, O YEM CBUJICTEJILCTBYET IpHUJIaraeMblii K
HACTOSAIIEMY TMCbMY  aKT  OCMOTpa, MOJANHMCaHHbIA  Bamum
pEACTaBUTEIIEM.

B Bumy »TOro Mml HE MOXEM IMpuU3HATh Baiy mnpereH3ur o
npenocraBiieaun Bam 50% CKUIOKM CO CTOMMOCTHM TOBapa Ha TOM
OCHOBAaHHMH, 4YTO Ka4eCTBO €ro SKoObl HMXKE KauecTBa oOpasiia, Ha
OCHOBAaHHMH KOTOPOTO ObLT 3aKJIFOYEH KOHTPAKT.

[Io Bcell BEpPOSITHOCTA TOBAp OBUI MOBPEXKIAEH B MYyTH WU BO
BpeMsi BBITpy3ku. [losTomy pexkomenayem Bam oOpatuthes ¢
npeteH3uei k CTpaxoBomy OOIIECTBY.
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