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UNIT 1
TOPIC 1
GETTING ACQUAINTED

Dialogue 1

-Hello. My name is Tom Brown.

-I'm Nina Chane. Where are you from?

-I'm from London, Britain. And you?

-I'm from Peking, China.

-Oh, really? Nice to meet you.

-Nice meeting you too.

-By the way, what do you do?

-I'm a marketing manager. And what about you?
-I'm an accountant.

Dialogue 2

-Hello.

-Hi.

-Excuse me. Are you from France?
-No, I'm from Germany.

-What city are you from?

-I'm from Frankfurt.

-Oh, really? By the way, my name is Ann.
-I'm Rosa.

-Are you on vacation here?

-Yes, | am. I'm on a tour.

-Glad to meet you.

-Pleased to meet you too.

Dialogue 3

-Hi. I'm Boris Fisher.

-How do you do, Mr. Fisher?

-Please call me Bob.

-Where are you from?

-I'm from Russia, Moscow.

-Take a seat, Bob. How about some coffee? (Would you care for a cup of
coffee?).

-Yes, with pleasure. Black with sugar please.

-Meet my friend. This is Miss Martin from Germany. She works in our branch
in Berlin.

-Happy to meet you, Miss Martin.

-Nice meeting you too.
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Dialogue 4

-How do you do? My name is Peter Williamson.
-How do you do? I'm John West.
-Where are you from?

-I'm from Canada (Paris ['paris], Brussels [braslz], Cairo ['kaiarou], Sydney

['sidni], Rome [‘'roum], New York ['nju 'ja:k], Chicago [J ik'a:gou], Mexico
['meksikou], Tokyo [‘'toukjou], Singapore ['singoapo:], Dehli ['deli], the United
States, Russia (Moscow)).

-What do you do (for a living)?

-I'm in sales. | work for Robinsons' Ltd. (limited).

-1 see. What's your job title?

-Sales Manager.

-Where are you based?

-Our head office is in Bond Street. What about you? What do you do? What's
your job?

-1 work with Fox's Company (Co.). You, probably, heard of us. We design and
manufacture electronic equipment.

-Yes, your company is well-known, and enjoys a good reputation. Do you like
your job?

-Oh, yes, indeed. As to our firm, it's rather small. We're a private company
with a staff of 45 employees.

-Your company is doing well, isn't it?

-That's right. So far, so good.

Words and conversational formulas

To get acquainted (with) — mo3HakoMHUTBCS C

Glad/pleased/nice/happy to meet you — paja/MHe NPUATHO/TTIO3HAKOMHUTHCS C
Bamu

Nice meeting you t00 — MHe Tak»Xe MPUATHO MO3HAKOMHUTHCS

What do you do? — uem BbI 3aHMMAaETECh?

On vacation — Ha KaHUKYJaX, B OTIYCKE

On a tour — B TypHe

How about...? — kak Hacuer...?

Would you care for a cup or coffee? — ne xemnaere i varedky Kode?

With pleasure — ¢ ynoBoibscTBUEM

With sugar — ¢ caxapowm

Meet my friend — mo3HakOMbTECH C MOUM JIPYTOM

To be in sales — 6b1TE/paboTaTh/B OTHAECIE MIPOIAXK/COBITA

To work for/with/a company — pa6orats B komnauuu/pupme

Job title — wasBanue moimxkHOCTH

To design and manufacture — npoekTupoBaTh U MPOU3BOIUTH



To enjoy — mosrydath yI0BOJBCTBHE

To enjoy a reputation — moap30BaThCs penyTanuei
Staff — mrat/paboTHHKOB/, TEpCOHAI

On staff — B mTare

Employee — cayxamuii; pabOTHHK

To do well — npeycneBaTh, AeaaTh yCIEeXu

So far so good — moka Bce X0opoIIo

Tasks
1.Practise reading the dialogues.
2.Learn dialogues 1, 2, 3 by heart, and act them out.
3.Learn unfamiliar terms and conversational formulas.
4.Compose your own dialogues.

UNIT 2
TOPIC 2

INTRODUCING PEOPLE
Dialogue 1

-Let me introduce myself: I'm Brian Ross.

-How do you do, Mr. Ross? My name is Bess Rainbow.
-How do you do, Bess? What do you do?

-I'm a teacher of French. And what is your trade?

-I'm an engineer in electronics.

-1 see. Very pleased to meet you.

-Likewise.

Dialogue 2

-Jane, is the name Jack Baker familiar to you?

-I'm afraid not. Why are you asking me that?

-1 want to introduce him to you. Mr. Baker, this is my colleague Jane.
Jane, meet Mr. Baker.

-Hi, Jack! How are you?

-Never felt better in my life. Thank you. How are you doing?

-So far very well, thanks.

Dialogue 3

-Mr. Price, may | introduce Mr. Grey to you?

-How do you do, Mr. Grey? It's a pleasure meeting you.

-How do you do, Mr. Price? Very happy to meet you. | have a feeling that
we've met before.

-Most probably, your face seems familiar to me.

-Now, I recollected. We met in the golf-club a few days ago.



-Right you are. Exactly so.
Dialogue 4

-Could you introduce me to Mr. Brown of the British Trade Delegation?
-With pleasure. Mr. Brown, I'd like you to meet Mr. Belov from Russia.
-How do you do, Mr. Belov. Happy to meet you.

-How do you do, Mr. Brown. I'm glad to meet you.

Dialogue 5

-How do you do, Mr. Black.

-How do you do. Glad to meet you. Where are you from?

-I'm from Moscow.

-What languages do you speak? What is your native language?
-Russian is my native language. And | speak English a little bit.
-And what do you do?

-I'm a graduate student.

Words and conversational formulas

Likewise — U sl TOXKE

| have a feeling that... — Y MeHs Takoe ONIyIIeHHE, UTO...

Most probably — BEChbMa BO3MOIKHO

Exactly so — COBEPIIIEHHO TOYHO

Introducing people 3nakomcTBoO. [IpencraBienue

-Let me introduce myself. My name Pa3pemmute npeactaBuTbcs. MeHs

Is Victor Beloff. 30ByT Bukrtop benos.

-May | introduce Mr. Price to you?  Paspemute npeactaButh Bam r-na
[Ipaiica.

-Let me introduce Mr. Fox to you.  IlosBombTe npencraButh Bam r-na
dokca.

-Meet my friend (Doctor Popova). ~ [lo3HakombTech: Mok apyr (1-p
[Tonosa).

_This is Professor Bell. 210 npodeccop benn. ITo3HakoMbTECH.

-Please introduce me to your friend. IloxanyiicTa, mpefcraBbTe MEHs CBOCMY
Apyry (MO3HAKOMBTE CO CBOUM JAPYTOM).

-How do you do, Mr. Beloff? 3npascrByiite, r-H beaos!

-Nice to meet you. IIpusTHo ¢ Bamu mo3HaKOMHTBCH.

-Nice meeting you. IIpuaTHO ¢ Bamy O3HAKOMUTHCH.

-It's a pleasure to meet you. MHe nocTaBIIsIeT YIOBOJIbCTBHUE
MMO3HAKOMUTHCS ¢ Bamu.

-Glad to meet you. Pan ¢ BamMu mo3HaKOMHUTBCH.

-Pleased to meet you. Pan ¢ Bamu mo3HakoMUTBCS.

-Happy to meet you. OueHnb pan ¢ BaMu mo3HaKOMUTHCS.
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Tasks.
Practise reading the dialogues.
Learn dialogues 1, 2, 4 by heart and act them out.
Learn unfamiliar terms and conversational formulas.
Do exercises.

=l e\

Insert suitable words.
1. -- Journalist, call, introduce, single, married, do, guess, think,
children, quite, meet.
— How do you do. Let me ... myself. I'm Alla Sedova, a teacher.
— Happy to.... you, miss...
— ...me Alla or miss Sedova, I'm still.... And what about you?
— I'm Peter Brook.
— 1 ... you're...
— You're ... right,
— Are you...
— Oh, yes I'm and | have three...
2. -- Do, mean, ensemble, like, singer, manager, think, much, lady.
— Excuse me, who are you?
— Me? I'm Jan Bell.
— No, I ... what do you do?
— Oh, I'm a...
— Do you ... your profession?
— Very ... | ... to live is to sing.
— And who is that...?
— That's Mr. Brown.
— | mean, what does she...?
— Oh, she is ... of our...
3. -- Fine, been, are, glad, for ages, do, business.
— How ... you?
—Just ... ... to see you,
— So am |. Haven't seen you ... How have you...?
— Fine. I was in Australia.
— What did you ... there?
— | was there on...
4. -- Kind, do, let, spell, pronounce, first, name, meet.
— Mr. Chasey... me introduce my colleague to you. Meet Mr. Serov.
— How ... you do, Mr. Serov. Glad to ... you. Sorry, what is your...?
— My name's Victor Serov.
— What is your ... name? How do you ... it?
— V-i-c-t-0-r
— How do you ... it?
— Victor.
— Thank you. You re very...
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Translate the following dialoques into English.

1. -- N3Bunute, Bol, Mmuctep bemt, uz Oxcdopna?

— Jla.

— [lo3BosbTe mpenctaButhes. I — npeacraButens Gpupmel "Aspotyp".
Mens 30ByT JIto60Bb IBaHOBHA.

— 3apaBcTByiiTe. Pag ¢ BaMu mo3HakoMHUTHCS.

— 3ApaBCTBYWTE, MHE TOXKE MPUATHO MO3HAKOMUTHLCSA ¢ Bamu. Bol rnaBa
neneramnuu’?

— Jla, COBEpIIEHHO BEPHO.

— Kaxk Br1 noexanu?

— OTiu4yHO (HE OYEHb XOPOIIO).

— Mp#I panipl TpUBETCTBOBATh Bac B Hamieit ctpane. Haaerocs, Bce Oynuer
XOpOIIO.

— Cnacu6o, Bbl oueHb 100pHI.
2. -- Ilpusert, bunn. Paxg te6s cHoBa Bumeth. CTo JeT He BuAeanch. Kak

MMOHBAJI BCE 3TO Bpems?

— IIpuBet, BukTop. Bece npekpacHo. A Kak TBOM K€Ha U AeTU?

— Otnuuno. Kak y Te6s gena Ha padore?

— XopouIo, TOJbKO, K COXKAJIECHHUIO, s OUYCHb 3aHAT.

— OTHOCHUCH K 3TOMY mipoiie. Tol cBOOOJEH CeTOAHS BeUuepoM?

— Jla, a uToO.

— Ilpuxoau k HaMm B roctu. [loroBopum.

— C ynoBoJibcTBUEM. BO CKOJIBKO?

— YBunumcs B 7 Beuepa. Hy, 1o BcTpeun.

/ Personal Success Skill \ Introducing Yourself

Don't be shy. Let people know who you are. Introduce yourself to strangers.
Mark Grant:  Hello. My name is Mark Grant.
Bob Grodosky: Nice to meet you, Mr. Grant. My name is Bob Grodosky.
Mark Grant: It's a pleasure, Mr. Grodosky.

> Introduce yourself to the people around you in the classroom. Don't

forget to look them in the eye and smile.

Speaker A:  Hello. My name is -
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I'm _
B's Name
Speaker A:  I'm pleased to meet you,
Mr. Mrs. Ms. B's Name

/' Personal Success Skill \ Remembering Names

Use a person's name right away. When you say a name often, you will
remember it.

»  Complete the conversations.

1.Jane Quinn: Good evening. My name is Quinn, Jane Quinn,

Rob Jennings:  Hello. Ms. I'm Rob Jennings.
Jane Quinn: Nice to meet you. Mr.
2. Mark Hopkins: Let me introduce myself. Mark Hopkins.
Karen White: Good evening, I'm pleased to meet you.

My name is Karen White.

/f/ \Making New Colleagues Feel Welcome

Mark Hopkins: I'm pleased to meet you,
Case Study

Situation: Ron Howard has worked for my cast West Trace Company for 10
years. He is the Assistant Manager for Pacific Sales. He wants to be
Vice-President of International Sales. Mark Curtis is a new employee.
He will work with Mr. Howard. It's his first day on the job.

ﬁi! My name It's nice to meet you,\
is Mgrk Mark. Welcome to the
Curtis. company. Let me
'm the new introduce you to
“Assistant your other
[ Manager of colleagues.

uropean Sales.

N




f you need
anything,let me

Sy hf | ol

is Mrs.
Wilson, the
secretary for
our department
nd the most
important person [
in this company. JE#F8N

» Circle your answer.

1.Mr. Curtis is a new employee. Yes No Sometimes
2.Mr. Curtis is Mr. Howard's boss. Yes No Sometimes
3.Mr. Howard's position is higher than Mr. Yes No Sometimes
Curtis' position.

4.Mr. Howard is a positive person. Yes No Sometimes
5.Mr. Howard is a friendly person. Yes No Sometimes
6.Mr. Howard is successful. Yes No Sometimes
7.Mr. Howard doesn't want Mr. Curtis to be Yes No Sometimes
successful.

Compare and Discuss

» Compare the case studies.
1.Who is a friendlier colleague—Mark Curtis or Ron Howard? Why?
2.Who feels more comfortable—Ron Howard or Mark Curtis? Why?
3.Why is it important to be a good team player?

’__/ Case Study \_Having a Successful Conversation

Situation: Bill Revson, a potential client, is visiting from Toronto; Tom
Patterson is introducing him to the employees of the company.
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Bill, I'd
like you
to meet
Jane
Steele. Ms.
Steele, this if
Bill Revson.
Mr. Revson
y IS Visiting ye
% from

How do you do, Mr.

Revson?
o ;

How do you do, M. .
Steele?

Tom tells
me you pla
golf too.
‘Why
don’t yo
join us
for a few

fMs. Steele is the Manager
of our Accounting
Department

She's also a great golfer.

Thank you.
I'd-loveto
join you.;

n

—

» Circle your answer.
1.Mr. Patterson introduced Mr. Revson to Ms. Steele. Yes No Sometimes

2.Mr. Revson is interested. Yes No Sometimes
3.Ms. Steele is interested. Yes No Sometimes
4.Mr. Patterson wants them to talk about golf. Yes No Sometimes
5.Mr. Patterson wants them to talk about Toronto. Yes No Sometimes
6.Mr. Patterson is polite. Yes No Sometimes

7.Ms. Steele and Mr. Revson used each other's names. Yes No Sometimes
Compare and Discuss
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» Compare the case studies.

1.Who makes the introductions—Bill Revson or Mr. Patterson? Why?
2.Who feels more comfortable—Mr. Revson or Ms. Steele?

3.Who is more interested—Mr. Patterson or Ms. Steele?

4.What did Mr. Revson and Ms. Steele have in common?

UNIT 3
TOPIC 3

OCCUPATION
Dialogue 1

-What's your profession? (What are you by profession?)

-I'm an engineer in electronics.

-1 see. And where do you work?

-1 work at a big automobile plant.

-How long have you been working there?

-For about 8 years or so.

-What's your main duty (responsibility)?

-1'm responsible for technical supervision of electronic equipment. | also do
some other work by order of my team-leader.

-Are you satisfied with your job?

-Yes, of course, otherwise | wouldn't be working there. I'm satisfied in every
respect.

Dialogue 2

-What do you do?

-I'm a lawyer.

-Do you like your job?

-Sure. It's rather interesting and fruitful.

-What do you have in mind?

-1 mean to say that in performing my duties | deal with people and assistance
which | try to render them.

-But is there anything about your job that you dislike?

-Well, | work very long hours. Very often | stay at the office till 8 or 9 o'clock
in the evening. If I'm short of time, and this happens very often. | have to take
work home. Another bad thing is that my holiday is only 20 days a year. To be
frank with you, | prefer less money and more holidays.

-1 see. Thank you.

Dialogue 3

-What do you do, Uschi?
-1 work in Marketing. | answer customers' questions about our products. | also
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travel a lot; | give product presentations to our customers.
-And what are you doing at the moment?
-I’m running a training course for the new sales reps.

Dialogue 4

-Tell me something about your work, Rolando.

-1 work in the Purchasing Department. | 'm responsible for buying everything
the company needs — from ballpoint pens through to the raw materials and
components we need to make our products.

-And what are you doing at the moment?

-Well, people in Accounts have asked for some new chairs, so I’'m looking
for a supplier of office furniture.

Words and conversational formulas.

Marketing Department — otaen nmpoaax.

Purchasing Department — oTaen 3akymoxk.

Duty (responsibility) — 06s3aHHOCTSB; g0JIT

to be responsible for — 6BITH OTBETCTBEHHBIM/OTBEYATH/3a
supervision — KOHTPOJIb

by order of our team-leader — mo pacnops KeHUIO HALIETO PYKOBOIUTES
IPYIIIIBI

to be satisfied with — 6bITh y1OBIECTBOPCHHBIM YEM-TO
otherwise — B mpoTUBHOM clTy4ae

In every respect — Bo BceX OTHOIICHHAX

fruitful — mmonoTBOpHBIA

lawyer [‘lo:jo] — anBOKAaT, IOpHCT;

to deal with — umerp neno c...

What do you have in mind? — Yto BbI umMeeTe B BUIY?
To perform one’s duties — BBIIOJTHATH 00A3aHHOCTH
to render assistance — oka3bIBaTh MOMOIIb

to be short of time — He UMeTH JOCTATOYHO BPEMEHH
holiday — oTnyck; AeHb OTABIXA; MPA3IHUK

to prefer — npeamounTaTh

| have to take... — MHe npuxoaurcs 6paTh...

to be frank with you — orkpoBeHHO roBops

TASK

1. Give Russian equivalents for the following phrases and learn them.
What's your position?

Someone who heads a company

Managing Director and is responsible for its running.
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Executive Secretary

Someone who does secretarial
work for top management.

Sales and Marketing Manager

Someone who heads the
department that advertises and
sells the product.

Sales Representative

Someone who is responsible for
selling the product to customers.

Production Manager

Someone who heads the
department responsible for
manufacturing the product.

Personnel Manager

Someone who heads the department
responsible for staff matters, such
as the hiring of employees.

R & D Manager
(research and development)

Someone who heads the
department responsible for
scientific research and the
development of new products.

Finance Director

Someone responsible for running
the company's financial affairs.

Accountant

Someone who keeps the accounts in
the finance department.

Receptionist

Someone who sits in the lobby,
answers the phone, and greets
visitors.

2. Practise reading the dialogues, and learn them by heart.
3. Act out the dialogues with your partner.

4. Learn unfamiliar terms.

5. Ask and answer according to the patterns.

Pattern 1

What do you do?

What's your profession?
What are you by profession?
What’s your occupation?
What’s your trade?

I’m an engineer.
an accountant
an economist
an operator
a clerk
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What does your sister/brother/do? She is a typist

What’s your brother by profession? He is a driver

What’s your friend's occupation? a receptionist
a manager

Financial Director
Head of a department
Deputy Head of a
department

Assistant Head

Pattern 2
Are you satisfied with your job?Yes, I am. No, | am not
salary?
position?
business?
working conditions?
living conditions?
the results of the examination?
Pattern 3

How long have you been working for/with/this company?
- 1've been working here for ... years.

6. Make up sentences of your own according to the patterns.
Pattern 1

Who(m) do you work for/with?
I work for/with the Parker's Company (Browns', Adams', Robinson's, Bakers
Ltd. Maccone's, and Fox Brothers).

Pattern 2

What's your job/title/?

I'm General Manager (Production, Property, Financial, Advertising,
Personnel. Sales & Marketing, R&D (Research and Development), Promotion,
Export & Sales, Technological; a legal assistant, financial controller, senior
consultant, automation engineer, computer specialist, chief mechanic).

Pattern 3

What field do you work in? What department do you work at? I'm in
computers (purchasing, sales, marketing, training, distribution, production,
finance, promotion, customer accounts, accounting, management services,
logistics).

7. Write a composition about your future work and profession.
8. Role play



-16-

Situation. You are a manager attending an exhibition of office equipment.
In the hospitality lounge you start talking to some other business people who
are at the exhibition,

Instructions.
Working in groups of two or three, improvise a conversation similar to ones
in the dialogues on pages 12 — 13.

1 Choose a company or business organization. It may be real or
imaginary.

2 Introduce yourself; say who you work for, what your position in the
organization is and how long you have worked for it.

3 Give the following information:

a what kind of business organization it is (e.g. private, public, sole

trader, partnership)

b its main business activities

¢ location of its head office, branches/subsidiaries

d turnover, profits, size of work-force etc.

4 Give any other information about yourself, your job and the
organization.

Before starting the conversation read the following:

You are the Managing Director of | You are an executive secretary.
the company and are in charge of You are the 'right hand' of the
running it. You've been with the Managing Director. You've been
company for 20 years. Your hobby | with the company for 5 years. Your
is playing golf. You often play with | hobby is Italian cooking and in

business clients. your free time you like to give
dinner parties.
You are the Personnel Manager. You are a sales representative.

You are in charge of staff matters, | Your job is selling the company's
such as training programmers and | product to customers. You've been

hiring. You've been with the with the company for 2 years. In
company for one year. Your hobby | your free time you take evening
is gardening. classes to learn Japanese.

You are the Sales and Marketing You are an accountant in the
Manager. You are in charge of finance department. Your job is
your company's sales and keeping the company's books and
marketing strategy. You've been accounts. You've been with the
with the company for 7 years. In company for 4 years and are
your free time you like to go hoping for a promotion soon! In
hiking. your free time you like to read

detective stories.
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You are the company's Production You are the R & D Manager and
Manager. You head the department are in charge of scientific research
that makes the product. You are a and the development of new
newcomer to the company. In your products. You've been with the
free time you like listening to company for 9 years. In your free
classical music. time you like to collect butterflies.
You are the Finance Director and You are a technician in the
are in charge of the company's production department and work on
financial affairs. You've been with technical aspects of production.
the company for 1 0 years. In your You've been with the company for 8
free time you take ballroom dancing | years. Your hobby is building and
lessons with your partner. flying model planes. You spend
every free minute on this hobby
with your partner!

UNIT 4

TOPIC 4
Making an Appointment.

Telephoning.

Dialogue 1

-Maclane and Brown. Can | help you?

-This is Gerald Smith from Taylor and Sons. Could | speak to Mrs. Phillips?
-Susan Phillips speaking.

-Hello, Susan. This is Gerald Smith.

-Oh, hello, Gerald. How are you?

-Fine. I'm just phoning to see if we could fix a meeting for next week.

-Yes, of course (Sure/ly). We've got to discuss next year's order.

-Just a moment, I'll get my diary [daiari] and have a look... Right, next week.
-Could you manage Tuesday?

-I'm sorry. I'm out all day on Tuesday.

-What about Friday then?

-Friday morning would suit [sju:t] me perfectly ['pa:fiktli].

-Good. That suits me too. Shall we say 10 o'clock? Fine. So 10 o'clock here?
-Right. That's probably the most convenient [kan'vi:njant] place. I look
forward to seeing you. Bye.

-Bye.
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Dialogue 2

- Hello, could | speak to your manager?

- Sorry, he is out at the moment. Shall | take any message for him?
- I'd like to have an appointment with him,

- Certainly, sir. Will tomorrow 10 a.m. be all right with you?

- Oh, yes. That'll do, thanks.

- Thank you, sir.

Dialogue 3

- Hello, my, name's Popov. Can | speak to Mr. Black, please?
- Sorry, he's busy at the moment. Any message for him?

- I'd like to have an appointment. Could you put me through?
- Will you call back in an hour?

- Oh, yes. I'll try to.

Dialogue 4

- S. U. Company. Mr. Brown’s office.

- Hello, could I speak to Mr. Bell, please?

- I'm sorry, Mr. Bell isn't available at the moment. Will there be any
message?

- Please, tell him, Mr. Petrov from "Ecotourism™ called about a new contract.

Dialogue 5

Good morning. I'd like to make an appointment with Dr. Grey, please.
Certainly, madam. Is Tuesday 11 a.m. suitable (convenient) for you?
Oh, yes, that'll do very well. Thank you.

You're welcome.

Words and conversational formulas

1. I’d like to have (make) an appointment — MHe OBl XOTEJIOCH 3alUCATHCS
Ha IpuéM (Ha3HAYUTH BCTPEUY)

2. To make arrangement — qoroBapuBaThbCsi 0 4EM-JI

3. Can I help you? — Mory nu s momo4b BaM?

4. 1'd like to speak to... — MHe X0Tea0Ch OBl MTOTOBOPHTH C...

5. Could I speak to — mory s MOroBOpHTH C...

6. Just a moment — MUHYTKY

7. T'll put you through [®ru:]. — s Bac coequHo

8. He’s out — oH BeIIIEN

9. He’s busy at the moment — oH ceifyac 3aHAT

10. He’s not available —on ceiiuac He MOXET rOBOPHUTH

11. Shall I take a message ['mesid3 ]? — yTo mepeaars?

12. Will you leave a message — BbI XOTUTE UTO-TO MepPeaaTh?

13. To call back — mepe3BoHuTH
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15.
16.
17.
18.

19.
20.
21.
22.

23.
24.

25.
26.

27.
28.

29.
30.
31.

32.
33.
34.
35.

36

39

42

47
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As soon as possible — kak MoHO ckopee

Could I have your number? — MoxHO MHE B3SITh Balll HoOMep TenedhoHa?
Just in case — Ha BcsIkui ciydai

I'll make sure... — s mo3abo4ych 0 TOM, YTOOHI...

I'm just phoning to see if we could fix a meeting... — 1 xak pa3 3BOHIO
9TOOBI Y3HATh, CMOTJIM OBl MBI HA3HAYUTH BCTPEUY...

We've got to discuss... — MbI JOJKHBI OOCYAUTh...

Next year’s order — 3aka3 Ha ClIeyIOUIUI roJ

I'll get my diary and have a look. — noctany THEBHHUK M TOCMOTPIO
Will tomorrow 10 a. m. be all right with you? — 3aBtpa B 10 yTpa
nmononaer Bam?

Right — mpaBmibHO

Could you manage Tuesday? — He Mmoriu 061 BBl BCTpETHTH MEHS BO
BTOPHUK?

I'm out all day — meHs He OyneT Ha MecTe IebIi IeHb

(this day) would suit me perfectly — (3ToT neHb) BrosiHe ObI TOOIIIEIT
TJI MEHS

Shall we say 10 o clock? — ckaxem, B 10 yacos...

Probably the most convenient place — BeposiTHO, HauboJIee MOAXOAAIICE
MECTO

| look forward to seeing you — ¢ HeTeprieHUEM KAy BCTPEUH C BaMU
Do you follow me? — Bel MeHs caymiaere

There's a telephone call for you (YYou are wanted on the phone). — Bac
MpPOCAT K TeaePoHy

Please don't talk so fast — me roBopute Tak OBICTPO

Please dial again — nabepute HoOMep CHOBa, mOoXayiicTa

Can you speak a bit louder? (Can you speak up?) — roBopurte rpomue
You have the wrong number (Wrong number). — Bac HenpaBUJIbHO
COCIMHUIIH

. What number are you calling? — mo xakomMmy HOMepy BbI 3BOHHUTE?
37.
38.

I'm calling from a pay phone — s 3BoHI0 U3 aBTOMAaTa
The telephone is out of order — tenedon He B mopsaKe

.What's your office number? — kakoii y Bac cinyxeOHbII HOMEP?
40.
41.

My office number is... — moit ciyxeOHBIN HOMED...
Extension — BHyTpeHHU/100aBOYHBIH

. What's your home number? — xakoi Bam JoManrHui Homep?
43.
44,
45,
46.
. The line is busy (engaged) — nuHus 3ansATa
48.

Give me a call, please — mo3BoHHuTEe MHE, TTOXKAITYHCTA

| can't hear you — st Bac He CJbIIILy

I'm putting you through — s Bac coenunsto

Will you put me through to Mr. Fox? — coeaunuute MeHs ¢ r-HOoM Dokcom

Hold the line — He xnaguTe TpyoKy
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Tasks.

1. -- Practise reading the dialogues.

2. -- Learn dialogues 3, 4 by heart and act them out.

3. -- Learn the terms and conversational formulas.

4. -- Insert suitable words

1. -- (appointment, tell me your..., moment, busy, in)

— Good morning. | want to see the Managing Director, please.

— Have you got...?

— Certainly.

— ...name, please.

— Petrov.

— Just a..., Mr. Petrov. Mr. Flannery, | have Mr. Petrov here. He says
he has an... Yes, | will. Mr. Petrov, would you take a seat, please. Mr.
Flannery is sorry, but he's ... at the ... He'll be free... five minutes.

— O.K.

2. -- (appointment, suitable, do, be)

— Is this Mr. Brown's office?

— Can I have an...

— Certainly, sir. Will tomorrow 10 a.m. be...?

— Thank you, that'll...

3. -- (in, at the moment, the line, put, you)

— Hello. Is this "Intertour"?

— Yes ... Who's calling?

— Black of "Black and Sons"” Company. I'd like to speak to the President.
Is he ... at the...?

— Mr. Galin is on another line. Hold ... I'll ... through.

— Galin’s speaking.

4. -- (appointment, welcome, speak, talks, busy, matters, urgent,
possible, customers)

— Can | speak to the Sales Manager, please?

— What do you want to see him for?

— We're having business with our English ... tomorrow morning. I'd
like to discuss some... with the Manager.

— I'm sorry, the Manager is ... at the moment,

— May | wait for him?

— You're ... He'll be free soon.

— Oh, I’'m glad to hear that. I must ... to him as soon as ... The matter is
really...

— I can make an ... for you.

— Thank you, I'll better wait now.
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5. -- (again; urgent; out; businessmen; Director; soon; welcome;
possible; make)
— Can I speak to ... please?
— Sorry, he is ... with a group of...
— What a pity! I must see him as ... as... The matter is really...

— I can ... an appointment for you. Can you come ... at 10 a. m.
tomorrow?

— Oh, yes, that suits me. Thank you.
— You're...

Translate the dialogues and act them out.

1. -- KonTopa rocnoauna bpayHna.
— MoXHO MHE BCTpPETUThCA ¢ T-HOM bpayHom?
— Jla, koneuno. 3aBTpa B 10 yrpa Bac ycrpour?
— O, na. MHue 10 moaxoaut. Crracu0o0.
— [loxanyiicra.
2. -- 3apaBcTBYyiiTE, 3TO Ir-H BaHOB?
— H3BuHUTE, ero ceiiuac HeT. YTo nepenats?
— Cnacubo, HUYEro, s Ie€PE3BOHIO MOMO3XKeE.
3. -- 3BuHUTE, 4TO HE CMOT NMPUJTH HA BCTpeuy. Y MeHs ObLIM CPOYHBIC
IIEPErOBOPHI C HAILIMMU 3aKa34MKaMU.
— Hy, nangno. Bce 6piBacT. Ho, moxanyiicta, B cieayronui pas
MMO3BOHUTE U OTMEHUTE BCTPEUY 3apaHee.
— Xopomuo, U3BUHUTE €1Ie Pa3s.

Making an Appointment and Setting an
/ Agenda

Situation: David Dasher wants to make an appointment with Nancy Gordon.

" We need to make 4_"" I'm free|'| Great. Let's wilfThat's a full ]
some decisionson - tsmorro { meet’ at nine in g agendal
the & my office. First

eW project.

.I’.:."j

il f( orning we'll look at
T — Y Sales figures.

) I“ Then,

we'll plan
our marketing g
' |strategy,  an#
last, we'll 3
work outa  §;
budget.




Business Idioms and Common Expressions:
marketing strategy = plan for selling a product
(to) work out = (to) develop, (to) plan

a full agenda =alotto do

Notes

(to) plan our marketing strategy — criaHupoBaTh PHIHOYHYIO CTPATETHIO.
(to) set an agenda — pa3pa6oTath (COCTaBUTh) MOBECTKY AHS

(to) make some decision — mpuHATH pemeHne

schedule — rpadguk padboTsI.

Tasks.

» Circle your answer.

1.Does Mr. Dasher know his schedule? Yes No Maybe
2.Does Ms. Gordon know her schedule? Yes No Maybe
3.Will they meet in Ms. Gordon's office? Yes No Maybe
4.Will the meeting last all day? Yes No Maybe
5.1s the agenda full? Yes No Maybe
6.1s Mr. Dasher organized? Yes No Maybe
7.1s Ms. Gordon organized? Yes No Maybe
8.Are they successful? Yes No Maybe

Compare and Discuss

» Compare the case studies.

1.Why is Mr. Stevens not sure about his schedule?

2.How could Mr. Stevens become more organized?

3.What is the difference between Mark Stevens (Case Study 1) and Nancy
Gordon (Case Study 2)?

4 Which person are you like—Mr. Dasher or Mr. Stevens?

/ \Arriving Early for an Appointment

Situation: Pam Green has a 2:00 appointment with Harry King. Mr. King
arrives at Ms. Green's office at 1:50. She comes out to meet him at
2.00 p.m.
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Actually, | like to
be early. | don't want
to keep you waiting.

:[nd SO are you.

ou waiting,

Yy

» Circle your answer.
1. Mr. King and Ms. Green have an appointment. Yes No Maybe

2.Mr. King is punctual. Yes No Maybe
3.Ms. Green is punctual. Yes No Maybe
4.Ms. Green must apologize. Yes No Maybe

5.Ms. Green's feelings about Mr. King are positive. Yes No Maybe

Compare and Discuss

» Compare the case studies.

1.Who is more successful—Mr. King
or Mr. Ward?
2.Who is more impressed—Mr. Minor
or Ms. Green?
3.Whose time is more important—Mr. Minor's
or Mr. Ward's?
4.What should Mr. Ward do after the meeting?
5.What should Mr. Ward do before the
next meeting?
Are you more like Mr. King or Mr. Ward?
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/ \eriving Late for an Appointment

Situation: Paul Ward is making a sales call on Roy Minor, the head
of Purchasing. Mr. Ward wants to demonstrate his new
computer products to Mr. Minor

It's 3:45. YouTe 45 17
Lninutes late. | have 15 _ fed

inutes to talk about

f e omr; time then

Fifteen
minutes! |
need at

least an hour!

» Circle your answer.

1.Paul Ward came to see Roy Minor. Yes No Maybe
2.The appointment was for 3:00 p.m. Yes No Maybe
3.Mr. Ward is running late. Yes No Maybe
4.Mr. Minor is patient. Yes No Maybe
5.Mr. Ward is on time. Yes No Maybe
6.Mr. Ward is a salesman. Yes No Maybe
7.Mr. Minor is a potential customer. Yes No Maybe
8.Mr. Ward will sell Mr. Minor his computers. Yes No Maybe
9.Mr. Ward is successful. Yes No Maybe
10. The meeting is over at 4:45. Yes No Maybe

How About You?

» Use these adverbs to answer the questions.
Always, usually, sometimes, never.

1. Are you punctual?



2. Are you on time for your teacher?
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3. Are you on time for your supervisor?

4. Are you on time for dinner with your boss?

5. Are you late for a train departure?

6. Are you late for a meeting with your children's teacher?

7.Are you on time for a meeting with

your boss?

Make up dialogues using the role cards. Act them out.
Business appointments

You are an American computer
expert. You are visiting the British
branch of an American bank to
help them set up a new computer
system. This morning you have an
appointment with the Branch
Manager.

You are the Branch Manager of an
American bank in London. An
American computer expert is
helping your bank set up a new
computer system. Offer to show
your guest the sights of London.
Arrange a time and a meeting place
with him or her,

You are an Italian engineer
attending the Leipzig trade fair in
Germany. You are very interested
in a German company's stand
there and hope to have a talk with
the sales rep. Call in to see him.

You are a German Sales
Representative working at your
company's booth at the trade fair in
Leipzig. You know an Italian
engineer who is very interested in
your product and expect to see him
at your stand. Make a date for
coffee with him.

You are a freelance British
English teacher living on the
continent. You have applied for an
in-company teaching job at a large
pharmaceutical company. You
drop off your application at the
Personnel office.

You are the Personnel Manager of
a large European pharmaceutical
company that wants to offer in-
company language training to its
employees. A freelance British
English teacher is in the office
applying for the job. Make an
interview date with him or her.

You are a major shareholder in a
California-based company which
you are visiting. Now you are due
to meet the Chief Executive
Officer.

You are Chief Executive Officer
of a California-based company
and a major shareholder is in
town. Invite him to a meal this
evening in one of San Francisco's
best Chinese restaurants. Offer to
pick him up at his hotel and fix a
time.
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You are the European-based Sales
Manager of an automobile plant in
the USA. You are visiting the
American plant. You want to meet
your colleague, the US Sales
Manager.

You are the US Sales Manager of
an American automobile plant.
Your overseas colleague, the Sales
Manager for Europe, is visiting the
American plant. Suggest a time for
a meeting in your office.

-You are an R & D Manager
from Germany attending an
international conference in Las
Vegas. You expect to see a
French colleague there and would
like to have a chat with him.

You are an R & D Manager from
France attending an international
conference in Las Vegas. You run
into a colleague from Germany.
Make a date with him for a drink
at the Gold Nugget bar.

You want to buy some computer
software for your company in
Scotland. You are in the USA and
want to meet the Sales Rep of an
American computer software
company.

You are the Sales Representative
for an American computer software
company. A prospective client
from a Scottish company is in
town. Invite him to a round of golf
at your private club.

You are an American Production
Manager visiting a German
factory in Munich to purchase
some of their equipment. You
have many questions for the
German Sales Rep.

You are the Sales Representative
of a factory in Munich, Germany.
A Production Manager from the
USA is in town to buy some of the
equipment your factory produces.
It is autumn. Offer to take your
visitor to the city's famous
Oktoberfest beer festival.

You are the Managing Director of
a bank that's thinking of making a
major investment in a large
telecommunications company. You
have just arrived at the company
and will be meeting the Chief
Executive Officer soon.

You are the Managing Director of a
telecommunications company. A
large bank is thinking of making a
major investment in your firm. The
Director has just arrived for
negotiations and you will be
meeting him. He is an opera fan.
Invite him to go with you to the
opera.




UNIT 5
TOPIC 5

BUSINESS TALKS. DISCUSSING A CONTRACT.

Dialogue 1

Study and learn.

— Good morning, Mr. White, glad to see you in Moscow. Did you have a good
trip?

— Oh, yes, thank you. Everything was all right.

— Well, Mr., Brown, let's discuss business now, what could | do for you?

— I'd like to discuss with you some points of the contract.

— Good. What's your problem?

— It's the terms of payment.

Dialogue 2

— Now, if you don't mind let's get down to business.

— You have received our enquiry, haven't you?

— Yes, we have studied it.

— And what's your opinion?

— As a matter of fact we're preparing an offer. I’'m sure we’ll settle the problem.

Dialogue 3

— Can you give us a discount for a bigger order?

— Do you mean a quantity discount? O.K. Can you tell me the number of
computers you're going to buy?

— I think I can, but not now. I’ll give you the exact figure tomorrow.

— Fine. See you tomorrow. Will 11 a.m. suit you?

— It suits me fine.

Dialogue 4

— This model is completely new.

— Oh, it looks very attractive.

— As a matter of fact your prices are not acceptable.
— And what’s your idea of the prices then?

— Will you give us a discount for a bigger order?

— I'm afraid | cannot do it.

Dialogue 5

— They say they're interested in our computers.
— I’m very glad to hear that.
— Can the computers be delivered in June?
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— Yes, | think we can meet these delivery dates.

— Fine. What about the quantity discount?

— We can give you a 10% discount it you have, say, 50 computers.

— 0.K. So, all problems have been settled and we can sign the contract now.
— We'll do it as soon as the secretary types it. You'll have to wait a little.

— Would you like to go to the theatre tonight?

— That's a wonderful idea. Thank you very much. You're very kind.

Dialogue 6

— First comes the problem of delivery terms.

— Yes, that's right. It is the most important problem.
— When will the goods be shipped?

— The first lot will be dispatched in May.

— And what about the other lots?

no

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

In August as we promised.

Words and conversational formulas

To discuss business

To discuss some points of the
contract

The terms of payment

Let’s get down to business
To receive an inquiry

To prepare an offer

To settle the problem

To give a discount

Order

. To deliver
. Delivery
. To meet delivery dates

To sign the contract
Delivery terms

To ship the goods

Lot

To dispatch

What could I do for you?
What’s your problem?
Now, if you don’t mind
As a matter of fact

Do you mean

They say

Actually

00CyX/1aTh CIETKY
00CyXJ1aTh HEKOTOPBIE ITYHKTHI
KOHTpaKTa

CpOKH O1u1aThl (YCIOBHA)
JlaBalTe NEPEUIEM K eIy
HOJIyYUTh 3aIPOC
HOJTOTOBUTH MPEATIOKEHNE
pelmTh NpodiemMy
NPEIOCTABIISATh CKUIKY
3aKa3

JOCTaBISTh

J0CTaBKa, MOCTaBKa

OTBCYATL CPOKaM IMOCTAaBKH, IPUHATL CPOKHU

OCTaBKH
HOJMUCAaTh KOHTPAKT
CPOKH JIOCTaBKH
OTIIPaBJISITh TOBAp
napTus

OTIIPaBJIATh

4eM MOT'Y IOMOYb?
Kakas mpooiema?
Tenepsb, eciau Bel He Bo3paxkaere. ..
Ha caMoOM Jiefie, 0 CyTH Jienia
Br1 umeere B Bupy...?
TOBOPSAT

(dbakTHYECKH, Ha CaMOM JIeJie



Tasks.

Complete the following: expressions:

1. Good morning. Glad to...

2. Did you have a good...?

3. Everything was all...

4. I'm for the first ... in Moscow.

5. I'm sure Moscow will...

6. If you don't mind let's get down...

7. 1'd like to discuss some ... of the contract.
8. What's your...?

9. What can I...?

10. I'm sure we'll ... the problem.

11. Can you give us ... for a bigger order?
12. This model is ... new.

13. As a matter of fact your prices are not...
14. What's your... of the prices?

15. | think we can ... these delivery dates.
16. So, all problems have been ...

17. We'll sign the contract as soon as the secretary...
18. You'll have to ... a little.

19. First ... the problem of delivery dates.
20. We ... a discount for a bigger order.

21. Can you ... a better price?

22. These documents can be sent by ... mail.
23. Are you going to ... in Moscow long?

Dialogue

Read the following conversation, in which two executives discuss the
risks involved in signing a contract with an American company. Compose
your own dialogues.

KEN: What about this contract with the Americans, Jan? Don't you think its
great news?

JAN: You seem to be forgetting, we haven't even started negotiating it yet.

KEN: That's true. But surely you'd agree it's a great opportunity for us.

JAN: That may be so Ken, but what if we can't supply them with everything
they want?

KEN: What do you mean?

JAN: Supposing we got the contract and... let's say we tied ourselves down to
delivery dates. Right? Are you with me?

KEN: Uh huh.

JAN: Well, if we had a strike here, like last year...
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KEN: You've got a point there. We'd never be able to meet the orders coming

in from the States.

JAN: Exactly, if that happened, we'd be in trouble. It's no use signing a contract

if...

KEN Hold on a second, Jan. Surely the American deal could be very profitable
for us. We shouldn't miss it just because we might have layout problems.

JAN: H’m... I don't know.

Practise reading the dialogues then act it out with your partner.

Dialogue

Meeting a Businessman
(It's the 21st of October, 10 o'clock in the morning.
Mr. Blake has come to the Russian Trade Delegation)

Blake: Good morning! My name is
Blake. I'm from Blake and Co. I've
got an appointment with Mr. Belov
10.15.

Receptionist: Good morning, Mr.
Blake. Mr. Belov is expecting you.
Will you take a seat, please?

Blake: I'm a bit early, ah?
Receptionist: That's all right. (In a
few minutes Belov appears)
Belov: Oh, Mr. Blake, it's nice to
see you here. How are you?
Blake: Fine. Thanks. And you?
Belov: Pretty well too, thank you.
This way, please. (They enter the
conference room and take their
seats)

Belov: Would you like a cup of
coffee?

Blake: With pleasure. It's very
cold and wet outside today.
Belov: Yes, the weather hasn't
been very good lately.

A

Job6poe yTpo. Most hbamunus
bneuk. S npencraBurens «bielk u
Komnanus». Y meHs Ha3HaueHa
BCTpeya ¢ r-HoM bemossim B 10.15.
HexypHbiii (B mpueMHoii): Jlobpoe
yTpO, r-H biueik. I'-u benos
oxupgaetr Bac. Caaurecs,
MOXKAIYyUCTA.

A npumen panosaro, na?
HeBaxxHo (4uepe3 HECKOJIbKO MUHYT
nosiBisieTcs benos).

O. r-u brneiik, pax Bac BUIETH
3aeck. Kak cebs uyBcTByere?
IIpexpacHo. Cnacu60o. A xak BbI?
Ouenb xopomo Toxe. Cnacubo.
Croga, noxanyicra, (OHH BXOJST B
3aJ1 3aCeJaHUM U CaasATCs)

He xoTure nu yameuky kode?

C ynoBoascTBUEeM. Ha ynuiie oueHn
XOJIOJTHO U ChIPO CETOJIHS.

Jla, 3a mocineaHee BpeMs Morojia Hac
He Oanyer.



Blake: But it's usually warm here
in October. Now. Mr. Belov, how
about our catalogues? Have you
looked them through?

Belov: Sure. I've studied them
closely. The new model is
certainly very good.

Blake: Yes, it's of high quality.
We've just started producing the
model and we've already received
a lot of orders.

Belov: | must say your machines
meet our requirements and we are
interested in buying them. Mr.
Blake, have you seen our contract
form?

Blake: Not yet.

Belov: Would you like to look it
through?

Blake: Certainly.

Belov: Here you are, Mr. Blake.
Please study our terms, and let's
meet again next Tuesday.

Blake: All right. (That's settled.
Agreed.) Good-bye.
Belov: Good-bve. Have a aood

Tasks
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B Ho B okTs6pe 316Ch 00BIUHO

temno. Kcratu, r-u benos, kak
HacyeT Hallux KaTaiaoro? Brel
X MPOCMOTpEH?

Koneuno. 4 TmareabHO uUX
n3yuusu. HoBas monens,
pasyMeeTcs, BecbMa Helioxas
Jla, oHa BBICOKOT'O Ka4yecTBa.
MpI Kak pa3 HavyaIu
MPOU3BOJNUTH 3TY MOJIEIb U
MOJYYHUJIH MacCy 3aKa30B.

Sl noJIKeH cKa3aTh, UTO BalllU
MalllMHbl OTBEYAIOT HAIIUM
TpeOOBaHUAM, U Mbl 3aUHTE-
pPECOBAHBI B 3aKylnKe ux. [ -H
bneik, Bbl BUJIEIM HaI
KOHTpPAaKT?

Eme nmer.

I[TpocmoTpute ero, moxanyucra.

Paszymeercs,/KoneuHo.

Bor, noxkainylicra, r-H bieuk.
N3yuute Hamu ycinoBus, U
JaBaliTe CHOBA BCTPETUMCS BO
BTOPHUK Ha CJIEAYIOLIEH HEALIE.

Xopomo./Pemeno.
JloroBopunuce./J1o cBUIaHUS.
Jlo ceunanus. Xemarw xopouo
MPOBECTU BpEMSI.

1.Read the dialogue and learn unfamiliar words.

2.Learn by heart Part B and act it out with a partner.

3.Read the story and ask your partner the following questions:
-Did you have an appointment with Mr. Belov the other day?

-How did Mr. Belov receive you?

-What were you mostly talking about?

-What assessment did he give to your product?
-How did he characterize the model?

-Is he interested in buying the model?

-What did he ask you to do? Was the deal settled?
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Dialogue

Talking Business

The other day Belov, the General
Director of Rosimport, and Mr.
Turner, a representative of Lindon
Tools Co. met at the Ministry of
Foreign Trade to negotiate the
purchase of a Flight Information
Display System for a new Airport.

Belov: Good morning, Mr. Turner.
Happy to see you again.

Turner: I'm also pleased to see you.

B.: Will you take a seat, please. Did
you have a nice journey?

T.: Yes, thank you. | enjoyed the
trip. It was very pleasant indeed.

B.: I'm glad to hear it. Now I'd like
to discuss with you some particulars
of our transaction. Our customers
have studied all the technical
characteristics of your system and
give a high assessment to it. They
meet their requirements.

T.: I'm happy to hear it. We have
been selling our equipment to many
western countries. It's up toworld
standards and is in greatdemand on
the world market.

B.: Now we can get down to
discussing the commercial side of
our deal (transaction), can't we? The
first thing I'd like to clarify is the
price.

T.: Don't you find them attractive?
B: On the whole we do, but the
prices for some items are a bit high.

Ha nusax benos, ['eHepanbHbIl
nupektop "PocumnopTa" u r-H
TapHep, npencTaBUTENb KOMIIAHUU
"JIuagon Tyn3", BCTpeTUIUCH B
MuHUCTEPCTBE BHEMIHEN TOPTOBIHU
IJIsl IPOBEJIEHUS IEPETOBOPOB O
3aKymnKe CUCTeM HH(popMauu aist
aBUaNaccaXMpoB HOBOTO a3ponopra.
Ho6poe yTpo, r-u Tapuep. OueHb
paja CHOBa BCTPETUTH Bac.

MHe ToXe NpUsITHO BUJIETH Bac.
Canurecs, noxanyiicra. Bel xopomo
noexanu?

Hla, 6n1aronapro Bac. S monayuun
yIOBOJILCTBUE OT Moe3aku. OHa
0Ka3ajach OYECHb MPUITHOM.

Pax 5To cablmare. S xoTen Obl
00CYJIUTh C BaMU HEKOTOPHIEC
ocoOeHHOCTH Hamiel caenku. Hamu
3aKa34yMKH (OKYIMaTeNIn) U3yUnIIn
BCE TEXHUYECKHUE XapaKTEPUCTUKHU
BAIlIEW CUCTEMBI U JAIOT € BBICOKYIO
oueHKy. OHH yIOBJIETBOPSIOT UX
TpeOOBaHUSIM.

Pan cnpimates 3T0. MBI ipOoaem
Hamie 000pya0BaHHE MHOTUM
3anaaHbIM cTpaHaM. OHO OTBEYaET
MHUPOBBIM CTaHAAPTAM U MOJb3yETCS
0O0JBIINM CIIPOCOM Ha MHUPOBOM
PBIHKE.

Tenepp Mbl MOKEM MPUCTYNUTH K
00CYXKJI€HUI0O KOMMEPUYECKOU
CTOPOHBI HaIllEH CIEIKHU, HE TaK JIn?
[lepBoe, 4TO MHE XOTEJIOCh Obl
YTOUHUTH (BBISICHUTB), 3TO LIEHBI.
OHHU HE KaXXyTCd BaM 3aMaHUYUBBIMU?
B uenom aa, HO 1IEeHBl HA HEKOTOpPbIE
U311l HEMHOTO BBICOKH.
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T.. I'm afraid 1 can't agree with you
here. These items are completely
new in design and they are the best
on the world market.

B.: Nevertheless, could you find it
possible to reduce the prices for
articles (items) 3 and 9?

T.: I'm afraid | must get in touch
with my company and I'll give you
the answer tomorrow.

B.: Good. Now comes the question
of payment.

T.: | hope payment for collection
suits you.

B.: Yes. It does. Could you come
here at 10.30 tomorrow to sign the
contract?

T.: No problem, Mr. Belov. Good-
bye.

B.: Good-bye, Mr. Turner. See you
tomorrow.

borock, s He MOTy 3/1€Ch ¢ BaMHU
COTJIACUTHCS. DTHU JeTanu (4acTu)
COBEPILIEHHO HOBBIE IO
KOHCTPYKIHHU, U OHU CUUTAIOTCS
HAUJYy4YIIMMHA HA MUPOBOM PBIHKE.
Tem He MeHee, MOTJIN OBl BHI,
MOCYUTATh BO3MOKHBIM, CHU3UTH
II€HBI Ha AeTtaiu 3 u 9?

borock, MHE HY)KHO CBA3aThCH C
MOEM KOMMOAHHUEH, U s JaM BaM OTBET
3aBTpa.

Xopomro. Teneps Bompoc 06 orrare.

Hanerocs, Bac ycTpanBaeT omnJjara 3a
BECh KOMILIEKT (Habop).

Ja. He cmoriu OBl BBl IPUKATH ClO/a
B 10.30 3aBTpa JJ1s MOANIMCAHUS
KOHTpaxkTa?

Het npo6newm, r-u benos. Jlo
CBHUJIAHUS.

o ceunanus, -0 Tapuep. o
3aBTpa.

Read the dialogue, learn unfamiliar words and act it out with your partner.

Dialogue

Mr. Petrov, engineer of Ross export, is having talks in Moscow with
Mr. Brown of British Asbestos Ltd. The British company is a regular
importer of asbestos from Russia and has often dealt with the Russian
trading organization. Mr. Brown has been instructed by his firm to sign

another contract for ashestos.

Brown: Good afternoon! Nice to see you again, Mr. Petrov! You are
looking well, | must say. How are things with you?

Petrov: Not bad, thank you. And how are you?

Brown: Fine, just fine. | always feel well in beautiful weather like this.
We're having such a lot of rain in England now | am happy to be away.
Well, | suppose we had better get down to business.

Petrov: Yes, certainly. You've come to sign another contract, haven't you?

Brown: That's right. For next year, actually.

Petrov: Are you happy with our usual terms — of delivery and payment?
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Brown: Yes, quite. As a matter of fact, I've come here to talk about the
price. I'd like to say that the volume of business in the building
industry in our country has dropped considerably. This affected the
prices of a number of building materials. In this situation it's quite
natural we expect you to revise your prices for asbestos.

Petrov: I'm afraid this is not sufficient reason for us to lower the price.

Brown: But may | draw your attention to the fact that we wish to increase
the purchases by a few thousand tons if you could offer us reduction in
the price.

Petrov: I'm sorry to say, Mr. Brown, but we would not be able to make
extra supplies available to you. We're planning to develop more
industrial and housing projects. Besides, we're already tied up® to
contracts with other partners. Taking these factors into account we
could offer you the same amount as last year.

Brown: Mr. Petrov, we've been in business with you for a long time. Also
we've doubled our purchases over the past two years. Therefore we
would be grateful to you if in view of all this you could reduce the
price.

Petrov: All right. I think we could reduce it by 2%. But only on condition |
that the price is subject to further negotiations for the second 1 half of
the year. Brown: That's fine. | suppose that's the best we can do today.

Note: 1. to tie up — cBsA3BIBATH
Dialogue

Mr. Carlson is at the office of Bridges and Co. Bank. He is having an
appointment with Mr. Bridges. He is trying to get him interested in the
new plant. He is holding a colorful brochure in his hand. He is showing it
to Mr. Bridges.

- So this is the design for the main plant. We are waiting for the chief
engineer to give his approval.

- | see. What are you doing at present?

- We are improving the roads, and building a short railway line to the site.

- What else are you building?

- We are negotiating a contract with Manners Ltd. about providing
bungalows for our engineers and workers.

- What conditions are you offering?

- We haven't yet settled the deal. We are still discussing it.

- And machinery? Have you bought it yet?

- We have placed some orders, but we are on the market for some more
equipment. We are looking for some new specimens. We'd like to buy
some grumble, reliable, cheap in maintenance, up-to-date lathes.

- Yes, | see your point.
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Practise reading the dialogues and act it out with your partner.
Words

To negotiate a contract — oGcyauTh ycaoBue KOHTPAKTA,
brochure [bra’fus] — 6pomrtopa,

to settle a deal — 3akmrOYUTH CACIKY,

design — mpoeKT, KOHCTPYKI[US,

to place orders — pa3mecTuTh 3aKasbl,

approval — ogo6penue; approve — og00psAThH, YITBEPKIAATh.

Dialogue

S. Mr. Brown, have you any
questions as regards the
contract?

B. No, I think we have settled
all the points under dispute.

S. Good. If some problems arise 3.
in the processor work we
shall deal with them there and
then.

Some principal points can be

3. I'-u bpayH, ecTb 11 y Bac Kakue-
a100 BOMIPOCHI MO KOHTPAKTY?

b. Her, g cunTaro, 4TO0 MBI C BAMHU
pa3peuIniInd BCE CIIOPHBIE BOMPOCHI.
Xopomo. Ecau B iponiecce padboThl
BO3HHUKHYT BOINPOCHI, MBI OyJIEM HX
pemnaTh onepaTUBHO B paboueMm
MOPAIKE.

[IpuHHMNINATBEHBIE BOIPOCHI MO

included into a supplement lo
the contract upon mutual
agreement.

B. Agreed.

S. Fine. In that case we'll tell

our experts and lawyers to
prepare the contract for
signing.

| don't think, this purely
technical work will take much
time and we can sign the
contract at... o'clock in the
evening (morning).

B. | believe that time will be

convenient for signing the
contract. Mr. Serov, we’ve
worked hard and fruitfully, so |
think we deserve a good rest. I'd
like to invite you to have dinner
in a restaurant and make a tour of
our city.

w o

b.

B3aMMHOM JOTOBOPCHHOCTHU MOTYT
OBITH BKJIIOUEHEI B JOIIOJTHCHHC K
KOHTPAKTY.

. CormaceH.
. B TakoMm ciiyyae MbI mopyuyum

HAIllUM JKCTEepTaM U IOpUCTaM
MOJTOTOBUTH KOHTPAKT K
MOANKCAHUIO.

Sl nymaro, 4TO 3Ta YUCTO
TexHu4eckas pabora He 3aiiMeT
MHOTO BPEMEHH, U MBI MOXKEM
HAa3HAaYUTh MOJANKCAHUE HA ...
Beuepa (yTpa).

Jymato, 4To 3TO ya00HOE Bpems
I TIOIMMCAaHUs KOHTPaKTA.

I'-u. CepoB, MBI C BaMH XOpOIIO U
[ImomoTBOpHO MoOpaboTanu, u
AyMaro, 3aCHyKUINA XOPOIIUU
OTABIX, I mpuriamar Bac
noo0eaaTh B peCTOpPaHE U
COBEPIIUTHh HEOOIBIIYIO MOE3AKY
1o Topoay.
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S. I'm very happy to accept your 3. 4 ¢ 6GarogapHOCTHIO MPUHUMATIO

invitation, Mr. Brown. Let me Ballle npejajioxenue, r-H. bpays,
once more thank you for the MO03BOJIBTE €I pa3 Mo0JarogapuTh
constructive way you helped to Bac 3a KOHCTpYKTHBHBIH JETOBOM
settle all the problems that were MOJX0JT K PEIICHUIO0 BOIIPOCOB,
in the way of signing the KOTOPBIC CIIEPKUBAIIM MMOANUCAHUE
contract. KOHTpAaKTa.
Role play

Make up dialogues using the role cards. Act them out with your partner.

Customers Suppliers
You are a customer negotiatinga  |You are a supplier negotiating a
sales contract. You work for a sales contract. Your company

company that produces yoghurt and |produces packaging machines and
want to buy 8 yoghurt-packaging you are selling some of them to a
machines from a supplier. Role-play [company that produces yoghurt.

the contract negotiations and You hope to sell at least 10
remember to cover the following machines. Role-play the contract
points: negotiations and remember to

cover the following points:
* price and form of payment
* delivery time

* price and form of payment _ :
* credit period

* delivery time




