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BCTVYII

B enoxy po3BuTKy cy4acHUX I1H(POpMAIIMHUX TEXHOJOTIA JUIOBHM JIMCT 5K 1
paHiIle, 3aJuIIaeThCs BAKIUBUM JKepesnoM iHbopmarrii. [ xoua MOOLTBHMI 3B'I30K 1
pi3Hi mporpamu, Tuny Viber ta WhatsApp Bce uacriiie BUKOPUCTOBYIOTHCS IS
ONEpPAaTUBHOIO BUPINIEHHS MHUTAHb 3 MAapTHEPAMH IO BCbOMY CBITY, AUIOBI JIMCTH
JAl0Th MOJKJIMBICTh BHUPIITyBaTH HAWBAKIMBIII Ta HaWckaamHin nutaHHs. Ciix
BU3HATH, 1[0 MOCTiHE BJAOCKOHAJICHHS Ta IIMPOKE BUKOPUCTAHHS iH(OpMAIitHIX
TEXHOJIOT1H BIUIMBAIOTh HA LIUISIXU MIepeaayl 1i7I0Boi qokyMeHTanii. Hanpukiazn, kpim
TpaJMIIHOI BIAMPAaBKA B KOHBEPTI IMOIITOI, YaCTIIIE BUKOPUCTOBYETHCS
€JIEKTPOHHA MOIITa Ta (hakc.

3 ypaxyBaHHSIM €BpPOIHTErpAllIfHUX MPOIIECIB, IO BIAOYBAIOTHCA B YKpaiHi,
PO3BUTKY MIKHApPOJHOI TOPTiBJII Ta I1HTEpHAIllOHATI3alii Oi3Hecy, CTHpaHHSIM
HalllOHAJIbLHUX KOPJOHIB, BEJIMKA 4YacTHHA JIJIOBOTO JIUCTYBaHHS BiJI0YBa€ThCs
aHTIICPKOI0O MOBOIO. A 1IIe O3Hadae, 10 HaBYaHHS IIMCBMOBIA KOMYHIKamii
AHTJIICHKOI0 MOBOIO MA€ CTaTH HEBIJ'€MHOK YAaCTUHOIO MPOQECIHHOI MiArOTOBKH
3100yBadiB OCBITH BCiX PiBHIB.

MetoauuHi BKa3iBKU CKJIAIAOThCA 3 8-MU IOHITIB, Y SKMX IOJAaHO TpaBUja
Oo(OpMJIEHHSI AUIOBUX JIUCTIB, MPUUHATI 3a KOPAOHOM, HAMOUIbII 4YAaCTOTHI MOBHI
€THKETHI MOJEJIl, a TAKOK 3MICTOBHI Ta KOMIIO3MIIIMHI 0COOJIMBOCTI JUCTIB-3aIIUTIB,
MIPOMO3UIIiii, 3aMOBJIEHb, MPETEH31H TOIIO Ta MpaBWi ix mepeknanxy. KoxkeH oHIT
MICTUTh 3arajbHy IH(QOpMaLIO LIOAO0 CKJIAJAaHHS MEBHUX JIMCTIB aHIMIIICHKOIO
MOBOIO, OpUTIHAJbHI 3pa3Kd JIJIOBUX JIMUCTIB, @ TaKOX TPEHYBaJbHI BIPABU IS
BUBUCHHS CTAHJAPTHUX IUTAMIIB Ta BHUpa3iB, HANUIEHUX HAa (QOPMYyBaHHS
MPAKTUIHUX HABUYOK 3 IUTOBOTO JIMCTYBAHHSI.

[Tomani MeTOIMYHI BKa31BKM TaKOXK MOXKYTh OyTH KOPUCHUMM JIJII MariCTpiB Ta
acmipaHTIiB, XTO IparHe pPO3BUBAaTM HAaBUYKU MUCEMHOI'O MOBJIEHHS aHIIIICBKOIO
MOBOIO, HAINPUKIAJ, MPU CKJIQJaHHI PI3HOTO POJY CYMNPOBIJHUX JIOKYMEHTIB 0
HAyKOBUX CTaTEH, a TAKOX yCIM, 4ud MpodeciiiHa AisUIbHICTh MOB'sI3aHa 3 BEJICHHAM

JIMCTYBAHHS 3 aHTJIOMOBHHUMM aapeCaTaMu.
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UNIT 1. ENQUIRIES

Inquiry Letter
To show an inclination to know or learn about something is called an “Inquiry”. But
an inquiry is not always the right to information. If someone makes an inquiry the
person who is being inquired may or may not give the requested information. So one
must be careful and inquire only about the things that s/he is expected to get the
answers to. An Inquiry Letter is a request for some information that, if given, may
prove useful to the writer. Since an Inquiry Letter is a request, the tone should not
sound authoritative. The writer must remember that the reader may chose to give or
not give the information especially if the letter is dominating in nature. When making
an inquiry it is important that the writer gives details about himself/herself or her/his
company so that the person who is being inquired can authenticate the source. The
writer should also inform the reader why such an inquiry is being made.
An Inquiry Letter is an official letter so it should be typed and preferably couriered.
From its contents it is evident that an Inquiry Letter will have to be lengthy but that
cannot be helped.
DOS AND DON’T’S OF INQUIRY LETTER
An Inquiry Letter should give a brief introduction about the writer or her/his
company. It should give all relevant details of what is being inquired about.
Since an Inquiry Letter is a request, it should not sound authoritative.
If lot of information is requested it is better to write them in bullet points so that no
information is missed out. Since an Inquiry Letter is an official letter, it should be
typed. Grammatical and punctuation errors should be carefully looked into.
If the writer has a deadline by when s/he needs the information that should be
communicated to the reader as well. If the letter is being written on a letterhead, the
writer must make sure that the correct phone numbers and contact details are
mentioned in the letter as it makes easier for thewriter to make a contact.

Planning an Inquiry



The content of the inquiry depends on three things: first, how well you know the
addressee; second, whether the addressee is a domestic or foreign company; third, on
the type of product for which information is requested.

It is recommended to start the inquiry either by providing information about yourself
or about how you learned about the addressee.

Next comes the main part of the inquiry, which may request various descriptive
literature; direct information about the product you are interested in; you can also ask
the addressee to send you samples of the product and inquire about the terms of the
future transaction - prices, discounts, payment terms.

In conclusion, standard politeness formulas are most often used. You can also
indicate other areas of cooperation in which you are interested, because if you make it
clear to the addressee that you intend to become his regular customer, then you can
count on more favorable prices and conditions.

Examples

ENQUIRY 1

London, April 5, 20..

E Fowler & Co. Ltd.

15 Moonlight Rd

Manchester

QGreat Britain

Dear Sirs

We were greatly impressed by the selection of gardening tools displayed on your
stand at the Gardening Exhibition held in London last week.

We are a large store in the centre of London with a number of outlets all over the
country and we would like to know more about your manufactures.

We shall be obliged if you will send us your up-to-date catalogues and price-lists

quoting your best prices and most favourable terms of payment.
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We look forward to hearing from you soon.

Yours faithfully
L Slocum (Mrs)

ENQUIRY 2

London, October 10, 20...
SuperFurniture Ltd.

19 Bee Rd

Manchester

UK

Dear Sirs

We have seen your advertisement in the July edition of “Furniture & Office
Equipment” and it interested us greatly.

Our bank is opening new branches in Manchester and Leeds and we will require
office furniture and equipment urgently.

We are inclined to place a considerable order with your company and therefore would
expect a quantity discount off list prices, and our terms of payment are normally
payment for collection or as a special concession on our part by Letter of Credit.

We shall appreciate it if you will send us your brochures, prospectuses and catalogues

in duplicate.

We hope to hear from you soon.

Yours faithfully

E Lacombe

ENQUIRY 3



Leeds, November 15, 20...
Fish & Fish Products Ltd.
15 Cornflower St.

Leeds

QGreat Britain

Dear Sirs

We represent a chain of restaurants and cafeterias in Great Britain and are looking for
a company engaged in the export of fish and fish products. The Chamber of
Commerce of Great Britain has informed us of your address.

We are interested in tinned fish for shipment in equal lots at regular intervals during
the next five months. We are ready to pay 50% by an irrevocable Letter of Credit.

We should be obliged to you if you would send us an offer for these goods stating the

price of each item separately.

Your early reply will be very much appreciated.

Yours faithfully
A Smith

ENQUIRY 4

Glasgow, December 17, 20...
The Manchester Engineering Co.
15, Winston St.

Manchester

Great Britain

Medical Instruments




Dear Sirs

We are regular buyers of Medical Equipment and Instruments on your market. At the
annual fair last month we saw your instruments and got some publications covering
the latest models. We applied to the Chamber of Commerce and found out your
address.

We have read your ad published in the “Medicine” journal and learnt that your list
prices have been reduced by 5%. Taking into account your advanced technology and
attractive prices we would ask you to send us further data concerning your terms of
payment and delivery as well as technical documentation.

We hope your prices as well as terms and conditions will be competitive and look
forward to placing an order with you.

We trust you will make every effort to meet our particular requirements.

Yours faithfully
S. Grey

EXERCISES

Ex.1. Find the English equivalents in the enquiries.
PeknaMHue orosyomeHHs1 y JUMTHEBOMY HOMEPI; PO3MICTUTH 3aMOBIICHHSI y KOMIIaHif,

HAJaTH 3HUXKKY; TUIATUTH aKPEIUTUBOM; PIBHUMH IAPTISIMU; Yepe3 PiBHI MPOMIKKHU
yacy; MOCTYyIKa 3 YMHOrock O0KY; TEPMIHOBO MOTpeOyBaTH, BUCIATH MPOIO3UIIII0 Ha
I0Ch, 3aMATHCS €KCIOPTOM; BKa3aTH I[IHY KOXKHOI MO3UIli OKpeMo; Oporurypu Ta
IPOCIEKTH y ABOX MPUMIPHUKAX; BEJIMKUNA MarasuH 3 HU3KOI TOPrOBUX TOUYOK
KpaiHOIO; 3BEpHyTUCA A0 ToproBoi namarv; Ha WIOPIYHIA BHUCTaBLl; NEPEIOBa

TEXHOJIOT1sI; Ha PUHKY; 1HPOpMAIIis III0J0 YMOB TIATEXKY.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.



in equal lots; advanced technology; to make every effort; regular buyers; outlet;
by an irrevocable Letter of Credit; concession; to place; selection; competitive (2);

to apply to; in duplicate; for collection; to find out

We are going a considerable order with your company.

We trust you will to meet our particular requirements.

1

2

3. We should appreciate it if you would send us your brochures
4 Asa___ onour part we are ready to pay 50% in cash.

5

We have seen the of your medical instruments displayed on your stand

at the exhibition held in London last week.

6. We applied to the Chamber of Commerce and ~ your address.

7. They are interested in shipment  within the next six months.

8. We hope that your prices and terms of payment will be

0. Weare  of Medical Equipment and Instruments on your market.

10. The company  the Chamber of Commerce for information.

11.  Wehave anumber of  all over the country.

12.  If your prices and terms of payment are ~ we will place a substantial

order with you.

13.  Our terms of payment are payment

14. Taking into account your  and attractive prices we would ask you to send
us further data concerning your terms of payment and delivery as well as technical
documentation.

15.  We are ready to pay the balance

Ex.3. Complete the sentences.

1. We are a large store in the centre of Milan (3 UM psiioM TOProBux To4okK) all
over the country.

2. We hope your prices as well as (ymoBu) will be competitive and look forward

to (po3milieHHs 3aMOBJIeHHs) with you.

10



3. We shall appreciate it if you will send us your prospectuses (y aBOX
EK3EMIUISIPAX).

4. They are going to (po3micTUTH 3HaYHE 3aMOBIIEHHs1) With us.

5. We should be obliged to you if you would send us an offer for these goods
(BKa3aBIIIH L[IHY KOKHOT MO3UIIIT OKPEMO).

6. (Ha mopiunomy sipmapky) last month we saw your (mpunagu) and got some
publications covering the latest models.

7. We have seen (Bame pexmamue oromyomiennsi) in the August edition of the
“Medicine” journal.

8. Our terms of payment are 50% (nHa iHkaco) and 50% (akpeaAUTHBOM).

9. We are interested in tinned fish (3 BinBaHTakeHHsIM piBHUM mapTismu) during
the next three months.

10.  Could you send us an offer for these goods (BkazaBumu 1iHy KOXHOI MO3UIII1
OKpEMO).

11. (bepyuu nmo yBaru) your advanced technology and attractive prices we would
ask you to send us further data concerning (Bammx ymoB miarexy) and delivery as
well as technical documentation.

12. We would ask you to send us (momatkoBy iHdopmariito 1moma0) terms of
payment and delivery.

13.  We are ready (Hamatu Bam 3umkKky) from list prices.

14. The goods will be shipped (uepe3 piBHi mpomixkku dacy) during the second
quarter.

15.  We represent (Mepexy pectopaniB) and cafeterias in Great Britain and are

looking for a company (3aitasTy) in the export of fish and fish products.

Ex.4. Fill in the blanks with articles where necessary.
1. We have seen your advertisement in June edition of “Furniture &

Office Equipment”.
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2. We are inclined to place considerable order with your company and
would expect discount off list prices.
3. As special concession on our part we are ready to pay by

irrevocable Letter of Credit.

4, We shall appreciate it if you will send us your prospectuses in _ duplicate.
5. We are interested in _ canned fish for ~ shipmentin  equal lots
at  regular intervals.

6. Could you send us  offer for  goods stating  price for each

item separately.

7. Weare  regularbuyersof  medical equipment on your market.

8. ______ Chamber of Commerce has informed us of your address.

0. At annual fair  last month we saw your instruments and got some

publications relatingto  latest models.

10. Weare  largestorein __ centre of Manchester with  number of
outlets allover  country.

Ex.S. Fill in the blanks with prepositions/ particles where necessary.

1. We were impressed ~ the selection  your sweaters displayed

your stand  the Menswear Exhibitionheld ~~~ Rome  last week.

2. We are looking hearing you the near future.

3. We intend to place a considerable order  your company  your
tinned fish.

4, Payment will be made =~ Letter ~ Creditto be opened  London
Merchant Bank 25 April  the latest.

5. Wearereadytopay ~ cash  the machine-tools bought you.

6. As a special concession  our part we are ready to grant you a discount

the list prices.
7. We shall appreciate it if you will send us your prospectuses duplicate

separate cover.
12



8. Payment is collection shipping documents.

0. They will ship the goods =~ equal lots ~ regular intervals  the
second half  this year.

10. Weare looking  acompany engaged  theexport  tinned fish
and are interested ~ monthly shipments  the goods.

11. Weareready to make youanoffer ~~ 10lots  caviar.

12.  Could you quote us  your gardening tools stating the price ~ each

item separately.

13.  Weareregular buyers  medical instruments  your market.
14. Our representative saw your equipment  the annual fair and was
favourably impressed  it.
15.  We would ask you to send us your publications relating  the latest
models.

PROGRESS TEST

Complete the following sentences in appropriate ways, using one word for each

blank space.

1. We were greatly impressed by the selection of gardening tools displayed on
your  atthe Gardening Exhibition held in London last week.

2. We know that you are the ~ manufacturers of high  machinery in

Great Britain.

3. The  of Commerce of Great Britain has informed us of your address.

4. We are inclined to _ a considerable order with your company and
therefore would expect a quantity discount  list prices.

5. The machines should be delivered ~ with all essential accessories and
tools together with manuals in English and Ukranian for ~ and maintenance.

6. We are ready to pay 50% by an irrevocable Letter of .

7. For order’s please acknowledge receipt.

13



8. To our regret this equipment is not available for  at present as it is
final service tests.

9. Weare  buyers of Medical Equipment and Instruments on your market.
10.  Our bank is openingnew  in Manchester and Leeds.

11.  We shall be obliged if you will send us your up-to-date catalogues and price-

lists your best prices and most favourable terms of payment.
12.  We should be obliged you if you would send us an offer for these
goods stating the price of each separately.

14



UNIT 2. OFFERS

An offer is a commercial proposal that describes in detail the value of purchasing a
product or service from a company for a target segment or a specific buyer. In
essence, an offer is a promise that a company makes to its potential clients. It should
be clearly formulated in 2-5 sentences. An offer acts as a wrapper or package: it
briefly describes the product in such a way that a potential buyer wants to receive this
product.

The main task of an offer is to arouse interest in the client. A correctly formulated
offer makes advertising communication with target consumers more effective.

8 Signs of a Good Offer

The right offer

-contains specifics - all indicators that cannot be measured must be removed or
disclosed so that the client understands how much they need it.

-broadcasts confidence - people tend to doubt, so they trust those who demonstrate
confidence more. To emphasize it and convince you of the quality of a product or
service, use facts (real results) and figures.

-1s personalized - the offer must be addressed to a specific person or target group.
Trying to make one offer for everyone is a bad idea. It is better to convey to the client
that the product is right for him.

-solves real problems - this is exactly why it is necessary to know the client's pains
and desires. If you can divide your target audience into segments and create customer
profiles, then you need to prepare an offer for each of these groups separately.

-sells the result - describe not the process, but the result for the user. To easily write
an offer, rephrase the process into a result, answering the question of what the user
will receive.

-contains numbers - an offer illustrated with numbers is read faster and it will be
easier for the client to understand what exactly he needs to do and what the end result

1S.

15



-answers questions before they arise - if the client may have a question, it should be
answered in the text of the offer itself, so that this does not lead to doubts and
rejection of the offer.

-closes objections — usually representatives of the target audience have 1-2 key
objections. They need to be clarified and closed in the text of the offer.

EXAMPLES

OFFER 1

London, 28th November 20...

United Textiles Inc.

55 Broad Street

New York 15, NY

USA

Dear Sirs

We thank you for your enquiry dated November 25th for Textiles of our manufacture.
We offer you printed cotton cloth! equal to any sample you might select. Besides,
should you so desire, you can buy different kinds of woolen textiles, produced at our
factory in Manchester.

As for prices as well as terms and conditions you will find them stated herein.
QUANTITY: up to 20,000 m of any fabric.

QUALITY: equal to sample, in full accordance with government safety standards.
PRICES: as per Price-List No. 3a enclosed herewith.

DISCOUNTS: if the quantity is over 20,000 m, the price is subject to 5 per cent
discount. Further discounts are granted subject to special agreement.

TERMS OF PAYMENT: 5 per cent in advance; 60 per cent by a Letter of Credit; the
balance of 35 per cent by drafts.

16



TERMS OF DELIVERY: within 4 weeks of the acceptance.
All other terms and conditions are stated in the enclosed copy of the General
Conditions which form an integral part of our sales contracts. This offer is subject to

the goods being unsold upon receipt of your reply.

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

Yours faithfully
John Wright

Sales Manager

OFFER 2

Glasgow, September 8§, 20...
Pilkington Bros. Ltd.

40 Cannon Street

London, EC, UK

Dear Sirs

Smith & Co., who have been doing business with us for at least 5 years past, have
advised us that you will probably be replenishing your stocks of Caviar and tinned
fish in the near future.

We have been in the business for 20 years and are proud of rich experience in
producing delicious tinned products. At present we can offer you without obligation
on our part 600 kg of Barrelled Caviar of British origin of 20... preparation.

We can supply you with Caviar in equal lots of 100 kg at regular intervals during the
year. In addition to Barrelled Caviar, we offer Tinned Caviar with delivery during the

year.

17



If you are interested in tinned fish, a wide range of which is produced by our
company, please, let us know. Our full export price-list is enclosed herewith.

The grade of Caviar on the offer has always been sold very well in Britain, and the
prices quoted for bulk purchase will enable you to sell it at highly competitive prices,
while obtaining a good margin of profit.

We will be pleased to supply you with first order against settlement within 30 days of
date of invoice, and with 2.5 % discount. Immediate shipment is guaranteed.

We advise you to place your obli promptly, since we expect considerable response

from other foreign customers to this special offer. This offer is subject to prior sale.

Yours faithfully
B. Novel
Vice-President

Encl.

OFFER 3

April 9, 20...
CIECH
Marszalkowska 5

Warszawa, Poland

Dear Sirs

We thank you for your enquiry of April 3 and are pleased to inform you that our
agents in Warsaw hold stocks of all our products.

Details of our export prices and terms of payment are attached hereto, and we have
arranged for a copy of our catalogue to be sent to you today. We would be happy to
discuss discounts with you if you would kindly let us know how large your orders are

likely to be.
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We highly appreciate your interest in our products and look forward to the

opportunity of doing business with you.

Faithfully yours
D.Jones

Encl.

OFFER 4
August 14, 20...
15 High Street
Glasgow
Scotland

Dear Sirs

We acknowledge receipt of your enquiry of August 8. Please, accept our apologies
for the delay in sending a reply to your letter as we were so overloaded with orders
from most of our regular customers that we failed to keep pace with the demand.

Now we face a problem of overstocking as two weeks ago we were suddenly flooded
with urgent last-minute orders. We must ask you, therefore, to give the enclosed
special price-list your immediate attention. To encourage all customers to lay in a
good stock we are prepared to offer a trade discount of 4 per cent. All orders over

$500 received before 1st September are subject to the discount in question.

Faithfully yours
K.Robinson
Kate Robinson (Miss)

OFFER 5
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New York, 4th January 20...
Finlay & Murrey Ltd.

4 Finsbury Square

London, EC2

England

Dear Sirs

As a result of the favourable supply situation we are able to offer you firm for
immediate delivery our chemical products as per specification enclosed.

Prices are subject to variation without notice, in accordance with market fluctuations.
If you buy over 5,000 packs, we can offer you a discount of 5 per cent on list prices.
Please let us have your order by 31st January, as the price concession will not apply

after that date. Our terms of payment are against invoice.

We look forward with pleasure to serving you.

Faithfully yours
Peter Gordon

EXERCISES

Ex.1. Find in the letters the English equivalents.

ToBapu 3a 3pa3koM; CTAHOBUTH HEBiA'€MHY 4acTuHY; 3anuiiok 30%; ctangaptu, sKki
3a0e3MeuyoTh 0e3MeKy; MacoBa 3aKyIliBJIsSI; CTBOPIOBATH TOBapHI 3amacu; OyTu
NEePeBAaHTAKCHUM  3aMOBJICHHSIMU, HAQJUIMINKK  TOBApHUX  3amaciB; TparTa;
MOTIOBHIOBATH  3amacu; ©0e3 3000B's3aHb 13 HaAmioro OOKy;, TMpojaBaTh 3a

KOHKYPEHTHUMHU I[IHAMU; TOPTYBATH 3 OYyIb-KHM.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.
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at highly competitive prices; without notice; discount; to do business with;
to encourage; to hold stocks; price concession; offer; to replenish stocks
with; to be subject to (3); to be overloaded with orders;drafts; response to

the offer; trial

Our terms of payment are by
Our agents of our goods in that country.

We will give our immediate attention to your

Weintendto ~ new models.

We offer you the goods  your confirmation by cable.

We  Smith & Co. for ten years.

Prices are subject to variation | in accordance with market fluctuations.
Low prices and favourable terms of payment ~ ustoplacea  order

with Brown & Sons, Ltd.

0. We failed to send you our samples as we

10. Aswesell our goods  we have a good margin of profit.

11. Thegoodsare  prior sale.

12.  Letus have your order by 31st January,as  will not apply after that date.
13. Weexpectawide

14.  The orders received before the 1st May are ~~ discount.

15.  All orders over $500 received before lst September are subject to  in
question.

Ex.3. Complete the sentences.

1. (Sxmo Bu xouete) the goods equal to sample will be shipped without delay.

2. To encourage all customers (cTBoproBaTu) a good stock we are prepared to offer a

trade (3HmkKY) of 4 per cent.

3. We offer you (6e3 30008's13aub 3 Hamoro 6oky) 10,000 tons of Ore.
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4. You are to deliver the goods (piBHUME mapTisiMu) at regular intervals.

5. In the near future our regular clients are going to (momoBuuTH 3anacu) of tinned
fish.

6. We will (opranizyemo BifnpaBky karajory) to your address.

7. The (mpononoBani) goods are of British origin.

8. Please, (mpuiimiTh Hamni BubaueHHs) for the delay in sending a reply to your letter
as we were so overloaded with orders (Bix Hammx nocriitnux kiieHTtiB) that we failed
to keep pace with the demand.

9. (Banumok y) 30 per cent will be paid by (TparTn).

10. We advise you to place your order (Heraitno), since we expect considerable
(Biaryk) from other foreign customers to this special offer.

11. First we were overloaded with last-minute orders, later some of them were
withdrawn and now we face (HaguIIKK TOBapHUX 3aMacCiB).

12. Our General Conditions (ckiaaloTh HEBI'€eMHY yacTuHy) of sales  contracts.
13. The equipment meets major (cTaHgapTH, 1110 3a0€3MEeUyIOTh O0€3IEKY).

14. The prices quoted for bulk purchase (mo3Bomsate Bam) to sell the goods at highly
competitive prices.

15. We can supply you with Caviar (piBaumu naptismu) of 100 kg (uepe3 piBHI

npoMixkkH dacy) during the year.

Ex.4. Fill in the blanks with articles where necessary.
1. We are sending you under separate cover new pattern-books of

our sub-contractors.

2. We have been in _ business for 20 years and are proud of  rich
experience in producing ~ delicious tinned products.

3. Our terms of payment are subjectto  revision.

4 In  September we were overloaded with  last-minute orders.

5. We offeryou  Printed Cotton Cloth equal to  sample.

6 Now we face  problem of overstocking.
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7. All other terms and conditions are stated in enclosed copy of

General Conditions which form  integral part of our sales contracts.

8. As  result we offer you firm  following articles.

0. _____pricesare subjectto  variation without  notice.

10. For _ quantities over 2,000 units, we can offer _ discount of 5
percenton list prices.

11. Welook forwardto  pleasure of serving you.

12 offerissubjectto  goods being unsold upon  receipt of your
reply.

Ex.5. Fill in the blanks with prepositions/ particles where necessary.

1. We offer you different kinds ~ woolen textiles produced  our enterprise
Manchester.

2. The General Conditions  Sale form an integral part  our sales

contracts.

3. This offer is subject ~ the goods being unsold ~ receipt  your

reply.

4. Terms  payment: 10 per cent  advance; 60 per cent  a Letter of

Credit; the balance 30 percent  drafts.

5. The goods  this offer fully conform  the state norms and safety

standards.

6. We have been doing business  Smith & Co. least 5 years past.

7. We will probably be replenishing our stocks ~~ the goods ~ some new

models in the near future.

8. Our partners are proud  rich experience = producing first-class tinned
products.

9. present we can offeryou  obligation = our part 6,000 kg
Caviar __ British origin.

10.We offer you Caviar __ 20... preparation.
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11.We can supply you Caviar equal lots 1,000 kg each.

12.The barrelled caviar will be shipped ~ regular intervals.

13.The prices quoted  bulk purchase will enable you to sell  highly
competitive price.

14.We expect considerable response = foreign customers  this special
offer.

15.Please, accept our apologies ~~ thedelay =~ sendingareply  your
letter ~ May 26.

WORKSHOP

Make up a letter according to the situation.

[ToBimomTe Bamomy kopecnoHAeHTy, 10 Bu HanpaBuwin Ha MOro MPOXaHHS 3pa3Ku
HOBUX BHJIIB TKaHUH pa3oM 13 OCTaHHIM TmpedckypantoM. Bu mnuTaere mpo
NEePCHEeKTUBU MpoAaxy Bammx ToBapiB Ha HOBOMY pUHKY. SIK TOAATKOBUN CTUMYI
Bu nagaete TpUBIACOTKOBY 3HMKKY Ha 3aMOBJICHHS BapTICTIO MOHAA 5 THUC. AOJ.
Haranaiite agpecaty, mo Bama npormo3uiiis BiakpuTa s akienty ao 10 cepmHs.
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UNIT 3. ORDER LETTER
An order letter is a formal document that approves the purchase and sale of a product

and provides product specifications. It may also comprise order characteristics, product
specifications, quantity, colour, product, mode of payment, and shipment/delivery
date(s), among other things. Purchase orders, or POs, are another term for order letters.
The letter 1s written in formal language. You must take special care to provide
complete and accurate information, as missing information results in delayed
deliveries.

Guidelines to write an Order Letter

- The letter should be precise; no pep talk or informal conversation is required.

Your objectives must be properly understood and articulated.

- The language should be simple and formal.
- Make no errors in the specs or numbers.
- Inform the seller when you expect delivery and how you intend to pay the fee.

- Jargon should be avoided.

- Don’t be afraid to place your order, but remember to plan ahead of time.
- If you have any questions, please do not hesitate to contact the receiver.
- Instead of a simple A4 page, order letters are frequently written on the

company’s letterhead.

EXAMPLES

FORM OF ORDER 1
London, May 20, 20...
Smith & Co., Ltd.,

18 High Street,
Glasgow,

QGreat Britain

Dear Sirs,
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Order No. ..., Trans No. ...

Please supply and deliver the goods described below on the terms and
conditions specified herein and on the reverse side of this order as well as those
enclosed herewith.

TYPE OF EQUIPMENT:
TOTAL AMOUNT OF ORDER:
DELIVERY:

DELIVERY TIME:

TERMS OF PAYMENT:
CONSIGNEE: Postal address...

Destination...
MARKING: In English...
In Ukrainian...
Quantities, description, prices and technical conditions - see following
pages.

This order contains ... pages.

ITEM | QUANTITY | DESCRIPTION | PRICE PER UNIT | AMOUNT

Brown & Sons, Ltd.

President

Manager of Sales Department

Encl.

ORDER 2
London, April 23, 20...
Manchester Textiles Ltd.

2345 Willow Street
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Manchester

Dear Sirs

We have pleasure in ordering the following articles from your winter catalogue:

Item 3a [tem 6b Item 5 Item 9c

First-class material and workmanship are essential. The quality is to be equal to
sample.

We leave it to your discretion to supply a suitable substitute, should you not have
what we require, but the price should not exceed $1.75 per piece.

Please note that delivery is required by April 5 without fail. Your early attention to

this order will be appreciated.

Faithfully yours
Andrew Hughes

ORDER 3

15th December, 20...

Modern Garden Implements Ltd.
Wendover Avenue

Birmingham UTT 8FR

England

Dear Sirs

We thank you for your revised price-list, sent to us on the 28th November. Your
representative has visited us in London and we are glad to inform you that we would
like to place a trial order for Gardening Tools of your manufacture if you could

guarantee their delivery to London before the 15th December 20... .
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We enclose an official order form for the above goods. The order will provide for a
Proforma Invoice, including full particulars of discounts, freight rates and insurance.
We reserve the right to cancel the order and/or return the shipment at your risk and
expense at any time after the 15th December.

Since this is our first transaction, the most acceptable mode of payment is by an
irrevocable Letter of Credit. Our bank will therefore issue a Letter of Credit in your
favour for the invoice value CIF London. We hope this to be suitable for you.

We look forward to getting your shipment and doing business with you.

Yours faithfully
James Ashey

ORDER 4

8 August, 20...
Petersen A.S.
Glostrupgade 154
Copenhagen S

Dear Sirs

We thank you for your kind letter of July 26 which had our closest attention.
Enclosed please find our order No.6B for 4 Stadium Clocks, Model K-38, Price ...
USD per unit.

We would like to stress that this is our trial order which would be followed by an
order for another 8-10 clocks if the first consignment meets our requirements.
Delivery should be effected as early as possible, but take place before September 1.
Payment is to be made by an irrevocable letter of credit to be opened with the
Metropolitan Merchant Bank Ltd., Overseas Branch, London within ten days of

receipt of your advice of readiness of the goods for shipment. Import Licence #
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208579 has already been obtained. We are looking forward to your early

confirmation.

Yours faithfully
S. Smith

Encl.

An Order Confirmation is a written confirmation of an order. This lets the customer
know that their order is being processed. As soon as the order confirmation has been
sent to the customer, it is legally binding - this means that the supplier is obliged to

complete the order.

ORDER CONFIRMATION EXAMPLE
7 Nov 20...

K.Monk & Co., Ltd.

Birmingham BI2 OBY

England

Dear Sirs

Your Order No0.78969-6

We thank you for your order dated October 28 for Gardening Tools enumerated in
Enclosure 1.

We confirm that we have the listed items available in stock and we guarantee
delivery to London before November 30.

The goods will be dispatched as soon as we receive instructions. We will
immediately inform you of the date of shipment.

We are looking forward to an early reply.
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Faithfully yours
K.Monk
Encl.

EXERCISES

Ex.1. Find the English equivalents.

OOOB'I3K0BO; TEPErVIIHYTUNA KATajor; OJAEpXKaTH IMIOPTHY JILIEH3110; OJaHK
3aMOBJICHHS;, TPOOHE 3aMOBJICHHS; CIIOCIO TIATEXY; 3a YMHCh PAaXyHOK; 3BOPOTHHMA
OlK 3aMOBJICHHS; Ha 4MIICh pPHU3UK; IMepeAdadaTd II0Ch; TMOLITOBA aJpeca;
BaHTAYKOOJIEP)KYBaU; BIAKPUTH aKPEIUTHUB HA YHUIOCh KOPHUCTH; MOBIIOMJICHHS IPO
TOTOBHICTh TOBAapiB /IO BIJBAHTAXEHHS; MAapPKyBaHHS, BHUCTABUTH aKpPEIUTUB;

nepepaxoByBaTH Oy/b-1110; aHYJIFOBATH 3aMOBJICHHS; TTONIEpEeAHs (akTypa.

Ex.2. Fill in the blanks with the following words. Mind your grammar.

form of order; revised; to form an integral part;
to reserve the right; to issue; workmanship; enumeration; to receive a visit;
postal address; trial order No. 1; proforma; on the reverse side; consignee;

mode of payment; in your favour; discounts

1. We are to guarantee good ~ for 6 months of the date of the delivery.

2. Our _ 1senclosed herewith.

3. Our terms and conditions are stated ~ of the order.

4, The  ofthe  isessential.

5. Our clients _ to cancel their order provided the goods are delivered after

the stipulated time.

6. Weattacha  copy of our current catalogue of Machines.
7 Please, indicate your

8. Further ~ are granted subject to special agreement.

9 Inyour  ofthedocuments  is missing.
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10.  Ourbank will  aletter of credit

11. We  ofyour representative concerning our

12.  All other terms and conditions are stated in the enclosed copy of the General
Conditions which  of our sales contracts.

Ex.3. Complete the sentences.

1. We would like to place (mpo0ne 3amoBnienss) for medical instruments with Brown
& Co., Ltd.

2. Within 4 weeks of signing the contract you are (oTpuMaTH iIMIOPTHY JIIIIEH31I0).

3. We leave it (na Bam po3cyn) to supply a suitable substitute.

4. We thank you for your (oHoBieHU# KaTajor BepcTaTiB) we are interested in.

5. We would like to place (mpoone 3amoBnienns) for Gardening Tools of your
manufacture.

6. We confirm that we have the (mepeniueni) items in stock and can ship them
without delay.

7. First-class material and (sikicTs BUTOTOBIIEHHS) are essential.

8. We (36epiraemo 3a coboro npaso) to cancel the order at any time after January
15th.

9. The order will (mepen6auarn) a Proforma Invoice, including full (moapo6wiri)

concerning discounts and freight.

10. We reserve the right to return the shipment (ma Bam pusux Ta 3a Bam
paxyHOK) at any time after the stated date.

11.  Under the contract you shall (Bigkputu Oe3Binknuunuii akpeautun) for the
total contract value plus 10 per cent with the Bank for Foreign Trade.

12.  Please supply and deliver the goods described below (Ha ymoBax) specified
herein and (ua 3BopoTi) of this order as well as those enclosed herewith.

13.  Your (marBepmkenns 3amoienHs ) should reach us by November 21.

14.  You will find our (odimiiina popma 3amoBnenHst) enclosed herewith.
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15. Our bank will therefore issue (akpemutuB) in your favour (Ha dakTypHy

BapTicTth) CIF London.

Ex.4. Fill in the blanks with articles where necessary.

I. __ first-class material and workmanship are essential.

2. We can supply you with  suitable substitute.

3. We would like to place ~ trial order for ~~ Model A.

4. _______import licence No. 36/ ACS8 has already been obtained.

5. We have received  visit from your representative in London.

6. Our bank will issue  Letter of Credit in your favour.

7. Gardening Toolsin _ question are enumeratedin _ Enclosure 1.

8. order will provide for  proforma invoice.

9. We enclose  official order form for  above goods as you have
confirmedthat ~ listed unitsarein __ stock.

10. If  first consignment meets our requirements, we will place ~ new
order for  larger quantities.

11. Within 14 days of signing  contract you are to obtain __ import
licence.

12. Please supply and deliver ~ goods described below on  following

terms and conditions.

Ex.5. Fill in the blanks with prepositions/ particles where necessary.

1. Brown & Co. have supplied us =~ the goods @~ the terms and
conditions stated  thereverse side  the order.

2. We would like to place a trial order =~ Andrews & Robinson ~ CIF
terms.

3. We are interested ~ Gardening Tools ~ your manufacture.

4. We could guarantee the delivery ~ the goods =~ London  the
15th  May.
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5. We thank you your revised quotation Gardening Tools sent

us separate cover.

6. The order will provide a proforma invoice full particulars
discounts, freight and insurance.
7. We have to return the shipment your risk as the goods were received

the stipulated time.

8. All chargesare ~ theexpense  the Buyers.

9. As it is our first transaction, this way  payment is acceptable  us.
10. Payment is made = an irrevocable Letter of Credit issued  the
Merchant Bank of Ottawa.

11. The Letter  Creditis established  your favour  the Merchant
Bank  Ottawa.

12. We look forward = getting your shipment and doing further business
___you.

13. This order will be followed @~ a new order  another 20,000 tons
~_ Ore.

14. The Letter = Creditisto be opened 10 days  receipt
your advice  thereadiness ~ thegoods  shipment.

15. Wethank you  your order confirmation  the delivery  Tools
enumerated ~ Enclosure 1.

WORKSHOP

Make up a letter according to the situation.

Bu nskyete Intertextile 3a ix nepernsnyTuii npeiickypant. Bu nosinomisere, uo Bac
Bi/IBiaB npenctaBHuK Intertextile y bepmini, 1 Bu obroBopunu Bci aetami yroau. 3
auctoM Bu Haacunaere OmaHk OoQiLIHOTO 3aMOBJIEHHS. 3ayBa)KTe, IO BCl YMOBHU

HaJPYyKOBaHI Ha 3BOPOTHOMY oor1i 3aMOBJICHHS.
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UNIT 4. ACCEPTING OR DECLINING OFFERS AND ORDERS.
In the business world, being able to say “yes” in a confident and reassuring manner
can be a valuable skill. After all, it’s a great way to show people that you trust their
judgment, that you’re willing to take risks, and that you’re eager to move forward with
projects. However, simply saying “yes” isn’t enough-you need to do it with assurance
and positive reassurance. This can be done by writing a letter. It must be clear,
complete, and follow exactly what was offered. If anything is changed, it's not
acceptance but a counteroffer. Clear and Unconditional: Acceptance must be straight
to the point and match the offer.
Knowing how to say no politely and professionally is also important in the business
world. Whether you're declining a job offer, rejecting a sales pitch, or turning down
a project, saying no can be difficult. Especially if English is not your native
language and you're new to learning business English. However, using the right
phrases can make all the difference in maintaining positive relationships and
avoiding misunderstandings.
"Thank you for considering me, but I must respectfully decline."
This phrase expresses appreciation for the opportunity while also firmly declining. It
shows that you value the other person's time and effort, but that you have made a
decision that cannot be changed. This is handy when declining job offers or business
proposals.
"I appreciate your interest, but unfortunately, I'm unable to commit at this time."
This saying acknowledges the other person's interest while being clear and direct
about your decision. It shows that you are taking their request seriously but cannot
fulfill their request at the moment. This phrase is helpful when declining invitations
or business proposals.
"I understand where you're coming from, but I don't think it's the right fit for me."
This is a polite way to decline a business proposal or sales pitch. It acknowledges

the other person's effort and interest. At the same time, it is honest about your
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decision. This one is helpful for declining a product or service that doesn't meet your
needs or expectations.

"Thank you for the opportunity, but I'm afraid it's not something I can take on right
now."

This expression is an excellent way to decline a business request, such as a speaking
engagement or additional projects. It shows that you appreciate the offer but cannot

accept it now. This is particularly useful when you're declining an opportunity that

you may be interested in in the future.

EXAMPLES
LETTER 1 (Request to reduce prices)
November 5, 20...

Dear Sirs

We have considered your letter October 25, 20... offering us your optical equipment
for our plant in Glasgow. We should state that the quality of your products is very
high and suits us all right.

The problem is that the prices for your Models 452 and 234 are considerably higher
than those for similar models by your competitors by some 10 and 12 per cent
respectively. We should be prepared to buy 10 units each on the terms and conditions
quoted by you if you reduce your prices by at least 5 per cent.

We hope to hear from you soon.

Yours faithfully
J. McClellan

LETTER 2 (Declining an offer on the ground of high prices)

April 26, 20...
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Dear Mr Black

Thank you for your quotation dated April 18 for sports equipment. I appreciate your
trouble in this matter but as your prices are considerably higher than those I have
been quoted by other dealers, I regret I cannot give you an immediate order. We are
willing to place an order with your company provided your prices are revised.

Anyway, I shall bear your company in mind when I require other products in the

future.

Yours sincerely

Carl Daniels

LETTER 3 (Revised offer)
Dear Mr. Daniels,

[ am sorry to learn from your letter of April 26, 20... that you find our prices too
high. We do our utmost to keep prices as low as possible without sacrificing quality.
To this end we are constantly investigating new methods of manufacture.

Considering the quality of the goods on the offer we do not feel that the prices we
quoted are at all excessive. However, bearing in mind the special character of your
trade, we are prepared to offer you a special discount of 4% on first orders for $6,000.
This allowance is made because we should like to do business with you if possible,

but [ must stress that it is the furthest we can go to help you.

I hope this revised offer will enable you to place an order.

Sincerely yours,

John Black
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LETTER 4 (Order confirmation)

Dear Sirs

We were very pleased to receive your order of June 23 for fabrics, and welcome you
as one of our customers.

We confirm supply of the fabrics at the prices stated in your letter. Delivery should
be made by our own vehicles early next week. We feel confident that you will be
completely satisfied with these goods and that you will find them of exceptional
value for money.

As you may not be aware of the wide range of goods we have available, we are
enclosing a copy of our catalogue.

We hope that our handling of your first order with us will lead to further business

between us and mark the beginning of a happy relationship.

Yours faithfully
F. Christie

Executive Director

LETTER 5 (Acknowledging an offer)
November 27, 20...

Dear Sirs

We acknowledge receipt of your trial order No.925-P for 450 wrist watches (Models
X29 — Z34), which we received today. Your order is now being processed for
immediate dispatch and will be ready for airfreight shipment for delivery to
Heathrow Airport London early next week. As requested, we will enclose a packing

note with the goods.
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We are sure you will be pleased with this new line of wrist watches and look forward
to working with your company again soon. We hope that this initial order will lead to

further business.

Faithfully yours
T. Sawyer

Sales Manager

LETTER 6 (Giving most favourable credit terms to a new customer)

March 23, 20...

Dear Mr Johnson

We welcome you as a new customer and appreciate very much your order of May 15,
20..., which will be shipped on the 24th by air express. As agreed upon, this order as
well as future orders will be shipped to you on our most favourable credit terms.

We are packing our latest window display cards with this order. Within the new few
days you will hear from our promotion department, a service that is conducted
exclusively for our customers. Please feel free to make use of this service at any time
without any obligation or charge.

We are looking forward to pleasant business relations with your company.

Sincerely yours

D.Thompson

LETTER 7 (Refusing an order)
December 19, 20...

Dear Mr Galen,
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Thank you for Order No.341-34 you placed with us on December 15, 20... .
Unfortunately, we do not feel that we can offer the trade discount which you have
asked for, viz. 25 per cent as we grant our usual trade discount of 20 per cent to all
our customers regardless of the quantity they purchase.

We would like to remind you that our prices are highly competitive. For us it would
not be worthwhile supplying on the allowance you have asked for. Therefore, in this

instance, I regret that we have to turn down your order.

Sincerely yours,

R. Carlson

EXERCISES

Ex.1. Find in the letters the English equivalents.

[lepernsgatu miHu; oGOPMIISITH 3aMOBJICHHSI; MEPBICHE 3aMOBJICHHS; MOCTa4aHHS
HalllUMH TPAHCIIOPTHUMHM 3aco0aMH; aHAJIOTiYHA MOJCNb; 3HM3UTH IIHU Ha 5%;
npU3HaYaTH YMOBU; ITUPOKHUI aCOPTUMEHT; PO3MIIILYBAaTH 3aMOBJICHHS B OY/lb-sKii
KOMIIaHii; MaTH Ha YyBa3l OyJb-KOro; 13 ILI€0 METOK; Cnoci0 BHUPOOHMIITBA;
IIPOITOHOBAHI TOBapH; IT1ITBEPKCHHS 3aMOBJICHHS, BiJIBAHTAKCHHS

aBianaHCHOpTOM; TOProBa 3HHUIKKA, BilIXI/IJ'IHTI/I 3aMOBJICHHSI.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.

respectively; to process; to be willing; similar; to sacrifice; to suit; to quote

(2); on the offer; to bear in mind; excessive; to feel confident; provided; to

this end; to offer; by our own vehicles; range; initial

I. We should state that the quality of your products is very high and us all
right.
2. Delivery should be made early next week.
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3. [shall  your company when I require other products in the future.

4, _____we are constantly investigating new methods of manufacture.

5. I appreciate your trouble in this matter but as your prices are considerably
higher than those I by other dealers, I regret I cannot give you an immediate
order.

6. We should be prepared to buy 10 units each on the terms and conditions

by you if you reduce your prices by at least 5 per cent.

7. We hope that this ~ order will lead to further business.

8. Your order  for immediate dispatch and will be ready for airfreight
shipment for delivery to Heathrow Airport London early next week.

9. The problem is that the prices for your Models 452 and 234 are considerably
higher than those for ~ models by your competitors by some 10 and 12 per cent
10.  We do our utmost to keep prices as low as possible without ~ quality.

11. However, bearing in mind the special character of your trade, we are prepared

to you a special discount of 3% on a first order for $2,000.
12.  We to place an order with your company your prices are revised.
13.  As you may not be aware of the wide of goods we have available, we

are enclosing a copy of our catalogue.

14.  Considering the quality of the goods =~ we do not feel that the prices we
quoted are at all

15. We  that you will be completely satisfied with these goods and that you

will find them of exceptional value for money.

Ex.3. Complete the sentences.
1. Unfortunately, we do not feel that we can offer (ToproBy 3umxky) which you have
asked for, viz. 25 per cent as we grant (Haury 3BUYaiiHy TOproBy 3HIKKY) of 20 per

cent to all our customers (He3anexHo Bia) the quantity they purchase.
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2. However, (BpaxoByroun ocoOnuBuil xapakrep) of your trade, we are prepared to
offer you a special discount of 4% on a first order for $6,000.

3. Therefore, in this instance, I regret that we have to (Bimxuiutu) your order.

4. As you may not be aware of (mmpokomy acoptumenti) of goods we have
available, we are enclosing a copy of our catalogue.

5. As agreed upon, this order as well as future orders will be shipped to you (na
HANCTIPUATIMBIIINX KPEIUTHUX YMOBAX).

6. Please feel free to make use of this service at any time (6e3 3000B'si3aHb) Or
charge.

7. We acknowledge receipt of (Bamoro nmpoonoro 3amoBieHHs) No0.925-P for 450
wrist watches.

8. We hope that (11e mouatkose 3amoBiieHHs1) will lead to further business.

9. Within the new few days you will hear from our promotion department, a service
that is conducted (BUKIIOYHO 7151 HAIIMX KITIEHTIB).

10.We hope that (name Buxonanusi) of your first order with us will lead to further
business between us and mark the beginning of a happy relationship.

11.Your order (odopmisieTbest B manuit yac) for immediate dispatch and will be ready
for airfreight shipment for delivery to Heathrow Airport next week.

12.We (Bitaemo Bac sx wamoro HoBoro kimieHta) and appreciate very much your
order of May 15, 20..., which will be shipped on the 24th by air express.

13.For us (6yno 6 6e3rmy3m0) supplying on the allowance you have asked for.

14.We are sure you will be pleased with this new line of wrist watches and (uekaemo
3 HeTepniHHAM) working with your company again soon.

15.Considering the quality of the goods on the offer we do not feel that the prices we

quoted are at all (HaxTO BHUCOKI).

Ex.4. Fill in the blanks with articles where necessary.
1. We should state that quality of your products is very high and suits us

all right.
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2. Considering quality of goods on offer we do not feel that

prices we quoted are at all excessive.

3. Anyway, I shall bear your company in mind when I require = other
productsin  future.

4, [ regret I cannot give you  immediate order.

5. We confirm supply of ~ fabricsat  prices stated in your letter.

6. We welcome youas ~ new customer and appreciate very much your order
of May 15, 20..., which will be shippedon  24thby  air express.

7. We do our utmost to keep  prices as low as possible without sacrificing
_qQuality.

8. ____ problem is that ~ prices for _ Models 452 and 234 are

considerably higher than those for similar models by your competitors by some 10
and 12 per cent respectively.

9. ____order is now being processed for  immediate dispatch and will be
ready for _ airfreight shipment for  delivery to _ Heathrow Airport

London early next week.

10. As you may not be aware of  wide range of  goods we have
available, we are enclosing ~ copy of our catalogue.

11. We are willing to place  order with your company provided your prices
are revised.

12.  We hope that our handling of your first order with us will lead to  further
business between us and mark ~ beginning of  happy relationship.

13. However, bearingin ~ mind  special character of your trade, we are
prepared to offer you  special discount of 4% on _ first order for $6,000.
14. Within  new few days you will hear from our promotion department,

service that 1s conducted exclusively for our customers.

15. Asrequested, we will enclose packing note with goods.

Ex.5. Fill in the blanks with prepositions/ particles where necessary.
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1. Please feel free to make use this service any time any

obligation or charge.

2. Therefore,  this instance, | regret that we have toturn _ your order.
3. ______us it would not be worthwhile supplying  the allowance you have
asked .

4. As agreed upon, this order as well as future orders will be shipped ~ you

our most favourable credit terms.

5. Thank you  Order No.341-34 you placed us December 15,
20....

6. We should be prepared to buy 10 units each ~ the terms and conditions
quoted  you if you reduce your prices least 5 per cent.

7. Anyway, I shall bear your company  mind when I require other products
_____ the future.

8. We are looking pleasant business relations  your company.
0. I appreciate your trouble ~ this matter but as your prices are considerably
higher than those I have been quoted  other dealers, I regret I cannot give you

an immediate order.

10.  We welcome you as a new customer and appreciate very much your order

_ May 15, 20..., which will be shipped  the24th  air express.

11.  Unfortunately, we do not feel that we can offer the trade discount which you
have asked |, viz. 15 per cent as we grant our usual trade discount 10 per
cent  all our customers the quantity they purchase.

12.  We feel confident that you will be completely satisfied ~ these goods and
that you will find them  exceptional value  money.

13. the new few days you will hear — our promotion department, a
service that is conducted exclusively ~ our customers.

14. However, bearing  mind the special character  your trade, we are
prepared to offer you a special discount 4% afirstorder  $6,000.
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15. The problem is that the prices your Models 452 and 234 are
considerably higher than those similar models your competitors

some 10 and 12 per cent respectively.

WORKSHOP

Make up letters according to the situations.

Assignment 1

Bu 6akaeTe po3MiCTUTH 3aMOBJICHHS Ha €JIEKTPONOOYTOBI pUiIaan y «JI>KOHCOH eHJ
Cwmit». Bac moBHICTIO BIAIITOBYE SIKICTh IXHIX TOBapiB, MPOTE 1iHU, Ha Bamry nqymky,
Iy’)ke BUCOKI. BH mpocuTe K MOCTYNKY NpPU PO3MIMIEHHI MPOOHOrO 3aMOBIICHHS
Hajaty Bam 3amKKy B 10%.

Assignment 2

Bu BigxuisieTe mpoIO3MII0 KOMIIAHIi y 3B'SI3Ky 3 THM, 110 Bac He BIAlITOBYIOTH
3aMpoONMOHOBAaHI yMOBHM IUIaTeXy (akpeauTuB), 1 Bu BBaxkaere, MmO IIHU, IO
3aMUTYIOTHCS BUIIE, HI’K LIIHU KOHKYPEHTIB.

Assignment 3

Bamia xomnanis miaTBep/Kye 3aMOBJICHHS, po3MilieHe y Bac aBa TwxkHi ToMy. Bu
BKa3yeTe, 110 I[IHA Ta YMOBHM He 3MiHUIUCbVbS54rtBu cnoaiBaerecs, mo Barmii HOBI

napTHEpHU OynyTh 1 HaJaml KyIlyBaTH y Bac TOBApHU.
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UNIT 5. REVISION OF TERMS
EXAMPLES

LETTER 1 (Advice of the delay in delivery)
September 24, 20...

Dear Sirs

Thank you for your Order No.234 for video equipment which is now being
processed.

We have to inform you, however, that owing to non-delivery of essential components
we shall be unable to meet the deadline stipulated for delivery. There will be an
estimated delay of about 20 days. The units themselves have been assembled and
now need completing.

We regret this unfortunate situation and would ask you to bear with us. We should
appreciate your confirmation that you will accept late delivery. If you wish to cancel
the order it would be quite understandable.

Please let us know your decision as soon as possible. Thank you for your

consideration. We look forward to your early reply.

Sincerely yours

R.Thomas

LETTER 2 (Failing to keep pace with the demand)
July 27, 20...

Dear Ms Brownie

We were pleased to receive your order dt 23 July for our new printers AD-324. But as
you state that delivery is to be completed within one month, we deeply regret that we

are not able to supply the goods so urgently.
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The manufacturing plant cannot keep pace with the increasing demand for this
popular type of printers. We placed an order for 500 units two weeks ago but were
informed that all orders were being filled in strict rotation. Our own order will not be
met before the beginning of November.

I understand from our phone conversation this morning that your customers are
unwilling to consider other models. In the circumstances I hope you will manage to
meet your requirements from other source. May I suggest that you try Northern
Computer Services Ltd.? They, as a rule, carry large stocks and may be able to help
you. For your information I am sending you their address and office phone number
enclosed herewith. If you have any questions, do not hesitate to contact me any time.

I hope to be of any further assistance to you.

Sincerely yours

J.Chase

LETTER 3 (Goods are out of stock)
March 10, 20...

Dear Mr. Johnson

We were pleased to receive your order of February 26, 20... .

Unfortunately we regret that we are at present out of stock of the model you ordered.
This is due to the prolonged cold weather which has increased demand considerably.
The manufacturers have, however, promised us a further supply by the end of this
month and if you could wait until then we would fulfil your order promptly.

We are sorry not to be able to meet your present order immediately, but hope to hear
from you soon that delivery at the beginning of the next month will not

inconvenience you unduly.

Yours sincerely
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H.Carter

LETTER 4 (Cancelling an order)
November 4, 20...

Dear Sirs

We refer to our letter of October 12 when we stressed the importance of dispatching
order No. 246 so that it reached here by October 26.

As we have not received confirmation from you that the goods have been sent, we
have no alternative but to cancel this order.

We regret this action, but you should know that we have to as our customers insist on

delivery by the due time.

Faithfully yours
S.Hamilton

Sales Manager

LETTER 5 (Offering substitutes)
April 10, 20...

Dear Sirs

We were pleased to receive your letter of April 3 together with your order for a
number of items included in our quotation reference 123 KB.

All the items ordered are in stock except for Cushion Covers in strawberry pink.
Stocks of these have been sold out since our quotation, and the manufacturers inform
us that it will be another 4 weeks before they can send replacements.

As you state that delivery of all items is a matter of urgency, we have substituted
Cushion Covers in fuchsia pink, identical in design and quality with those ordered.

They are attractive and rich-looking, and very popular with our other customers. We
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hope you will find them satisfactory. If not, please return them at our expense. We
shall be glad either to exchange them or to arrange credit.
All items will be on our delivery schedule tomorrow. We hope you will be pleased

with them. We hope to receive an early reply.

Sincerely yours

A.Morgan

EXERCISES

Ex.1. Find in the letters the English equivalents corresponding to the following
phrases.

OOpoOysITH 3aMOBJICHHS; 3aBAaBaTH 3aHEMOKOEHHS; TOBap-3aMIHHUK; 30upaTu
oOJlalHaHHs; PO3MPOJATH 3amacu; KpalHid TEpMiH; 3aJ0BOJIBHSATU 3pPOCTAOUUIl
MOMHT; KOHTp-odepTa; BUKOHYBATH 3aMOBJICHHS Y CYBOpiMl MOCHiJOBHOCTI,
aHaJIOT14YHA SKICTh, TPUBAJIMM MEPIOJ] XOJOJIHOI MOTOJW; aHYJIIOBATH 3aMOBJICHHS;

MUPHUTHCS 3 YUMOCH; TpadiK MOCTavYaHHS.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.

to carry; understandable; by separate post; to bear; to supply the goods;
margins; to meet the deadline; replacements; to reach; from stock; in strict

rotation; to keep pace with; to refer; matter of urgency; design; repeat orders;

to undergo
1. We have to inform you, however, that owing to non-delivery of essential
components we shall be unable stipulated for delivery.
2. The manufacturing plant cannot the increasing demand for this popular

type of printers.
3. The large number of we regularly receive from leading distributors and

dress manufacturers is clear evidence of the widespread popularity of this brand.
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4. If you wish to cancel the order it would be quite

5. The prices quoted in our letter of August 15 leave us with only the smallest of
6. Stocks of these have been sold out since our quotation, and the manufacturers
inform us that it will be another 4 weeks before they can send

7. We placed a considerable order ten days ago but were informed that all orders

were being filled

8. We to our letter of October 12 when we stressed the importance of
dispatching order No. 246 so that it here by October 26.
9. The wool used in the manufacture of our Thermaline range a special

process which prevents shrinkage and increases durability.

10.  As you state that delivery of all items is  , we have substituted Cushion
Covers in fuchsia pink, identical in _ and quality with those ordered.

11. We also manufacture other textiles in which you may be interested and are
sending a complete range of patterns

12.  As you state that delivery is to be completed within one month, we deeply

regret that we are not able so urgently.

13. They large stocks and may be able to help you.
14.  We regret this unfortunate situation and would ask you with us.

15.  All these are selling very well in many countries and can be supplied

Ex.3. Complete the sentences.

1. The fact that we are the largest suppliers of woolen sweaters in this country
(came coboro € cBiguennsm) of the good value of our products.

2. We are sorry not to be able to meet your present order immediately, but hope to
hear from you soon that delivery at the beginning of the next month (ue 3aBgacTh
He3py4yHocTel) you unduly.

3. Fashions constantly change and in recent years (monut Ha) watered silks has

fallen (mo Takoro piBas) that we no longer produce them.
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4. As we have not received confirmation from you that the goods have been sent,
we have no alternative but (anyiroBatu 1€ 3aMOBJICHHS).

5. We placed an order for 500 units two weeks ago but were informed that all
orders (BUKOHYBaJIUCh CTPOTO IO MOPSIIKY).

6. We have substituted Cushion Covers in fuchsia pink, (ineHTHUHHUME 3
nu3aiiny) and quality with those ordered.

7. The large number of (moBTOpHHMX 3amoBieHb) we regularly receive from
leading distributors and dress manufacturers is (sBHUM cBimueHHsM) of the
widespread popularity of this brand.

8. We have carefully considered (Bama kontp-npono3sutisi) of August 23, 20...
to our offer for woolen sweaters.

0. If you decide to place an order we (MoxeMo BukoHaTH) it within one week.

10.  We regret this unfortunate situation and would ask you (Tepruisiue cTaBUTHCS)
with us.

11.  Northern Computer Services Ltd. (mae) large stocks and may be able to help
you.

12.  (Yci 3amosinieni mojeni) are in stock except for Cushion Covers in strawberry
pink.

13. (Iiam, npusHadeHi) in our letter of August 15 leave us with only the smallest
of margins.

14.  The wool used in the manufacture of our new range (IpOXOaUTh OCOOIMBUIA
nporec) which prevents shrinkage and increases durability.

15.  We also manufacture other textiles in which you may be interested and are

sending (MTOBHMIT aCOPTUMEHT 3pa3KiB MaJIOHKIB) by separate post.

Ex.4. Fill in the blanks with articles where necessary.
l. fact that we are largest suppliers of woolen sweaters in this

country is in itself evidence of good value of our products.
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2. large number of repeat orders we regularly receive from
leading distributors and dress manufacturers is clear evidence of

widespread popularity of this brand.

3. If you decide to place  order we can meet it within  week.

4, _ fashions constantly change andin ~~~ recentyears  demand for
watered silks has fallen to such  extent that we no longer produce them.

5. All  items ordered are in  stock except for Cushion Covers in

______ strawberry pink.

6. ____ prices quoted in our letter of August 15 leave us with only

smallest of ~ margins.

7. At low price of only $8 per metre, this rayon is much cheaper than

silk and its appearance is just as attractive.
8. As you state that delivery of all items is matter of urgency, we
have substituted Cushion Covers in fuchsia pink, identical in

design and quality with those ordered.

9. We also manufacture other textiles in which you may be interested and
are sending complete range of patterns by separate post.
10.  They are in fact lower than those of our competitors for goods of

similar quality.
11. Thisis _ finely woven, hard-wearing, non-creasable material with
most attractive lustre.
122 woolused in  manufacture of our Thermaline range undergoes
special process which prevents =~ shrinkage and increases

durability.

Ex.S. Fill in the blanks with prepositions/ particles where necessary.

1. We hope you will give further thought this matter, but if you then
still feel you cannot accept our offer we hope it will not prevent you contacting
us some future occasion.
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2. Our own order will not be filled  the beginning  November.

3. We are sorry not to be able to meet your present order immediately, but
hopetohear  you soon that delivery  the beginning  the next month
will not inconvenience  you unduly.

4, Fashions constantly change and =~ recent years the demand
watered silks has fallen  such an extent that we no longer produce them.

5. __ the circumstances I hope you will manage to meet your requirements

other source.

6. Stocks  these have been sold our quotation, and the
manufacturers inform us that it will be another 4 weeks =~ they can send
replacements.

7. We regret ~ this action, but you should know that we have to as our
customers insist _ delivery __ the due time.

8. The wool used = the manufacture = our Thermaline range

undergoes a special process which prevents shrinkage and increases durability.

9. The manufacturers have, however, promised us a further supply  the
end  this month and if you could wait until then we would fulfil your order
promptly.

10. Unfortunately we regret that we are ~ present stock

the model you ordered.

11. We have to inform you, however, that non-delivery

essential components we shall be unable to meet the deadline stipulated

delivery.

12. The prices quoted  our letter  August 15 leave us _ only
the smallest ~ margins.

13. The fact that we are the largest suppliers ~ woolen sweaters  this
countryis  itselfevidence  the good value  our products.

14. The manufacturing plant cannot keep pace ~ the increasing demand
___ thispopulartype  printers.
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15. The large number repeat orders we regularly receive leading

distributors and dress manufacturers is clear evidence the widespread
popularity this brand.
WORKSHOP

Make up letters according to the situations.

Assignment 1

Bu orpumanu 3amMoOBIICHHS Ha JOBIJHUKA Ta CHIUKIONCAWYHI BHIAHHA. Bwu
OUIKYBaJIM, IO JPYKapHS BYACHO BUKOHA€ HOro. Aie y 3B'A3Ky 3 PEMOHTHUMH
pobGoTtamu B nexax Bamoi apykapHi, MaOyTh, TEpMIH IOCTaBKU HE Oyje JOTPUMAHO.
Bu npocute Bubauenss i1 mpocute Bammx mapTHepiB, m100 BOHHM MIATBEPAMIIU, IO
3rojiH1 Ha BiACTpouKy B 10 aHiB.

Assignment 2

Bu oTpumanu nuct, 1mo MICTUTh 3aMOBJICHHS Ha JIepeB'siHI cTenaxi (racks) 13 cocHu.
Bu He MokeTe MOCTaBHTH CTENaXi BKa3aHOTO AaCOPTUMEHTY, OCKIJIbKH 0ararto
3aMOBJICHUX MOJIENICH B3Ke pO3IpoiaHi abo 3aMiHeHI HOBUMU. 3anpononyite Bammmm
KJIIEHTAaM HOBHMM TMEpEeriisHyTUH Karajor Ta OCOOJMBO IO3HAUTE MOJENI, sIKI 3a
rabapuTaMy aHaJOTIYHI JO 3a3HAYEHUX Y 3aMOBJICHHI. 3ayBa)Te, 10 LIHU Ha HOBI
MOJIEJl 3HAXOAAThCS B THUX ke Mexax (in the same band), mo # 1iHM Ha 3aMOBIIEHI

cTenaxl.
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UNIT 6. INSURANCE CORRESPONDENCE

In today’s fast-paced world, understanding insurance correspondence is
essential for managing your insurance needs effectively. Insurance correspondence
refers to the communication that occurs between insurance companies and
policyholders. This includes letters, emails, policy documents, billing statements,
and claims notifications. The clarity and effectiveness of this communication can
significantly impact a policyholder’s experience, knowledge, and satisfaction with
their insurance provider.

Importance of Insurance Correspondence

The significance of insurance correspondence cannot be overstated. Clear
communication helps both the insurer and the insured in several ways:

- Transparency: Clear correspondence ensures that policyholders understand
their coverage.

- Promptness: Quick responses to inquiries maintain a good relationship
between insurer and insured.

- Record Keeping: Written documents serve as official records for future
reference.

When policyholders receive timely and informative correspondence, they are
more likely to feel confident about their coverage. This fosters a sense of trust and
peace of mind.

Types of Insurance Correspondence

There are several types of correspondence that policyholders may receive or
initiate. Understanding these can help you navigate your insurance experience more
efficiently:

- Policy Documents: These set the terms of insurance coverage and
outline rights and responsibilities.

- Billing Statements: Monthly or annual statements inform you about

premium payments and due dates.
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- Claims Notifications: Communications related to the status of claims

submitted for coverage.

- General Inquiries: Questions regarding coverage, claims process, or
additional policies.

Each type of correspondence serves a unique purpose and helps in maintaining
the relationship between the insurer and the insured. Insurance correspondence often
contains specific terms that may be confusing. Here’s a quick guide to help:

- Premium: The amount paid periodically to an insurer for coverage.

- Deductible: The amount a policyholder pays out-of-pocket before the
insurance company covers the remaining costs.

- Exclusions: Specific situations or conditions not covered by a policy.

Familiarizing yourself with these terms aids in understanding policy documents
and other correspondence better.

In conclusion, understanding insurance correspondence is key to becoming a
knowledgeable and proactive policyholder. By recognizing the importance of clear
communication, avoiding common mistakes, and applying effective writing skills,
you can greatly enhance your insurance experience. Remember, the quality of
communication greatly influences your satisfaction and understanding, so invest

time in perfecting it.

EXAMPLES

LETTER 1 (Request to quote for insurance)
May 3, 20...

Dear Sirs

Please quote us a rate for the insurance against all risks, warehouse to warehouse, of a

shipment of 10 (ten) cases of cycles, London to Valetta, by M.V. Star of the Blue Sea
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Line. The value of the shipment in question is $ 18,000. The insurance is needed as

from June 15, 20... .

Looking forward to hearing from you.
Yours faithfully
Andrew Wine

Andrew Wine

LETTER 2 (The goods arrived damaged)
December 15, 20...

Dear Sirs

Our order No. 235246/FTD

We received your consignment of filing cabinets and folders (Order No.
235246/FTD) on Dec.12, 20... .

Our Agent noticed that cases 9, 10 and 11 were broken. It looks as if some heavy
object was dropped on these cases. We opened the cases and contacted the Lloyd’s
surveyor in Barcelona. He is examining the damage at the moment and no doubt will
send a detailed report as soon as possible. He is also investigating crates 20 and 21.
The following items are broken:

- 7/seven/ TWA3S5 Filing Cabinets (severely dented);

- 63 /sixty three/ Cuefile looseleaf folders (destroyed by seawater).

This was a CIF shipment and you hold the insurance policy. We should be obliged if
you would take up the matter with the insurers. The Insurance Certificate number is
AS/298475. Should you so desire, we will send it to you without delay.

We enclose a report by our agent that the damage was noticed on Dec. 12, 20... in the

port of Barcelona.
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We would like you to send replacements for the damaged articles as soon as possible.

On our part we will arrange credit in a day or two. Please, acknowledge receipt.

Sincerely yours
James Brown

J. Brown

LETTER 3
April 23, 20...

Dear Sirs

Policy No. 26534

We forward two declaration forms, duly completed, for shipments to Bombay and
Melbourne respectively. As this will nearly exhaust the amount of the cover under
our policy No. 26534 we shall be glad if you renew this for a further $ 10,000. At the
same time please let us have a supply of declaration forms as we are sending you our
last two copies enclosed herewith.

We wish to renew our floating policy No.26534 on the same terms as before, to cover

consignments of textile machinery to Bombay and Melbourne.

Yours faithfully
George Wilson
George Wilson

LETTER 4 (Advice of an accident)
March 5, 20...

Dear Sirs
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Confirming our telephone conversation we have to inform you that the M.V. Anna
had an accident on March 3, 20... .

In heavy weather off the coast of France the vessel’s rudder was damaged and she
was rendered helpless, having in consequence to be towed to Bordeaux, where repairs
are now being undertaken. The expenditure thus incurred will be payable by the ship,
freight and cargo in proportion to their respective value, and we, as average adjusters,

have been appointed to prepare the necessary adjustment.

Faithfully yours
D. Larson

Daniel Larson

LETTER 5 (Insurer’s reply to request to insure the goods)
May 16, 20...

Dear Mr Simpson,

Thank you for your letter of May 12, in which you asked about cover for a shipment
of computers from Tisbury to Wellington.

I note from the details attached to your letter that the net amount of the invoice is
£22,000, and payment is by letter of credit. I would therefore suggest a valued policy
against all risks for which we can quote £4.35p%.

We will issue a cover note as soon as you complete and return the enclosed

declaration form.

Yours sincerely,
D.Adler
D.Adler

58



LETTER 6 (Information on the assessor’s report)
October 28, 20...

Dear Mr. Shane,
Policy No. RG3087567

I have now received our assessor’s report with reference to your claim CF5646 in
which you asked for compensation for the damage to two turbine engines shipped ex-
Liverpool by MV Freemont on October 11 for delivery to your customer, D.V.
Industries, Hamburg.

The report states that B/L. No0.3459 was claused by the master of the vessel with a
comment on cracks in the casing of the machinery. Our assessor believes that these
cracks were responsible for the casing weakening during the voyage and splitting,
which eventually caused damage to the turbines themselves.

I am sorry that we cannot help you further, but the company cannot accept liability

for the goods unless they are shipped clean. See Clause 23A of the Policy.

Sincerely yours,
D.Adler
D.Adler

Manager

EXERCISES

Ex.1. Find the English equivalents.

['enepanbHUl TOJIC; qUCTIAIIEp; KOBEPHOT; yroja Mpo MOKPHUTTS 30UTKIB; MiAJIAraTH
CIUIaTi; 3arajibHa aBsapis; OyTH BJIACHUKOM TIIOJIICA; CIOPBEEP; BIIUIKOAOBYBATH
30UTKM; HapakaTh Ha HeOe3MeKy; MpUBaTHA aBapis; JICMalla; CTpaxoBa IMpeMis;

CYMIIIHHICTB; aBapiiiHe 3aCTEPEKEHHs; OILIIHIOBAaY; CTPAaXxOBUH  cepTUdIKaT;
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BIJTHOBJIIOBATH CTPAaXOBUU TMOJIC; OOCSAT CTPaxOBOTO MOKPUTTSA, KOHOCAMEHT, IO

MICTHUTh 3aCTEPEKCHHS.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.

assessor’s report; cover; to be towed; average adjusters; declaration form;

particular average; expenditure; rudder; casing; valued policy; indemnity;

cover note; claused; surveyor; claim

1. The report states that B/L. No.3459 was by the captain of the vessel with a
comment on cracks inthe ~ of the machinery.

2. In their letter of May 12 they asked us about  for a shipment of computers.

3. The = thus incurred will be payable by the ship, freight and cargo in
proportion to their respective value, and we, as |, have been appointed to
prepare the necessary adjustment.

4. Wewillissuea  as soon as you complete and return the enclosed

5. The idea of insurance is to obtain __ in the event of any happening that may
cause loss of money; insurance is against risk.

6. We opened the cases and contacted the Lloyd’s ~ in Barcelona.

7. means partial loss or damage accidentally caused to the ship or to a

particular lot of goods.

8. I would therefore suggesta  against all risks.

9. In heavy weather off the coast of France the vessel’s ~ was damaged and she
was rendered helpless, having in consequence ~ to Bordeaux.

10. I have now received our _ with reference to your  CF5646 in which

you asked for compensation for the damage to two turbine engines which were
shipped ex-Liverpool on the MV Freemont on October 11 for delivery to your

customer, D.V. Industries, Hamburg.

Ex. 3. Complete the sentences.
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1. Therefore, insurance company (omiHtoBadi), (cropBeepu) and assessors try to
place the insured person or institution in the same financial position after the loss as
he/ it was before it.

2.  (3araspHa aBapis) means any extraordinary loss, damage or expenditure
(moneceni) for the purpose of preventing all the interest imperilled — the ship, the
(BanTax) and the freight.

3. The (ctopBeep) is examining the damage at the moment and no doubt will send a
detailed report as soon as possible. He is also investigating (smrikm) 20 and 21.

4. This was a CIF shipment and you (e BracHukom) the insurance policy.

5. We would like you to send (3aminy) for the (momkokeHMM HaliMEHYBaHHSIM)
as soon as possible.

6. As this will nearly (Buueprmye) the amount of the (ctpaxoBoro nokputts) under
our policy No. 26534 we shall be glad if you (BignoButH) this for a further €10,000.
7. I would therefore suggest a (takcoBanwuii) policy (mpoTu Bcix pusukiB) for
which we can quote £4.35p%.

8. I note from the details attached to your letter that the net amount of the
(paxynka-daktypn) is £22,000, and payment is by (akpeautuBom).

0. We wish to renew our (renepanpHuii nosic) No.26534 on the same terms as
before, to cover consignments of (TexctuiabHOro oOnamHanHs) to Bombay and
Melbourne.

10. The expenditure thus incurred will (miansratu ommari) by the ship, freight and
cargo in proportion to their respective value, and we, as (aucmamepu), have been

appointed to prepare the necessary adjustment.
Ex.4. Fill in the blanks with articles where necessary.

1. It looks as if some heavy object was dropped on these cases. We opened

cases and contacted Lloyd’s surveyor in Barcelona.
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2. Our assessor believes that cracks were responsible for casing

weakening during ~ voyage and  splitting, which eventually caused
damage to  turbines themselves.

3. insuranceis  wayof  spreading,or  distributing, risks.

4. At same time please let us have  supply of  declaration forms as we

are sending you our last two copies enclosed herewith.
5. If large number of people pay premiums to large central
“pool”, then risks of damage or total destruction on

proportionately few occasions when it happens can be covered.

6.  expenditure thus incurred will be payable by ~~ ship, = freight and
__cargo in _____ proportion to their respective value, and we, as  average
adjusters, have been appointed to prepare  necessary adjustment.

7. 1 am sorry that we cannot help you further, but ~ company cannot accept
liability for  goods unless they are shipped clean.

8. report states that ~ B/L. No0.3459 was claused by  captain of
vessel with ~ commenton  cracksin _ casingof  machinery.

9. This was cif shipment and you hold insurance policy.

10. As this will nearly exhaust amount of cover under policy No.

26534 we shall be glad if you renew this for further $ 10,000.

Ex.5. Fill in the blanks with prepositions/ particles where necessary.
1. heavy weather the coast France the vessel’s rudder was damaged

and she was rendered helpless.

2. We wish to renew our floating policy No.26534  the same terms as before, to
cover consignments  textile machinery  Bombay and Melbourne.

3. Please quote = us arate  the insurance  all risks, warehouse =
warehouse, ~ ashipment 10 (ten) cases _ cycles, London  Valetta,

M.V. Star the Blue Sea Line.
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4. We enclose a report our agent that the damage the cases was noticed

~ Dec.12,200...  theport  Barcelona.

5. ourpartwewill arrange ~ credit  aday or two.

6. Should you so desire, we will sendit ~ you  delay.

7.  heavy weather  the coast  France the vessel’s rudder was damaged
and she was rendered helpless, having = consequence to be towed
Bordeaux.

8. We forward two declaration forms, duly completed, — shipments

Bombay and Melbourne respectively.

9. Inote  the details attached  your letter that the net amount  the
invoice is £ 22,000, and paymentis __ letter  credit.

10.1 have now received our assessor’s report  reference  your claim CF5646
__ which you asked =~ compensation  the damage @ two turbine
engines which were shipped ex-Liverpool  the MV Freemont  October 11
__delivery  your customer, D.V. Industries, Hamburg.

WORKSHOP

Make up letters according to the situations.

Assignment 1

Bu xouete 3acTpaxyBaTH NmapTilo KOMI'IOTEPIB, sika Oyje BiJiBaHTaxkeHa 3 JliBepyis
no bapcenonu. Bu xoudere 3acTpaxyBaTW BAaHTAaX BiJ YCIX PHU3HUKIB. 3'sacyiite, SKy
cTpaxoBKy Bu mMoxeTe oTpuMarty Ta nonpocite Hajicnatu Bam ekzeMIuisip cTpaxoBoi

JeKJIaparii.

Assignment 2

Bu naacunaere Ha ajapecy CTpaxoBOi KOMMAaHIi JUCTa 13 3allOBHEHUM OJIAHKOM
CTPaxoBO1 JeKJaparlii Jyisi TOro, o0 MPOIOBXKUTH TeHEpATbHUN MoJic Ha cymy 10
tuc. nonapie CHIA. Tlompocite, mo0 Bam Hamicnanu 1mie Kiibka €K3eMIUIIPIB

JeKJIapariii, OCKUIbKYA BOHU 3aKiHUMIIHACS.
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UNIT 7. CLAIMS AND COMPLAINTS

A claimant is a person who asks for a reimbursement for any damage done to life or
property. A claim is when damage is informed and refund is requested.

But a claim can be requested only when there has been a prior understanding between
theclaimant and the company who 1is expected to clear the claim.
A Claim Letter is a tool informing a company of the partial or full damage done and
requesting a decent reimbursement against it. It however may either be written by the
claimant informing about the loss or the company giving the reimbursement
informing the claimant of the reimbursement that is on its way may also write it.
DOS AND DON’T’S OF CLAIM LETTER

U A Claim Letter should be written by the claimant as soon as the damage is done
U It should be written by the company as soon as the reimbursement is being sent
U The letter must bear the date on the top left corner indicating details of its origin
U It should be brief and to the point

U Only the details of the policy and reimbursement requested/agreed should be dealt
with in the letter

U A Claim Letter should always have a reference number against which the claim is
being requested/agreed so that it becomes easy to track its past record
U The letter should always be only addressed to the person with the full name and
address who is being given the claim or to the company with its full address who is
being requested for the reimbursement against the claim

U A Claim Letter should give all details about the policy against which the claim is
being made. For example, the claim reference number, date when the policy was
taken, terms of the policy, how much reimbursement is due, what is the timeframe
within which the reimbursement will come through

U A Claim Letter has to always be accompanied by documents supporting the damage

or loss, for example the police report, death certificate, etc

EXAMPLES
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LETTER 1 (Reply to Claim)
April 10, 20...

Ms Susan Kohen

Welsh Trading Company, Ltd
56 West Road

Cardiff

CF4 2FT

Dear Sirs

Contract No 345

We acknowledge receipt of the letter of April 8, 20... claiming an allowance of 1.20
dollars per kilo on 5,000 bags of Coffee shipped by m/v Victoria.

We have carefully examined the samples from this consignment and offer you,
without prejudice, an allowance of 75 US cents per 50 kilos in full settlement of your
claim.

Failing your acceptance of this offer, the claim will be submitted to arbitration.

Yours sincerely
George Wollen

Sales Manager

LETTER 2 (Claim for missing goods)
May 15, 20...
Kitchen-Ware Supplies, Ltd.
Cotton Road
Exeter
England EX4 9DT
Dear Sirs

Order No 153
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We refer to our order (No 153) for China-Ware. Our agent took delivery of the
consignment in accordance with the instructions contained in your advice of
despatch.

Unfortunately, only 1800 cups were despatched. The 2000 saucers, packed separately
according to our instructions, arrived in good order and condition. However, they are
not much use to us without the missing 200 cups.

There is a clear discrepancy between the packing lists which arrived and your
invoice. Whether there has been pilferage or not is a matter for the Lloyd’s agent,
who is investigating the matter at the moment.

We must ask you to arrange for the despatch of replacements for the missing cups at

once, as we must meet the delivery time agreed upon with our own customers.

Yours sincerely

Robert Leclerc

LETTER 3 (Reply to Claim)
May 16, 20...
Mr Lecrerc
Lournier, SA
Rue de Rivoli

Paris

Dear Sirs

Order No 153

We have received your letter of September 4, 20... concerning the above-mentioned
order. We regret that you did not receive the whole consignment of China Ware.
Our Forwarding Agents have informed us that the crates (Nos. 15-17) were left

behind at the warehouse of the Port of London. They are arranging for the despatch
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of the three crates short-shipped on board the m/v Catherine which is to arrive in
Marseilles on May 18, 20... .

We apologize for the inconvenience caused by this short-shipment which was due to
circumstances beyond our control. We will contact our Forwarding Agents and the

port authorities to prevent delays occurring in this way in future.

Yours sincerely
Michael Brown

Managing Director

EXERCISES

Ex.1. Find the English equivalents in the letters.

BianoBigHO 10 yMOB KOHTPaKTY; Ha MiJICTaBl SIKOTO YKJIaJE€HO KOHTPAKT; MPE/l'SIBUTH
PEeTeH3110 Oyb-KOMY; PI3HHUIIS Yy I[i1H1; HaJIaTH 3HUKKY; 0€3 KoM JIJIs TIpaB; MOBHE
BPETYJIIOBAHHS MPETEH31i; HAMPAaBUTH MPETEH31I0 10 apOITpaxy; MOBIIOMIIEHHS PO
BiJIITpaBJICHHS; PO30DKHICTh MiX MMaKyBAIBHHM JIMCTOM Ta PaxyHKOM-(akTyporo;

PO3KpadaHHA, HETIOBAHTaXKCHI AIMMWKHU, IIPUYUHHA, IO HC 3aJICIKATD BiI[ Hac.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.

without prejudice; examination; beyond sb’s control; discrepancy; at the warehouse;
short-shipped (2); inferior to; to submit; pilferage; replacement;

to investigate; difference; port authorities; consignment

1. After acareful ~ of the Goods we are making the following claim on you.
2. Our Forwarding Agents have informed us that the crates (Nos. 15-17) were left
behind  of'the Port of London.

3. We are claiming from you the amount of 5.000 dollars being  in price

between Wheat Grade A and Grade B.
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4. We will contact our Forwarding Agents and to prevent delays occurring

in this way in future.

5. The Goods are ~~ the sample on the basis of which the contract was
concluded.

6. There is a clear  between the packing lists which arrived and your
invoice.

7. They are arranging for the despatch of the three crates  on board the m/v
Catherine.

8. Failing your acceptance of this offer, the claim will _ to arbitration.

0. We have carefully examined the samples from this consignment and offer you

an allowance of 36 USD per 50 kilos in full settlement of your claim.
10.  The Lloyd’s agent the matter at the moment.
11.  We apologize for the inconvenience caused by the short-shipment which was

due to circumstances

12.  As the goods are , we have to claim for damages.
13.  Whether there has been or not is not clear yet.
14.  Our agent took delivery of in accordance with the instructions

contained in your advice of despatch.
15.  We must ask you to arrange for the despatch of for the missing part of

the Goods at once.

Ex.3. Complete the sentences.
1. We have carefully examined the samples from this consignment and offer you
(6e3 mkoau I HAIMX IpaB Oe3 MKOoW I Hamux IpaB) an allowance of 50 US

cents per 100 kilos in full settlement of your claim.

2. Failing your acceptance of this offer, the claim (0yne nampaBieno 10
apOiTpaxy).
3. The Goods are (ripme 3a 3pa3ok) on the basis of which the contract was
concluded.
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4. After a thorough examination of the Wheat we (npen'asisiemo Bam nactynny
IPETEH3110).

5. We are arranging for the despatch of the three crates (sxi 3amummmcs
Hernorpyxeanumu) on board the m/v Victoria.

6. We apologize for the delay of the goods which was due to (3 He3anexxHux Bia
HAC MPUYUH).

7. There is a clear (po36ixkHicTh) between the packing lists and the invoice.

8. Our agent (mpuiHAIM TIOCTadyaHHS MapTii ToBapiB) in accordance with the
instructions contained in your advice of despatch.

0. Whether there has been (po3kpamannsi) or not is a matter for a special
investigation.

10. We are claiming from you the amount of § 5,000 being (pi3HuIS B IIiHIi)
between Barley Grade A and Grade B.

11.  We have examined the consignment of Coffee shipped by m/v Victoria against
Contract no. 345 and (BianoBigHO 70 yMOB KOHTpakTy) we find that the Goods are
inferior to the sample on the basis of which (yknageno koHTpaxT).

12.  We ask you to arrange for the despatch of (3aminu) for the missing part at

once.

Ex.4. Fill in the blanks with articles where necessary.

1. We have examined consignment of Wheat shipped by m/v
Victoria against Contract no. 234.
2. After thorough examination of Coffee we are making

following claim on you.

3. We are claiming fromyou  amount of § 7,200 being  difference in
price.

4. There is  clear discrepancy between = packing lists which arrived

and ____ invoice.

69



5. Failing you acceptance of offer, claim will be submitted to

arbitration.

6. Whether there has been pilferage or not is  matter for  Lloyd’s
agent who is investigating ~ matterat  moment.

7. We apologize for  inconvenience caused by short-shipment which
was dueto  circumstances beyond our control.

8. __ goods are inferior to  sample on  basis of which

contract was concluded.

9. We acknowledge ~ receiptof  letter of April 7, 20... claiming

allowance of 41.20 dollars per kilo on 5000 bags of Coffee shipped by  m/v

Victoria.

10.  We must ask you to arrange for = despatch of  replacements for
missing cups at once, as we must meet  delivery time agreed upon with

our own customers.

11.  We have carefully examined =~ samples from __ consignment and
offer you, without  prejudice,  allowance of 475 cents per 50 kilos in
~ full settlementof  claim.

12.  Our Forwarding Agents have informed us that  crates (Nos. 15-17) were
left behindat ~ warehouse of  Port of London.

Ex.5. Fill in the blanks with prepositions/ particles where necessary.

1. We acknowledge receipt ~ letter  September 9, 20... claiming an
allowance of 1.20 US dollars ~ kilo 4,000 bags of Coffee shipped
m/v Victoria.

2. Failing your acceptance = this offer, the claim will be submitted
arbitration.

3. Werefer ~~ ourorder  Paraffin Wax.

4. We apologize =~ delay  shipment which was reasons

our control.
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5. We are contacting our Forwarding Agents and the port authorities to

prevent delays ~ thisway  future.

6. After a thorough examination  the Goods we are making the following
claim  you.

7. We find that the Goods are inferior ~ the sample ~ the basis

which the contract was concluded.

8. There is a clear discrepancy  the packing list and the invoice.

9. We ask you to arrange =~ the despatch  replacements  the
missing part _ the Goods.

10.  We are claiming ~ you the amount 3,000 US dollars being the
difference  price between Wheat Grade A and Grade B.

11.  After a careful examination = the samples  this consignment we
offer,  prejudice, an allowance 450 UScents 50 kilos  full
settlement  your claim.

WORKSHOP

Make up letters according to the situations.

Assignment 1

Bu orpumManu ToBap, SIKICTh SIKOTO 3HAYHO HUXKYaA 32 3pa30K, HA MiACTaBl IKOTO OYJI0
YKJIaJ€HO KOHTpakT. HanmumiiTe JMCT mpoJaBlio 1 BUMAaraiTe 3aMiHH HESKICHOTO
ToBapy, a00 10% 3HMKKY 3 yCi€l BapTOCTI TOBapy. BKaxkiTh TaKOXK y JUCTI, IO SKIIO
poJIaBellb BIZIMOBUTHCS BUKOHATH Bartii ymoBu, To Bu 3BepHeTecst 10 apOiTpaxky.
Assignment 2

Bu oTpumanu nucta, B SKOMY MOKYII MOBIIOMIJISIIOTH TIPO HEAOMOCTAYaHHS TOBAPY
3a koHTpakToM Ne 15-02. 3B'szaBminchy 3 Bamumu excneaurtopamu, Bu 3'scyBaiu,
110, A1MCHO, 4 SAIKMKK He OyJM 3aBaHTaKeH1 Ha Terioxil. CKIaaiTh JUCT, y skoMy Bu
npocuTe BHUOAUEHHS 1 BUKIAJA€Te BXUTI BamMu Kpoku, cnpsiMoBaHI Ha Te, 100

noaioHa CUTyaIlis HE MOBTOPUJIACS B MaliOyTHBOMY.
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UNIT 8. TRANSPORTATION AND SHIPPING. PACKING

International shipping opens your business to new markets and exciting growth
possibilities. However, you need to make sure you understand the rules and
regulations of exporting and importing, and crucially, you need the proper shipping
documents.

International commerce relies on documentation that fulfills the criterion and
regulations set by the country of origin and the destination country. It’s critical to be
prepared with detailed information about your shipment, business, and the reason you
are shipping. If required, you will need to obtain proper licensing for your products as
well.

The documentation process of international shipping is a vitally important part of
assuring smooth international transactions. International shipping documents decide
the fate of your shipment, if not properly done, which could lead to shipments being
delayed or held at the customs.

Transportation, being a service to business, plays a very important role as large
amounts of merchandise are transported between different countries by sea, air, rail,
and road.

Road transport is comparatively cheaper, but takes much time. In recent years
haulage (trucking) has greatly increased offering faster services and modern facilities.
Carriage by rail is faster. This type is preferred when transporting perishable or bulk
goods. Air transport is used for speed and is consistently increasing as it is
undoubtedly the best method for carrying certain types of goods. Its disadvantages
are numerous and obvious.

Most traditional type of transport, i.e. by sea, has many limitations, being a very
complicated business. Parties to that service have to observe a lot of rules and
regulations that have been piled up for years.

In recent years modern types of transport have greatly encouraged the use of
containers, which provide speedy, safe, and relatively inexpensive door-to-door

deliveries, and are becoming more and more popular with exporters alike.
72


https://www.easyship.com/blog/what-you-should-do-when-your-shipment-is-stuck-at-customs

EXAMPLES
LETTER 1 (Advice of dispatch and packing particulars)
September 17, 20...

Dear Sirs

We advise you that the consignment you ordered last month was dispatched on
September 15 and is to arrive within two weeks.

The engine parts have been wrapped in waterproof greased paper and packed into
standard crates suitable for the type of equipment to be delivered.

Units have been packed separately into boxes attached to the inside of each crate.
Lifting hooks are provided at four points. Please note that these crates are non-
returnable.

The generators have been bolted into specially made crates and surrounded by hard
padding. For each crate the sum of $20 is charged. The amount is repayable if you

return crates in reasonable condition.

Faithfully yours
A. Claws

LETTER 2 (Advice of dispatch)
March 30, 20...

Dear Sirs

We acknowledge receipt of your confirmation that your consignment should be sent
by ferry and rail, and we have accordingly shipped the 2 Ib. tins in 10 crates, each
crate containing 6 strong cardboard cartons, which in turn contain 24 tins each. The 4
Ib. tins are in further 10 crates, each carton containing 12 tins. Gross weight of each

crate is 6 cwt. Marking: ... ... ... ... ...
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We trust the consignment arrives safely.

Yours faithfully
S. Andersen

S. Andersen

LETTER 3 (Details of packing)
Monsieur J. LELOT

Service des Achats

Societe¢ UNICOUPE

191, av Halévy

69002 LYON CEDEX 02
FRANCE

Dear Mr. J. Lelot

We are pleased to confirm your order enclosed with your letter of 5% June 20... .

The goods will be forwarded packed in special cases so as to avoid damage in transit

according to your instructions, delivery by refrigerated lorry to your Leeds

warehouse. A copy of the waybill will be sent to you within a week. The special

shockproof packing will be charged at €2 per package. Pallets will be charged at cost.

We are sure you will find our packing excellently suited to your requirements.

Sincerely yours
T. Collins
T. Collins

LETTER 4 (Details of transportation)
April 8, 20...
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Dear Sirs

As you requested in your letter dated 4™ April, we are sending 200 crates by rail to
Boulogne where our agent will personally supervise loading on board the Boulogne —
Folkestone ferry.

We would remind you that these new boxes must not under any circumstances be
stored in an enclosed space or near a heat source. Please acknowledge receipt of the

goods immediately by fax.

Faithfully yours
J.Smith
J.Smith

LETTER 5 (Shipment of short-shipped goods)
May 19, 20...

Dear Sirs

Your Order No. 2345

We received your letter of 12" May concerning the above order. We regret that you
did not receive the full consignment of cutlery.

Our forwarding agents have informed us that the crates (Nos. 27-29) were left behind
on the wharf in the port of shipment. They are arranging for the dispatch of the three
crates short-shipped on board the M.V. Marine Star which is due to arrive in
Marseilles on the 2™ June. The dispatch will be franco domicile, with duty paid.

We apologize for the inconvenience caused by the short-shipment, which was due to
circumstances beyond our control. We shall contact our agents and the port

authorities to prevent delays occurring in this way in the future.

Yours faithfully

A King
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LETTER 6 (Consequences of non-compliance with packing instructions)
August 9, 20...
Dear Sirs

Your Order No. 024875

We received your letter of August 3 yesterday. We regret very much the damage
caused to the four crates. We are very concerned to hear that your packing
instructions were not carried out.

We have been in touch with our packers and we have asked them to send a detailed
report. We have no explanation to offer yet, but will give a full account as soon as we
can.

In the meantime, we have arranged for the dispatch of four replacement crates, and
we have asked our packers to carry out the packing instructions carefully.

We apologize for any inconvenience caused by the error. We shall ensure that similar

mistakes do not occur again.

Faithfully yours,
B.Knight
B.Knight

EXERCISES

Ex.1. Find the English equivalents.

HosxoBuil ToBap; makyBaJlbHa KOMIIaHisl; NEPEBE3CHHS; HE MIJUISrae MOBEPHEHHIO;
OpOTUYAApHA YIMAaKOBKa; MpHUYaj; CTATYBaTH 3a COOIBapTICTIO; HACUIIHI BAaHTAXI,
MiJJIOH; HAOWMBHUN  MaTepiay; TpaHCHIOPTYBaHHS, IIBUIKOIICYBHI  TOBapH;
pOMAacJICHU Tamip; CKpIIUIIOBaTH OOJTaMH; LIEHTHEP; HEBIIIBAHTAXEHUI; 3aKpUTE

OPUMILICHHS.

Ex.2. Fill in the blanks with one of the following words. Mind your grammar.
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greased; to pile up; forwarding agent; enclosed space; to observe; short-
shipment; to supervise; shockproof; port of destination; account; in the
meantime; heat source; padding; waybill; short-shipped; by rail; wharf;

beyond sb’s control; at cost; to wrap; repayable

1. They are arranging for the dispatch of the three crates  on board the M.V.
Marine Star which is due to arrive at ~~ on August 23.

2. we have arranged for the dispatch of four replacement crates.

3. Acopyofthe  will be sent to you within a week.

4. We would remind you that these new boxes must not under any circumstances be
storedin __ or near

5. Pallets will be charged .

6. We are sending 50 crates  to Boulogne where our agent will personally
_____ loading on board the Boulogne — Folkestone ferry.

7. 1f you have any explanation to offer, we are expecting a full

8. Theamountis  if you return crates in reasonable condition.

9. Our  have informed us that the crates were left behind on ~ in the port
of shipment.

10. Parties to that service have ~ a lot of rules and regulations that  for
years.

11.We apologize for the inconvenience caused by  , which was due to
circumstances

12. The special  packing will be charged at 5 euros per package.

13. The engine parts  in waterproof  paper and packed into standard

crates suitable for the type of equipment to be delivered.

14. The generators have been bolted into specially made crates and surrounded by

Ex.3. Complete the sentences.
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1. We have been in touch with (makyBansHOIO KOommaHieto) and we have asked
them to send a detailed report.

2. (ABTOMOOITEHUH TpaHCTIOPT) is comparatively cheaper, but takes much time.
In recent years (TpancrnoptyBanHs) has greatly increased offering faster services and
modern facilities.

3. We have to remind you that these new boxes must not under any circumstances
be stored (y 3akputoMy NpuMillieHH1) or (TIOpsia 13 JHKEPEJIOM TeILIa).

4. (Hactunu nBuryna) have been wrapped in (BogonenpoHukHy) greased paper
and packed into standard crates suitable for the type of equipment to be delivered.

5. The goods will be forwarded packed in special cases so as to avoid damage (y
nopo3si) according to your instructions, delivery by refrigerated lorry to your Leeds
(ckman).

6. We apologize for the inconvenience caused by (Heqonoctauanusim), which was
due to (oOcTaBuH, HE3aJIEKHUX BiJ HAC).

7. The generators have been bolted into specially made crates and surrounded by

(IIUTBHUM HAaOMBHUM MaTepiajioM).

8. A copy of the (TparcnoptHoi HakiagHO1) Will be sent to you within a week.
0. Carriage by rail is preferred when transporting (IBUAKOTICYBH1) Or (HACHUITHI)
goods.

10. We acknowledge receipt of your confirmation that your consignment should be
sent (IOPOMOM Ta 3aJI13HULIEIO).

11. The amount (mignsirae moBepHeHHIO) if you return crates in (MPUHHATHOMY)
condition.

12. The special (mporuynapna) packing will be charged at $5 per (BanTaxkne Micrie).
13. We regret that you did not receive the full consignment of (Ho>xoBor0 TOBapYy).

14. We are very concerned to hear that your packing instructions (He BUKOHaH]).

Ex.4. Fill in the blanks with articles where necessary.
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1. air transport is used for speed and is consistently increasing as it is

undoubtedly ~ best method for carrying ~ certain typesof  goods.

2. engine parts have been wrapped in  waterproof greased paper and

packed into  standard crates suitable for ~~ type of  equipment to be

delivered.

3. generators have been bolted into = specially made crates and

surrounded by ~ hard padding.

4. They are arranging for  dispatch of _ three crates short-shipped on

__board  M.V. Marine Star which is due to arrive in Marseilles on

2" June.

5. amount is repayable if you return _ crates in ___ reasonable

condition.

6. We acknowledge @ receipt of your confirmation that  consignment

should be sentby  ferry and rail.

7.  copyof  waybill will be sent to you within  week.

8. We would remind you that  new boxes must not under any circumstances be

storedin _ enclosed space ornear  heat source.

9. We regret that you did not receive _ full consignment of _ cutlery.

10. Our forwarding agents have informed us that  crates were left behind on
wharfin  portof  shipment.

I1.In  meantime, we have arranged for = dispatch of = four

replacement crates, and we have asked our packers to carry out  packing

instructions carefully.

12. We apologize for any inconvenience caused by erTor.

Ex.S. Fill in the blanks with prepositions/ particles where necessary.
1. Parties that service have to observe a lot of rules and regulations that have

been piled years.
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2. Units have been packed separately boxes attached the inside

each crate.

3. Tins 10 crates, each crate containing 6 strong cardboard cartons,

which  turn contain 24 tins each.

4. Lifting hooks are provided  four points.

5. They are arranging  the dispatch  the three crates short-shipped

board  the M.V. Marine Star which is due to arrive ~ Marseilles on the

2nd  June.

6. The goods will be forwarded packed  special cases so as to avoid damage
transit your instructions, delivery ~ refrigerated lorry

your Leeds warehouse.

7. Weshall contact  our agents and the port authorities to prevent delays
occurring  thisway the future.

8. your request we are sending 200 crates rail Boulogne where
our agent will personally supervise loading =~ board =~ the Boulogne —
Folkestone ferry.

9. The forwarding agents have informed us that the crates were left the
wharf  the port of shipment.

10. We apologize  the inconvenience caused  the short-shipment, which
was due to circumstances  our control.

11. We regret very much  the damage caused _ the four crates.

12. We havebeen  touch  our packers and we have asked them to send a
detailed report.

WORKSHOP

Make up letters according to the situations.

Assignment 1
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[ToBimomTe, mo orpumani Bamu ToBapu OynM ymakoBaHI HEHAJIEKHUM YHHOM,
BHACJIIJIOK YOr0 YaCTHHA TOBApYy CTajia HeMPUIaTHOW. By nmpocute HagicIaTu 3aMiHy
B HAWKOPOTIINN TEPMiH.

Assignment 2

[ToBimomte BamuMm KiieHTam, 10 HapTis 3aMoBieHoi HuMU ¢apbou Oyna
BlIBaHTa)XxeHa. BU BUKOHAJIM BC1 JIOMOBJIEHOCTI:

() VYnakoBka. ¥ 10 kapToOHHUX SIIUKIB, 10 40 OaHOK y KOXKHOMY.

() Bingsantaxenns. T/r «Bikropis» 3 JliBepnyns 20 cepmHs i3 mpuOYTTSIM 10
Mobacu (Mobasa) 29 BepecHs.

() MapkyBanus. HaiimeHyBaHHS BaHTa)XOBIANPAaBHHKA Ta BaHTaXOOJEP)KyBaya.
Boruene6esneuno. ®apba. Ob6epexno. Amumku MawTh OyTH MPOHYMEPOBaHI IO
nopsiaky (1-10).

[ToBimomte, mo Bu Bpy4ymin BCi TOKYMEHTH, IIO CTOCYIOThCA IIi€l MapTii TOBapy,
ekcrenuTopaM Bammmx Kii€eHTiB, 1 crioliBaeTecs, 1o Bal KIieHTH OTPUMAalOTh TOBap

y MOBHI# Oe3ner.
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Enextponne HaBuangbHE BUIaHHSI KOMOIHOBAHOTO BUKOPUCTAHHS
Mo’kHa BUKOPUCTOBYBATH Y JIOKAJIbHOMY Ta MEPEKHOMY PEXKUMI

IMaciynmk Mapuna BikTopiBHa

JNIJIOBA IHO3EMHA MOBA
AHTJIIMCBKA MOBA

MetoauyHi BKa3iBKU
10 HMII “Business Communication” 10 MpOBEICHHS CAMOCTIMHOI poO0TH
JUIst 3100yBaviB BUILOT OCBITH Nepiuoro (0akanaBpcbKoro) piBHs 3-4 KypciB A€HHOI
Ta 3a04HOi (popM 3100y TTs OCBiTH 3a crienianbHOCTsIMU 015 «IIpodeciitna ocBiTa
(3a crremiamizariisiMu)» (ocBiTHI porpamu: «IIpodeciiina ocpita (XapuoBi TEXHOJIOTI)»,
«IIpodeciiina ocita (TexHosoriss BUpOOIB JETKOi TPOMHUCIOBOCTI)»,
«ITpodeciiina ocita (Ilcuxosnoris qu3aitny Ta iMiIXKy)», «IIpodeciiitHa ocBiTa
(duzaitn)», «ExonomMiuHa Ta 613Hec-ocBiTay), 053 «Ilcuxomnoris» (0CcBITHS mporpama
«IIpaxTruna ncuxomnorisny), 032 «Icropis Ta apxeosnorisi» (OCBITHS mporpama
«KpaeznaBuo-typuctuana podotay), 071 «O0mik i onmogaTKkyBaHHD» (OCBITHS
nporpama «O0ik 1 ononatkyBaHHs»), 073 «MenemKkMeHT» (OCBITHS Mporpama
«ToprosenbHui MEHEIDKMEHT» ), 075 « MapkeTuHr» (OCBITHs IIporpama «MapKeTHHI»),
076 «IlinnpueMHULITBO Ta TOPTIBIsH» (OCBITHA Iporpama « MHUTHA cripaBay)

(Yxp., anrI1. MOBaMH)

B aBTOpchKiii pemakiiii
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