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MeTtoguyeckue peKomeHgaumMm AnAa CAaMOCTOATE/IbHOTO
BbINOJ/IHEHUA 3ap,a|-|m?i no pa3/iIn4yHbiMm BUAam pequoﬁ AeATENIbHOCTU.

CamocTtoaTtenbHana paboTa MrpaeT BarKHYK pPoOJib B U3y4YEeHWUU AHTAMMUCKOro
A3blKa. [peacTtaBneHHble MmaTepuanbl MOTYT ObiTb MCNO/b30BaHbl MArncTpam
daKy/NbTeTa 3KOHOMMKM U MEHEAXKMEHTA KaK CaMOCTOATE/IbHOE PYKOBOACTBO A/1A
peanus3auMm 3a4ad  NO3TAaMHOro YCBOEHMA  PasfnYHbIX BUAOB  334aHWUMN,
HanpaB/IEHHbIX Ha U3yYeHMe AeN0BOr0 aHIIMMCKOro A3blKa M aHIIMMCKOrO A3blKa
Ansa NpodecCcMOHaNIbHOrO UCMO/Ib30BaHMUA.

B Hauane wu3yyaemoro ypoka nNpMBOAMTCA TEKCTOBOE aHIrN0A3blYHOE
onucaHMe CUTyaTUBHOM Npobaembl. B KarKaoM ypoKe BCTpeyvatoTcsa YeTbipe BMAA
peyeBbIX 3a4aHWUN: YTEHME, TOBOpPEeHMEe, ayANnpoBaHMe U NMCbMO. B Hayane toHUTa
npeacTaBNeH TeKCT, NPUBOAATCA OCHOBHble TEPMWHbI M CNOBOCOYETAHMUS,
MCNONb3yeMble B MNPEANOKEHHON TemaTU4yeckon cuTyaumun. [puBeaeHHble
nepeBoAbl M MOHATUMHOE copepKaHue (roccapuin) ypoka npu3BaHbl MOMOYb
MarmcTpam CamocToATeNbHO pPa3obpaTb HOBbIA MaTepuan U NoHATUA. Mpumep
nocneaylowWmMx peyeBblX 3ahaHMNA, KaK MpaBuIO, CBA3aH C NpobaemHo
CUTyaumen, KoTopas MoOXKeT o0b6cyKaaTbCs WAM  PasbirpbiBaTbCs, Hanpumep,
MeXay COTPYAHMKAMWM U KauMeHTamu  upmbl B ¢dopme AaAnanora C
MCNONb30BAHMEM aKTUBHOWM JIEKCUKM PA3rOBOPHOIO AEN10BOr0 aHI/IMMCKOrO A3blKa
AAHHOTO ypOKa.

Mpu  M3y4yeHUM maTepuana MOXKHO NPUAOEPNKUBATLCA  CAeayoLLen
nocneno0BaTeNIbHOCTU 3TANOB:

® OCBOEHME [/10ccapma n peyeBbix 060poOTOB;

® YyTeHMWe M MOHMMAHME TeKCTa (4aCTUYHbIN Nnepesoa);

® YyTeHWe M NOHMMAHME CUTYaTUBHOIO AMaNora;

e BOCMpousBeaeHue CUTyauum B dopme ONMCcaTeNbHOTO
MOHO/IOTMYECKOTO TEKCTa;

e BOCnpousBegeHne cutyauum B dopme auanorndeckoro tekcra (drill
meTtona);

e BOCMpousBedeHMe cutyaumm B GOpme LeN0oBOM MUrpbl C POSEBbLIM
BOCMpOM3BEeAEHNEM caywaTtenamm ANANOrNYecKoro TEKCTa,
npuBeaeHHOro B nsyvyaemom ypoke (drill meton);

® COCTaB/ieEHWE W BOCNpou3BeaeHMe cuTyaumm B Gopme AeN0BOMN UTPbI C
pONIEBbIM BOCMPOU3BEAEHNUEM CAYLIATENAMM ANANOTMYECKOro TEKCTa
NO a/NbTEPHATUBHOM CUTYaLMOHHON Moaenu (aKTUBHO-TBOpPYECKaAA
CO3HaTeNbHan AeATeIbHOCTb).

MpuBegem npumepbl OCHOBHbIX BMAOB uTeHUA TekcToB (Reading) Ha
aHIIMACKOM f3blKe ANs NOBblWeHUA 3EKTUBHOCTM YTEHUA U Pe3y/bTaToB
BbINO/HEHWA PA3/INYHbIX TUNOB 3a4aHUN.
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MpocmoTtposoe uteHue (Skimming) — cTaBuUT 3a4a4yen NPoYTEHME TEKCTa C
LEeNbl0 M3BMEYEHMA OCHOBHOIO CMbICNA TeKcTa, 6e3 yrnybneHua B getann. B
AAHHOM TUMEe YTeHMA OCHOBHOE BHMMaHWEe A0/KHO ObiTb CHOKYCMPOBAHO Ha
3aroN0BKe TEeKCTa, BBEAEHUM, NEPBOM WM MocaAeaHEM NPeanorKeHuAx B ab3lauax,
3aK/IIOYEHUN.

MouckoBoe uteHue (Scanning) — npeanosiaraeT HaxoXKAeHUE KOHKPETHOM
MHOPMaLLMK, C ONOPOI HA KAtoYeBble CNOBa.

Bce yyebHble TEKCTbl MOXHO YCNOBHO pPa3AenvTb Ha 4 OCHOBHbIX TUNa,
OCHOBbIBAsAAICb Ha BMAaX 3a4aHMN. B CcOOTBETCTBUM C TUNOM 3a4aHUA K TEKCTY
HY*KHO MCNO/1b30BaTb ONpeAeneHHbI BUA, YTEHUA.

1. Four-option multiple choice task - TeKkct, copep)awunm 3agaHua c
BbIOOPOM OAHOrO NPaBWU/IbHOTO OTBETa M3 YeTblpex npegnaraembix. [Ans
BbINO/NHEHUA OAHHOrO BMAA YTEHWA BaM cneayeT MNpPoYnTaTb TEKCT U
NoCTapaTbCA MOHATb €ro cogeprkaHue. 3aTemM BHMMATENbHO NPOYUTaTb
KaXXAbl BapuMaHT MNpPeasoXKeHHOro CAMCKa OTBETOB W MOCTapaThCs
onpeaennTb Kakyto MHOOPMALMIO HYXKHO HalTU: OOLLYIO UNM KOHKPETHYIO.
MepeunTanTe TEKCT ewe pa3 W, obpawad BHMMAHME HA 3HaYeHue
OTAEeNbHbIX C/I0B, NOCTapalTecb HAUTU HyXHyl Bam MHPopmauumto. Mocne
TOro, Kak Bbl onpegenutecb ¢ Bblbopom (A, B, C nam D), B cnydae
BO3HMKHOBEHWUA COMHUTENbHOM CUTyauuKn, NonpobyinTe pewmnTb npobaemy
METOAOM MCKAOYEHUS.

2. Jumbled text — TeKcT, HekoTOpble NpeanoXeHms mam ab3aubl KOTOPOro
NPONYLEHbl UM PACMONOXKeHbI B NOPAAKE, HE COOTBETCTBYIOLLEM JIOTUKE
M3N0XeHnAa. B  AaHHOM  33agaHuMM  ciepyeT  CHavana  NpouuTaTh
pa3po3HeHHble ab3aupl TEKCTAa M NOCTapaTbCA MOHATb €ro CogeprkaHue.
MoMHUTE, 4YTO B 3aZaHMM WMMeeTcs BapuaHT oTeBeTa (ab3ay wau
npeanoXKeHne), KOTOpbii Bbl He A0MXHbl MCMNO/b30BaTb. [lpouunTanTe
BHMMATE/NIbHO  MNpPesioXKeHns A0 WM nocne nponycka W noabepute
OTCYTCTBYIOLLYD MHOOPMALMIO M3 NPeSNOXKEHHbIX BAPUAHTOB OTBETOB.
ObpatuTe BHMMaHMe Ha CBA3ylOWMe CNoBa Mexay ab3auamu, Takue KakK
colo3bl, BBOAHble c/sioBa M ¢pasbl, CNOBa, paHee YNomMsAHyTble, BUAO-
BpeMeHHble popMbl. VICKNOUNTE NUWHWUIK BapUuaHT. NpounTanTe TEKCT U
ybegutech, 4to BblIbpaHHblE BAMW BapMaHTbl COOTBETCTBYIOT COAEPKAHMUIO
TeKcTa.

3. Multiple-matching task — TekcT, umetownii 3aaaHme yCTaHOBUTb
COOTBETCTBME MEXKAY BapUaHTaMM OTBETA M COAEPHKAHNEM TEKCTA.
MpoumnTanTe TEKCT M NOCTapanUTeCb NOHATb ero cogep»kaHme. ObpaTtute
BHMMaHMe Ha 3aro/I0BOK M NPeA/IoKEeHUA B Hayale KaxKaoro ab3aua.
MpounTaliTe BHUMATENbHO BapWaHTbl OTBETOB. BblaennTte KntoyeBble C10BA
B BapMaHTax OTBETOB. TWAaTe/bHO NPOYMTANTE TEKCT U HaUAUTe Mo



K/1I04YEBbIM CI0BAM HYKHYIO MHOpMauuto B TekcTe. Onpegenntech €
BbIGOPOM OAHOr0 BapMaHTa M3 NPeas/IOKEHHDbIX.

4. Multiple-matching headings task — Tekct, c npeagwecTsyloWMM emy
3a4aHnem BbIOpaTb MpPaBWMAbHbIA  BAPWAHT 3aroJiIoBKa K TEKCTy U3
NpPesNoXKEeHHOTO CMNUCKa. BHMMaTenbHO npoyunTanTe CMUCOK
NpeanoXKeHHbIX 3aroN0BKOB A/1A TeKcTa. MNpounTalitTe TEKCT U NOCTapanTechb
NOHATb €ero cogepKaHue. BHMMATENbHO nNpouYMTaNTe KaxKabli ab3au,.
Bblgenute KntoueBble cnoBa B ab3aue M NpoBepbTe 3aro/0BKM B 3a4aHUK
Ha cooTBeTcTBME C ab3auem. [NOMHMTE, YTO OAMH 3ar0JIOBOK M3 CMMUCKa
MCNONb30BATb HE HY}KHO.

[lns noaroToBKM K BbINOIHEHWIO 334aHUI Ha roBopeHue (Speaking) cneayet
NPUAEPKNBATLCA CNeayloWmnX peKomeHAaunit. M3BecTHO, YTO KOMMYHMKaLms
ABNAETCA FNaBHOM LENblo M KOHEYHbIM Pe3ynbTaTOM B M3YyYEeHUW MHOCTPAHHOrO
A3blka. CyllecTBYIOT [Ba BWAA pPe4vYeBOM [eATeNbHOCTU: AMaANOrnyecKas W
MOHO/IOrMYEeCKas.

MpyM nNOAroTOBKE K [AMANOrM4ecKOMY BbICKa3blBaHUIO pPeKoMeHAyeTcs
cnepytoulan nocseaoBaTe/IbHOCTb AEMNCTBUIA:

® BHMMaTE/NIbHO NpPoYUTalTe 3aJaHune;

e 06cyauTe ero c NapTHePOM;

® BHMMaTE/NbHO CAyLaNTe BONPOCHl NapTHepa Mo Auanory U oTsevyanTe
Ha HMX MO CyLLecTBy;

® (CTapanTecb He JOMUHUPOBATL B Pa3roBOpE;

® [ailTe BOSMOXHOCTb BbICKA3aTbCA Ballemy cobecegHUKY.

[Ans  MOHONOrMYECKOro  BbICKa3blBaHWS  0ObIMHO  NpeacTaBAseTCS
onpeaeneHHaa cuTyaumsa, npobnema, Tema WAW HaArnagHaa uHPopmayma
(KapTWHKa). OnA BbINONHEHMA 3a4aHUA:

® BHMMATE/NbHO NPOYUTaNTE NPOBAEMY UM PACCMOTPUTE KaPTUHKY;

® [PV rOBOPEHUN NPUAEPKMBANTECH OCHOBHOM TeMbI, n3beramnte
HeCyLLeCTBEHHbIX AeTaNel;

® pUMepHOe BPpeMA BbICKA3bIBaHUA - 04HA MUHYTA.

CnegyloWwmm BaxKHbIM acnekTom npu pabote ¢ y4ebHbIMM MmaTepuanamm
ABNAETCA NpaBUAbHOE OBllaeHne neKcukoi (vocabulary). 3HaTb cnoBo — 3HauUT
3HaTb ero ¢opmbl (3ByKoByO W rpaduyeckyto). Heobxogmmo npaBUNBLHO
NMOHMMATb CNOBO Ha C/AyX M MPOU3HOCUTb €ro, y3HaBaTb C/IOBO MPU YTEHUMU U
yMeTb MpPaBUIbHO HanucaTb ero. CnoBa aHIMAMMACKOro A3blKa, KakK MpaBuso,
MHOrO3Ha4YHbl, MO3TOMY HYXHO 3HaTb HanMbosiee YacTo ynoTpebasemble 3HaYeHuUA
cnos. YnotpebneHne cnosa nmeet 6osbllioe 3HAYEHME M NpeanonaraeT 3HaHUe
ABYX acneKktoB. [epBbli acnekT — ynpaBieHue B npeasioxeHun ( Hanpumep,
rnaron «listen» noytM HWKorga He ynoTpebnsetca 6e3 npeanora «to») wu
Hanbonee TUMUYHbIE COYETAHMA C/OBA C APYrMMKM C/loBamu  (Hanpumep,
cywlecTBUTE/IbHOE  «exercise»  ynoTpebnsetrca ¢ rnaronom  «do» , a



cyuwiectButenbHoe «mistake» ¢ rnaronom «make». BTopon acneKkT - KOHHOTaUMA
CNoBa, T.e. Te accoumaumm, KOTopoe 3TO CNOBO BbI3bIBAET WUAM €r0 COLMANbHbIN
noATeKcT. Tak, cnosa «notorious» n «famous» cBA3aHbl C NOHATUEM U3BECTHOCTY,
HO «notorious» MMeeT OTPMLATENbHbIA OTTEHOK, a «famous» - NONOXUTENbHbIN.
CNnoXHOCTb B M3YYEHWUM NEKCUKU AENOBOr0 aHrIMUCKOTO A3blKa MOXKEeT ObliTb
CBfi3aHa C TEM, YTO YyXK€e 3HAaKOMble BaM C/I0Ba HECYT WHble 3HAYeHMA B TecTax
odULMNaNbHO-4EN0BOIO CTUNA.

OnAa nyyqwero nsyyeHMsa U 3aNOMUHAHUA CNOB PEKOMEHAYETCA BECTU CBOMU
cobcTBEHHbIE C/I0BApM, B KOTOPbIE 3anMCbiBAtOTCA BblydeHHble ciioBa. Hanbonee
adpdeKTMBHA cneayrowan CTPYKTypa CoBapA:

e CTpaHMUA AeNUTCA Ha TPU BEPTUKA/IbHbIE KOJIOHKN;

® B nepBOM KONOHKe 3aNUCbIBAETCA C/IOBO HA AaHITMMCKOM S3bIKE;

e Bo BTOpPOW KONOHKE 3aNNCbIBAtOTCA CUHOHUMbI, aHTOHMMbI,
CNOBOCOYETaHMSA, a TaKKe NpeasioKeHUA C U3y4eHHbIMU CI0BaMU;

e B TpeTbel KOJIOHKE MOXKHO 3anMcaTb NepeBos, C/I0BA Ha PYCCKUM A3bIK ( AnA
HaYMHaOLWMX) UM 0O BACHEHWE ero 3HaYeHMs Ha aHIIMUCKOM A3blke ( Ans
NPOAOMMKAOLWMUX U3yYeHMe A3bIKa).

Jlekcnyeckne 3apaHuA, npeactaBneHHble B yd4ebHbIXx nocobusax 4acto
CBAI3aHbl C FPAMMaTMKOMN (Grammar) n3y4yaemoro fA3blka, YTO ABAAETCA BaXKHbIM
He TONbKO Ana (GOPMMPOBAHMA YMEHUN TOBOPEHMA W MNUCbMa, HO WU AONA
NOHMMAHMA pPeyn APYrux AAen Npu ayaupoBaHUN N YTEHUN.

MOHO rpaMOTHO MOCTPOUTb COOGCTBEHHOE BbICKA3blBaHWE, WCNONAb3YA
[0CTaTOYHO OrpaHW4YeHHbIM Habop KoHCTpyKumi. OaHaKo, Balm cobecegHUKU
MOTYT WMCMNONb30BaTb B CBOeN peunm 6osee CNOXKHbIE CTPYKTYPbl, YTO MOMKET
3aTPyAHUTb, MO0 MCKA3nUTb BOCNPUATUE Ba*KHOM WMHPOPMALUM, B TOM 4uUCne,
AEeN0BOro xapakTepa.

YMeHMe rpamMoTHO coyeTaTb C/I0Ba, W3MEHATb C/OBOCOYETaHMA B
3aBMCMMOCTM OT TOFO, YTO Bbl B AAHHOM CUTyauuM XOTUTE CKas3aTb, ABAAETCH
OLAHUM U3 BaXKHEMLINX YC0BUIA MCNOb30BAHMA A3bIKA KaK CpeacTBa obuieHums.

CywecTtByeT TpM BMAA TPAMMATUYECKUX YNpPaXKHEHWUN, KoTopble MOryT
npeacTaB/iATb HEKOTOPbIE TPYAHOCTU NPU UX BbINOJIHEHUN.

1. Open cloze text - BCTaBUTbL MpPOMYyLLEHHbIE C/I0OBAa B COOTBETCTBUM CO
CMbICNOM TeKcTa. [pouMTalTe TEKCT A0 KOHUA, 4YTOoObl MOHATb €ero
OCHOBHOM cMmbica. [logymaiiTe, KaKOM 4acTblo peyn MoXKeT ObITb
NPONYLEHHOE CN0BO: CYLLECTBUTENbHbIM, TNarosoM, MpUAaraTesibHbIM,
HapeyMem, MpPegsoroMm, MeCTOMMeHMEM W.T.4. YuTanTe Kaxkpgoe
npeasoXeHne TEeKCTa OA4HO 3a APYrMM W 3aNONHANTE MPOMYCKU TeMMU
CNnoBaMM, B KOTOpPbIX Bbl He comHeBaeTecb. Obpawaite BHMMAHME Ha
CNoBa, KOTOpbIe CTOAT 40 M Nocne nponycka. MNpoyntaiiTe BeCb TEKCT eLe



pa3, 3anonHAA ocTaBlMecs Nponycku. NMpoBepbTe NPaBUIbHOCTb BaLLMX
NPeaNoXKEHNN C TOYKM 3pPEeHMA TPaMMATMKMK, a TaK¥Ke HanucaHuA CNoB,
BCTaB/IEHHbIX B MPOMNYCKM.

2. Word-formation - o6pa3oBaTtb HyXHyl $opMy cnoBa, KOTopaa 0bObIYHO
3aKNo4YeHa B CKOOKM. lMpoumnTaiiTe TEKCT A0 KOHUA, 4YTObObl MOHATb €ero
OCHOBHOM cmbicn. lNocmoTpuTe Ha cnoBa A0 M NOC/Ae CKOBOK, yTobbl
onpeaennTb KakoW 4acCTblo peyn AOJ/IKHO ObiTb C/IOBO BHYTPM CKOOOK.
Mocne TOro Kak Bbl onpeaenuTe 4acTb peyn, BCNOMHUTE KaKue TUMUYHble
npeduKcbl U cydPurKcbl ncnonblytoTca ana ee ob6pas3oBaHMA, NOMHUTE,
YTO HEKOTOpble C/I0BAa MOTyT COOTBETCTBOBATb C/I0OBAM C OTPUL,ATENbHOM
YyacTuuen «He», KHU» B PYCCKOM A3blKe. MpoynTaiiTe BeCb TEKCT CHa4ana
A0 KOHUAQ ewe pa3, u4YTobbl ybeautbcs, 4YTO 0b6pa3oBaHHbIE
rpammaTtmyeckme Gopmbl He MEHAKT CMbIC/ TEKCTA.

3. Multiple choice cloze text - BbibpaTb 04ANH M3 BapuaHTOB OTBETOB A/A
3aMo/IHEHMA MPOMYCKOB B TeKcTe. [MpoynMTanTe TEKCT A0 KOHLA, 4ToObI
MOHATb €ro OCHOBHOWM CMbICA. YnTanTe TEKCT BTOpOM pa3 u Bbibupante
BApWaHT oTBeTa, 0bpallas BHMMaHME Ha BCe BapuaHTbl OTBETOB, a TaKKe
Ha C/NIOBa, KOTOpble CTOAT 4O W Nocne nponycka. YuTtante npeanoxeHue
3a npeasiokeHnem, npobya BCTaBUTb KaXAabld W3 NpeasoXKeHHbIX
BAPWAHTOB B MponycKe. [pounTanTe Kaxaoe NpeasioxeHue elle pas,
4yTobbI YOEeanTbCA B NPaBUAbLHOCTM BbiOOpa 04HOr0 BapmnaHTa.

3agaHuAa Ha ayaupoBaHue (Listening), Kak npaBuWao, ABASAIOTCA OAHUMMU U3
CaMbIX C/MIOXKHbIX, Y4UTbIBAA NPOMU3HOCUTENIbHbIE OCOBEHHOCTU, CKOPOCTb PEeYn U
MaHepy MnoAaym ayTeHTUYHbIM CNMKepom. B peanbHOM 0OLWEHUM Ham
NPUXOAMUTCA MHOTO CAYWaTb, U TO, HACKONbKO TOYHO W MOJIHO Mbl AOJIXKHbI
YUUTbCS BOCNPUHMMATL MONYYEHHYIO MHOOPMAUMIO TOYHO AnA GOPMMPOBaAHMA
NPaBUAbHbIX PeaKkUMin U Pe3ynbTaToB KOMMYHUKAuMKU. CyLiecTByeT HEeCKOJIbKO
06LWNX NPaBUA ayaMPOBAHUS:

- MOCMOTPETb MM MPOBEPUTb 3HAYEHMA HE3HAKOMbIX C/IOB B 33a4aHUKM NO
ayaMpoBaHuIo;

- onpeaennUTb CUTyauMIO0 ayaAMoTeKCTa U obluee cofepraHue 3aaaHus,
Hanpumep, pasroBop no tenedoHy, 0bcyKaeHne NeTHero oTAbIXa;

- NPOrHO3MpPOBATb A3bIKOBOWM BapMaHT OTBETA: KAKoe C/1I0BO MM YUC/IO
6yAeT 3By4aTb, KAaKoe CNOBO yNoTpebuTb, Hanpumep, CyLLecTBMTeIbHoe
WAV TNaron.

B cooTBETCTBUM  C KOHKPETHbIMW  33a4aHUAMM MOXKHO NPEeaNoKUTb
cneayrouwme pekoMeHAaunmn no Mx BbINOAHEHWI0. ECM BamM HYXXHO 3ano/IHUTL
NPONYCKM B MPEANONKEHUAX, TO: NPOCAyLWaNTe 3anucb, 3aM0HAA Te MPOMYCKM,
KOTOpble CMOFAM YCAblWaTb;, NPOCAYyLIAiTe 3anuMcb BTOPOWM pas3, 3anofHAA



OCTaBLIMECA MNPOMYCKWU; NpPOBepbTe, COOTBETCTBYIOT /IN BallM OTBETbl CMbICAY
NpeanoXKeHUn.

Echu Bam HY)XHO OTBETUTb, COOTBETCTBYET HaMWCaHHOEe YTBepXAeHue
ayANOTEKCTY UM HET, TO PEKOMEHAYETCA caeayowee: BHUMATEIbHO NpoYnTamTe
npeasoXeHns 40 Hayana NPOC/AyLIMBAHUA; BO BPEMS NEPBOro NpPoCayLmnBaHUA
NONbITaNTeCb MOHATb OOLWLNI CMbICA 3aNUCK; NONbITAUTECH BbIMOAHUTb KaK MOXHO
6onblYy0 YacTb 33af4aHWs, He BOJIHYWTECb, €C/IM He CMOMAM BbINOJHUTL BCe
3a4aHuA, T.K. Bbl byaeTe cnywatb ele pas; BO BPemdA nay3bl nepes, BTOPbIM
NPOCNYLWMBAHNEM MPOCMOTPUTE Ty YacTb 3aA4aHWA, KOTOPYIO He BbIMOAHUAN U
cocpeaoToybTe Balle BHMUMAHME HA HeW; 3aKOHYMTE 3anucb HEBbINOJIHEHHOWM
YacTu 3aZ,aHNSA TOJIbKO NOC/Ie BTOPOro NPOC/AYLWMBAHMA.

Ecnn Bam npepanaraetcs Bbi6paTb OTBETbI M3 NPEA/IOKEHHbIX BAPUAHTOB, TO
BbINONHUTE Cneaylolee: BHUMATEIbHO NPOYUTalTe NpeasoKeHua B 3a4aHUK U
BapMaHTbl OTBETOB; BO BPEMA MEPBOro NpocaylmnBaHMA obpatute BHUMaAHUA Ha
KNlOYEeBble C/N0Ba, OTHOCAWMECA K OAHOMY M3 MPensoXKeHHbIX BapuaHTOB
OTBETOB; MOMHUTE, YTO KAHOYEBbIE C/I0OBA MOTYT BXOAUTb B COCTaB HENPaBWUAbHOIO
BapWaHTa OTBeTa;, BO BpemA Nay3bl nepeg BTOPbIM MNPOCAYLWNBAHMEM
NPOCMOTPUTE Ty YacTb 3a4aHMA, KOTOPYI Bbl HE BbINOJAHWUAM U COCPEeaOTOYbTE
Balle BHMMaHME Ha Hel; NpOoCaylwanTe 3anucb BTOPOW pa3 M NPOBepbTe BallM
OTBETbI.

Echv Bam pAaHoO 3agaHuMe MNpOCAyWwaTb 3aMMCb, BK/KOYAKOLWLYH HECKO/bKO
HeCBA3aHHbIX MeXay cobol Mo CMbICNY BbICKa3biBaHUM M NoaobpaTtb K Kaxkaomy
M3 HUX BapMaHTbl OTBETA, TaKXe NPeaNOXKEHHbIX B 3a4aHWUK, TO: BHUMATENbHO
npocnywanTe 3anucb, CAeNnas Baw MepBbl  BbIOBOpP; nNpM MNOBTOPHOM
npocaywmnsaHmn obpaTuTe BHUMAHME Ha K/K4YeBble CN0Ba, OTHOCALMECA K
BapWaHTaM OTBEeTa; NMOMHMUTE, YTO B 3aZaHUN UMEETCS BapuMaHT OTBETa, KOTOPbI
Bbl He [O0/IKHbl MCMNO/b30BaTb; CAEeNalTe OKOH4YaTeNbHbl BblbOp OTBET],
MCNONb3YysA 3aMNCKU, KOTOPbIE Bbl CAEMANN BO BPEMA NPOCAYLUNBAHMUS.

MucbmeHHaa pedb (Writing) ABnsetcA BaXKHOM  4acTblo  U3y4yeHUA
MHOCTPAHHOro A3blka. [OnA Toro, 4tobbl HAy4YMTbCA MPABU/IBHO MUCATb HYXKHO
BHMMATE/NIbHO M3y4aTb 00pasubl K npeanaraembiM 3agaHuAM. [UCbMeEHHble
3agaHMa MmoryT ObITb NpeacTaBieHbl PA3/IMYHBIMKM TeEMaMuK. B pamkax usyyeHums
MHOCTPAHHOro A3blka B cdepe npodeccMoHabHOM KOMMYHMKALMM Yalle BCEro
NPUXOANTCA CTa/IKMBATbCA C OE€/10BON MEepennckon U TekcTamu oduumanbHoO-
[EeN0BOro xapakrepa.

OcHOBHbIe NpaBuaa NUCbMa MOXKHO chOPMYINPOBATL ceayowmm obpasom:

- BHMMaTeNbHO NpoYnTanTe TEMY NMMCbMEHHOM PaboTbl;

-N3yunTe nnaH, NpeanoxeHHbI B yuebHOM nocobuu;

-MpocmoTpute BOKabynsap, obpatute BHMMaHME HaA BUAO-BPeMeHHble GOopMbl
Ballen NMCbMeHHOM paboTbl;

- Hanuwwnte yepHOBUK K NpoBepbTe opdorpaduto.
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B Bawen nucbmeHHoM paboTe 06a3aTesNibHO A0/KHbI NMPUCYTCTBOBAaTbL TPWU

YyacTu:

- BBeaeHue (introduction);

- OCHOBHasA YacTb (main body);
- 3aKknto4veHme (conclusion);

MOMHUTE, YTO BO BPEMA HaMUCaHWA HY)KHO 06s3aTenbHO WMCNO/b30BaTb
Pa3HOObPa3HYO NEKCUKY, NPaBUIbHbIE COO3bl B C/IOKHO-COYMHEHHbIX U C/IOMKHO-
NOAYMHEHHbIX NPEeAN0KeHUAX, BBOAHbIe ¢pa3bl U NPaBU/IbHble BUAO-BPEMEHHbIE
dopmbl. CTapaiiTecb ynoTpebasaTb CNOKHOCOYMHEHHbIE U CNOXKHOMOAYNHEHHbIE
npeanoXxeHus.

[ns TOro, ytobbl HanucaTb AeN0BOE NMUCbMO BOCMO/Ib3yWTECH CAeAYIOLLUM
CTaHAAPTHbIM MJIaHOM:

Appec oTnpasuTtena:
12, Cherry Lane,
London,WS1513

[aTa oTnpaBaeHuns:
15 March

Appec nonyyartens:
159, Victoria Street,
London, LW2321

Mpusetctaue: Dear Sir or Madam,

- BBegeHue (introduction): Hanuwute npuymHy, N0 KOTOPOK Bbl NULINTE
AaHHOE NUCbMO (Kanoba,  npwurnaleHue, 3anpoc MHGoOpMaLUK, 3asBNEHNE O
npueme Ha paboTy U.T.4.);

- OCHOBHa#s YyacTb (main body):CoobwmnTe nogpobHy0 MHPOPMaUULO,
MMEIOLLYIO OTHOLLEHME K AaHHOMY Aeny;

- 3aKntoyeHme (conclusion) :Bocnonb3yiTech ctaHAapTHOM ppaszo,
3aBepwatowei aenosble nucoma: | look forward to hearing from you.;

- HannwwuTte 3aBepwatowyto ¢ppasy:
Yours faithfully,

-HanuwwuTe Bawe nma n ¢ammnanio 1 NocTaBbTe NOANMUCH.
MOMHUTE, YTO HYXKHO 0653aTeNIbHO NPUAEPKMBATLCA 0PULMUANBHOTO CTUNA
NPV HanUcaHWKU AeN0BOro NUCbMa.
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Mpumepbl NpaKTUYECKUX 3a4aHNIA ANA CAMOCTOATE/IbHOrO
M3yuyeHua matepuana.
UNIT 1.
Read the text
NEGOTIATIONS

In business you don't get what you deserve,
You get what you negotiate (Ch. Karrass)

Negotiation isn't something reserved for diplomats and labour relations
people. We all negotiate, and we all spend a great deal of time at it. We negotiate
in our personal lives. We negotiate in business with the people we buy from, and
the people we sell to. We negotiate with our own bosses. We negotiate with our
own employees, time and time again. Good negotiators are successful people.
And good negotiators aren't born. They are trained in strategies, techniques,
tactics, tips and skills of effective negotiating. They get what they want by
negotiating.

Your agreements, understandings and relationships mean the difference
between success and failure. Poor agreements with other individuals and
companies are always breaking down. They bring nagging (to nag - npnanpartbcs)
dissatisfaction and aggravation into your business and personal life. But good
agreements help you reach and exceed your own objectives; and they leave the
other party gaining more satisfaction at the same time. This is true whether you
are:

» Persuading others to work with and not against you

*  Working on a problem with someone important to you

* Breaking or avoiding a serious deadlock (a difficult situation

offering no workable escape).

* Managing and supervising those responsible for doing the work
properly in your organisation, in other departments and on the outside

* Finalising and administrating simple or complex contracts

* Determining the price and terms at which you buy or sell
» Setting or meeting budgets

There are different approaches to negotiating but the one presented here
aims towards mutual advantage, long-term business relationship. This
collaborative rather than a confrontational approach suggests realistic and clear
strategy of pursuing own interests while maintaining good human relations with
negotiating partners whose interests conflict with yours.
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Exercises
1. Read these words. Make sure that you know the following words. Try
to memorize them.

negotiations — neperosopbl

to negotiate — BecTu neperoBopbl, 4OroBapMBaThCA
negotiator — nnuo0, Beaylee neperoBopbl, NOCPEAHMK
labour — Tpya, TpyaoBom

employees — cayxawme

employer — npeanpuHumaTenb

tips — coBeTbl

skills — ymeHue, mactepcTtBo

aggravation — yxyglweHue

dissatisfaction — Hego0BONbLCTBO, HEYA4,0BNETBOPEHHOCTb
to exceed — npeBbIWaTh, NpeyBeAMYMBaTDL

objectives — uenu, ctpemnenms

to gain — BbIMIpbIBATb, 40OMBATLCA, N3BNEKATb NONb3Y
deadlock — Tynuk, 6e3BbixogHOE NONOXKEHME, 3aCTOM
escape — 6erctBo, nober, yxoa OT 4ENCTBUTENbHOCTU, CNACEHUE
approaches — nogxoabl, NOACTYMNbI

collaborative — coTpyaHunyectso, coBmecTHas paboTa
pursuing — npecnegoBaHue

persuade — ybexkaatb

2. Give Russian equivalents to these words.

Employees, tips, skills, negotiator, labour, to negotiate, to exceed,
negotiations, objectives, to gain, deadlock, escape, approaches, persuade.

3. Translate into English.

Tynuk, ybexaatb, uenn, nobueatbca, yxyalweHne, COBETbI, MOCPEAHUK,
MacCTepCTBO, MEPEroBOpPbI, C/yXKallMe, BECTU NeperoBopbl, pabounii,
npeaHa3sHa4yaTb, NOAX0Abl, U3BAEKATb NO/b3Y.

4. Answer the questions and retell the text.

1. Where do we negotiate?

2. How are good negotiators born?
3. How do good agreements help us?
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4. What tips can be used by you if you want to reach and exceed your
objectives?

Read and translate the text
THE MOST IMPORTANT ELEMENTS OF NEGOTIATIONS

Identity: Make sure you are talking to the right person
yCTaHOB/NEHUE has responsibility to take decisions

JINYHOCTU

Message: Make sure about what is really being said

coobuieHne

Offer: Everything should be conditional - don't commit yourself
npeanoxeHue (He npuHMManTe Ha cebsa 0653aTENBCTBO, OCOBEHHO t

PUCKOBaHHOE, He cBA3bIBanTe cebs), don't accept
anything, don't say "yes" from the start

Conflict: Make certain your words have the desired effect ( for
pasHornacua example Product is not good; prices are high etc.)
Settlement: You agree what you have agreed.

paspeleHne KoOHPAUKTa

IDENTITY- If you don't identify the person you may waste a lot of time before
you understand that they don't have the necessary authority to negotiate. At the
same time it's important not to underestimate the value of talking to a
subordinate. Not to sound too straightforward use very neutral enquiries like:

* "Perhaps you could draw me a little organigram of company

(organisational chart) and show me where you fit in?"

» "If we should reach agreement what other stages would we need to go
through before finalizing the deal?"

* "Do you think there might be anyone else who would find our
conversation useful?"

* "Could you tell me something about the purchasing arrangements

in your company?"

Sometimes you can check authority to negotiate more directly: - "Before we
begin, are you sure you are in a position to conduct this negotiation?" If you see
this is a wrong person it is not the best way to say: "Goodness! Is that really the
time! | must be going!" That won't make you any friends! You discover that the
person you've been talking is the manager's assistant and has no authority to
negotiate. Then if he says: "Well, then, what terms are you offering?", you may
answer: "I'll send them to the office later". Or: "We could reach the final decision
with Mr.Smith and you". Or: "What kind of discount would you offer for large
orders?"
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e "Il send 2 copies to your office, for you and Mr.Smith".

MESSAGE - is a signal sent consciously or unconsciously between the parties
who are negotiating. It can be a response to an offer or it can be an inquiry to try
and find out, which movement there might be on a particular issue. The key point
about the message - it is never communicated in plain language. It is a code and
should be decoded. Messages in business negotiations tend to be more subtle.
But careful listening will usually reveal an indiction of the speaker's intentions and
will help the negotiations: "We don't negotiate on price" means that hidden
within that flat statement is the message that all other aspects of the deal can be
negotiated. Even intonation and stress are very important in hidden messages in
statements. Messages are passed constantly from one side to another and the
experienced negotiator listens carefully and decodes what he hears:

Coded Decoded
1. That is our standard price. 1. Ask for a discount
2. We can't negotiate the price. 2. We can negotiate everything else
3. We don't normally deliver. 3. We sometimes do.
4. These items are difficult to be 4. Make a bulk order and you will
produced. get a discount.
5. We don't want to pay that. 5. We will if we have to, (but if you
insist...)
6. We can't agree that as it 6. Something in the conditions has
stands
to change.

OFFER - when each side suggests most favourite positions. Make your position
clear and then go to specific points. What you ask is most reasonable what you
can expect. After a statement negotiations start and offers follow: "We'll give you
a 10% discount of the pricelist (statement) if you buy 5000 units" ( offer).

CONFLICT - there are different types of conflict: conflict of interests, conflict
of understanding, conflict of values, conflict of opinions, etc. So conflicts are
classified by looking at the causes of it. What are the causes of conflicts:

» Addifference of interests between a buyer and a seller, between what
each of them wants out of the transaction (cgenka).

» Addifference of understanding the situation: | think you are quiet
because you are sulky (yrptombiit), but actually you are ill.

* Adifference of values, an argument (cnop) between two people about
what is good and evil: one arguer gives money to people less fortunate than
himself though they will probably spend it on drink, and the other arguer does
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not help other people to poison themselves with alcohol as a matter of
principle.

* Adifference of opinion. In business difference of opinions usually exists
in what the price and conditions should be.

These differences should be resolved before negotiations can be concluded.
The conflict stage is this stage of disagreement during which the sides attempt to
reconcile (ynaxuBatb) their conflicting ideas of what is an acceptable deal. You
should be careful about the language being used. You may wish not to appear too
weak or to give too much away (oTgaBaTb, yctynatb). Do not start a new offer
with the words "how about", as in "how about 5.000?" or "would you accept?",
which can be easily dismissed (oTknoHATb, oTBepraTh) with a simple "No". In this
case it's much better to offer: "A cup of coffee?"

There are three basic strategies of dealing with conflict:

Aggressively - fight it

Passively - duck it (trying to avoid - nbiTasicb n3bexaTtb)

Assertively (yTBepkaas cBou cnoBa) - negotiate it

Most of us tend to behave either passively or aggressively, which means that
we have to work harder for a win/win resolution when there are no losers and
both sides gain.

Settlement - covers both agreement on individual items in the package, like
the price and final agreement on all aspects of the deal. Again, this part of
negotiations has to remain conditional, and the language of this area should
enable you to clarify and summarize what you have agreed. It's important not to
commit yourself to something without being entirely clear on what it is. You may
not be committed until the contract is signed, but a lot of time and confusion (and
bad feeling) can be saved by making the language of this area help the two sides
understand not just that they have agreed, but what they have agreed.

If the meeting ends with your opponent saying: "That's settled then. I'll fax
you with the details", and you aren't exactly sure what the fax is going to contain,
then you haven't managed that phase of negotiations.

Exercises

1. Read these words. Make sure that you know the following words. Try
to memorize them.

responsibility — oTBETCTBEHHOCTb
decision — peweHune

conditional — ychoBHbI#

to commit — coBepwaTb npectynneHue
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desired effect — »xenaembin apdekT

authority — nonHomouusa, Bnactb

to underestimate — HegooueHMBaTb

to subordinate — nogunHAaTbCA
straightforward — asmxywnii npamo, npamoi
purchasing arrangements — NoKynaTe/ibCKMe CornalieHuns
consciously — co3HaTenbHO

response — oTBeT

issue — NycK, n3gaHue

subtle — TOHKWUIA, HEYNOBUMbIIA, HEXKHbIN

to reveal — pa3obnayatb

indiction — 06BMHeHME

to resolve — pewatb, paspewatb

attempt — nonbITKa, Npoba, nbiTaTbcA

gain — npubbinb, BbIro4a, 40X0Ab!

confusion — cmyLwieHne, 3ameLlaTeNbCTBO
settlement — cornaweHue, peweHue

to dismiss — oTBepraTb

2. Give Russian equivalents to these words

to reveal, response, conditional, to commit, to dismiss, authority, to attempt,
to subordinate, to underestimate, straightforward, consciously, issue, subtle,
indiction, to resolve, decision, responsibility, gain, confusion, settlement,
purchasing arrangements.

3. Translate into English

peweHne, oTBETCTBEHHOCTb, 3aMeLLaTeENbCTBO, CornaweHune, BeCtu
neperosops.bl, TOHKMI;’I, pewaTtb, OTBET, OTBEPraTb, NMNOMbITKA, 3aMpPOC, CO3HATE/IbHO,
NOKynaTte/ibCKMne cornaeHunA

4. Say what you have learned from the text about:

1) the most important elements of negotiations;

2) the person with whom you are going to negotiate and his authority;

3) the messages and their code;

4) the different types of conflict and when these differences should be resolved;
5) the settlement and opponent saying at the end of your negotiations.
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UNIT 2

Task 3

Read and reproduce the following dialogues
AT THE OFFICE

Let me introduce our General Director, Mr. A.

Glad to meet you, Mr. A.

Glad to meet you too. Is it your first visit to Volgograd? What are your
impressions of it?

| like Volgograd. It’s a very nice city and quite different from Samara.

| hope you will enjoy your visit Mr. B.

%k %k %

Good morning! I’'m Mr. B from TST System. Here is my card.

Glad to meet you, Mr. B. Will you take a seat, please. Make yourself
comfortable.

Thank you.

Did you have a good trip?

Yes, it was quite nice, thank you.

Have you seen any places of interest in Volgograd yet?

Yes, but not many. | arrived in Volgograd only two days ago and it has been
raining all the time.

Oh, I hope the weather will change for the better and it’ll stop raining soon.
You'll enjoy sightseeing in Volgograd. | am sure Volgograd will impress you
greatly. There are many places of interest here.

I’'m sure, | will, thank you.

%k %k %k

Let me introduce my staff to you, Mr. B. This is my secretary Mrs. K.
Nice to meet you, Mrs. K.

Nice to meet you too. Call me Kate, please.

| also want you to meet Peter C., our Sales Manager. And this is Mr.P.
What does Mr. P. do?

He is our Export-Import Manager. Take a seat, please. Would you like a
cigarette?

Yes, thank you.

Would you like something to drink?

Yes, I'd like a cup of coffee.

Kate, could you make coffee for us, please?
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- Certainly, sir. How would you like your coffee, black or white?

- Black, please.

- With sugar?

- No, thanks. Well, Mr. A., let’s get down to business now and look through the
contract and clear up some points.

- Hereyou are.

- I’d like to discuss it with my people.

- By the way, Mr. B., how can | get in touch with you?

- Well. Here is my card.

Exercises
1. Give Russian equivalents to these expressions

Let me introduce myself, let me introduce my stuff to you, glad to meet you,
would you like something to drink, let’s get down to business, let’s look through
the contract, clear up some points, by the way, to get in touch with you, here is
my card, make yourself comfortable, you’ll enjoy sightseeing in ..., our city will
impress you greatly, take a seat, please.

2. Translate into English

PaspelwunTe npeactaBuTb Bam ..., pag no3HaKoOMUTbLCA ¢ Bamu, He xoTuTe au
4yero-HMbyap BbINUTb, KCTATK, AaBalTe NeperngemM K aeny, AaBanTe NPOCMOTPUM
KOHTPAKT, AaBanTe NPOACHUM HEKOTOPbIE NYHKTbI, KaK 1 MOTy CBA3aTbCA C Bamuy,
BOT MOA BM3UTKa, paspeLlunTe NpeacTaBmuTb Bam Hall WTAT COTPYAHMKOB,
ycTpanBamnTecb noyaobHee.

3. Match the equivalents

English Russian

Did you have a good trip? PaspewunTe npeactaBmutb Bam wrat

Let’s clear up some points of our COTPYAHWKOB.

contract. Kak a mory cBA3aTbcA ¢ Bamn?

How can | get in touch with you? MNoe3gKa npoLwia HOPMaANbHO?

Let me introduce my stuff to you. [aBaliTe NPOCMOTPUM KOHTPAKT.

Let’s look through the contract. [asalnte NpoOACHMM HEKOTOpPbIE
MYHKTbl KOHTPAKTa.

4. Make up the dialogue, using these phrases.
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Let me introduce myself (my stuff), I'd like you to meet, What company are
you from?? Would you like a cup of coffee, let’s clear up some points, How can |
get in touch with you?, Our city will impress you greatly, By the way.

UNIT 3
Task 4

Read and reproduce the following dialogue
OUR COMPANY

- Let me tell you about our company. As you know we produce washing-
machines. Our firm consists of 6 departments: Production, Sales, Export,
Financial, Personnel and Research & Development.

- When was your firm created?

- It was created 7 years ago.

- How are you managed?

-  We are managed by the Meeting of Shareholders and the Board of Directors.

-  How many people do you employ?

- We employ about 1 000 people.

- What is your turnover?

- Ourturnoveris S 100 million.

- Do you export you products to other countries?

- Yes, we export our washing machines to 5 countries.

- Have you got any subsidiaries?

- Yes, we also have two subsidiary companies in Poland and France. Each
company trades under its own name.

- Do you advertise you products?

- We advertise our products twice a week on TV.

- Canyour products complete with world famous companies?

- Yes, our washing machines are widely used not only in our country but abroad.

- Fine. As we are looking for new partners in your country we would like to
establish personal contacts with your firm.

- Thanks.

Exercises
1. Give Russian equivalents to these words and word-combinations and
learn them.

Department, personnel department, research department, it was created,
Meeting of Shareholders, Board of Directors, Chairman, turnover, subsidiary
company, to establish personal contacts, to advertise, to compete, is widely used.
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2. Translate into English

CoBeT AMpeKTopoB, go4epHsa pupma, 06opoT, cobpaHMe aKLMOHEPOB,
PEKNaMMUPOBaATb, LUMPOKO MUCMOJIb3YOTCA, KOHKYPUPOBATb, Hay4YHO-
nccnepoBaTeNIbCKUM OTAEN, OTAEN KaapoB, obecneunsaTb paboTon.

3. Answer the questions

What does your firm produce?

When was your firm created?

How many departments are there in your firm?

How many people do you employ?

What is your turnover?

Have you got any subsidiary companies?

How do you advertise your products?

Are there any commercials on TV?

Can your product complete with world famous companies?
Are you satisfied with your company’s position on the market?

10.Do you make your products of ecologically pure materials?
11.Are you planning to increase your production?

N

4. Translate into English
B odpunce KomnaHum

— 3apaBcTBYNTE, rocnoaunH A. Kak noxkusaete?

— Cnacubo, xopouwo. A BbI?

— OueHb xopowo, 6narogapto Bac. No3BonbTe MHE paccka3aTb HEMHOTO O
Hawemn ¢upme. Kak Bbl 3HaeTe, rocnoanH A., Mbl NPON3BOANM
TeXHonornyeckoe obopyposaHue. Hawa ¢pmpma coctomT us 6 oTAEN0B:
NPOM3BOACTBEHHOrO, TOProBOro, oTAena Kaapos, byxrantepum, Hay4yHo-
nccnefoBaTeNIbCKOro M OTAeNa NOCTaBoK. MNocnegHni 6611 co3aaH 3 roga
Ha3ag,

— KT0 pykoBoauT Bawwen komnaHmnen?

— KomnaHuen pykosoant CoBeT gMpeKkTopoB. Mpe3naeHTom Hawen ¢nupmbl
Aasnaetca rocnogmH b. Ha ¢upme 3aHsaTO okono 700 yenoseK. Haw obopot
coctaBnsaet 6onee 800 mnH ¢yHTOB. Bbl byaete paboTtaTh C HaWMM TOProBbIM
oTgenom. Mbl aKcnopTMpyem Halwe obopyaoBaHMeE BO MHOTME CTPaHbl MUpa.
Kpome TOrO0, Yy Hac ectb gBa ¢unmana 8 lepmaHmn u B benbrum.

— 3T dunmanbl NPOU3BOAAT TO XKe CaMoe TexHoNorm4yeckoe obopyaosaHume?
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1. — [a, HO OHM BbIMYCKAOT eLLLe 3N1eKTPObbITOBbIE TOBAapbl. Ceiyac Mbl ULEeM
HOBbIX NAPTHepPOB B BocTouHoM EBpone. Ham 6bi XOoTenocb 3KCNOPTMPOBATb
HOBble TOBapPbl HA POCCUMNCKMIN PbIHOK. Bbl Hall NepBbI POCCUMNCKUIA NAPTHED,
NO3TOMY Hall reHepanbHbIN AMPEKTOP oTnpaBuaca B MOCKBY, 4TOObI
YCTAHOBUTb JINYHbIE KOHTAKTbl C NPeACTaBUTENSMU PAAA KOMMNAaHW. Bbl
N3y4YUSIN HALLM AeN0Bble NPeaNoXKeHna?

2. —[1a, Mbl X TLWATE/IbHO U3YYUN.

5. Read the text and translate it into Russian
Saab-Scania is the sign of tradition and financial strength

We began manufacturing vehicles in the 1890's and aircraft in the 1930's.
With the result that over a long perioOd Saab-Scania has established a solid base
of technical experience and engineering skill. In our areas of operation Saab-
Scania has always been an innovative force.

For the last five years we have invested, on average, 13 percent of sales
income in research and development, property and plant, Activities which have
transport technology the symbol of Saab-Scania is the sign of tradition and
financial strength.

-, =-

The Saab-Scania Group manufactures automotive and aerospace products
passenger cars, trucks and buses, military aircraft, missiles, satellites and the Saab
SF340 airliner. The Group also develops other advanced products in the fields of
electronics, optics, sensors and image processing as well as in the area of energy
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technology. We employ 47 OO0 people in locations in Sweden and 30 other
countries. In the 1985 the Group sales were SEK 32 billions (GBP 2.9 billions) with
profits of 2.8 billions (GBP 2552 m). Return on total assets was 14.5 percent,
solvency (equity/asset ratio) was 50 percent and capital expenditure amounted to
4.4 billions (GBP 401.1 m.), equal to 13,8 percent of sales.

6. Look at the following two passages about two companies. Which of
the headlines goes with which passage? Translate these two passages into
Russian.

Planning and Building since 1849 Pioneering Tomorrow's Electronics

Philipp Holzmann AG has grown from a family firm to a highly reputable,
major international concern.

In 1849 a company was established in Sprendlingen, near Frankfurt, by
Johann Philipp Holzmann, primarily for railroad construction. Over the years, the
company diversified its activities to all areas of building and civil engineering. As
early as 1882, the company completed its first large foreign order-the main
railway station in Amsterdam. This proved the starting-point for commissions
from all over the world, including the construction of the Anatolian and Baghdad
Railroads, and other major new rail links in East Africa. Subsidiaries set up by
Holzmann in South America have built power stations, underground rail systems,
municipal drainage schemes, bridges, and large buildings. These companies
operated in Argentina, Brazil, Chile, Colombia, Peru and Uruguay. In 1917 Philipp
Holzmann Aktiengesellschaft was founded, the same share-issuing corporation
which exists today. During the Second World War, Holzmann lost a relatively
large proportion of its business premises, operating facilities and construction
machinery, as well as its foreign assets. Through great effort, foreign business
was restarted by 1950. Since then some impressive construction projects have
been carried out, particularly in the Middle East and Africa. These provide ample
evidence of the company's capabilities in all areas of construction work. Through
the J.A. Jones Construction Company of Charlotte, USA, and Lockwood Greene
Engineers Inc. of Spartanburg, USA, Holzmann is once again well represented on
the American continent.

Philipp Holzmann AG is today one of the largest German industrial concerns
and one of the elite group of leading international construction companies.

Over the decades, the name of Siemens has become synonymous with
progress. Since 1847, when Werner Siemens and Johann Georg Halske founded
the Siemens & Halske Telegraph Construction Company in Berlin, the history of
Siemens has been closely linked with the development of electrical engineering.
While still a fledgling firm, Siemens & Halske spearheaded the evolution of
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telegraphy with the first pointer telegraph and the construction of an extensive
telegraph network. In 1866 Werner Siemens invented the dynamo machine,
laying the cornerstone of power engineering. New ideas are an old tradition at
Siemens. The company that grew out of the original Siemens & Halske is today a
highly innovative leader in the world electrical and electronics market. Composed
of Siemens AG and t an array of domestic and foreign subsidiaries, the
contemporary Siemens organization continues to set mile - stones on the road of
progress. Siemens maintains its own production facilities in 35 countries and
operates a world-wide sales network. With more than 300,000 employees, it is
one of the largest companies in the world electrical/electronics industry, having
recorded annual sales of DM 54 billion in the 1986/87 fiscal year. Reliable and
farsighted management is united with the youthful dynamism and zest for
innovation that typify the company.
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UNIT 4

PRESENTATION OF A NEW PRODUCT

Mr Lopez is going to give a presentation of a new product to his colleagues in
Citrus Inc., the soft drink manufacturer. He has drawn up a rough plan of the
presentation. The plan shows the sequence of his talk and some of the phrases he

intends to use.

INTRODUCING YOURSELF

PREPARING THE AUDIENCE

GOOD MORINING, LADIES AND
GENTLEMEN.

I'M GOING TO BE TALKING ABOUT

~_—

=

WE HAVEN'T ALL MET BEFORE,
SO I'D BETTER INTRODUCE

I'LL START WITH
AND THEN MOVE ON TO ,

g

FINALLY, I'M GOING TO

| HOPE YOU'LL EXCUSE MY
ENGLISH. I'M A LITTLE OUT
OF PRACTICE.

| THINK, IF YOU DON'T MIND WE'LL
LEAVE QUESTIONS TO THE END.

~

DELIVERING THE MESSAGE

~_—

WINDING-UP

FIRSTLY, ... SECONDLY ...

BEFORE CLOSING I'D LIKE TO

THIS BRINGS ME TO MY NEXT

SUMMARIZE THE MAIN POINTS AGAIN.

FUINT...
‘ ‘ THAT'S ALL | HAVE TO SAY FOR
| MUST EMPHASIZE... | THE MOMEHT...
- = e
AT THIS POINT WE MUST | ‘THANK YOU FOR LISTENING.
CONSIDER... I

NOW, TO DIGRESS FOR A MOMENT...

I
NOW IF THERE ARE ANY QUESTIONS.
I'LL BE HAPPY TO ANSWER THEM.

-~

| ~—

TO GO BACKTO MY EARLIER POINT...

-~
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FINALLY...
GIVING A PRESENTATION

Good morning ladies and gentlemen; we haven't all met before so I'd better
introduce myself. I'm Luis Lopez from the Development Department of Citrus
Incorporated ... | should say before we start that | hope you'll excuse my English,
I'm a little out of practice ... Anyway, I'm going to be talking this morning about a
new product which we are planning to launch in two months' time; its called
KOOL-OUT, that's K-O-O-L dash O-U-T, and it's a lemon- flavoured drink ...

Well, I'll start with the background to the product launch; and then move on
to a description of the product itself; finally, I'm going to list some of the main
selling points that we should emphasize in the advertising and sales campaign. |
think if you don't mind, we'll leave questions to the end ...

Now firstly, as you all know, we have had a gap in our soft-drink product
range for the last two years; we have been manufacturing mixed-fruit drinks and
orange drinks for the last ten years, but we stopped producing lemonade two
years ago; | think we all agreed that there was room on the market for a
completely new lemon-flavoured drink ... Secondly, the market research indicated
that more and more consumers are using soft drinks as mixers with alcohol so, in
other words, the market itself has expanded.

This brings me to my next point which is that we have a rather new customer-
profile in mind; | must emphasize that this product is aimed at the young-
professional, high-income, market and not the traditional consumer of old-
fashioned lemonade. At this point we must consider the importance of packaging
and design, and if you look at the video in a moment, you'll see that we have
completely re-vamped the container itself as well as the label and slogan ... Now
to digress for just a moment, the more sophisticated packaging means a high unit
cost, and this may be a problem in the selling area, but we'll have a chance to
discuss that aspect later ... so ... to go back to my earlier point, this is a totally new
concept as far as Citrus Incorporated are concerned; as you see we are using both
the new-size glass bottle and the miniature metal cans. Finally let's look at the
major attractions of the product. In spite of the higher price it will compete well
with existing brands; the design is more modern than any of the current rival
products, and incidentally the flavour is more realistic and natural... it's low
calorie, too.

0.K., so just before closing, I'd like to summarize my main points again ... We
have KOOL-OUT, a new design concept, aimed at relatively new age and income
group; it's designed to be consumed on its own, as a soft drink, or to be used as a
mixer in alcohol-based drinks and cocktails. It comes in both bottle and can and
this will mean a slightly higher selling price than we are used to; but the improved
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flavour and the package design should give us a real advantage in today's market
... will, that's all | have today for the moment, thank you for listening, now if there
are any questions, I'll be happy to answer them ...

Exercises
1. Translate into Russian

To launch, lemon-flavoured drink, background, description, cans, points, gap,
range, to indicate, to revamp, to summarize, the more sophisticated packaging,
rival, improved flavour, to compete, to emphasize.

2. Give English equivalents to these words and word-combinations

KOHKYypeHT, KOHKypMpoBaTb, KOHCEPBHAA BaHKa, bpellb, aCCOPTUMEHT,
NoAYePKHYTb, NONIOXKEHUE, ONUCAaHME, HAMUTOK CO BKYCOM IMMOHA, YyYLIEHHbIN
BKYC, b0Nee yCNOoXKHEeHHan YNaKoBKa, YKa3blBaTb, NOAbITOXUTb.

3. Answer the following questions

Is Mr Lopez from the Marketing or Development Department?
What is the name of his product?

Is the new product called “Take Off”?

When is his company planning to launch their product?

Their product is an orange drink, isn’t it?

Is the design of the product unchanged?

Is it cheaper then other fruit drinks?

Does it only come in cans?

Does it taste natural?

Lo NOULRWNPE

4. According to the plan and new phrases make up the presentation of
a new product

UNIT5
Task 6

Read and reproduce the following dialogues
DISCUSSING THE ORDER

- Good afternoon, Mr. S.!
- Good afternoon, Mr. B.!
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How are you getting on?

Fine, thanks! And what about you?

Not so bad, thank you. Well, let’s speak to the point. As you know we are
extending our business and we want to buy your equipment for producing
some goods in Russia. To tell the truth we are interested in the work with you
company. We know that your company produces the sort of equipment we
need. It provides advanced technology and efficient service.

Dear, Mr. S.! Our new equipment is the best choice for your company! If you
buy our equipment we’ll visit your factory and study your requirements. We
have worked hard and we have achieved some success. Now our equipment
corresponds to the highest technical level and the highest standards existing in
the world today.

How long is the guarantee period for your equipment?

It was about 12 month, but now the service life of our equipment has been
increased.

Really? I’'m very pleased to hear it. How long will it take you to deliver two sets
of this equipment to Volgograd?

| think about two weeks, not more.

And to put it into operation?

2-3 days depending on the model.

Is it possible to arrange training for our operators in your training centers?
There is no need in training centers. Our equipment is fully computerized. It’s
easy for even inexperienced personal to operate it. And of course we provide
technical support for all our equipment. And don’t worry! It’s easy to adapt
our equipment to your conditions.

Thank you for this information.

You are welcome. Goodbye.

Goodbye.

Exercises
1. Give Russian equivalents to the following word-combinations and

memorize them.

To conclude transaction, to speak to the point, an urgent problem, to go

ached, to extend business, to provide, advanced technology, efficient service, to
increase, to reduce, requirements, choice, technical level, sets, put into
operation, to arrange training, start up, inexperience personnel, service life, to
adapt, to reply to all your questions.

2. Translate into English
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FOBOPUTb MO CYLLECTBY, HAcyLLHasA Npobaema, 3aKNHUYNTb CAENKY, PACLUMPUTD

6u3Hec, NnpoaoKanTe, nepeaoBble TEXHO/I0TMKN, obecneuynBaTtb, 3GPEeKTUBHAA
cUCTema cepBuca, yBennmuneaTb, Bbibop, TpeboBaHMA, KOMNNEKTbI, BBECTU B
3KCMJIyaTaumto, COKPaTUTb, TEXHOIOTMYECKMIA YPOBEHb, OPraHM30BaTb 0byyeHme,
NYCK, HENOATOTOBNAEHHbIM NePCOHa, MPUCNOCOOUTb, OTBETUTb HA BCE BOMPOCDI, C
Hawum obopynoBaHNeEM nerko paboTaro.

PwnNe

0 N oW

PwnNeE

3. Make up sentences from these words

Our business, we, extending, are.

We, need, your company, the sort of equipment, produces, know.
Efficient service, you company, advanced technology, provides.

Has been increased, to be pleased, will you, to hear, the service life,
equipment.

A bad choice, our new equipment, is not.

Existing in the world today, the highest, technical level, it corresponds to.
Computerized, our equipment, is fully.

The point, speak, to, lets.

4.  Translate into English

KaKoB rapaHTUIHbIN CPOK AN1A Ballero obopyaoBaHua?

CKonbKo BpemeHu Bam notpebyeTca, 4ToHbl BBECTU €r0 B 3KCNyaTaLmio?
Bo3moxHO nn npmucnocobuTb Balle 060pyA0BaHME K HALLIMM YCNOBUAM?
B0O3MOXHO N1 OpraHM30BaTb NOAMOTOBKY HALLMX COTPYAHMKOB B BaLLMX
y4ebHbIX LeHTpax?

CKO/IbKO BpeMEHMU y Bac 3alMeT A0CTaBKa ABYX KOMMNJEKTOB 060pyA0BaHUA B
HaLwy CTPaHy?

focnogmH ®ponos OTBETUT Ha BCEe BaLLM BOMPOCHI.

[laBainTe NOroBopMm no CyLLecTsy.

5. Translate into English
Ob6cyxaeHne 3aKasa

[obpoe yTpo, rocnognH B. Kak gena?
He nnoxo, cnacnbo (6narogapur)
Bbl UMTaNM Hawu peknamHble maTtepmansl? Bac 3aMHTepecoBano Hauwe
TexHonormyeckoe obopynosaHume?
[1a, Mbl XOTMM KyNuTb Balle obopyaoBaHUe AN NPOM3BOACTBA HEKOTOPbIX
TOBapoB B Bonrorpage. Mbl 3Haem, 4TO Balla KOMMNAHUA NPOMU3BOAMUT TOT BUA,
obopyaoBaHMSA, KOTOPbIA HAaM HYy»XeH. Mbl 3Haem Balla KOMMNAHUSA
obecneymBaeT nepeaoBble TEXHONOMMU U 3PDEKTUBHYIO CUCTEMY CEPBUCA.
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[a, Hawe obopyaoBaHUeE- 3TO Ny4LINIA BbIbBOp AnA Bawwen KomnaHun. OHo
COOTBETCTBYET HAaUBbICLUEMY TEXHONOFMYECKOMY YPOBHIO 1 yA0BNETBOPAET
camble cTporve TpeboBaHMA MeXKAYHAaPOAHbIX CTaHAapToB. OHO NONHOCTLIO
KOoMNbtoTepmnanposaHo. C HUM nerko paboTaTb AaxKe HeNoAroToBJAEHHOMY
nepcoHany.

[aBanTe 06CcygmMm HEKOTOpPbIE BONPOCHI HALLEN CAENKWN.

1.KaKol rapaHTUIAHbIN CPOK Ha Bawe obopygoBaHue?

12 mecAueB o AHA NyCcKa 060pya0BaHUA.

2. CKonbKo BpemeHu Bam noTpebyeTcA Ha AOCTABKY ABYX KOMMNEKTOB

obopyaoBaHuAa B

Bonrorpapg?
[lBe, Tpn Hegenn ¢ MOMeHTa oONaThl.

3.CKonbKo noTpebyeTtca BpemeHu, YToObl BBECTU €ro B 3KCNayaTauumo?

OT2 oo 5 aHen B 3aBUCMMOCTU OT MOAENMN.

3T0 Ham noaxoauT. A NpeAnonarak 3aKNYUTb KOHTPAKT C Ballen KOMMNaHWeN
K KOHLY 3TOW Heaenwu.

NpekpacHo. Hapetocb yBnaeTb Bac 3aBTpa.
[o cBnaaHumA.
[o cBnagaHumA.

UNIT 6
Task 7

Read and reproduce the following dialogue

DISCUSSING THE PRICE PROBLEM
Let’s discuss the commercial side of our transaction. We were inclined to
consider the prices today.
You find them attractive, don’t you?
Unfortunately, no. Comparing them with your competitors they are 5-10 %
higher.
I’m afraid. | can’t agree with you there. Don’t you know that we have made
some modifications and reduced the power consumption of our equipment?
| know that. However our main requirements are reliability and trouble free
performance of the equipment.
We can assure you, that we won’t let you down.
It’s fine. But as we are in close touch with the market now we are informed
that other companies can quote lower prices.
Right, but business is business. What are your reasons for a discount?
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I've already mentioned your competitors prices. Besides, your price must
depend on the amount of the Contract.

Well, if you increase your order to ... dollars we will be able to give youa 2 %
discount.

It’s better, but we expected at least a 4 % discount.

Let us make some calculations. 3 % and no more. Even this concession leaves
only a very small profit for us.

I’'m afraid, that at this time we can’t raise the sum of the Contract. Would you
take risks and sign our first contract at this price.

Well, that’s reasonable. We always give our partners a square deal. But this
price is final. What currency can you pay: in sterling or dollars?

We insist on dollars.

No objections. We could meet tomorrow after you look through all papers
closely. What time could you come here again?

| suppose | can make it only after two.

Than see you at 3. Goodbye.

Exercises
1. Give Russian equivalents to the following word: combinations.
Terms of payment, commercial side, important transaction, competitors,

to make some modification, to reduce the power consumption, our
requirements, reliability, trouble-free performance, we can assure you, we
won’t let you down, quote lower prices, circumstances, the amount of the
contract, reasons for discount, to increase your order, let us make some
calculations, concession, profit, to raise the sum of the Contract, to sign the
Contract at this price, this price is final, currency, unfortunately no.

2. Give English equivalents to the following word-combinations
MoAnuncaTb KOHTPAKT MO 3TOM LLEeHe, 3TO LeHa — KOHEeYHanA, Halu
TpeboBaHUA, BaXKHaA CAe/IKa, KOHKYPEHTbI, Mbl BaC He NoABeAeM, COKPaTUTb
sHepronoTpebaeHune, c Hawwel CTOpOHbI, becnepebonHan paboTa, yBeNNUNTb
3aKas, LeHbl NpUB/eKaTeIbHbI, AaBaliTe NPoOn3BeAEM HEKOTOPbIE PACYeThI,
CYMMa KOHTPaKTa, MasieHbKadA YCTYMKa, YBEIMYUTb CYMMY KOHTPAKTa.

3. Translate into English
1. laBainTe 0b6cyaMm KOMMePUYECKY0 CTOPOHY Hallero KoHTpakTa. 2. K
COXA/NIEHUIO, BALLW LLEHDI BbIlLE, YEM LLEHbI APYrMX KOMMNaHWi. 3. Bbl HaxoauTe
X Npuemaembimm, He Tak Mn? 4. C Hawen CTOPOHbI Mbl MOXKEM 3aBEPUTb, YTO
Mbl obecneuynBaem becnepebonHyto paboTy Hawero obopyaosaHus. 5.
[aBaiTe nponsBesem HEKOTOpPbIe pacyeTbl. 6. Balm LeHbl A01KHbI 3aBUCETb
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OT CYMMbI KOHTPaKTa. 7. Mbl HE MOXeM NnoAnMcaTb KOHTPAKT MO 3TOM LeHe. 8.
Ecnu Bbl yBENNYUTE CYMMY KOHTPAKTa, TO Mbl @AM BaM CKMAKY Ha LeHbI. 9.
Ham Hy>XHO Bpemsi, YUTobbl NPOCMOTPETL BCe bymaru BHUMaTenbHo. 10. B
KaKoW BantoTe Bbl CMOXeTe OoniaTuTh?

4. Fill in the blanks with prepositions
We are going to talk ... terms of payment.
What are your reasons ... discounts?
Your price must depend ... the amount ... the contract.
...our part we can assure you, that we won’t let you down.
We insist ... dollars.
We want to sign the contract ... price.
We need to look ... exact figures.

NouhkwheE

5. Read and reproduce this dialogue
Discussing the Price Problem

- I'm sorry to say we cannot sign a contract with your company at this price. It's
unreasonably high. We are in close touch with the world market and our
information is that your competitors are quoting lower prices.

- You are partly right. It's true, the price is high, but you should take into
consideration the fact that this model is the latest word in electronic
industry.* It is designed on the most modern lines and we can guarantee the
high reliability of the computers.

- We know all that. But nevertheless the price doesn't seem attractive. Will the
final price depend on the number of computers we'll buy from you?

- Right. If you increase your order to five computers we'll be able to give you a
2% discount on the price.

- I'm afraid the discount is too small. | expected at least a discount of 4%.

- Let me make some calculations. Well, 3% and not more as this concession
leaves only a very small profit for ourselves.

- Inthis case I'd like to discuss the matter again with my people and after that I'll
be able to give you my final reply.

- Good.

* It is designed on the most modern lines. — B ee KOHCTpYKLNUK
MCNO/Ib30BaHbl CaMble COBPEMEHHbIE IMHUN.

6. Translate into Russian
to discuss the matter, unreasonably high, competitors, to quote lower prices,
to take into consideration, to design on the most modern lines, to guarantee the
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high reliability, discount on the price, to make some calculations, concession,
small profit, final reply.

7. Give English equivalents to these word-combinations

MonyyaTb NpUbbIIb, NPON3BECTN HEKOTOPbIE pacyeTbl, 06CcyaAnTb BONPOC
CHOBa, NMPUHATbL BO BHUMaHMKeE, NocnegHee CN0BO, rapaHTUMPOBATb BbICOKYHO
HaZeXXHOCTb, 3Ta YCTYNKa, YBE/NINMYMTb BaLl 3aKas, Bbl YaCTUYHO MpaBbl.

8. Translate into English

Ob6cyxaeHne Nnpobaembl LIEHDI.

- MwucTep A, 5 U3BUHAIOCb, HO Mbl HE MOXeM NoanNnucaTb KOHTPAKT ¢ Bawen
KOMMaHWuel no atol ueHe. Mbl paboTaem B TECHOM COTPYAHMYECTBE C
MMPOBbIM PbIHKOM U MO Hawen MHPOPMALMK, BalLM KOHKYPEHTbI
YCTaHABAMBAKOT HUXKE LEHDI.

- BblyacTmMyHO npasbl. 3TO NpaBAa, LEeHA BbICOKA, HO Bbl A4OMXKHbI NPUHATL BO
BHMMaHMe TOT PaKT, YTO 3Ta MoAe/Ib — NOC/IeAHee C/I0OBO B 3/1IEKTPOHHOM
NPOMbILL/IEHHOCTUN. B €€ KOHCTPYKUMUM YYTEHbl CaMble COBPEMEHHble
TEHAEHUMU, N1 Mbl MOXXEM rapaHTMPOBATb BbICOKYIO HAAEXHOCTb
KOMMbIOTEPOB.

- Mol Bce 310 3HaemM. Ho, Tem He meHee, LieHa He BbIrNAANT NPMBAEKaTENIbHON.
byaeTt an utorosana LeHa 3aBUCETb OT YMCA KOMMbIOTEPOB, KOTOPbIE Mbl
Kynum y Bac?

- KoHeyHo. Ecnm Bbl yBenmnuunte Baw 3aKkas Ha 5 KOMNbIOTEPOB, Mbl CMOXKEM
AaTtb 2% CKMAKY K UeHe.

- A 6otoCb, YTO 3Ta CKMAKA 04eHb Mana. Al HageCb Ha CKUAKY B 4%.

- [o3BonbTe NnponsBecty nogcyetbl. Ja, 3% 1 He 6osblle, TaK KaK 3Ta YCTynKa
OCTaBNAET O4EHb MaNEeHbKYO NPUOBLINL ANA HaC.

- B atom cnyyae a 661 xoTen obcyanTb BONPOC C MOMMU NtoabMK. TONBKO nocne
3TOro A CMOTY NPUHATbL KOHEYHOE peLleHme.

9. Translate into English. Make sure that you know the following words
and word-combinations:

MNopobHoro TMNa
ObcyauTb npoucxoaallee
MopnucaTb KOHTPAKT
Heob60oCcHOBaHHO BbICOKUKE
Bbl YacTUYHO NpaBsbl
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MNpUHATbL BO BHMMaHUe

YBennunTb 3akas

lNo3BosibTe NPOM3BECTM NOACHETDI

YcTynka

Mpunbbinb

MoanucaTb KOHTPAKT MO 3TOM LieHe

JTa LeHa KoHe4yHaA

HanunyHbie ncknoyeHobl

B KaKko# BantoTe Bbl MoXKeTe onnatuTtb

Bawu ocHoBaHMA oA CKMOOK

Mbl TeCHO cBA3aHbl C MMPOBbIM PbIHKOM

Bbl HaxoauTe nx NpmMBAeKaTebHbIMU

OHu BblWwe YeMm, LLeHbl APpYrMX KOHKYPEHTOB

Mbl HacTanBaem Ha

TouHble umdpbl

Al N3BMHAKOCb, HO Y MEHA HET TOYHbIX UMP NOL PYKOM
Mbl MOXeM COKPaTUTb LeHbl

[aBaliTe NOAbITOXKNUM OCHOBHbIE MYHKTbl HALLEN BCTPEYMn

UNIT 7
Task 8

Read and reproduce the following dialogue
DISCUSSING THE GUARANTEE PERIOD

Good morning, Mr. P. Very glad to see you again.

Good morning, Mr. B What terrible weather we are having!

Yes, it has been raining since early morning though the radio didn't say it
would rain today.

| hope it will clear up by the evening.

Perhaps it will. Mr. P, the matter I'd like to bring up today is the guarantee
period. | know it is 12 months from the date of putting the pumps into
operation, but not more than 18 months from the delivery date.

That's right.

Well, | find it rather short. We'd like it to be extended by two and three
months respectively, as the usual guarantee period for this type of equipment
is longer.

Now, look. Model LS is of a new design and only a small number of units have
been manufactured so far. Although we have good reports about their
performance we can't formally guarantee their reliability for a longer period.
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- |see. But, Mr. P, | believe the contract will specify that if any defects are found
during the guarantee period you are to correct them promptly and at your
expense.

- Yes this is our usual obligation, but of course we do that only if we are
responsible for the defects, if they appear through our fault.

- This seems reasonable. Let's consider one more possibility. Suppose we would
like some faulty parts to be replaced, on what terms will you deliver the
replacements?

- We'll try to supply them immediately and pay the cost of their insurance and
transport. Will that suit you?

- Quite.

- By the way, if you want special service visits of our engineer to be arranged
after the guarantee period, we can always do that.

- Shall we have to pay for such visits?

- Yes. You should authorize such visits and pay the engineer's fare to and in
Russia, hotel expenses and the cost of each job he will do.

- Thank you. I'll have to look into the matter. Could we meet on Thursday, say,
at 12?

- Let's make it at 2 if you don't mind. | have an appointment at 12 which | don't
want to break.

- Very good.

Think and answer.
1. Why did the Buyer want the guarantee period to be extended?
2. Why was the Seller to replace the faulty parts promptly during the
guarantee period?
3. Why does the company arrange service visits of their engineers after the
guarantee period?

Exercises
1. Give Russian equivalents to the following words
Clear up, the matter, to bring up, the guarantee period, putting the pumps
into operation, to be extended, respectively, so far, specify, defects, to correct, at
your expense, obligation, are responsible for, through, your fault, consider, fault,
to be replaced, replacements, insurance, transport, authorize, fare, expenses, to

look into the matter, to break.

2. Read and reproduce this dialogue
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- Good morning. Mr. K. We are glad to see you. Will you sit down?

- Thank you. It's a cold morning, isn't it?

- Yes, itis. This winter has been unusually cold, but | hope the weather will get
warmer

- Yes, spring is coming. Well, Mr. S, today I'd like to bring up the matter of the
guarantee period. What guarantee period do you offer for your machines?

- It's usually 12 months from the date of putting them into operation and not
more than 14 months respectively.

- Well, we expected it to be longer. In fact, we thought it would be 16 and 20
months respectively.

- But. Mr. K, we can't guarantee the reliability of our machines for a longer
period. We don't know the specific conditions in which they will operate at
your plant.

- | see what you mean. It's going to be our first experience with your machines.
We'll feel much better if the period during which you can help us is longer.

- What about your operators? Have they much experience with this type of
equipment?

- We have a very efficient staff and | don't think anything can go wrong through
their fault.

- Ithink I'll have to look into the matter very carefully before | give you our
reply.

- lam looking forward to our next meeting.

3. Translate into Russian these words and word-combinations
To bring up, to put machines into operation, to expect, conditions to
operate, experience, equipment, efficient staff, fault, to look into the matter
very carefully, to look forward,

4. Translate into English these words and word-combinations

[aTta BBeleHUA MallMHbI B 3KCMN/yaTalMio, OXnaaTb, YC/IOBUS, OMbIT,
OMbITHbIM WTAT COTPYAHUKOB, AATb OTBET, NOro/a, ¥AaTb C HETePNeHneMm.

5. Fill in the gaps with prepositions

1. I'll have to look ... the matter very carefully.
2. I don’t think anything can do wrong ... their fault.
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It’s our first experience ... your machines.

We don’t know the specific conditions ... which they will operate ... your plant.
We are looking forward ... our next meeting.

I’d like to bring ... the matter ... the guarantee period

UNIT 8
Task 9

Read and reproduce this dialogue

COMPLAINTS AND CLAIMS
Mr. F.? I’d like to tell you why we asked you to come to us.
Well, I'm fully at your disposal.
We asked for an appointment with you as we are dissatisfied with the way
your goods are sent. I'd like to know your reaction to it.
We’ve carefully studied your complaints. You’'re perfectly correct as to the
short delivery. Two items lacked in the consignment of equipment we sent
you. It was overlooked by our controller. We apologize for the oversight. It
won’t happen again.
When will you send us these parts?
This week. By air.
Fine. But what about the packaging? The cover of one of the containers was
badly damaged. The equipment in this container was damaged too.
It wasn’t our fault. You should take this up with the captain of the ship. The
equipment was packed in the required way.
We’ve already done it. He believes that your packing is to blame.
| must disagree totally with him. Let’s come back to this matter in a couple of
days. I'll try to discuss it with the ship-owners.
Well, but there is one more problem: delay in delivery of equipment. We
suffered some losses through this delay. According to the sanctions clause of
the contract we have the right to claim compensation.
I’m afraid you haven’t that right. This delay was caused by a strike in the
Glasgow port. And this is a force majeure circumstance.
But you were able to foresee this complication. Moreover, you could have
delivered the equipment to other port.
We couldn’t have done it owing to circumstances outside our control.
Well, if we don’t reach mutual understanding, our company will have to go
through arbitration procedures.
There’s no need to get aggressive. There will be a meeting of our top
executives at 12 o’clock where your claim will be on the agenda. I'll try to
settle it and ring you back after the meeting.
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- All right. I'm waiting for your call.
- Bye.
Exercises
1. Give Russian equivalents to these words and word-combinations

At your disposal, to be dissatisfied, short delivery, items, to lack, consignment,
to overlook, to apologize, packaging, cover, to be badly damaged, fault, to
disagree totally, to come back, in a couple of days, delay, losses, to suffer, to
claim compensation, strike, circumstances, to foresee, complication, to reach
mutual understanding, top executives, claim, to claim, on the agenda, I'll try to
settle it, to reject a claim, well grounded, groundless.

2. Give English equivalents to these words and word-combinations
OTKNOHUTD Kanoby, 4OCTUYb B3AMMONOHMMAHWSA, OTCYTCTBOBATb, OblNK
CUNbHO NOBpPEXKAEHbI, TPeboBaTb, Yepes Napy AHEN, 3aepPrKKa, YNaKOBKa, Mbl
noHecnn ybbITKK, BUHA, NapTMA, 3a6acToBKa, 06CTOATENbCTBA, PYKOBOACTBO, Ha

NOBECTKe, A NONbITAlOCh Y1IaANTb 3TO, 1 KATEFOPUYECKUN He COr/laceH.

3. Answer the following questions. Use the dialogue for reference.
What questions did the Buyer and the Seller discuss?
How many items were lacked in the consignment?
When will the Seller send them these parts?
Were there any problems with packaging? What were they?
Did they decide these problems at their meeting?
Why did the Buyer want to go through arbitration procedures?
Where will the Seller discuss all these claims?

NouhkwNeE

4. Correct these sentences. Agree or disagree.
The Seller and the Buyer discussed the price problems.
The firm will send all parts of the equipment by train.
The cover of 5 containers was badly damaged.
The delay in delivery was caused by bad weather in Brighton.
The Seller and the Buyer reached mutual understanding.

uhwnNeE

5. Fill in the gaps with new words from the dialogue
We've carefully studied your ...
I’'m fully at your ...
We ... for our ...
The cover of one of the containers was badly ...
It wasn’t our ...
Let’s come ... to this matter in a ... of days.

ounhkwneR
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We ... some losses through this ...
The delay was ... by a strike.
You were able to ... this ...

10.There will be meeting of our top ... where your claim will be on the ...

o e

6. Read and translate this dialogue. Find the meaning of underline
words

Good afternoon, Mr. S. | asked for an appointment with you as we have some
problems with the way your goods are sent. We’ve written to you several
times detailing our complaint’s. You have expressed regret, but things haven’t
improved.
Sorry, | haven’t got your file here, so would you tell me now what your
complaint of?
The main complaint is that we never get the goods on time. It’s annoying to
tell our customers that the supplier haven’t effected delivery. | should say the
delays are very frequent.
We can assure you we are doing our best to keep to the delivery schedule.
| see. But | have to remind you that we’ll charge a penalty if the delays exceed
a week.
We'll do everything possible to avoid delays in future. I’'m sorry you’ve had
these problems.
Good. Thank you for your cooperation.

Think and answer
What was the complain of the Buyer?
Why is it preferable to settle claims in an amicable way?
What measures were the Seller expected to take?
Why is it wrong policy to reject an unjustified claim?

7. Read and translate this dialogue. Find the meaning of underline

words
Mr. S., I’d like to tell you why we asked you to come to us.
I’m fully at your disposal.
You know already that your pulp producing equipment which was given most
careful tests after installation, didn’t reach the design capacity. Moreover, the
quality of the pulp produced doesn’t conform with the requirements of the
contract.
You must believe me when | say how sorry we are.
Have you taken any steps to improve the situation?
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Oh yes, we are doing our best. Three units will be replaced. Tomorrow a team
of two experts are leaving V. to carry out the necessary work. They will bring
along their own devices and instruments. But to speed things up we need your
cooperation.

Well, we are prepared to provide you with the necessary materials, lifting
equipment and labour. However, all the expenses involved would be charged
to your account.

That goes without saying.

All right. Let’s leave it there for today, shall we?

See you tomorrow.

Think and answer

. Why didn’t the pulp equipment reach the design capacity?

. Why was the Buyer side prepared to provide the experts with the necessary
materials and labour?

8. Translate into English

3ppascTBymnTe, [XKOH. Pag Bnaetb Bac. He kenaete v npucectb?

[a, cnacmbo. YTpo ceroaHa XonoaHoe, He TaKk in?

[a, 3Ta 3Mma bbl1a HeObbIKHOBEHHO X0/I0A4HOM, HO A HAZEKCb, YTO Noroga
CKOPO CTaHeT TeN0M.

[a, BecHa naet. Kakne-Hnbyab npobnembi?

[a. a 6bl xoTen y3HaTb Bawy peakumio Ha HalWM NPeTeH3UM

Mbl BHUMATENBHO M3y4nan Bawm npeteH3nn. Bol abcontoTHO npasbl B
OTHOLLEHMN HEeAONOCTAaBKU. ITO ObINO yNyLLEHME Hawero KOHTpoaepa. Mbl
NPUHOCMM CBOM U3BMHEHMSA 3a 3TY ONJIOWHOCTb. 9TO H0oNbLUE HUKOrAa He
CAyumnTCA.

Xopouwo. A 4TO Bbl MOXKeTe CKa3aTb N0 NOBOAY YNAKOBKM? YNAKOBKA O4HOrO U3
KOHTelHepoB bbla cunbHO nospexaeHa. ObopyaoBaHmne, KOTopoe
HaXO04ANNOCb B OA4HOM M3 KOHTEMHEPOB, TAaKXKe HEMHOIO NOCTPaAano.

3710 He Hawa BKHa. ObopyaoBaHue HbINO yNakoBaHO A0NKHbIM 06pa3om. Bam
cnepyet 06paTUTLCA C 3TOM NpeTeH3nen K KanutaHy cyaHa.

Ho y Hac ocTanach ewe ogHa npobnema: 3ageprKka nocTtaBkmM ob6opynoBaHmA
Ha TpX Hegenun. Mbl NoHeCcAn yObITKMN N3-3a 3TOM 3a4ePKKKU. Mbl MMeem NpaBo
TpeboBaTb y Bac kKomneHcauuu.

He cTonT TaK ropAaumtbca. B 12 yacoB COCTOMTCA COBELLAHMNE PYKOBOAMUTENEN
HaLlleM KOMNAHMKU, HA KOTOPOM PACCMOTPAT BCE BALLW NPETEH3UN.

Xopowo. Hagetocb, Bbl ynaguTte sT0.
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9. Make sure that you know these words and word-combinations.
Translate them into English.

. "anobwl 9. 3710 H6bINA HE Halla BMHA

. NMpeteH3nun 10. 3apeprkKa

. TpeboBaTb 11. Mbl noHecnu ybbITKM

. HeponocrtaBKa 12. HenpepgsnaeHHble OCNOXKHEHMNA
. YnyweHune 13. Jlocturatb B3aMMONOHUMAHMUA

. HepocmoTp (onnowHocTb) 14. Ha noBecTke

. YnakoBKa 15. HeobocHoOBaHHaA NpeTeH3usA

. CMnbHO noBpexaeHa 16. OTKNOHUTb NpeTeH3uno
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