MeTtoauyeckue peKOMEHIANNH M0 YCBOCHH IO U CIUTLIMHBI
b1.B./1B.07.01 «I1lepeBoj 1e/10BO¥ JOKYMEHTAIMU»

Hanpasaenue noaroroBku 45.03.02 «JIuHrBucTHKa»
Ipoduan noarorosku IlepeBoa u nepeBoaoBeneHue

1. llenu ocBOeHMS TMCHUIIIHHBI:

OcHOBHOH HeJIBI0 O0YyYEHHUSI B paMKax JaHHOTO Kypca sBisieTcs (OpMHpOBaHHE y CTYACHTOB
npoeCCHOHATBHBIX YMEHUH M HaBBIKOB IMEpEeBOJa KOMMEPUECKOM JOKYMEHTalluu H
KOPPECIOH/JICHIIMM C AaHTJIMACKOIro s3blKa Ha PYCCKHMHA W C PYCCKOTO Ha aHIJIMICKUM,
COCTaBJICHHUA CO6CTB€HHBIX AJCJIOBBIX ITMCEM Ha AHTJIUNCKOM SA3BIKC, a4 TAKKC Pa3BUTHC HABBIKOB
OCYIIIECTBIICHUS! KOMMYHUKAIIMH B CUTYallUsAX JEI0BOrO OOLIEHUS.

2. Heab MeToAHYeCKMX PpPeKOMeHAaluii: o0ecrneynuTh OO0ydYarIeMycsl ONTUMAIbHYIO
OopraHu3aluro npouecca OCBOCHUA AUCIUILINHBI.

3. MeToanyeckue yKa3aHHs MO BHINOJHEHUIO CAMOCTOSITEIbHOI padoThl

OOyuas CTyACHTOB MEPEBOJY IETOBOM JTOKYMEHTAIIMH, MPEMOAaBaTENIh UCIOIB3YET Pa3IunvIHbIC
METOABI H HpI/IéMBI, OTBCYAKOIIINEC OCHOBHBIM Tpe6OBaHI/I$IM K I/IHTCHCI/Iq)I/IKaI_[I/II/I HpOI.[CCCEl
0o0ydJeHus1, OpraHuU3yeT NapHyl, TPYIIOBYI, KOJUJIEKTHBHYIO pPaboTy oOydaembix. Kypc
06yquH;1 COCTOUT U3 HpaKTI/I‘ICCKI/IX 33.H$ITPII>1, Ha KOTOpBIX CTYI[CHTI:I 3HAKOMJITCA C
npoOJEeMaTUKOW JWCIUIUIMHBI M COBEPIICHCTBYIOT HAaBBIKM 3PUTEIBHO-MMUCHBMEHHOTO U
3pUTENBHO-YCTHOTO TIepeBoa (IepeBoa ¢ JTUCTA), a TaKKe 000ramarT CBOW CIIOBapHEIN 3amac
COBPEMEHHBIMH KOMMEPYECKMMHU TEPMHUHAMH aHTJIMHCKOTO s3blKa. Ha 3aHATHSIX CTYAECHTHI
00CYX/al0T pa3lWYHbICe BapUaHTHl NEPEBOJIA, y4aTcs COCTABIATh M MPABHWIBHO O()OPMIATH
COOCTBEHHBIC JICIIOBBIC TMChMA HA aHTIIMHUCKOM si3bIKe. [loOMMMO TpaauIMOHHBIX (OpPM 3aHATHIA
HpeI[YCMOTpeHO TAKXE HCIIOJIB30BAHUC I/IHTepaKTI/IBHBIX MCETOAOB W HMHHOBAIIMOHHBIX (bOpM
paboThl (KOJUICKTUBHBIC MPE3EHTAIlMW, WHAWBHUAyaJIbHBIC MPOCKTHI, MPOBEICHUE MOJIEpaIinii).
HeoGxomumo pa3pabarbiBaTh W IIUPOKO HCHOJNB30BATH MAaTe€pHajbl sl ayIUTOPHOH H
CaMOCTOSITEIbHOW paboThI, YKa3bIBaTh CTyAcHTaM Ha () (PEKTUBHOCTH 3alIOMUHAHUS JICKCUKHU B
MpoIecce BeIeHUsI COOCTBEHHOTO TEPMUHOIOTUYECKOTO CIOBAPS IO NU3y4aeMbIM TEMaM.
Bonwmioit o0beM Marepuana W 3a7add, TOCTaBICHHBIE Teped KypcoM, OOYCIIOBIMBAIOT €ro
BBICOKYIO HACBIIIEHHOCTb, TPEOYIOT MHTEHCHUBHON pabOTHI, B TOM YHCIE U B CAaMOCTOSATEIIEHOM
pexume. COOTBETCTBEHHO, BO3pACTaeT pOJb TEKYIIETO H MPOMEKYTOYHOTO KOHTPOJIS,
NPU3BAHHOTO CTUMYJIMPOBATH PETYIISPHYIO M CUCTEMAaTHUECKYIO pabOTy CTYACHTOB.

Cucrtema OICHMBaHUA: OaIbHO-pEeHTHHTOBas. MITOTOBas OILIGHKA OMpENesieTcss Ha OCHOBE
CYMMHPOBaHHUS 0aJJIOB, MOTYYCHHBIX 32 3a4ETHBIC (KOHTPOJIbHBIE) paOOTHI U 32 OTBET Ha 3aYeTe.

4. ®oH/1 OLIEHOYHBIX CPECTB JJIsl TEKYIIero KOHTPOJIsSl yCIeBaeMOCTH, IPOMEKYyTOYHOM
aTTeCTALMHU 110 MTOraM OCBOCHMS IMCUHUILIMHBI U Y4eOHO-MeToAnYecKoe odecneyeHue
CaMOCTOSITEJILHOM padoThI CTY/ICHTOB
@®opMbI IPOMEKYTOYHOM ATTECTANMHU, TEKYIIEr0 KOHTPOJIA Ka4eCcTBA YCBOCHUS 3HAHUI
1. Texymuii KOHTPOJIb BO BpEMsI 3aHATHI:
O IIpOBEpKa JOMAIHMX 3aJaHUi: IMPOBEPKA BBINOJIHEHHBIX JI0Ma IMHCbMEHHBIX
NIEPEBOJIOB KOMMEPYECKONW JOKYMEHTAIlMU U KOPPECIIOHIEHIINN;
0 (pOHTAIBHBII OmpocC: MpOBEpKa KauecTBa YCBOEHHUS HOBOIO JIEKCHYECKOTO,
rpaMMaTHYECKOTO MaTepHaa;
0 IIPOBEpPKa TEPMHUHOJIOTMYECKOrO CJIOBaps CTYJIEHTOB, KOTOPBIM OHM BEAYT IO
BCEM M3y4aeMbIM TEMaM;
0 TMPE3CeHTALUU CTYACHTOB COOCTBEHHBIX JEIOBBIX MHCEM Ha aHTJIUIICKOM SI3BIKE.



2. KoutponpHasi paboTa MO JEKCHUKE [EIOBOTO AHTIUHCKOTO s3bIKa (TEPMUHOJIOTHH,
YCTOMYMBBIM BBIpQXXCHUSIM, aO0OpeBUaTypam).

3.
4.
5

6.

KontponpHast paboTa 1Mo rpaMMaTHUYECKUM TPYTHOCTSAM TII€peBOJa, C KOTOPBIMHU
CTYIIEHTBl  PETYJSPHO CTAJKUBAIOTCS B IpoLecce IepeBoja KOMMEpPYECKOU
JOKYMEHTAIMU ¥ KOPPECIIOHACHIINN.

3auéTHas paboTa 1Mo IepPeBOY JACIIOBON KOPPECTIOHICHITUH.

Wroroast pabora: cocTaBiieHHE COOCTBEHHBIX JEJIOBBIX NMHUCEM HA AHTIHMICKOM S3bIKe
(BBIOOp TE€M OCYIIECTBIISICTCS TIPETIOIaBATEIIEM ).

3ayérHas paboTa: MMCHMEHHBIH MepeBO KOMMEPUYECKOH TOKyMEHTALINH.

7. UITOTOBBIA KOHTPOJIb: 7 CEMECTP — AK3aMEH; 8 CeMeCTp — 3ay€r.
Crpykrypa 3a4era (3 cemecTp):

1.

2.

3.

YCTHBIN nepeBo] KOMMEPUYECKUX TEPMHUHOB, YCTOMYHMBBIX BBIPAXKEHUM, COKpAIICHUN U
Ip. €IUHULL C JUCTA (MOIYYUB SK3aMEHALIMOHHYIO KAPTOUKY C JIEKCUKOM, CTYJIEHT UMEET
2-3 MUHYTBHI Ha TTOATOTOBKY) (3a4€THBI MakcuMyM — 30 GaioB).

YCTHBINA TepeBOa C JHUCTa (IBYX JAETOBBIX MHUCEM HA AHTIMICKOM S3bIKE) (3a4eTHBIN
MakcumMyMm — 30 GaioB).

[InceMeHHBIM IEPEBO TEKCTA JAEJIOBOTO MUChMa C PYCCKOIO s13bIKAa HA aHTJIMUCKUU U €T0
o(OopMIIEHHE COTJIACHO CTaHJapTaM, NMPUHATHIM B AHTJIOSI3bIYHOM NMpakTUKE (3a4EeTHBIN
MakcuMyM — 40 Ganios).

HpnMepHmﬁ CIMMUCOK €IUHHUII AJIA NMMOATOTOBKH K 3a4Y€Ty
Accompanying documents Account terms
Acknowledging of orders Act on smb’s behalf
Adjust an account Advice of dispatch
Ancillary expenses Arrange transport

Ask for concessions Assurance

Audit the accounts Balance an account
Banker’s draft Bargain

Become effective Bill of exchange

Bill of lading Bonded goods

Breach (infringement, violation) of a contract Bring forward
Brisk demand Bulk purchase

Business associate By separate mail

C&f (cost and freight) c.i.f. (cost, insurance, freight)
C.O.D. (cost on delivery)

Cancel an account

Cancel an order

Carbon copy (cc)

Cargo capacity

Carriage

Carry through a transaction

Cash with order (c.w.0.)

Chamber of commerce

Collateral

Competitive price

Commission

Competitive price

Confirm the credit

Consignment

Counter-offer

Credit (Cr.)

Dealing with banks



Debit (Dt, deb)

Default

Default of payment

Delay in execution
Delivery against payment
Delivery times
Disbursement

Draft

Discount off (from, on) the price Dissatisfied party
Display

Draw on smb

Drawee bank

Due bill

Effect insurance

Effect shipment

Enclosure (Enc.)

Endorse

Enquiry

Ex-stock

Extension

Ex-works

f.as.

Fair compensation

Gross price

Haul

Hold-up

Honor a bill

Import regulations

Impose a fine

Indent

Insolvent

Interest rate

Invoice

Keen price

Keep to delivery dates
Keeping customers’ accounts
Ledger

Letter of credit

Liability

Maturity date Mercantile agents
Messrs. Method of payment
Negotiable Net cash
Overheads Payable at ... days
Payee Payment in kind

Personnel (Staff, Labour) Manager Production Manager

Prospective buyer Quantity discount
Quotation Records

Recover the set-up fee Reference (re)
Remittance Responsible party
Sample Settle an account

Shipping documents Slump

Spare parts Statement



Submit a claim Suffer losses

Tally Technical Manager Tender Terms of payment Traffic Manager Transfer
Trial (order) Turnover

Unjustified/ justified claim

Valid Verify

IIpumep 1. O0pa3sen KOHTPOJIBLHOM PAdOTHI MO JIEKCHKE JeJI0BOI0 AHIVIHIICKOro SI3bIKa
I.  State what commercial term is meant by the definition:

1. to discuss the conditions of a sale, agreement etc (to bargain)
2. (of a document or agreement) - used legally or officially acceptable, especially for a fixed
period of time or according to certain conditions (valid)
3. to show goods for sale (to display)
4. the amount of business done in a particular period, measured by the amount of money
earned (turnover)
5. a written statement of exactly how much money a piece of work/goods will cost (quotation)
6. an order made by a prospective buyer to test goods (to find out whether they are suitable or
not) (trial)

7. the increase of a period of time that has been agreed (extension)

8. a financial statement showing assets, liabilities and the net worth as of a specific

date (balance sheet)

9. Any property pledged as security for a debt (collateral)

10. Percentage allocations from overall cost for material and labour (overheads)
I1. Give your definitions to the following terms and supply their Russian equvalents:
a) tenant e) consignment
b) slump f) concession
c) fluctuations g) cif
d) range h) endorsement
I11. Fill in the gaps with prepositions where necessary:

1. ... reference ... your letter ... the 10" April we are sending you, ...
separate cover, the shipping documents relating ... the m.v. “Anna”.
2. ... compliance ... your request we are sending you ... duplicate our new

catalogue ... dressing tables.
3.  He was ... a disadvantage, having only received the documents that
morning.

4.  Consoles are ... terribly short supply.
5. Please inform us ... cable ... what price you could offer us 300 tons of timber.
6. ... ... our contract you are to pay ... the goods ... cash ... shipping documents.
7. ... the event ... devaluation ... the US dollar on or before the date ... payment ... the present
Contract both parties have the right to renegotiate the price ... the goods.
8. The damages were calculated ... the rate ... 0.5 per cent ... week ... the value ... the
equipment.
9. We shall be glad to know ... what terms we could buy ... you the goods required ... us and all
publications you have ... this question.
IVV. Complete the following sentences in the most appropriate way:
1. Well, in this case we’ll have to accept your ..... :
2. Our prices include .....
3. The quality of the goods sold under the present Contract shall be in full conformity ........
4. This insurance is also specially to ...... .
5. We are writing to you to express our deep concern about ..... :
6. .connnn. a copy of my CV outlining my background and qualifications for your consideration.
7. As an Assistant Manager of a three-star hotel | have experience of ..... .
8. We urge your careful consideration of ..... :



9. As we usually place large orders, we .... .

V. Translate into English:

A. KOHKYPEHT; SKCIIEIUTOP; MTOCTABILKK; OJIaHK 3aKa3a; OTBETCTBEHHAs] CTOPOHA; apOUTpasKHBI
CyI; cOOMOIaTh CPOKH TOCTABKH; HE COOTBETCTBOBATH CrelU(pUKaKUK;, o0pas3er, Ha OCHOBE
KOTOpPOro ObUI 3aKJIIOYEH KOHTPAKT; CEpbE3HBbIE MPETEH3UMH OT KIMEHTOB; OCMOTp TOBApOB;
HU3KOE KayecTBa TOBAPOB; KA4€CTBO TOBAPOB HE COOTBETCTBYET KauecTBY oOpaslia; MpU3HATH
MPETEeH3UI0 OOOCHOBAaHHOW; B IMYTH; MO XaJaTHOCTH pabOYMX; AOCTATOYHAs KOMIICHCAIUS;
cymMma yiiep6a, Oe30T3hIBHBIA aKKPEIUTHB, NWCKOHTHAas CTaBKa, MO TpeOoBaHWIO, OaHK-
aKIENTaHT, oOecleyeHne KpeAuTa, BBINUCHIBATH BEKCElb Ha KOro-iu0o, HOMHHaJIbHAs
CTOMMOCTb,  OINPOTECTOBATh BEKCEllb, WHAOCCAMEHT, WHJIOCCAHT, NPOCTONH  BEKCEIb,
BEKCEeJIe1aTelb, IIaTeNbIIHK.

B. 1. Ms1 nnpocum Bac cooOmuTh Ham, 10 Kakoi IleHe, B KAKOH CPOK M Ha KaKUX YCIOBHUSX BBI
MOTJIM OBl TIOCTaBUTh HaM 850 HaMMEHOBAaHWUW ACTCKUX WTPYIICK M3 BaIIEro IMOCIETHEro
Karasora.

2. 51 xoten ObI 0OOCYIUTH 3TOT BOIIPOC CO CBOMM PYKOBOJICTBOM M TOJIHKO IMOTOM CMOTY J1aTh Bam
OKOHYATEJIbHBIN OTBET.

3. K coxanenuto, 1ieHa HE KaxeTcsa HaMm npuemsiemMoil. Ham u3BecTHO, yTo Bamm KOHKypeHThI
mpeiaraloT 3TH K€ caMble MOJENH 1o Topa3fo Oonee HU3kUM IieHaMm. [Ipennaraio oOcynuTh
BO3MOXXHOCTh TIOJYy4EHHS HaMH CKUJKH B cllydae pa3MelleHdus OONbIIoOro 3akKaza u
JIOTOBOPEHHOCTH O COTPYJHUYECTBE B Te4eHHUE TPEX JieT. Pasymeercs, Mpu yciaoBuu, 4To Bel
CMOYKETE BBIMOJIHATH 3aKa3bl HA KOJM4YecTBO cBhImIe 1000 u3nenuii B KaXK10M MapTUH.

4.PoCcT 1IeH Ha HHEPrOHOCUTENIM U CBHIPbE 3aCTaBUJ HAC MEPECMOTPETh LIEHBI, KOTOPHIE HAM
YAAJIOCh COXPAHUTh HA MPOTSKEHUH FO/1A.

5. Ilokynarenu 4acTto NpeabsABISAIOT MPETEH3UU MPOJABLaM MO MOBOJY MOCTAaBKU TOBApOB, HE
MPElyCMOTPEHHBIX KOHTPAKTOM, OBPEXAEHHBIX U HETOOPOKAaYECTBEHHBIX TOBAPOB.

Ipumep 2. O0pa3en KOHTPOJHLHOM PAadOTHI 10 TPAMMATHYECKHUM TPYAHOCTSIM NepeBoaa.

1. Teoperuyeckuii 0J10K:
a) Kareropuanbhble U (QpyHKIHOHAIbHBIE OCOOCHHOCTH YacTel pedH aHTJIMIICKOro s3bIKa U MX
nepeBoJl (0COOEHHOCTH TepeBOja CYIIECTBUTEIbHBIX U UX OIpEeNIuTeNel, r1arojaoB (JIMYHBIX
¢dbopM), MECTOMMEHUI, YUCITUTENBbHBIX, IPUIIAraTeIbHbIX, HAPEUUH, PEJIOTOB, COI030B).
0) CuHTaKCMYEeCKHE 0COOCHHOCTH aHTJIMHCKOTO SI3bIKA.
B) UacTu peuu u uiieHbl peaoKeHus. [ 1aBHble ¥ BTOPOCTENIEHHBIE YWICHBI MPEAT0KEHUS.
r) [lops10K CJI0B B aHTTIMICKOM MPEJIOKEHNH.
1) IlepeBos cnoKHBIX mpeioxeHnid. CorracoBaHue BPEMEH.
¢) OcoOeHHOCTH MTepeBo/ia HEMUYHBIX (JOPM IJIarosia ¥ KOHCTPYKIUHI ¢ HUMH.
k) [lyHKTyanonHast nHTEp(epeHIHs.
2. IlpakTHyeckast 4acThb:
[IpensioskuTe BapUAHT NepeBO/a, YYUTHIBasg Mopdosornyeckue H CHHTAKCHYeCKHUe
0COOCHHOCTH AHIVIMHCKOTIO A3bIKA:
1.Cygno ¢ ouepenHod MapTHel ToBapa TOJIBKO YTO BBIIUIO M3 moprta. YUepe3 aBa IHS OHO
JIOCTaBUT TOBAp HAILIUM MOCPEIHUKAM.
2. K coxanenuto, mpu NpOBEPKE BBIICHIIOCH, YTO YETHIPE JIOKUHBI IIYPYIOB ATOrO pasMepa
MPOMAJIK U3 SIIUKA. Mbl BBIHYKJIEHBI IPOCUTH O KOMIIEHCALIUH.
3. B cooTBeTCTBUU C KOHTPAKTOM TOBap OYyJET TOCTABIIEH 3aKa34MKy K KOHIY roja.
4. Ecnu Obl BBl TOJMUCAIA KOHTPAKT BO BPEMs HAIIUX MOCIEIHUX MEPETOBOPOB, MBI OBl yiKe
MOCTAaBUJIU BaM 3TO 000pyI0BaHHUE.
5.Ham cpoyHO HY>KHBI OTTPY30YHbIE JOKYMEHTBHI, COOTBETCTBYIOIIME BCEM TaMOMXEHHBIM
IpaBUJIaM.
6. CTouMOCTb 3KCIIOpTa BO3pOCia, IO3TOMY, K COXKAJIEHUIO, Mbl HE MOKEM IIPEOCTaBUTh Bam
HUKAKHX CKHJIOK.



7. Mb1 coOupaeMcsi pa3MecTUTh IPOOHBIN 3aKa3, OJHAKO, €CIIM KauecTBO Balllero ToBapa Oyxaer
COOTBETCTBOBATh HAUIMM OXHWAAHHUAM, MBI C YAOBOJBLBCTBUEM IIPHMEM Ball€ MPCATOXKCHUE O
JIOJITOCPOYHOM COTPYIHUYECTBE.

8. Hama kxoMmaHusi mpeAocTaBisieT B Ballleé PACHOPSKEHUE BCE KOHTEHHEPHI Il MEPEBO3KU
ToBapoB. O pacmoioX)eHUu rpysza OyIeT COOOIICHO JOMOJHUTENbHO (He mo3nHee 15 uucia
CJICTYIOIIETO MECSIA).

9. Pe3kuii 5KOHOMUYECKHH cI1aj] BBIHY)KJIAET HAC OTMEHUTD 3aKa3 HA OCTABLIMIICS TOBap.

10. Me1 Oyaem panbl, eciiu Bel mpousBenére miuatéx JMOO MO MEPEBOJHOMY BEKCEII0, JTHOO
OTKPBIB aKKPCAUTHUB HA HAILIC UMS.

11. Cpoxk maTeka 1mo BEeKCENIo HacTymaeT 1 oKTsaops.

12. MbI xorenu Obl 0OpaTuTh Bamie BHuManue Ha Hamry moaenb Ne 78DV, xoropasi, Kak Mbl
roJiaraeM, OJIHOCTBIO YIOBJIETBOpsieT Bammm TpeboBaHUsIM.

13. [Ipunaraemslii KaTajgor COAEPKUT MOAPOOHOE OMUCAHNE HHTEPECYIOIIUX BaC TOBAPOB.
[Tpumep 3. O6pazer; 3au€THOM PabOTHI 110 IEPEBOTY ACTOBOM KOPPECIIOHACHITUN

(IIncbma Ha epeBO/)

SAMPLE 1.

Dear Mr. Miller:

Thank you for your above-mentioned enquiry for our internet shopping facilities program.
Enclosed please find an application form as well as a complete program of all our services.
Should you wish to become a regular customer of our Worldwide Shopping System, please
return the completed application form. You will then receive a Worldwide Shopping Card which
entitles you to buy direct from our internet address. You simply have to indicate your Worldwide
Shopping Card number for every purchase.

We would be extremely happy to serve you in the best possible way. Welcome to Worldwide
Shopping Incorporated!

Sincerely yours,

Peter J. Brown

Customer Service Manager

Encl.: Catalog

Membership application form

(British applicant sees advertisement on the Internet for the post of a receptionist)

SAMPLE 2.

For the attention of the Personnel Manager

Dear Sir/Madam

I am writing with reference to your advertisement and am most interested in applying for the
position of tri-lingual receptionist and booking clerk at your hotel.

I am 23 years old and currently employed at a call centre in Birmingham, where | work for a
German company. My job is to answer phone calls from all over the world in English, French
and German. | have worked in this position for two years now and have been able to improve my
knowledge of German considerably.

In 19... | passed three A-levels, including French and German. Since leaving school, | have
continued to study these two languages at the Oxford Institute. | can speak, read and write these
languages nearly fluently.

To improve my knowledge of foreign languages | would very much like to spend some time
abroad. The hotel trade is a field that interests me very much, and a position as tri-lingual hotel
receptionist and booking clerk would be an attractive challenge for me.

My present salary is ... per annum.

I enclose my CV as an attachment and would be delighted to be invited to Germany for a
personal interview.

Yours sincerely*



(* Since in this case the letter is addressed to a specific person (the Personnel Manager), the
complimentary close should be "yours sincerely”, which sounds more polite than the general
asterisk *"yours faithfully").

SAMPLE 3.

VYBaxaemble rocroza!l

OtHocHuTENBHO Hamero 3aka3a R 598

Hamu 6b110 3aKa3ano B Bamieit komnaHuu 160 KOMITaKT-IUCKOB, U OHU OBLTH JOCTaBJICHBI BUEpa
15.01.2007. C coxanenueMm cooO1iaeM, 9to 18 U3 HUX 0Ka3aIMCh CHIIBHO TOI[apalaHHBIMH.
YnakoBka, B KOTOpO HaXOMIUCH IUCKH, OblIa HE HapyIIeHa, IOITOMY MbI IIPUHSUIN TOBap 6e3
Bo3paxxeHu. [loBpexxkneHuss ObuM OOHApYXEHbI TPU BCKPBHITUM YMAaKOBKH. MoxeM
MMPpCAIIOJIOXKUThb, YTO MOBPCKACHUC TOBapa IMMPOU3ONLIO CIIC A0 MOMCHTAa Cro YIAaKOBKH,
BCJICZICTBHE HEAKKYPAaTHOTO OOpAaIICHHUS.

HpnnaraeM CIIMCOK MOBPCKIACHHOIO TOBapa W HAACCMCA, YTO Bul HU3BIINIUTE BO3MOXHOCTH
oOMeHATh ero. B ciaydyae HEOOXOOMMOCTH, MBI BBIIUIEM TOBPEXKICHHBIM TOBap A
MMOATBCPKACHUSA )KaJIO6I>I Ha MOCTaBIIHKaA JJIA TTOJYYCHH A KOMIICHCAIIUU.

C yBaxkeHuew,

SAMPLE 4.

Dear Sirs:

This is to inform you that we are disappointed about the services you rendered to our company as
per our order of 1st February 20.

You were invited to install software LWO 350 on all the computers in our company. You
promised to begin to install this software on 18 February and to have this work finished by 22
February at the latest to ensure the continuation of our usual business. We had to interrupt our
computer-based work for 4 days, which is the maximum period of time we can afford to have
our routine work lie idle.

Nevertheless, and in spite of your promises, you did not finish this work as guaranteed on 22
February, and your personnel were on the premises for a further 2 days. This meant that we
could not start operating our computers before 24 February. We would have accepted this delay
if further problems had not arisen in the meantime. Our staff complains that some of the
computers do not operate under the new system as they should. They are unable to process the
orders received.

It is absolutely essential that one of your service staff come to Manchester immediately to look at
the system again. This will have to be entirely at your cost and expense.

Your contract provides for a guarantee for the first year of operation of the new software. We
therefore hold you liable for all costs arising from the faulty installation if you cannot find the
fault within the next 24 hours.

Yours faithfully

IIpumep 4. O0pazen HTOroBoi padoThI N0 COCTABJCHUIO AEJ0BBIX MHCEM HA AHIVIMHCKOM

A3BbIKE

TeMbl MUCEM

1. 1. Write to a firm of shipping agents in England and ask them to quote you for the collection
of some cases of tools from a firm in Birmingham, and the shipment to your nearest port.

2. 2. As a firm of forwarding agents you have been asked to advise on the forwarding of a
consignment of bicycles. Write a suitable letter and ask by what route the bicycles are to be
sent; give your advice on the matter.

3. You have been asked to arrange for a consignment of goods by train-ferry; reply to the
letter and point out that the consignment must be over 1 ton in weight. Advise alternative routes.
4. Write to the office of British Airways and ask for particulars of freight, insurance, etc., on

a consignment of watches and clocks.



5. Write a letter to your customers informing them what arrangements you have made for
the transport of a consignment of chemicals. Your customers may be in America or another
country outside Europe.

IIpumep S. O0pa3zen 3a4éTHOM padoOTHI 0 MEPEeBOY KOMMePYeCKO JOKYMEeHTalNH
Translate the following texts into Russian:

Text A. Qualifications of Marine Insurance Policy are mainly determined by the terms of sale,
identifying the party with the insurable interest. The three most common arrangements for the
passage of title from the seller to the buyer are identified as FOB or FAS contracts, where the
buyer is responsible for the cost of transportation and for any loss or damage to the goods in
transit; C&F terms the buyer also bears the risk of loss and must therefore arrange and pay for
any cargo insurance. The danger to the seller, in both of these cases, is that the buyer may
withhold some or all of the payment if the goods are damaged. Should the seller have any fear
this would happen, it would be well to arrange for contingency insurance. With this
endorsement, the insurer guarantees the payment of losses that would have been insured had the
shipment been declared under the shipper's own policy. In CIF type of sale the seller arranges
and pays for both the transportation cost and the cargo insurance premium. One note of caution:
when the purchaser has relied on the seller to purchase the insurance, it may be that the coverage
IS more restrictive than that of the importer's policy. Thus, for full protection, the importer may
add a marine version of Difference in Conditions (DIC) Clause. On a CIF basis several financial
documents are required. Taken together, these documents make what is referred to as
the commercial set. As a minimum, the set will consist of the bill of lading, a sight draft on the
purchaser for the amount of the invoice, and evidence of insurance (i.e. an insurance certificate
spun off of an open cargo policy). If the goods are damaged in transit, the buyer holds this as the
basis for presenting a claim for loss.
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endorsement, the insurer guarantees the payment of losses that would have been insured had the
shipment been declared under the shipper's own policy. In CIF type of sale the seller arranges
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