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Parti
Unit 1
Job Hunting

Resume

An excellent resume may help you get the job of your dreams and a poor
resume may mean a lost opportunity.

Since this is the first piece of information a company will receive about
you. it is critically important that your resume be well-written.

It should be presented at the beginning of any interview that you have with
a company. Ideally, resume should not be longer than one page.

Although resumes are personal documents there are some basic areas of
information that most resumes include:
Personal information;
Job objective;
Education;
Experience;
Activities and/or professional affiliations;
Special interests and skills;
References.
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Tire resume begins with PERSONAL INFORMATION, name, address,
telephone number centered at the top page.

After your address, a statement of intent or JOB OBJECTIVE should be
written. This objective should be well thought out from the very beginning since
it will influence the way you will write the rest of the resume. It should not be
too general, eg: “To obtain a managerial position in a western company.”

Think about your job search and career goals carefully, write them down in
a way that shows you have given them much thought.

For example: “Objective: To obtain a position in telecommunication that
will allow me to use my knowledge of engineering and take advantage of my
desire to work in sales”

Never include your desire to have a well-paid job in this statement. A focus
on money in your resume’s first sentence will not make the best impression
anywhere in the world, notjust in Russia.

After the statement of intent, describe your EDUCATION.

List the universities, institutes and colleges you have attended in reverse
chronological order.



Any studying you have done abroad should be included and courses that
you have taken that are relevant.

If you graduated with honors, you should definitely include this. A “red
diploma” can be called “graduated with high honors” in English. Do not include
your high school.

Your working EXPERIENCE is the next section. List you experience
starting with your most recent place of employment, your position, and the name
of the company you worked for.

Provide information about your responsibilities, emphasizing important
activities by listing the most relevant to your objective. Do not use complete
sentences! List your responsibilities in short statements that do not include the
words “my” or “1”.

Following experience, consider including COMMUNITY, COLLEGE and
PROFESSIONAL ACTIVITIES being sure to indicate leadership positions held
(i. e. committee chair person, vice president). You might briefly describe major
projects undertaken, presentations given or special skills/lknowledge you gained
from your involvement.

SPECIAL INTERESTS/SKILLS include foreign languages and specific
computer knowledge, your favourite leisure activities and travel experiences.
They can provide employer with a sense ofyour personality.

When describing your language abilities, it is best to be honest about
assessing your level, “Fluent English,” “native Russian,” “intermediate
German”, and “beginning French” are all ways to describe your language
abilities.

The last section of you resume is the REFERENCE section. List at least
two people, not related to you, who can describe your qualification for the job.

Their names, titles, places of work, and telephone numbers should be
included. If you do not have space on your resume for this, write “Available
upon request.” You will then be expected to give this information to a
prospective employer if it is requested.

The style and format of a resume are extremely important. Your resume
must be typed, preferably on a computer in order to format it most effectively. A
neat and well-written resume with no spelling mistakes will give an employer
the impression that you are accurate and take care of details.

Vocabulary Exercises

1. Add the suffixes -er, -or to the following verbs. Translate the nouns into
Russian

-er to buy, to produce, to sell, to teach, to write;



-or to visit, to direct, to translate, to supply.
1. Form nouns by adding the suffix -ian. Translate them.
History, library, music, politics, mathematics, academy.

111, Translate the following nouns and state what they denote:
1) colonist, tourist, revisionist

2) geologist, violinist, botanist, pianist;

3) royalist, modernist, nationalist, separatist.

IV, Translate the following correlative pairs of words. State the
meaning,
of the suffix -ee.

- employer - employee

- interviewer - interviewee

- payer - payee

- trainer —trainee

- voter - votee

V. Suggest the English for:

- BLICOKOONNIa41Baemas pabora;

- 3aABMIEHNE O HAMEPEHWAX;

- B 0GPATHOM XPOHO/IOMNYECKOM MOPAZKE;

- NPoiATK Kypc;

- 3aKOHUMTb C OT/INYMEM;

- nocnejiHee MecTo paboTsl;

- CnepyiiTe B 06PAaTHOM XPOHONIOTMYECKOM MOPSAAKE;
- 3aHATNA B Hepabouee Bpems;

- NOTePSHHasH BO3MOXHOCTb.

VI.  Suggest the Russian for:
- personal information;
- job objective;
- to obtain a managerial position;
- emphasizing important activities;
- activities and professional affiliations;
- major projects;
- travel experiences;
- available upon request;
- format ofa resume.



VII. Fill out the blanks with prepositions or adverbs where necessary.

1) Spell... the exact dates of employment. 2) It should be
presented... the beginning ofany interview. 3) It is best to be honest...
assessing your level. 4) The resume begins... Personal Information. 5)
If you graduated... honours, you should definitely include it. 6) Name,
address are centered...the top of the page. 7) Give the full name of the
company you worked... 8) The job objective should be well thought...
from the very beginning. 9) The resume should be typed... a computer.
10) List the places you studied at... reverse order. 11) An applicant
should take great care... details. 12) There are several ways...
looking... ajob.

V1. Express the following in English. Consult the text.

1. PesloMe [OMKHO GbITb XOPOWO HanucaHo. 3To nepsas
VH(OPMaLKs, KOTOPYIO KOMNAHWS MONY4aeT o Bac.

2. TINOX0 HanMcaHHOe PestomMe - MOTepPsiHHas BO3MOXHOCTH
nonyuuTL paGoTy.

3. Pe3tome He J0/KHO 6bITb 60NbLUIE OHON CTPaHNL|bI.

4. Bbl [OMKHbI yKasaTb TOYHbIE JaTbl, AOMKHOCTU W MecTa
paboThl.

5. Heo6Xoaumo nepeuncnuTb BCe MecTa yuebbl B OGPaTHOM
XPOHOMOTUYECKOM MOPSAKE.

6. T0BOps O CBOEM OMbiTe, HAYHUTE C MOCNEAHEr0 MecTa
paboTbl.

7. ECW Bbl 33KOHUUNM YHUBEPCUTET C «OTINUMEM», YKKUATE
370 B pasjene «o6pasoBaHme».

8. B pasgene «PeKoMeHJaLuM» Bbl MOXETe MPOCTO HAMMCaTh:
«MOTYT GbITb NPEACTABNEHbI MO TPEGOBAHIIOY.

9. Pesiome  noceinaeTcs  paboTogatenio  BMecTe  C
COMPOBOAUTENbHBIM MMCHMOM.

IX. Study the following resume they carefully.



RESUME

Name. Emily Alison Biggins
Address: 47 Putney Hill
London

SW164QX

Tel: London 475 78 65
Age ofbirth: 15 July 1970
Marital status: Single

Nationality: British

Objective

To secure a part-time position that offers a variety of tasks, in which to use j
I my secretarial skills and knowledge of foreign languages.

Education

Dates: 1987- 1992

College: South Thames College, London.

Qualifications: Secretarial Courses; Shorthand Grade 2;

Typing Grade 3. j

Dates: 1993-1994

College: Oxleigh Secretarial College, College Road, j
| Oxleigh.

Qualifications: Secretarial Skills Refresher Course: Shorthand
| (90 w. p. m.);

Typing (60 w. p. m.). Book-keeping Grade One.
' Word-processing.

i Employment
Dates: 1995 - to present
Company: Philip Wilson Publisher Ltd.
Position: Secretary to the Sales Manager.
Responsibilities: Taking shorthand; typing and maintaining diaries.

i office support, etc.

Other Skills & Occupations

1now work regularly as a volunteer for the Red Cross. | also have a clean
Idriver’s license and a good knowledge of Spanish and French. My personal
jinterests include classical literature reading, independent travel, modem jazz and

jswimming.

References
References are available on request.



X. Express the following in English basing on the resume given above.
1 KakoBo nonHoe ums dmunu (aBTopa pestome)?
2 " Ae oHa xuBeT?
3 Kakoii y Hee Homep TenedoHa?
4. CKonbKo eil net?
5. KakoBo ee cemeiiHoe nonoxexme?
6.  KT0 OHa No HaunoHanbHoCTUN?
7 Mouemy eé MHTepecyeT MMeHHO 3T0 paboyee MecTo?
8 Kakoe obpasoBaHue OHa nonyuuna, v rae?
9. Kakylo CreuuanbHocTb OHa nonyuuna?
10. T paeoHapaboTaer?
11.  Ha Kakoil JO/MKHOCTU OHa pa6oTaeT?
12. Kakum s3bIKOM OHa BnajeeT?
13.  KakoBbl €€ NYHble UHTEPECHI?
14, ECTb My Hee OT3bIBbI C MOCNEJHEro MecTa pagoThl?

XI. Answer the questions given above in English.

XI1.  Make a short summary of Emily’s career by summing up your
answers.

XIIl.  Translate the following text in writing.

Format for Letter of Inquiry or Cover Letter

Date
Mr., Ms.
Title
Company, Institution
Address

Dear Sir/Madam:
State your reason for writing.

You will either inquire whether any positions are available or you will say
which position you are applying for. If you are applying for a specific position
identify the source of the information (a person, a newspaper, including date,
etc.)

Describe your educational background and professional experience. Focus
on those things from your resume that best relate to the position you are
applying for.



Say you are enclosing your resume and/or other supporting material. State

you willingness to provide more information and to be interviewed.

Thank them for their consideration. Say you look forward to hearing from

them.

Yours faithfully, (signature)

Your name
Address
Phone
Enclosure

XI1V.Study the following sentences commonly used in Cover Letters.

1) With reference to your
advertisement in the “Moscow Times”
of Tuesday, January 10, | would like
to apply for the position of... in your
company.

2) | recently heard from...that
there is a vacancy in your Sales
department.

3) | appreciate the opportunity
to work on my own initiative and to
take on a certain amount of
responsibility.

4) During training
presentjob 1took courses in...

for my

5) Since my present position
offers little prospect for advancement 1
would prefer to be employed in an
expanding organization such as yours,

6)
month.

I am at present earning... per

XV.  There are two essential steps

Ccbinasch Ha 06bABNEHME B...
oT 10 sHBaps, BTOPHUK, f X0Ten 6bl
NpeTeH/i0BaTb Ha [AO/MKHOCTb... B
BaLuei dupwme.

1 HeAaBHO yC/billan oT... 4To
y Bac B TOProBOM OT/Jene ecTb
BaKaHCUM.

1 BBICOKO MEHIO BO3MOXHOCTb
pa6oTaTb € JO/KHOM  Mepoit
OTBETCTBEHHOCTH, nposensa
COBCTBEHHYIO MHNLMATMB)'

Bo Bpems o6yueHus i
NONYYeHNs JOMKHOCTM, KOTOPYIO 5

ceilyac  3aHUMalo, S 3aKOHUUN
KypCbl...
Tak KaK Mos  HacToswas

[O/MKHOCTb He flaeT MHe 6onblumnx
BO3MOXHOCTEVA NS NPOABMKEHUS,

xoTen 6bl pa6oTaTb B  TaKoii
NepcneKkTUBHOA OpraHn3auun, Kak
Bala,

B HacToswlee  Bpems A

nosyya... B Mecsl.

in the job hunting process: research

and planning. Research means examining your skills and personality traits and
finding out where you can apply them. Planning means deciding how you will



present your skills to a prospective employer. Analyse your interests, abilities
and personality traits.
There are ten basic questions to think about:

What are my abilities?
What special talents do | have?
What are my special interests?
What are my physical abilities and limitations?
What are my attitudes and values?
How do | see myself, or what is my self-concept?
What is my previous experience?
What are my educational plans for the future?
Am | the kind of person who works well in a large group, or

do | work better with only one or two people?

10. Am 1willing to accept change?

When speaking about your personality traits use:

1) lam very accurate
adaptable
cooperative
creative
dependable
flexible
mature
organized
punctual
responsible
tactful

2) Accuracy is one ofmy strong points
adaptability...
cooperation...
dependability...
flexil
maturity...
organization...
punctuality...
responsibility...
tact...
XVI, Topics for oral composition.

1 Tell your friend who is looking for a job how to write a

©ENDOTHWN

resume
You have found a new job. Tell your friend how you

managed to do it.



Parti
Unit 11

An Interview

Nelly Bennet decided to apply for ajob of Personal Assistant/Secretary at
Compact Systems. So she sent her curriculum vitae, the names of two referees
and a cover letter, giving her ideas about what makes a good PA/secretary. A
few days later she received a reply inviting her for an interview.

I. Read and translate the interview at Compact Systems.

PM: Personnel Manager

MM: Marketing Manager

HB: Nelly Bennett

PM: Come in. Ah, good morning Miss Bennett. Thank you for coming.

HB: Good morning.

PM: Please sit down.

HB: Thank you.

PM: Can | introduce you to Alice Everett, our Marketing Manager.

HB: How do you do?

MM: How do you do?

PM: And | am Sheila Poison, the Personnel Manager. So, Miss Bennett,
did you find us easily this morning?

HB: Yes, it’s an easy route from where I live in Southtown.

PM: And do you have your own car?

HB: Yes, 1have.

PM: Good. Can we check on a few of your personal details? You were
bom in 1973, is that right?

HB: Yes, 3,d September 1973 to be exact.

PM: And you're single.

HB: Yes, 1am.

PM: OK. Can we move on to your education now? You’ve got four “O”
levels including English language?

HB: That’s right.

PM: Thank you, very much, Miss Bennett. Alice, would you like to
continue?

MM: Yes, certainly. Miss Bennett, can you tell us a little bit about where
you have worked before?

HB: Well, my lastjob was with Format.

MM: And you were a PA there?



HB: Yes, that’s right.

MM: And when did you start with them?

HB: Two years ago.

MM: | see. So why did you decide to leave?

HB: Well, perhaps you heard that the company went into liquidation earlier
this year.

MM: Yes, we heard about it.

PM: So what did you like about thatjob?

HB: Well, myjob was PA to the Marketing Manager. What | enjoyed most
was coming into contact with customers and suppliers both face-to-face and on
the phone.

MM: And where did you work before Format?

HB: Ideal Systems.

MM: And how long did you work for Ideal System?

HB: For ten years, as a secretary.

PM: And why did you leave thatjob?

HB: Well, | felt that | needed a change. I think | had learnt all | could there.

MM: Going back to Format. Who did you work for there?

HB: A man called Peter Smith. Do you know him?

MM: We've met. OK, that’s enough on work experience. Do you have any
word-processing experience?

HB: Yes, as a secretary at Ideal Systems | used a word-processing system
designed by the company. It was called “Word”

MM: And what about Format? That was also a computer company, wasn't
it?

HB: Yes, that’s right.

MM: So how much experience do you have of working in computer
companies?

HB: Well, two years at Format and ten at Ideal Systems. Oh. and | also had
some work experience with a software company while | was at college.

PM: What secretarial qualifications did you get while you were at college?

HB: Well, I've got two secretarial qualifications. I’'ve got RSA Stage 111
Typing.

PM: So your typing should be pretty good?

HB: Well, in Fact I didn’t do much typing at Format. I've got an RSA in
shorthand.

PM: And which qualification exactly?

HB: The RSA 100... so 100 words per minute.

PM: Fine. And one final questions. If we decided to offer you the job,
when could you start?

HB: Oh, 1could start immediately or as soon as you wanted me to.

PM: Fine. | think that’s everything. Have you got any questions?

HB: Well, I think it’s enough.



Notes

RSA is the Royal Society of Arts which offers secretarial qualifications in
different subjects at different levels.

PA means Personal Assistant.

I1. Answer the following questions:
1. How many people took part in the interview?
2. Who were they?
3. What categories of information were the interviewers
particularly interested in?
4. What personal details did the interviewers check on?
5. Why did the interviewers start the interview by asking
questions irrelevant to its purpose?
6. What was Nelly’s educational background?
7.  What did Nelly tell the interviewers about her work
experience?
1)What was her lastjob?
2)Where did she work before Format?
3)How much experience did she have of working in Computer
companies?
4)What secretarial qualifications did she have?
8. Why did Nelly decide to leave the company she worked
with?
9. Did Nelly succeed in getting a new job?
1. After the interview it is appropriate to write a Thank-You letter to
the interviewers. A Thank-You letter will enhance you

candidacy for the position. Read and translate the following
letter in writing.

Sample Thank-You Letter

Mrs. Lori Roberts
Director of Personnel
Johnston Corporation

Austin, Texas 78777



Dear Mrs Roberts:

Thank you foryour time and attention during my interview with you last
week. | appreciated the opportunity to discuss my qualifications and aspirations

with you.

1hope that all questions were answered to your satisfaction however, 1
would be happy to supply any further information you may need.

1am very interested in the growth potential of the position we discussed,
and 1hope you will consider me as a serious candidate.

I am looking forward to hearing from you soon.

Sincerely yours,
Jeanne Nguyen
1730 Green Street
Austin, Texas 78776
(512)554-1730

IV. Cover up the column cont:

ng the Russian text and translate the

English part independently. Compare your translation with the
corresponding Russian sentences in the exercise.

DOs and DONTs- For Job Seekers
(YTo Hajo 1 He HaAO AenaTb B NoMcKaxpatoTbl)

DO learn ahead oftime about the
company and its product. Do your home
work.

DO apply for ajob in person.

DO stress your qualification for the
job opening.

DO mention any experience you
have which is relevant to the job.

DO talk and think as far as possible
about the future rather than the past.

DO indicate, where possible, your
stability, attendance record and good
safety experience.

MpegBapuTensHo  nonyunte
nHpopmaunio o ¢dupme u  ee
cneuvanusaunmn. 3To 6yaeT Bawe
[ZOMalLHee 3ajaHue.

O6paujaiitecb  3a
TNYHO.

MoauepkuBaiite, 4T0  Bbl
vmeeTe KBanMhUKaLmio,
Heo6XxoAuMYI0 ANs fJaHHOI paboTbl.

Oonuwunte nproGpeTeHHbI
Bamu OMbIT, KOTPbIi [0Ka3biBaeT
Bawy nNpuUrogHocTs  ANs  3TOM
pa6oThl.

[FoBopuTe u Aymaiite Gonblue
0 6yAyiem, Yem 0 MPoLL/IOM.

pa6oToit

rpe TONBKO MOXHO.
nopuepKyBaiiTe Bawy
CTaBUNbHOCTb,  MCMONHNTENbHOCTb

¥ yMeHUe XpaHWUTb KOMMEDUECKYIo
TaiiHy.



DO approach the employer with Mpnbamxkaitecs K

respectful dignity. pa6oToparenio YBaKNTENbHbIM
[IOCTOMHCTBOM.
DO try to be optimistic in your Crapaiitecs ObiTb,
ONTUMUCTOM.

attitude.
MposBnsiite  BbiAEPXKKY ¢

DO maintain your poise and self- 7
KOHTpONMpyiiTe cebs.

control.
He HepBHUuaiiTe 1 rosopute

DO try to overcome nervousness and o
CMOKOAHO.

shortness ofbreath.
OTBevaiiTe  Ha  BOMPOCHI
YeCTHO U MPAMO.
Vimeiite npu cebe xopoilee

DO answer questions honestly.

DO have a good resume.

He 3abblBaiTe, 410
APYXECTBEHHbIE KOHTaKTbl UMelT
60/bLLIOE 3HAUEHME.

DO know the importance of get
along with people.

Do . limitati MpusHasaiite cBoU
recognize your limitations. HeaoCTaTKM.
- . MopyepkuBaiite Bawy
DO indicate your flexibility and TMBKOCTb 1 TOTOBHOCTb YUNTLCA.
readiness to leant.
CrapaiiTech npoussecT
a rnga?:st:tsgs;(LOMEd and BrevatneHmne YXOXEHHOr0
pprop Y . yenoseka [ ofesaiitech

COOTBETCTBEHHO C/YYal0.
He nopuepkusaiite, 4To Bbl

HyX/aeTeCh B paboTe.

. R . He o6cyxpaiite  npownblii

Don't discuss past experience which oneIT, KoTOpiii e AMeeT

Don’t keep stressing yourneed for ajob.

has no application to the job situation. oTHOLIEHNS M KOHKPETHOI
cuTyaumun.
o He npoussoguTe BrevatneHme
Don’t be untidy in appearance. HePAILLAMBOO YeNoBeKa.
He jemoHCTpupyiiTe cnenyio
Don’t display “cocksuredness.” CamMOyBepeHHOCTb.
. . He ymonsaiite o
Don’t beg for consideration. CHUCXOKAEHNM.
. He roBopuTe MpUrnyLIeHHbIM
Don’tmumble or speak with a [ONIOCOM MM HEBHSTHO.

muffled voice.
He GyabTe 04HUM U3 TeX, KTO
Don’t be one of those who can do MOXKET fieNnaTh Bee.

everything.



He yknoHsiiTecb 0T npsmoro
0TBeTa Ha BOMPOCHI.
He 3aTparusaiite  BONpOCHI

Don’t hedge in answering questions.

Don't express your ideas on OTHOCUTENLHO 3apnnatsl, paGouero
_compe_ansallon, hours, etc. early in the BPEMEHN U T.4. B CAMOM Hauane
interview, pasrosopa.

B ) He «kone6nsch, 3anonHsiTe

_Don't hesitate to fill out aHKeTbl, MPEAOCTaBAANTE OT3bIBbI,
applications, give references, take BLINONHAITE (U3MUECKUE 1 ApYTHE

physical examinations or tests on request. o o npockGe pagoTogarens.
Don’th d longing th He saTarvsaiiTe MHTepBbIO
on’thang around, prolonging the WCKYCCTBEHHO, KOrfja OHO [O0/MKHO

interview, when it should be over. 3aKOHUYMTBCH.
) . . He npuxoauTe Ha
Don’t go to an interview without a cobeceoBaHne 6e3 peKoMeHgaLuit
record of former employment. C NPeablAYLIMX MeCT PaBoTl.
) Dor_\'t arrive late and breathless for Coﬁegzoﬁawe”p”xo&vxﬂo H;
an interview. 3anbIXaBLLMCh.

. He GyabTe «BCe3HaiiKoi» um
ij't be a "know itall" oraperson  yenogekom, KoToplii He mpuaHaeT
who can’t take instructions. COBETOB.
. He  u3beraiiTe  KOHTaKToB,
D_on't isolate yo_ursel_ffmm contacts KOTOpble MOFAM Gbl MoMoub Bam
that might help you find ajob. HaiiTn pa6ory.
. He cuuTaiite uto Bech Mup
B Don’t feel that the world owes you a HeceT 3a BAC OTEETCTBRHHOCT.
living.
. . P He [AemoHCTpupyiiTe uyBCTBO
Don’t display a feeling of inferiority. MIPUHIDKEHHOCTH.
o . . He Bknouvaiite B cBoe CV
Don’t write incorrect information on

| NOXHblE cBefieHus, 4TOGbI
your CV to make it look better. npe/ACTaBuTL Ce6A B NyulleM cBeTe.
V. Go over exercise IV and say which of the pieces of good advice listed th

may be helpful in everyday situations.
Vocabulary exercises

I. Add the suffixes -dorn, -hood, -ship to the following words to form
abstract nouns. Translate them.
-dom  free, wise, king;



-hood
-ship

child, boy, brother, mother, girl;
dictator, leader, friend, member, citizen.

Translate the following nouns formed with the help of the suffix -

(e)ry. Guess the meanings ofthe suffix.
bravery, snobbery, gallantry, savagery, peasantry, stationaiy, jewellery,
ancestry, poultry.

Suggest the English for:

- ONbIT paboTbl;
- KOMMaHWUW, 3aHMMAIOLLMECS NPOrPaMMHBIM 0BecrieYeHeM;
- 0CTaBUTb PaboTy;
- HY)KATbCA B MepemMeHax;
- KOMNaHNA NMKBUANPOBANach;
- €CN GbITb TOYHBIM;
NOAPOGHOCTU NIMUHOTO XapaKTepa;
- COGCTBEHHAA MaLLINHA;
- nerkas opora;
- nepeiifiem K Balemy 06pa3oBaHuio;
- 4TO BaM HpaBU/OCH B Balleit paboTe?;
- NPOVICXOAALLWIA C rNasy Ha rnas;
- CTeHorpaus;
- NPeAnoXuTL PaboTy;
-y BAC eCTb BOMPOChI;
- KOrfa Bbl MOr/M 6bl HauaTb?

V. Copy out six general and six special questions from the text of the
interview.
VI.  Complete these sentences using question tags.

You heard that the company went into liquidation early this

2.
3.
4.
5.
6.
7.

I think it’s enough,...?

So you had some work experience with a software company....?
Your last job was with Format,...?

We can check on a few ofyour personal details now,...?

You didn’t do much typing at Format,...?

You didn’t find us easily this morning,...?




VII.  Choose from those listed below words and word combinations
close in meaning to the following.
Exact, right, route, qualification, to decide, to continue, final, immediately
(road, precise, to go on, to make up one’s mind, competence, true,
concluding, at once)
VIIIl.  Choose the right word.
“job™ - anything that one has to do; task, duty.
“position” - person’s place or rank in relation to others in employment, in
society, job, employment.
“occupation” - that which chiefly engages one’s time; one’s trade.
. We went to the manager in order to formally ask...
. Knitting is a useful... for long winter evenings.
My sister occupies an important... in the Department of Health.
He had a hard... painting the car.
He was unemployed doing only odd...
. My friend applied for a... ofassistant Manager.

OGO AWN



Letter-writing

The Letterhead

Yourreference
Our reference
The Date

The Inside Address

The Opening Salutation
The Subject

The Body of the Letter

Unit 11

Business communication

PeKBM3NTHI 1eN10BOTO N1CbMa
/[lenoBoe NNUCLMO MeX/YHApPOAHOTO 06pa3lia UMeeT YeTKYl CTPYKTypy,
onpejeneHHbIi Habop PEKBU3NTOB U CTAGUNILHOE PAacrioNoXKeHne Kax/aoro 3
HUX. PekBn3nTOM B TOCTe HasbIBAETCS «3NIeMEHT OhULNaNbHOTO JOKYMEHTa».
KaxoMy peKkBU3MTY NUCbMa OTBEEHO Ha GnaHKe onpe/jeneHHoe MecTo n
AaXe paccynTaHa NOCTOAHHAA NAoWafp.

ABTOpCKUE
PeKBU3NTHI

Baw nHgekc

Anper.aT

ObpatleHne

3aronosok (Tema!

Texkct

Global Interface Group,
INC.
5432 Valles Avenue,
Riverdale,
N.Y. 10471 U. S. A.
Tel 718-796-6787*Fa.x 718-
7965242

Your Ref: 07-02/46

Our Ref: KL/18
15 March 2000

Mrs A Everett
Compact Systems
96 Rosewall Drive
Southtown
S034BT
England

Dear Mrs Everett

RF- Order B7693
Please find enclosed our
order. Ord- B7693. for 100
TRM compatible Compact
Accounts packages.
We have decided to place an
order for 100 packages and
accept the 20 p. c. trade
discount off net list prices as



discussed.

We would be much obliged
ifyou could dispatch the
goods so that they reach us
no later than 30 July, and
look forward to receiving
your acknowledgement.

The Complimentary 3akniounTensHoe
Closure npueeTcTBUE

The signature

MpunoxeHne
Enel: Ord. B7693
The Copies Sent OTmeTKa 06
OTNpaBneHbl  KOMUM

Cc Intellect Service

PekBu3MT No1: HasBaHue 1 3MB/1eMa OPraHM3aLum, CPaBoyHbIe AaHHbIe 06
OpraHM3auum, T.e. WHAEKC NPeANPUATUS CBA3W, MOYTOBLIM ajpec, Homepa
TeNned)oHOB, TENEKCOB U (haKCOB, AAPEC B UHTEPHET.

PeKBM3MT No2: CCbI/IKA HA UHAEKC MOMYYEHHOTO MUCbMA U UHAEKC CaMOro
nnucLMa.

PekBuaut Ne3: [lata cocTaBfeHns nucbMa. ITO 0683aTeNbHbI PeKBU3UT
Mo60ro nucbma. [lata yKasblaeTcsi Yepes OfWH WHTEPBaN Mocne CCbIMOK, HO
MOXET PacrnonaraTbCs v Nocne BHYTPEHHEro afpeca.

PekBuaut Ned: BHyTpeHHuit agpec (agpec monyuatens) OH COCTOMT w3
CNeyIoLX PACTION0KEHHBIX MOCTPOUHO 3NIEMEHTOB:

1) uma n hamunns nonyyatens;

2) ero fO/MKHOCTb ((hakynbTaTUBHO);

3) HaMMeHOBaHWe KOMNaHuu;

4) HoMep foMma, ynuua;

5) ropog;

6) HasBaHue WTaTa UK rpadicTea, HOMEP NOYTOBOTO OKPYTa;

7) cTpaHa.

ECM  MUCbMO  aapecyeTcs OMpeAeneHHoMY Nuuy WM oTAeny, TO  OHN
yKa3blBalOTCA B Havane agpeca. [lpW HanucaHun ajpeca uaije BCEro
MCMONb3yeTCA «OTKPbITaA NYHKTyauus» T.e. 6e3 3anaTbiX 1 TOUeK.



PekBuauT No5: BCTynuTenbHoe oGpaujeHue. OHO MWLLETCS C HOBOW CTPOKM,
OTCTYNVB OT 3APECa YeTbIPe MEXCTPOUHbIX MHTEPBaNa.
B aHrIMACKUX NUCbMAX MPUHATLI CNe/ytoli1e BCTYNNTENbHbIE 0GPaLLeHNS:

Sir, sirs. - K rocyfapcTBeHHbIM 1LaM;

Dear Sir, —K My>XU4#nHe, C KOTOPbIM Bbl He 3HAKOMbI;

Dear Sirs, - NUCbMO a4pecoBaHO KOMMaHWK B LIENIOM;

Dear Madam. - NMCbMO afpecyeTcs XKeHWUHe Wn AeBYLIKe, C KOTOPOit
Bbl HE 3HAKOMbI.;

Dear Mr. Baker, ~ K 3HakoMOMYy AOMKHOCTHOMY nuLy
Dear Mrs Baker, > (COOTBETCTBEHHO MYXXUMHE XKEHLUHE
Dear Miss Baker. J WK AeBYLUKe);

B amepuKaHCKUX MUCbMAX WCTONb3ylOTCA CRejyloljne BCTYNUTeNbHbIe
o6palleHus:

Gentlemen:

Dear Sirs: NNCbMO 3/JPECOBAHO KOMMaHNM B
yenom;

Dear Gentlemen:

Dear Mr. Brown: i NUCbMO  afipecoBaHO  OrnpejeneHHbIM
Dear Mrs. Brow ¥ AOMKHOCTHBIM ULLAM;
Dear Ms. Brown: D

PekBu3anT Ne6: 3aronoBoK nucbMa. ledyaTaeTcA uyepes OAWH MHTepsan
nocne  BCTYNUTENbHOTO  O6palieHns. [laHHblii  PeKBU3NT He  sBAseTCs
06s3aTeNbHbIM. 3arol0BOK COO6LLAET O TeMe, NpeamMeTe NCbMa. STOT PeKBesnT
MOXET NMPejBapATLCA CNOBAMM:

Re: RE - cokpatlieHue ot regarding:

Inre - cokpalyeHwue oT in regard to;

Cone - concerning;

Subject- npeameT, Tema, Bonpoc

Abt - about.

PekBn3NT No7: TeKCT nucbMa. TeKCT N CbMa 06bIYHO He MPeBbIlaeT OAHON
CTpaHuLbl 1 coaepxuT 3-4 ab3aua.

PexBu3uT Ne8: 3akniounTensHas GopMyna BeXMBOCTH. MeyataeTcs yepes
2 MeXKCTPOUHbIX MHTEPBaNa Noc/e TeKCTa N1cbMa.

Ecnm nucemo HaumHaeTtcs cnosamu: Dear Mr Baker, Mrs Baker, Miss
Baker, To ono 3akaHunBaeTcs BbipaxeHnem: Yours sincerely (uckperHe Baw).



Ecnn  npueetctBMe wumeeT Bup: Dear Sir  (Sirs, Madam), TO
3aKunTeNbHAA (hopmyna BexnnsocTh 6yaet: Yours faithfully/truly (amep.) (C
YBaXEHWEM.)

Peksuaut  Ne9: nuyHas  nopnuce  asTopa. [leuartaertcs  mocne
3aK/MIOUNTENbHOM (HOPMYNIbI BEXAMBOCTU Yepe3 5 MEXCTPOUHbIX UHTEpPBANOB.
Mognuck CTaBUTCS YeTKO U pa3Bopunso YepHunamu. Mocne noanucy cnepyet
pacLungpoBKa, KOTOpass BK/IOYAET: Ha MepBO/ CTPOKe WUMA W hamunuio, Ha
BTOPOI —7J0/KHOCTb.

PexBn3nT Ne10: 0TMETKa 0 HaMYUI NPUNOXKEHNSA.

PekBn3nT Nell: cooblieHune 0 HanpaBneHHbIX Konuax. Mpu HanpasneHun
KOI‘IVIVI HECKOMbKMM ajpecaTam B KOHLUe nucbMa cTaBaTca Gykebl “CC” ¢

[0 gy nnun KOTOPbIM Har Hbl KONUU.

‘More Information
About the structure ofthe Business Letter

The business letter consists of seven principal parts: (1) the letterhead, (2)
the date, (3) the inside name and address, (4) the salutation, (5) the message,
(6) the complimentary closure and (7) the writer's signature and official
position.

1. The letterhead

The letterhead expresses a firm's personality. It gives the name and address
of the firm, telephone numbers, telegraphic addresses, the telegraphic codes, fax
numbers, and states the company's business. For companies registered in the
United Kingdom with limited liabi the word ited (Ltd) must form pail of
the name. Companies formed with limited liability in the United States use the
word INC

2. The Date

Always type the date in full, in the logical order of day, month, year, thus:

12"10ctober 19..

Example:
Date: 20 September 19..

Miss E. Hughes,
100 South Street,
HURLEY. Surrey,
CR2 4TJ.

Dear Miss Hughes,



3. Inside name and address

The usual practice is to write the name and address of one's correspondent
at the head of the letter, though it is sometimes placed at the foot, in the bottom
lefthand comer, in official (i.e. Government) correspondence.

Where the head of department is known, address the letter to him by his
official title, thus:

The Sales Manager
The Hercules
Engineering Co Ltd
Brazennose Street
MANCHESTER
M 60 8 AS
All the names must be spelled correctly. To address T.B. Cartside as T.B
Carside is impolite.
(a) Courtesy titles
The courtesy titles used in correspondence are Mr, Mrs, Miss, Messrs.
When your correspondent has a special title, such as Doctor, Professor, Colonel.
Sir, he is addressed by his title and Mr must not be used. We write, Dr J. Brown.
Prof. L. Carter, CoL W. John-son, Sir Arnold Plant.
(b) Foreign correspondence
When you write letters to other countries, always include the name of the
country, even if the town mentioned is the country's capital.
The Vice President
The Eagle Press Inc
24 South Bank
BOSTON
Mass 02116
USA

4. The salutation

This is the greeting with which every letter begins. The usual greeting in a
business letter is Dear Sir, but others are used too. For example:
Dear Madam (for both single and married women);
Dear Sirs (when a company is addressed);
When your correspondent is unknown to you and may be either a man or a
woman, always use the form Dear Sir.
These are the formal openings normally used, but at the present time,
especially if your correspondent is known to you personally, or if you have
traded with him for some time the warmer and more friendly greeting. Dear Mi-



..., is then preferred. The greetings Sir, Madam and Gentlemen are very formal
and are now seldom used in English business letters, though Gentlemen is
usually preferred by American writers.

5. The message

This forms the body of the letter and is the part that is really important.
Before you begin to write or dictate, ask yourselfthe following questions:

(i) What is the purpose of this letter?
(i) What do | hope to get by it?
(iii) What is the best way to write it?

Dont waste words on unnecessary remarks. Keep your sentences and
paragraphs short and start a new paragraph for each new point of your Setter.
Short sentences and paragraphs provide easier reading and are easy to
understand.

6. The complimentary closure

The complimentary closure is a matter of tradition and a polite way of
ending a letter which must suit the occasion and reflect the relations between the
parties.

The following salutations and closures ar ; the most usually used in the
modem business letter:

Salutation Closure Comment
Dear Sir(s) Yours faithfully Formal, used as
Dear Madam standard practice.
Dear Mr Harris Yours sincerely Informal, used
between persons

known to each other,
or where there is a
wish to be less
formal.

Yours truly is rather less formal than Yours faithfully, but it is now little
used.

Do not end letters with | am, We are, | remain, etc; These phrases are as
old-fashioned, as sentences introduced by Thanking,, Hoping and similar
participles.

7. Signature

Always sign your letters by hand, in ink and in the same style. One must
not sign Eric Castle on one occasion and E. Castle on another.

A signature must not carry a title. Do not, for example, sign as Mr J. P/aft
or Professor R. Butler. There is one exception to this: a woman writing to a
stranger should indicate whether she is married or single and may do so by



adding (Mrs) or (Miss) in brackets in front ofher signature thus:
(Miss) Alice H Brooks
Ifamarried woman in business wants to be known by her unmarried
name she must of course be addressed as Miss, e.g.
Dear Miss Thompson
Because many signatures are not clear, it is good modem practice to type
the name of the signer and to place his signature immediately above it, thus:
H.W. Webster
(From: Model Business Letters by L. GARTSIDE)

Vocabulary Exercises

Answer the following questions:
What are the parts of the business letter?
. What is the difference between the English and American ways of

writing the date?

. What is the difference of writing the inside address in English and in
Russian?
How do the English and the American write the opening salutation?
. What does the letterhead comprise?
. Why is it important to spell the names correctly?
When are the warmer and more friendly greetings preferred? What are
they?
What questions should one be able to answer before one begins to write
or dictate a letter?
What is the complimentary closure?
10.What should one remember when signing a business letter?
11.Which parts of the business letter are optional?

R I N
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1. Find the English for the following:
- 3aroN0BOK NUCbMA (LWanka),

- BHYTPEHHUIA agpec,

- (BcTynUTeNbHOE) 06paLyeHue,

- CojjepXKaHue nucbma,

- TEKCT nMcbMa,

- 3aK/MIOUNTENbHAS (HOPMYNIA BEXNBOCTH,
- BIOXEHUS (MPUNOXeHNS),

- Hall MHAEKC,

- BaLll MHAEKC,

- HWKHWIA NeBbIid yron,

- Npu1BETCTBYE,

- COOTBETCTBOBATH CAYYal0,

- OrpaHNyYeHHas 0TBETCTBEHHOCTb,

- 3AMYXKHAR 1 HE3aMYXKHSS JKEHLLMHA.



I11. Suggest the Russian for:

Yours faithfully,

Yours sincerely,

formal openings,

unnecessary remarks,

each new point ofyour letter,

sign your letter by hand,

unmarried name,

immediately above,

at the head ofthe letter,

placed at the boot (ofthe letter),

to state the company’s business,

keep your sentences and paragraphs short,
a matter of tradition,

to refute the relations between the parties.

IV.  Write the following dates in English.
3.1.1988,9.3.2001,9.12.1991, 1.9.1989, 7.10.2002, 2.11.1990,4.5.1900.
What is the American practice ofwriting the same dates?

V.  Write the following dates at the heading ofthe letter.
1 The fourth of April, nineteen sixty-one.

2. The twenty-third of May, nineteen ninety-eight.

3. The twenty-first of February, two thousand.

4. The twenty-second of October, two thousand and two.
5. The thirty-first of August, nineteen hundred.

6. The second ofJune, nineteen eighty".

Read the following dates:
12Ih April, 1962
. 318 March, 1964
. 23'dOctober, 1993
2rdNovember, 1999
January 15, 1955
May 11, 1987
June 22, 1996
December 11, 2000

PND A ON <



VII. Match the following Opening Salutations with the appropriate
Complimentary Closures.

Dear Sirs,

Dear Madam,

Dear Mrs Brown,

Sirs,

Gentlemen:

Dear Mrs Baker,

Dear Mr Brown.

CTUAWN AENOBOIo NNCbMA

B aHI/NACKOI [eN0BOi  KOPPECTIOHAEHLNM CYILECTBYIOT HECKONbKO
CTUNelt NUCbMA, U3 KOTOPbIX OCHOBHBIMM CUUTAOTCH MONYBTAHYThIA CTUML
nucema (Semi-indented Letter Style) u LenbHo6M0uHbBIA cTUAL McbMa (Fully-
blocked Letter Style). Mpu nonyBTAHyTOM CcTune nucbMa ynoTpebnsetcs
3aKPbIThI TAN NYHKTYaUUn U ab3aubl HaYMHAIOTCA C OTCTYMNEHWEM Ha NATh
3HaKOB.

B HacTosiee Bpems BCe GOMbWYIO MONYASPHOCTL  MpUoGpeTaaeT
U eNbHOGNOYHBIA CTUML, XOTA Ha MPaKTUKe BCTPEYAlOTCA M Apyrue ctunn. B
LenbHOB0UHOM CTUNE 1) HEe HYXHO COBMI0AATh HUKAKUX «KPACHBIX CTPOK»:
ab3albl, BHYTPEHHWii ajpec, 3arofoBOK K TeKCTy NWUCbMa, BCTYnuUTeNbHOe
o6pallieHne 1 3aKnlouMTeNbHas HOPMYNa BEXNBOCTM NEYATAIOTCA OT rPaH1 b
neBoro nons. Tak NoBeNoCk, NOTOMY YTO MPAaKTUYECKN BCe MUCbMA MeyaTaioTcs
Ha KommbloTepe. Mpu 3TOM KaxX/oe CMbICNOBOE MPeAnoXeHne nucbmMa W
CMbICTIOBOM GNOK U3 ABYX-TPEX NPEANOXKEHWA OTAENseTcA OT MpedblayLiero
[JONONHNTENbHBIM MEXCTPOUHbIM UHTEPBANIOM.

OT0 camblil ONTUMaNbHLIA BapuaHT OHOPMAEHUA NUCbMA, U €ro MOXHO
BCTPETMUTH Yallle BCETO, TaK KaK OH O4eHb MPOCTON 1 O4eHb YAO0GHIN.

OfHaKo, MHOTMe MOCOGUA MpeAnaraloT JOKOMMbIOTEPHbIE  (OPMbI
[IeN0BOT0 MUCbMa C «KPaCHbIMM CTPOKaMU» 1 MOAMUCAMY B MpaBoM yray. 3To,
TaK Ha3blBaeMblli, NONYGNOUHBIA TUM MUCbMA, KOTOPbIA HECKONbKO YCTapen
ANA €N0BOIl NEPenmcKi, HO BCE ele MHOT/A UCTIONb3YETCs.

B HEKOTOPbIX MUCbMAX KMACCUYECKWi MONyGNOUHBIA TWM JenoBoro
nucbMa BeCbMa YMECTEH MOTOMY, YTO Mbl WMeEM [JeN0 C MPECTWXHbIMI
KOMMaHUsMMA, TAe TOPXKECTBEHHbIA O(ULMO3 HUKOTO He CMYTUT. Afpec
OTNpaBuTeNs W MOANUCL B TaKOM MUCbME CABMHYTbI BMPaBO — Kak Mpu
«KpacHoi CTPpoKe». DTOT CTUb ONpPaBAaH B OOPMAIEHNN MUCEM MO MOBOAY

60 X COBbITWIA, CO6O. W wm npocto nmucem-
n03/paBNeHnii ¢ AHEM POX/AEHNA BALLIETO NapTHepa no GU3Hecy.




Vi Read and translate the following letter, which is an example of the
Fully-blocked Letter Style.

PRENHCE-HALL, INC.

ENGLEWOOD CLIFFS, NJ. 07632

Your reference 12

Our reference MS/AP/101

17 August 2001

Ms Sheila Jones

The Modem School for Secretaries

12 Harrington Place

Greenpoint N.Y. 10020

USA

Dear Ms Jones:

RE: The Style of Setting up a letter.

You asked me if there is any one style of setting up a letter that is used
more than the others. Probably more business concerns use the block style of
letter than any other style, because its marginal uniformity saves time for the
typist
The inside address in such letters is blocked and the paragraph beginnings
are aligned with the left margin. Open punctuation is used in the address.

The date and reference lines are flush with the right margin. The date line is
two spaces below the letterhead, and the reference line is two spaces below the
date line. The complimentary close begins slightly to the right of the center of
the page. Both lines of the signature are aligned with the complimentary close.

As the dictator's name is typed in the signature, it is not considered
necessary to include his or her initials in the identification line.

Sincerely Yours

M. Scott
Martha Scott
Correspondence Chief
Accounting
Department
Enclosure: Order .Ne34
Cc M Pryor, Accounts Manager
Address Telephone Number Fax Number VAT registered XXXXXXXXXX



Notes:

1. business concerns - (vpMbl, NpeANPUATHS;

2. marginal uniformity -  oAgWHaKoBOe  pacnonoXeHue  TeKCTa
OTHOCUTENbHO MONS;

3. the inside address...is blocked - BHYTpeHHwWii agpec npeacTaBneH B
BUAe 610Ka (T.e. eUHOTO LEnoro, HHOTO N0
npasunam);

4. identification line —pacluudpoBka nognucy (T.e. CTpoka B KOTOPOM

paclnpoBbIBAETCA NOANMUCH).

IX.  Answer the following questions.

. Who is the author of the letter? What position does be hold?

. Who is the addressee? Where does she work?

. What question does Ms Jones ask Martha Scott to clear up?

. What letter style according to M Scott is used more than any others?

. What is one of the block style important advantages?

. What style does M Scott herselfuse in her letter to Ms Jones?

How does the style of M. Scott’s letter differ from the block style she
recommends?

N oA wN e

X.  Rearrange the parts of M. Scott’s letter according to her own
instructions. Draw a layout of the block style letter.

EXPRESSIONS MOST COMMOLY USED
IN COMMERCIAL LETTERS
Jns NOATBEPXAEHNA NONYUYEHUS MUCbMa, (haKca, Tenekca
W T.N. UCMIONb3YIOTCA CeaytoLne (pasbl:

We have received your letter of...
We are in receipt ofyour letter of... -J

MbI nonyunnu gaile NNCbMO OT...

We acknowledge the receipt ofyour... MoaTeepxaaem nonyyexve
Bauwero...

We thank you for you letter dated... Bnarogapum 3a Bawe nucbmo,
JaTMPOBaHHOE...

In reply to your letter of... B oTBeT Ha Balue nucbmo OT...

We are obliged (thankful) for your letter ~ Mbl Bam npu3HaTe/bHb!

of...

(6naroaapHsbi) 3a Bawe nncLMo...

TeneoHHble

Mpn CCbiNKe Ha Cneayloulylo Mepenucky, Ha Kakue 16O AOKYMEHTbI,
pasroBopbl, MeperoBopbl W T.j. O06bIYHO ynoTpeGnsoTCA

CneAytoLine BblpaXeHWs:



With reference to... Ccbinasch Ha...

Referring to your {our) letter of... Ccbinance Ha Bauwe (Hawwe) nucbMo
oT.

We refer to your (our) letter of... Mbl ccbinaemcs Ha Balwe (Hawe)
nNCLMO OT....

Reverting to our letter of ... BosBpaljancb K Hawemy nucbMy
oT...

With further reference to..]. MOBTOPHO CCbINaACh Ha...

Again referring to...

Further to our letter of... B gononHeHue K Haliemy nucbmy
oT..

...our letter of 6lh July and our telegram ...Hawe nucbMo OT 6 MONSA U Hawa

of the same date... TeNnerpaMma Toro e 4ucna...

Referring to our telecon of today’s date... Ccbinascb Ha Hawy TenethoHHyt

orofyesterday’s date... becepy (TenetoHHyto

«KOH(epPeHLMI0») 0T CErofHALLHEro
WM OT  BuepallHero

®pasbl MCMONb3yeMble ANA BEXNNUBLIX A€N0BbIX NPOCL6 0 YeM-NN6o:

Please inform us.. MoxanyiicTa coo6LnTe HaMm..

We ask you to inform us... X Mpocum Bac coobwuTb HaM...

We beg you to inform us...

We shall be obliged ifyou will... 'y Mbl  6yaem npusHaTenbHbl  ecn

We should appreciate it if you will... Bbl...

Please, be so kind as to...(do smth) ByabTe Tak noGesHbl... (caenartb
YTO-TO)

Please be good enough to send us... MoxanyicTa, BLILLANTE HaM...

Please send us by return of post... Moxanyiicta, nownute ¢ o6paTHON
nouyTOiA...

Please send us as soon as possible MoxanyiicTa, NOWAMTE Kak MOXHO

(urgently)... CKopee (CPOYHO)...

Bbipa)keHusi, ynoTpe6semble ANA 0TBETOB Ha BEX/IMBbIE JeN0BbIEe MPOChObI:
In accordance (in conformity) with your'i B COOTBETCTBUN c Bauwet

request... [*npocb6oii... (BbinonHss Bauy
In compliance with your request. ) npock6y...)
As requested by you. Kak 6b110 noTpe6osaHo Bamu....

As requested in your letter of... Kak Bbl Tpe6osanu 8 nucsme OT...



®pasbl, UCMO/b3yeMble NPU NOChINKE Yero-n16o:

We are glad to send you... i C yf0BONLCTBMEM BbICbiNaeM Bam..
We are pleased to send you... J

We are sending you herewith... Mpu 3TOM NpunaraeTcs...
We enclose... "l Mbl npunaraem npu 3TOM..
We attach... ‘
Enclosed (attached) is... } Mpy 3TOM NPUNOXKEHO..

Please find enclosed...

BbIpaxeHus, coxaneHus, U3BUHEHNA:

We regret to inform you that. C coxaneHuem coobLiaem Bam 0 TOM,
uTo...
We must acknowledge with regret that. C  coxaneHvem Mbl [O/DKHbI
npu3HaTh, 4To...
Unfortunately, i K coxaneHuio,...
Regrettably. J
To our deep regret,... K Hawemy rny6okomy
COXANEHUIO, ...
Please accept our apologies for the Moxanyiicta, npumuTe Hawm
inconvenience caused. M3BUHEHUA 3a NpUUMHEHHOE
Heya06cTBO.
We apologize for.. 3BUHsEMCA 3a...

BbIpaxeHus, ynoTpe6isemble Npyu MCMPaBAeHN oWnGoK:

We regret that... Coxaneem, 4To...

Through a typing error... 13 3a oWNGKN cekpeTaps...

Through a technical error... 13-32 TeXHUYECKOI OLINGKMN...

Through a clerical error... M3-3a ownbkn nepcoHana...

Due to the mistake made by the packing ~ W3-3a owmnbkm, C/leNaHHOIA...

department... YNaKoBOYHbLIM OTAE/OM...



PART Il
UNITI

State System of the Russian Federation

1. Read and translate the following text.

I The Russian Federative Republic was established by the Constitutiol

of 1993. Under the Constitution Russia is a Presidential Republic.
The Russian Federation consists of 89 constituent entities (republics, krais,
oblasts, cities of federal significance, autonomous okrugs, which have equal
rights).

The authorities of the constituent entities have the right to pass laws
independenly [rom the federal government. These laws are valid on the territory
of the appropriate federate division, but they cannot contiadict, the federal laws.
In case of conflicts between federal and local authorities, the President uses
consensual procedures to resolve the problem. If a consensus is not reached, the
dispute is transferred to the appropriate court for its resolution. The Russian
President has the power to suspend acts passed by local executive authorities in
case these acts conflict with federal laws of Russia, its international,
commitments, or if they violate, the human and civil rights and freedoms until
the issue is resolved by the appropriate court.

The national Government in Russia is organized around three separate
branches. The Constitution gives to each branch its own distinct field of
governmental authority: legislative, executive and judicial. Thus the Fecferal
Assembly, the Parliament of the Russian Federation is the legislative branch of
the government. Executive power belongs to the Federal Government and the
Governments of constituent entities. Judicial power is provided by the
appropriate judicial system and by civil, administrative and criminal legislation.

Il. The President is the head of the state and detennines the basic objectives of
the internal and external policy ofthe state.

He is elected by a direct vote of all citizens of the Russian Federation by
serial ballot. One and the same person cannot serve as President for more than
two terms in succession. The President cannot be removed from his office
before the completion of his term - exept by a two-thirds vote in each house of
the Federal Assembly and then only for a specific violation of the constitution or
laws of the Russian Federation. If the President is unable to finish his term the
Chairman of the Government takes his office.

Tine President appoints the Chairman of the Government subject to
approval of the State Duma. He chairs the meetings of the government and
adopts decisions on its resignation. With the consent of the State Duma the
President names a candidate to the post of the Chairman ofthe Central Bank. He



also names to the Federation Council .candidates to the posts of the
Constitutional and Supreme Court Justices, Supreme Arbitrage Court Justices
and a candidate to the post of Prosecutor General. The President forms and
heads the Security Council. He is the Commander-in-Chiefof the Armed Forces
of the Russian Federation and appoints and dismisses the supreme commanders
of the Armed Forces. He names diplomatic representatives with the approval of
the Parliament. He confers supreme military and supreme special titles and
honorary' titles of the state. He has the power to show mercy and to decide on
issues of citizenship. He has the power to introduce a state of emergency
throughout the country or in a particular territory within the Russian Federation.
The President has the power to dissolve the State Duma, to announce elections
before their scheduled time and to make a decision on the conduct of a
referendum on federal issues.

The President has the power to veto any measure passed by the Federal
Assembly; but that body can override a presidential veto by two-thirds majority
in each ofits chambers.

The office of the President was first established in 1989 and then
redesigned, strengthened and recreated in 1990.

Vocabulary exercises
| Make adjectives ending in —full, using the following words.
Translate the adjectives into Russian and try to remember them.

right, law, power, mercy, peace, use, help, truth, event, success, colour.
Il.  Make adjectives ending in -less, using the following words.
Translate the adjectives into Russian and try to remember them.

friend, child, life, name, hope, mercy, law, colour, defence, right, end,

power.

I1l.  Form verbs with the help of the prefix dis~. Translate them into
Russian and try to remember them.

- approve, appoint, organize, aqree, join;
inform, appear, like, locate, place, solve.
IV. Form verbs with the help of the prefix re-. Translate them into
Russian and try to remember them.

design, name, organize, elect, confirm;
group, read, white, build, make.
V.  Give verbs corresponding to the following nouns. Try to remember
their meanings.



completion, approval, service, government, authority, commitment,
procedure, resolution, succession, violation, constitution, decision.
VI.  Give the English for:
cy6beKT (hefepaLmin; OTAenbHbIE OTPACIN FOCYAAPCTBEHHOTO ynpaBneHne
TPaX/aHCKoe (YronoBHOE) 3aKOHOAATENbCTBO; HapylleHNe KOHCTUTYLuMA
CHMMaTb C JO/KHOCTW; TaliHOe ronocoBaHme; AeCTBUTENbHBIN (MMeroLwii
cuny); M6exayHapoaHble 063aTenbcTBa; HapylleHWe npas 4enoBeka U
rP@X/JAHCKUX MpaB; MPUHATL 3aKOH; NPUOCTAHOBUTL [ENCTBUE 3aKOHA
JOCTUTHYTb  COT/IAaCOBAHHOCTW; MPUHMMATh PELIEHUs;; HasHauatb a
YBOMbHSTL; MOYETHblE 3BaHWS; MPUHUMATb peLIeHWe MO  BOMPOCAM
NpefoCTaBNEHUS TPaKAAHCTBA; BBOAUTL UPE3BbIYANHOE MONOXEHNE;
OTBEPrHyTh (MPE0A0NETh BETO MPe3nfeHTa); C 0A0BGPEHNS NapnameHTa: ¢
cornacus FocyAapcTBeHHOM [lyMbl; npeAnaraTh KaHAWAATa Ha JOMKHOCTb
VII. Mach the following Russian words and word combinations with their
English equivalents.

pasgeneHue Bnactei colonial powers
BE/IMIKMe /1epXKaBbl mental powers
KONOHUanbHble Aepxasbl power(s) of observation
LWNPOKME NOHOMOYMS separation of powers
HabNofaTeNnbHoCTb powers ofresistance
BeAylLVE iepXKaBbl great powers
YMCTBEHHbIE CNOCOBHOCTM large powers
CONPOTUBASEMOCTb leading powers
VIII. a) Study the following “word-partnership” charts. Use these word

combinations in sentences of your own.

Absolute, supreme, legislative, executive, judici

to come to,, to use, to be in, to take power, to



b) Find out the meanings of the word “office” by translating the following word
combinations.
1 to be in office (to hold office);
to take office;
to put smb. in office
to come into office
2. lawyer’s office
editorial office
inquiry office
3. War Office
Foreign Office
Record Office
Office of Education
4. good offices
ill offices

IX. Choose from those listed below words and word combinations
close in meaning to the following.

law, objective, to remove from the office, to reach a consensus, post, office,
appropriate, help, to leave.

(to abandon, to desert, aid, suitable, fitting, to achieve, position, place, to dismiss
from office, statute, act, aim).

X.  Choose from those listed below words and word combinations
opposite in meaning to the following:

Secret ballot, to appoint to a post, to dissolve the Duma, to violate the law,
to be unable to finish the term, to take the office, to put smb in office, to
strengthen, the laws are valid, to contradict.

(open vote, to keep within the law, to resign from the office, to convene the
Duma, to be able to finish the term, to weaken, to remove from the office,
the laws are invalid, to be in accord with).



RF STATE SYSTEM

The Russian Federative Republic wasyupe>kaaTb by the Constitution o f 1993.

Under the Constitution Russia is a Presidential Republic. The federal
government consists of three BeTBeit: legislative, ucnoniuTensHas and judicial.
Each of them is balanced by the President. The legislative power isf
npuHagne>kuT in the Federal Assembly. It consists of two nanaT. The Upper
Chamber is the Council of Federation. The Lower Chamber is the State Duma.
Each chamber is headed by the Speaker. 3akoHogaTenbHas BnacTb
(nHnynaTuea) may be initiated by the two chambers. But to become a law
3aKOHONpoekT must be ogo6peH by both chambers and nognucan by the
President. The President may HaknagbiBaTb BeTO the bill. The President is the
Commander-in-Cheif of the Armed Forces, he signs treaties, obecneynsaeT
cobnofeHre 3akoHOB, appoints ministers to be approved by the Federal
Assembly.

The executive power belongs to the government which is headed by the
Prime Minister. The first action ofthe Prime Minister on appointment is to form
the Cabinet.

The cypebHas branch is represented by the Constitutional Court, the
Supreme Courtand district courts.

The mejnbers of the Federal Assembly are elected by popular vote for a
four year period.

XI1.  Complete the diagram about the competence of the Russian
President.



XIl. Complete

President.
military
Procecutor

resolves

problems of

individuals

XIIl.  Choose from the given groups of words the appropriate ones to fit

each gap.

1 The President uses consensual procedures...

(to veto the act, to perform duties, to resolve the problem.)

2. The dispute is transferred to the appropriate court (for its resolution, for
its discussion, for suspension.)



3. State administration in Russia is exercised by dividing powers...
(between citizens, into three independent branches, for performing
duties.)

4. The President of the Russian Federation is elected... (to serve a seven
year term, for life, for four years ofservice)

5. The President appoints the Chairman of the Government...(with the
advice and consent of the Security Council, without consulting the State
Duma, subject to the approval ofthe State Duma.)

6. The President has the power to dissolve,.. (The Federal Assembly, the
State Duma, the Federation Counsil.)

XIV.  Answer the following questions.

1 Whatkind ofstate is Russia?

2. What was the Russian Federation established by?

3. What is the basic characteristic ofa presidential republic?

4. What are the major units oflocal government in the Russian Federation?

5. How many constituent entities does the Russian Federation consist of?

6. What happens if there is a conflict between the federal and local
authorities?

7. What are the three separate branches of government in the Russian
Federation?

8. ~cywhom does the Constitution give the executive power?

9. For what term is a President elected?

10.To how many terms may a President be elected?

11.What basic powers does the Constitution assign to the President?

12.  What is the President’s role in military matters?

XV. Translate the following text in writing with the help ofa dictionary.

As a check upon overpowerful government most modem constitutions have
adopted the principle of separation of powers, developed in the 18Ihcentury by
the French political philosopher Montesquieu.

Montesquieu argued that the functions of the state could be divided into
policy formulation and direction (executive), lawmaking (legislative), and
interpretation and application of the law (judicial). To stop governments from
becoming too powerful these functions should be carried out by separate
institutions, and there should be a balance between them. In the United States,
for example, the President (executive) is elected by the people and attempts to
carry out his policy promises through a presidential office of advisers. The
Constitution gives him many important powers, such as control of the aimed
forces and appointment of Supreme Court justices, but many of his decisions



and all new legislation must be approved by a majority in Congress (legislature),
which is also elected by the people.

Many presidents have had important policies blocked by Congress. The
Supreme Court (judiciary) has the task of interpreting laws which have been
disputed in lower courts, and of deciding whether a law passed by Congress or
by one ofthe individual states is in keeping with the Constitution.

XVI. Entitle the text.
XV1I.Give the main points of the text in English.
XVII1. Discuss the following topics:

how the Constitution of the Russian Federation distributes powers
among the legislative, executive and judicial branches;

[

2. the roles the President must perform;
3. the basic powers the Constitution assigns to the President;
4. the characteristics that make the Russian Federation a Presidential

Republic.



Unit I
Major Foreign Governments

I Read and translate the text.
Il.Write the translation of the passage beginning with “The Unwritten
Constitution” up to “Continuity and Change”.

1. Great Britain

The roots of the American political system are burieddeep in English
political and social history. Yet there are important differences between the two
systems of government. Most of those differences grow out of this
fundamentally important point: Unlike government in the United States,
government in Great Britain is unitaiy and parliamentary in form and rests upon
an unwritten constitution.

The Unwritten Constitution

It is not strictly true to say that the British constitution is unwritten. Parts of
the constitution can, indeed, be found in books and charters. But there is no
single document that constitutes the British constitution - as there is, say. a
Constitution ofthe United States.

The British Constitution has both a written and an unwritten part. The
written part includes historic charters, significant laws (or acts ofParliament),
and innumerable court decisions. The unwritten part derives from customs and
usages - practices that have gained acceptance over time. We call the written
parts the law of the constitution and the unwritten parts the conventions o fthe
constitution.

The Law of the Constitution Many historic documents figure in Britain’s
written constitution. Perhaps the best known is the Magna Carta of 1215. Others,
include the Petition of Right of 1628 and the Bill of Rights of 1689. Each of
those documents was a landmark in the centuries-long struggle to limit the
powers ofthe English monarch and advance the concept of due process of law.

Certain acts of Parliament also form a basic part of the British constitution.
One example of these is the Representation of Peoples Act of 1969. That act
lowered the voting age in all British elections from 21 to 18. In the United
States, you will recall, such a change required a formal amendment to the
Constitution.

Finally, court decisions are another part of the law of the constitution.
Centuries of court decisions have created a body of legal rules covering nearly
every aspect of human conduct. Such decisions, as you have read, make up the
common law.

The Conventions of the Constitution Thttruly unwritten part of the
British constitution consists of the customs and practices of British politics. For
example, no document says that parliament must hold a new session each year.



Itjust does. There are no written rules giving the lower house of Parliament the
power to choose and dismiss a Prime Minister. That central future of British
government developed over hundreds of years and is now a matter of custom.

Continuity and Change With its open-ended constitution, Britain has a
flexible set ofrules that is always evolving and open to change. A majority vote
in Parliament can easily remove an old provision of the constitution or add a
new one. The flexibility of this system can be very useful. But there is always
the danger of ill-considered and hasty action that might fundamentally alter the
people’s rights, without the delays and safeguards that a system such as our own
would impose.

The Monarchy

The United States, France, and other countries that have no hereditary,
rulers are called republics. Britain in contrast is a monarchy. Its hereditary ruler,
or monarch, bears the title of Queen (as at present) or King. While English
monaTchs once ruled with absolute power, their role has dwindled and they are
now little more then figure-heads. Because her powers and duties are controlled
by Britain’s unwritten constitution, Elizabeth Il (Britain’s Queen since 1952) is
known as a constitutional monarch.

In formal terms, all acts of the British government are .performed in the
name ofthe Queen. However, the real power of government is exercised by the
Prime Minister and other high officials. The Queen does appoint the Prime
Minister, but her choice is subject to the approval of the House of Commons.
So, traditionally she chooses the leader of the majority party in that house to be
Prime Minister. She has no power to dismiss the Prime Minister and no veto
power acts of Parliament.

Today's British monarch reigns but does not rule. Nonetheless, the
institution of monarchy serves an important function. The Queen stands as a
living symbol of the British state, as a focus of loyalty and pride. Periodic
proposals to do away with the monarchy inevitably bring an outpouring of
support for “our dear Queen.”

Parliament

Parliament - and in particular the House of Commons - is the central
institution of British government. It holds both the legislative and the executive
powers of the nation - powers that in the United States are divided between
separate and independent branches of government. By its legislative power.
Parliament passes Britain’s laws. By its executive power, it chooses some ofits
members (the Prime Minister and the Cabinet) to administer the departments of
government and run the nation’s affairs. In the British system, as in all
parliamentary systems, government is built on the fusion of powers. The
government’s legislative and executive authority is fused (combined) in



Parliament and the Prime Minister and Cabinet. (The judicial power lies partly
in Parliament and partly in the courts.)

Parliament is bicameral, composed of two houses: the House of Lords and
the House of Commons. O fthe two, the House of Commons is, by far, the more
powerful body.

The Prime Minister and Cabinet head the executive arm of British
government. They from what, in the British and other parliament systems, is
regularly called “the government” - what, in the United States, we often refer to
as “the administration.”

The Prime Minister

The Prime minister, although formally appointed by the Queen, is in fact
responsible to the House of Commons. When a single party holds a majority in
the Commons, as usually happens, that party’s leader becomes Prime Minister.
If no single party holds a majority, a coalition must be formed. In this sense, a
coalition is a temporary alliance of parties for the purpose of forming a
government. Two or more parties must agree on a common choice for Prime
Minister and on ajoint slate of cabinet members.

The Cabinet

The Prime Minister selects the members of the Cabinet. Most Cabinet
members, or ministers, are members of the House of Commons. A few may sit
in the House of Lords.

Collectively, the Prime Minister and the Cabinet provide political
leadership, both in the making and the carrying out of public policy.
Individually, Cabinet ministers head the various executive departments. All told
there are about 20 ministers, each with his or her own “portfolio” (department
and functions). The size of the Cabinet varies from time to time, depending on
the wishes of the Prime Minister.

The Prime Minister and the Cabinet are accountable to the House of
Commons. An almost daily feature of parliamentary sessions is “question hour,”
when the Cabinet ministers appear in the Commons to answer questions about
their area of responsibility. Any MP may ask a question about any relevant
subject.

Major opposition parties appoint their own teams of potential Cabinet
members. Each of these opposition MPs “shadows™ (watches) one particular
member of the Cabinet. I an opposition party should gain majority, its so-called
shadow cabinet would be ready to run the government.




Vocabulary Exercises
I Form adjectives (negative in meaning) with the help of the prefix in-
(im-, il, ir). Translate them into Russian.

(in-) - significant, formal, direct, active, complete, definite, dependent,
correct;

(il-) - legal, logical, literate, legitimate, limited;

(im-) - moral, material, probable, possible, practical, proper, moderate,
mature, memorial, movable;

(ir-) - regular, responsible, replacable, relevant, rational, resolute,
recognizable, reversible;

I Give the meaning of the following combinations,

toill - treat il - timed
toill - use ill - sorted
ill humour ill - judged
ill luck ill - bred
ill nature ill - famed
il - suited

I1l.  Form adverbs ending in -1y from the following adjectives. Translate
them.

sudden, bright, slow, quick, hopeless, ready, heavy, general, grateful, near,
hard, easy, useful, fundamental, true, traditional, absolute, formal,
powerful, regular, usual, particular.

IV'.  Give the Russian for the following:

fundamentally important point; it is not strictly true to say; a body of legal
rules; a matter of custom; its open-ended constitution; a majority vote;
without the delays and safeguards; hereditary ruler; in formal terms; all
told; an almost daily feature of parliamentary sessions; customs and
practices.

V.  Suggest the English for:

ONMPATLCS Ha HEMUCAHYI0 KOHCTUTYLIO;
MHoOroBekoBas 60pb6a;

ofuymanbHas NonpasKka K KOHCTUTYLMK;
BbIGUPATL 1 OTNPABAATL B OTCTABKY MUHUCTPA;
rMbkuii cBoA NpaBun;



YCTPaHSATb CTapble MONOXKEHMS KOHCTUTYL|WIA;
VX PO/b YMEHBLLANACh;

OT UMEHU KOPO/eBbI;

136aBUTLCS OT MOHapXMH;

napnameHT NPUHMMAET 3aKOHbI;
YNPaBNsTbL AeNaMin roCy AapCTBa;

MMETb GO/MbLUNHCTBO B Nanare 06XUMH;
BPEMEHHBbI CO03 NapTwi;

C Lenbio hOPMMPOBAHNA NPaBUTENLCTBA;
3acefiaTb B Manare J/lopf08;

06ecneynTb NONMTUYECKOE PYKOBOACTBO.

VI.  Give verbs corresponding to the following nouns.

differences, acceptance, representation, amendment, provision, proposal,
alliance, opposition.

VII. Find out the meanings of the word “government” by translating the
following word combinations.

1. puppet government;
sovereign government;

to run the government;

to form the government;

to dissolve the government;
conservative Government.
2. parliamentary government
republican government;
federal government;
constitutional government;
3. local government

the system of government;
organs of government;

the form of government.

VIII. Study the following “word - partnership” chart. Use these word
combinations in sentences ofyour own.



to drafi
to adof
to ame:
to ratif
to viol.

tointerpret™”

to apply-"»

to support and defend’

IX.

to guarantee rights

to provide for
_ to forbid
the constitution to prohibit
ieny (certain powers)

y to state (that)
Uo serput (the principles)

to mention smth

to place restrictions (obligations)

Match these definitions with the words given below.

1. Document issued by a government granting certain rights and

privileges.

2. Hereditary ruler as a king, queen or emperor.

3. Change in, or addition to the constitution of a country, state or society".
4. Basic law ofa nation, state or organization.

5. The greater number or part of something.

6. Union ofstates (by treaty).

7. Union ofpolitical parties for special purpose.

X.

1. separation, dissociation;

2

permanent;

Find in the text words opposite in meaning to the following.

3. not in accord with fact or reality, false;
4. smaller part or number, minority;

5. security, safety;

6. to become greater, grow, multiply.

X1,

Scan the text in order to finish these sentences. Tty to reproduce
them orally.

1. Theroots ofthe American political system are buried deep in...

2.
3
4.
5.
6.
7

years and...

. The British constitution has both...

. Many historical documents figure...

Court decisions are another part of...

'5. Such decisions, as you have read, make up...

. The truly unwritten part consists of...

. That central feature of British, government developed over hundreds of



XI11. Read the text carefully to answer these questions.

What kind of constitution does government in Great Britain rest upon?

Why is it not strictly true to say that the British constitution is

unwritten?

What does the written part include?

What is it called?

What does the unwritten part of the British Constitution consist of?

What is the unwritten part of the British Constitution called?

What makes the British constitution always evolving and open to

change?

What is the central institution of British government?

How does British parliament differ from that in the USA?

10.What is government in the British system built on?

11.What important function does the institute of Monarchy serve in
Britain?

12.1n what sense are British monarchs now little more that figure-heads?

N
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XI11. Study the chart and be ready to discuss the system of government in
Britain.
The System of Government



XIV. Discuss the following points.

The role ofmonarchy in British Government.

. The fusion of powers as a distinquishing feature of the British
government system.

. The interrelation of legislative and executive branches of British

Government.

The role of tradition in British Government.

N
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Unit 111

The Important Document of History
I Write your translation of the following text. Consult the notes given
below.

Exploring Historic Documents

The history of many of the basic rights held by the people of the United States
can be traced to several landmark documents from England'. Together, these
documents laid the foundations for such concepts as limited government,
representative government, popular sovereignty, and civil liberties.

Magna Carta (1215): A group of determined barons forced King John to
sign the Magna Carta (Great Charter) at Runnymede in 1215. Weary of John’s
military campaigns and heavy taxes, the barons were seeking protection against
arbitrary acts by the king.

The Magna Carta included such fundamental rights as trial by jury and due
process of law (protection against the arbitrary taking of life, liberty, or
property). The charter proclaimed:

No freeman shall be taken, imprisoned, dispossessed, outlawed, banished,
or in any way destroyed, nor will we proceed against or prosecute him, except
by thejudgment ofhis peers or by the law of the land.2

These protections against the absolute power of the king were originally
intended only for the privileged classes. Over time, they became the rights of all
English people and were incorporated into other documents. The Magna Cana is
important for the precedent it established - the power of the monarchy was not
absolute.



Petition of Right3 (1628): The Magna Carta was respected by some
monarchs and ignored by others for 400 years. During this time. Parliament
slowly grew in influence. In 1628, when Charles | asked Parliament for more
money in taxes, Parlament refused until he signed the Petition of Right.

The Petition of Right limited the king’s power by demanding that the king
not imprison political critics without trial by jury, declare martial law during
peacetime, or require people to shelter troops without the homeowner s consent.

The Petition challenged the idea of the divine right of kings, declaring that
even a monarch must obey the law of the land.

Bill of Rights (1689): In 1688, after years of revolt and turmoil, Parliament
offered the crown to William and Mary of Orange . To prevent abuse ofpower
by them, and by future monarchs, Parliament in 1689-drew up the Bill of Rights
to which William and Mary had to agree.

The Bill of Rights prohibited a standing army in peacetime, except with the
consent of Parliament, and required that all parliamentary elections be free

Notes:

1. The history of many of the basic rights... - icTopns MHOTUX >WU3HEHHO
BaXKHbIX MPaB...kaK MOXHO MPOCNEAUTb, BOCXOAUT K HECKONbKUM
OCHOBOMONAralo MM JOKYMEHTAM, CO3AaHHBIM B AHIINN.

2. Such concepts as limited government... popular sovereignty - Takue
NOHATUS KaK OFPaHNYEHHAs BNACTb... BEDXOBEHCTBO HApoAa.

3. No freeman shall be taken... HU 0AMH CBOGOAHbLIV YenoBek He GyaeT
apecToBaH, 3aK/OUeH B TIOPbMY, NNLWEH MMYLIECTBA, NOCTABNEH BHE
3aKOHa, M3THaH M3 CTpaHbl MK Y6UT Kakum Nn6o cnocobom; He Gyaem
Mbl Takke MepeAaBaTb €ro Cyjy WAM Mpecnefosarb uHadye Kak Mo
3aKOHY rocyAapcTsa Unu npurosopy napos.

4. Petition of Right - netuums o npase.

5. William and Mary of Orange - Bunbrensm OpaHckuii u Mapus.

1. Translate the following passage without a dictionary. Make use of the
following words.

1 rebellious - MaTeXHbIiA, B3GyHTOBaBLUMIACS;

2. to store - XxpaHWUTb (Ha cknage);

3. to bar the way - nperpaguTb nyTb;

4. to fire a shot- npoussecTn BbicTpen;

5. to set up an army - co3AaTb apMUIO;

6. to seek aid - 37. ucKaTb NOAAEPXKKM;

7. inevitable - Hen36exHbINA.



Fighting for Independence

On the night of April 18, 1775, 700 British soldiers marched silently out of
Boston. Their orders were to seize weapons and ammunition that rebellious
colonists had stored in Concord, a nearby town.

But the colonists were warned that the soldiers were coming. Signal lights
were hurig from the spire of Boston’s tallest church and two fast riders, Paul
Revere and William Daves, jumped into then saddles and galloped off with the
news.

In the village of Lexington the British found seventy American militiamen,
fanners and tradesmen, barring their way. These part-time soldiers were known
as “Minutemen.” This was because they had promised to take up anns
immediately - in a minute - whenever they were needed.

The British commander ordered the Minutemen to return to their homes.
They refused. Then someone, nobody knows who, fired a shot. Other shots came
from the lines of British soliders. Eight Minutemen fell dead. The first shots had
been fired in what was to become the American War of Independence.

The British soldiers reached Concord a few hours later and destroyed some
of the weapons and gunpowder there. But by the time they set off to return to
Boston hundreds more Minutemen had gathered. From the thick woods on each
side of the Boston road they shot down, one by one, 273 British soldiers. The
soldiers were still under attack when they arrived back in Boston. A ring of
armed Americans gathered round the city.

Tire next month, May 1775, a second Continental Congress met in
Philadelphia and began to act as an American national government. It set up an
army of 17,000 men under the command of George Washington. The
Continental Congress also sent representatives to seek aid from friendly
European nations - especially from France, Britain’s old enemy.

On July 2, 1776, the Continental Congress finally took the step that mal
Americans believed was inevitable. It cut all political ties with Britain and
declared that “these United Colonies are, and of rigfiT ought to be. free and
independent states.” Two days later, on July 4, it issued the Declaration of
Independence.

I11.  Read and translate the following text with the help ofa dictionary.

The Declaration of Independence

The Declaration of Independence is the most important document in
American history. It was written by Thomas Jefferson, a landowner and lawyer
from Virginia. After repeating that the colonies were now “free and independent
states.” It officially named them the United States of America.



The men who drew up and adopted this epoch-making document were not
content with a mere declaration of independence. They were at pains to set forth
in detail the causes that “impelled them to separation” and the philosophy that
justified it. It is significant that at the very beginning of their national history
Americans took their stand on principles and proclaimed a philosophy.

And what are these principles of government here given immortal
expression? “We hold these truths to be self-evident,” wrote Jefferson:

That all men are created equal, that they are endowed by their Creator with
certain unalienable Rights, that among these are Life, Liberty and the pursuit of
Happiness. —That to secure these rights. Governments are instituted among
Men, deriving their just powers from the consent of the governed, - That
whenever any Form of Government becomes destructive of these ends, it is the
Right of the People to alter or to abolish it, and to institute new Government,
laying its foundation on such principles and organizing its powers in such form,
as to them shall seem most likely to effect their Safety and Happiness.

What we have here, of course, is the philosophy of democracy, a
philosophy which had never before been given so eloquent a statement. There
are certain things - so the Americans said - thatno reasonable man can doubt -
self-evident truths. There is the truth that all men are created equal - that all men
are equal in the sight of God and equal before the law.

Another great truth proclaimed in the Declaration is that men are
“endowed” with “unalienable” rights - among them life, liberty, and the pursuit
of happiness. These are not rights granted to men by some benevolent
government and held at the pleasure of that government. They are rights with
which all men are bom and which they cannot lose. This principle, too, worked
as a ferment in the minds of Americans and others, changing their attitude
toward authority; for, as the Declaration pointed out, it was precisely to secure
these rights that governments were organized in the first place. What we have
here is the “compact” theory of government - the theory that man once lived in
a “state of nature,” that in such a state they were continually in danger, and that
in order to protect themselves they came together and set up governments,
granting to those government just enough power to protect their lives, their
liberty, and their property. In short, men made government to do good, not evil;
made it to protect them, not to injure them. And the moment government failed
of the purposes for which it was established, it no longer deserved the support or
allegiance ofmen.

If men could make governments, they could unmake them, for it is their
right to alter or abolish a bad government and to institute a new one. And they
shortly proved that this was not mere theory. Even as Revolution was under
way, during the stress and turbulence of war, they set about to translate this idea
into reality.

The ideas that had for centuries been the property of philosophers were
taken out of the realm of philosophy and made law.



Notes:

Jefferson drew heavily from the ideas of the English philosopher John
Locke to declare these “self-evident” truths: the equality of all men; the natural
rights of men, granted to them by god; the principle of limited government;
government only by the consent of the governed; and the right to rebel against
tyrannical government.

IV. Translate the quotation from the Declaration setting forth its political
theory beginning with “wrote Jefferson” up to “...safety and Happiness.”

V. Suggest the Russian for:
epoch —making;

selfevident truths;

unalienable rights;

pursuit of happiness;

to effect their Safety and Happiness;
worked as a ferment;

lived in a state of nature;
government failed of the purposes;
to translate this idea into reality;
the stress and turbulence of war;
in the first place.

VI. Suggest the Russian for:
o6ecneunTh npaso;

3a710KUTb OCHOBbI;

He 6bITh Y/10BNIETBOPEHHBIM;
HafilennTb npaBamu (BNacTbio);
OTHOLLEHWE K BaCTH;

He NpocTo Teopus;

o6nacTb thunocoduu;
u3naraTb B AeTansx;

BCE /01 CO3/jaHbI PaBHbIMY;
PaBHbI Nepes 3aKOHOM;
NOUCKM CHaCTbA;

co6paTbCst BMECTE;

€03/1aTb NPaBUTENLCTBO.



Who'Wrote the Declaration of Independence?

What other information besides the proclamation of independence is there in
the Declaration?

What are the self-evident truths dealt with in the Declaration?

What does the compact theory of government say about the puiposes the
governments were established for?

What does the compact theory of Government say about the purpose the
governments were established for?

What do Governments derive their powers from?
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VIIl.  Make a summary ofthe text.
The US Constitution and the Bill of Rights
I

I. Read and translate the text. Consult the notes below.

The former colonies, now “the United States of America”, first operated
under an agreement called the Articles of Confederation (1781). It was soon
clear that this loose agreement among the states was not working well. The
central, federal government was too weak, with too few powers of defence,
trade, and taxation. In 1787, therefore, delegates from the states met in
Philadelphia, They wanted to revise the Articles, but they did much more than
that. They wrote a completely new document, the Constitution, which after
much argument, debate, and compromise was finished in the same year and
officially adopted by the thirteen states by 1790.

The Constitution of the USA has now been in force for more than 200
years. It is a fairly brief document. The Constitution consists of the Preamble,
seven articles and twenty six amendments, the first ten of them called
collectively the Bill of Rights.

The Constitution sets out the basic principles on which the government of
the United States was built and on which it is maintained. It lays out the basic
framework and procedures by which and the limits wdthin which that
government must operate.

According to the US Constitution all political power belongs to the people.
The people are sovereignl They are the only source ofany and all governmental
power. Government can govern only with the consent of the governed. This
principle, the principle of popular sovereignty is declared in the opening words
in the preamble.

The principle of limited government holds that government is not all-
powerful that is may do only, certain things - those things that the people have
empowered it to do. The concept of the limited power is also described as the



rule of law - that is, government and its officers in all that they do are always
subject to, never above the law. The Constitution distributes the powers of the
National Government among the Congress (the legislative branch), the President
(the executive branch) and the courts (the judicial branch). Thus, the Congress is
the law-making branch of the National Government. The President is given the
law-executing, law-enforcing and law-administering powers of the National
Government. The Federal Courts, and most importantly Supreme Court,
interpret and apply the laws of the United States in cases brought before them.

The National Government is organized around three separate branches. But
these three branches are not entirely sep: nor cc y ir of
one another. Rather they are tied together by a complex system of checks and
balances. Each branch is subject to a number of constitutional checks (restraints)
by either or both of the others. In other words, each branch has certain powers
with which it can check the operations of the other two.

Courts have the power of judicial review - die power to decide whether
what the government does is in accord with what the Constitution provides.
More exactly, the judicial review may be defined in the following terms: It is the
power of a court to determine the constitutionality of a government action. The
power ofjudicial review is held by all federal courts and by most State courts.

American governmental system is federal in form. The powers held by
government are distributed on territorial basis. Some ofthose powers are held by
the National Government and others belong to the 50 states.

The powers of the federal (national) government include the right to
declare war; the right to tax; the right to borrow and coin money, and to regulate
its value; the right to regulate commerce between the states; the right to maintain
a postal system

Every state has its own constitution. It also has the three-branches-of-
govemment structure. State chief executives are called4governors, and state
legislators are usually known as representatives and senators.

The powers of the state are to control education, regulate corporations and
business within the state, determine most election procedures, and regulate local
governments. The states also make and administer civil (citizens’ private rights)
and criminal laws.

n

The fundamental rights of the American people are stated in the first- ten
Constitutional Amendments. Among these rights are the freedom of religion,
speech, and the press, the right of peaceful assembly, and the right to petition the
government to correct wrongs. Other rights guarded the citizens against
unreasonable searches, arrests, and seizures of property, and established a
system ofjustice guaranteeing orderly legal procedures. This included the right
oftrial by jury, that is, being judged by one’s fellow citizens.



The great pride Americans have in their Constitution, their almost religious
respect for it, comes from the knowledge that these ideals, freedoms, and rights
were not given to them by a small ruling class. Rather, they are seen as the
natural “unalienable” rights of every American, which had been fought for and
won. They cannot be taken away by any government, court, official, or law.

The federal and state governments formed under the Constitution,
therefore, were designed to serve the people and to carry out their majority
wishes (and not the other way around). One thing they did not want their
government to do is to rule them. Americans expect their governments to serve
them and tend to think of politicians and governmental officials as their
servants. This attitude remains very strong among Americans today.

Over the past two centuries,'the Constitution has also had considerable
influence outside the United States. Several other nations have based their own
forms of government on ,it. It is interesting note that Lafayette, a hero of the
American Revolution, drafted the French declaration of rights when he returned
to France. And the United Nations Charter also has clear echoes of what once
was considered a revolutionary document.

Notes:

1 the people are sovereign - Hapoa o6najaeT Bbiclueii (BEpPXOBHOIA)
BNACTHIO

2. popular sovereignty - BepxoBeHCTBO (FN1aBEHCTBO) Hapoja, T.e.

NPUHaANEXHOCTb BEPXOBHOI BNacTu Hapopy

3. the principle of limited government - NpuHUMN OrpaHWyYeHUs BnacTn
(nonHomouuii)

4. law-executing, law-enforcing and law administering powers -
nonHomouns B cepe (06nacT) MCMONHEHMA 3aKOHOB, OXpaHbl
npaBonopsAAKa v NOAAEPKAHUA 3aKOHHOCTH

5. the power and judicial review —npaso cye6Horo KoHTpons

6. administer civil (...) and criminal law - ocyuiecTens0T (0TNPaBNAIOT)

rpaX/aHCKOe 1 yronoBHOe NpaBocyans

Vocabulary Exercises
I Add the prefix mis- to the following words and translate them into
Russian.

a) belief, alliance, fortune, trust, chance, translation, understanding;
b) to direct, to interpret, to lead, to place, to print, to use, to represent.



I Form-verbs with ~the help of the suffix -en. Translate them into
Russian.

weak, wide, deep, hard, black, dark, white.

Il From verbs with the help of the prefix en- and translate them into
Russian.

slave, rich, large, circle, able, courage, sure, joy, chain, danger, title, trust.

IV. Build nouns by adding the suffix -tion to the following verbs.
Translate them.

to separate, to operate, to act, to declare, to form, to distribute.

V.  Suggest the English for:

BCEBNIACTHE HAPO/A (BEPXOBEHCTBO HAPOAa);
YNPaBAATh C COTNACHA TeX, KeM yNpaBnsioT;
MO/IHOCTBIO HE3aBUCUMBbIA;

NPUHATL OULNANBHO;

TouyHee(Gonee TOUHO);

pacnpeAensiTb NONHOMOYNS;

NPUMEHATL 3aKOHBI;

NOAUNHSATLCS 3aKOHY;

HaXOAUTLCA B COOTBETCTBUM C;

u3naratb OCHOBHbIE MPUHLMMbI;

060t 1 BCAKUI;

BCECU/bHBIA;

€/IMHCTBEHHBII NCTOYHMK;

PAA KOHCTUTYLMOHHBIX OTPaHNueHNit;
[Aenatb 3aiiMbl 1 4EKaHWUTb MOHETY.

VT. Explain the meaning ofthe following terms basing on the text.

The preamble, the Bill ofrights, the rule of law, popular sovereignty, law-
executing, | cing, | inistering powers, judicial review,
representatives and senators, to make laws.




VII.  Scan the text in order to finish these sentences. Try to reproduce
them orally.

1. American Government system is federal...

2. Every state has...

3. The states also make and administer...

4. The National Government is organized around...

5. Government can only govern...

6. The principle ofpopular sovereignty is decared in.

7. The constitution ofthe USA has been in force...

VIl Match the de

ons with the words given below

1. single section in a clause ofa formal document

2. change in, or addition to the constitution ofa country

3. a national legislature of the United States consisting of the Senate and
the House o f representatives

4. based or federation

5. having authority to carry out laws, decreet, etc

6. place where law - cases a held

7. introduction or preliminary statement to a formal document

(executive, court, preamble, article, amendment, Congress, federal)

IX. Find out the meanings of the word “term” by translating the
following word combinations.

1 presidential term 3. on friendly terms
term of office on good (bad) terms
term of service on equal terms

2. terms ofan agreement 4. atechnical term
terms ofa treaty a scientific term

terms of payment
X.  Translate part Il ofthe text dealing with the Bill of Rights in writing.

X1. Study the chart and discuss the way the system of checks and
balances works in American Government,



XI1.  Read the text above carefully to answer the following questions:

How many basic principles is the American Constitution built on?
Whatare the principles American system of governmentrests on?

What is the source of governmental power according to the US
Constitution?

What is meant by the rule of law?

In what way are the powers of the National Government distributed?
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6. What ties the three branches of National Government together?
7. How can we define the power ofjudicial review?
8. What does the principle of federalism imply?

X111, Guided by the questions above make a summary of the text.

XIV. Discuss the following points.

1. The structural position ofthe US C

2. The basic principles set out in the Constitution.

3. The essential meaning and importance of the popular sovereignty
principle.

4. The US Constitution as a statement o f limited government.

5. The essential meaning and purpose of the principle of separation of
powers.

6. The way the principle of checks and balances operate and its
contribution to the establishment o f limited government.

7. The principle of federalism as the reinforcement of the concept of
limited power.




Part 1l
Unit1

English in international Documents

I. Read and translate the following text.

Treaties and other International Compacts

In international law and diplomatic practice the term “treaty” is, used in
two senses. In a generic sense, it refers to all agreements between states which
are of a binding character.

Instruments setting out agreements between states bear different titles, such
as Treaty, Agreement, Convention, Protocol, Act, Declaration. Statute,
Regulations, Provisions, Pact, Covenant (Compromis, Accord, Arrangements.
Modus Vivendi, Exchange of Notes and Concordat).

Some of the agreements are highly formal in character whilst others are
not. The titles given to international agreements have little significance from the
legal point of view as all international agreements, by whatever name called, are
equally binding in nature.

In diplomatic literature, the terms “treaty”, “convention”, and “protocol"
are all applied more or less indiscriminately to international agreements.
Sometimes the same instrument is designated in different places in its text by
different terms. There is no obvious explanation for this diversity of
terminology.

International law prescribes neither the form nor the procedure for the
making of international engagements, and consequently their form depends upon
the will and convenience ofthe parties. In practice it is governed also by usage
and varies depending on whether agreement is reached between states, heads of
state, governments (increasingly used), or particular ministers or departments.

It is not every international instrument, however formal it may be, that
would be regarded as a treaty. Unless the instrument creates contractual
obligations between two or more states, the essential requirements ofa treaty are
not fulfilled. The binding nature of treaty obligations is the oldest and doubtless
the most fundamental rule of international law.

The next most solemn type of international engagement is the “convention”,
derived from the Latin word conventio meaning “agreement”. This term is
frequently, though not necessarily, employed in connection with agreements to
which a large number of countries are parties, and especially to agreements of the
law-making type. The treaty document covers the following parts:



1 The preamble containing:

(a) a list of the heads of state in whose names the treaty is concluded;

(b) a list of plenipotentiaries;

(c) usually a statement of the purposes and objectives of the treaty,
sometimes accompanied by a recital ofprinciples and circumstances;

(d) a declaration that the plenipotentiaries have the necessary powers.

2. The text generally containing, in the form of numbered articles, the
respective agreements of die signatories. It also indicates:

(a) the requirements for bringing the treaty into force;

(b) its duration;

(c) the place where the exchange ofratifications will take place.

3. The final clauses, specifying that the plenipotentiaries have

signed the treaty and have affixed their seals thereto, and including
information on:

(a) the number of signed copies;

(b) if in more than one language, the languages used, and that each is
equally authentic;

(c) the place and date of signature.

According to the importance of a treaty, the preamble can be more or less
enlarged. The statements in the final clauses are, on the contrary, usually
identical.

The provisions of a treaty determine the maimer in which and the date on
which the treaty enters into force. Where the treaty does not specify a date, there
is a presumption that the treaty is intended to come into force as soon as all the
negotiating states have consented to be bound by the treaty.

Vocabulary Exercises
I Form adjectives with the help of the suffix -ic. Translate the new words
into Russian.

democrat, economy, history, diplomat, drama, academy, base, patriot,
optimist;
II. From adjectives with the help of suffix -al. Translate them.

cluter, form, post, culture, music, equality, nature, convention, instrument,

provision.
11 Build nouns by adding the suffix -ion (-ation, -tion, -sion, -ssion).
Translate the new words into Russian.

to collect, to include, to restrict, to transmit, to explain, to govern, to create,
to connect, to declare, to form, to ratify.



Iv. Read and translate the following definitions and try to remember them.

covenant- an formal agreement of solemn nature that is legally binding.

concordat - an agreement between a State and the Church for the
settlement of ecclesiastical affairs.

Accord - a formal treaty or agreement.

Provisions - legal or formal statement providing for something.

V. Study the following items. Make up your own concise definitions
ofthe terms dealt with in these items.

AGREEMENTS

The term «agreement», like the term «treaty» itself, is used in a number of
senses. In a generic sense, it covers any meeting of minds.

In a restricted sense, the term “agreement” means an agreement intended
to have an obligatory character but usually of a less formal nature than a treaty.
Like treaties, agreements in this restricted sense may be concluded between
Heads of State, between States or between Governments.

Agreements are frequently concluded by exchange of notes, sometimes
referred to as «letters». In such cases, the representative of one government
sends the representative of another government a note setting forth the
arrangements proposed or to be agreed upon. The reply agrees to and frequently
repeats the terms of the first note.

A temporary or working arrangement made in order to bridge over some
difficulty pending a permanent settlement is usually referred to as modus
vivendi. This type of a temporary arrangement is made in a most informal way
and does not require ratification. Commercial agreements of a temporary nature
have often been entered into in the form of a modus vivendi by the United States
as well as Great Britain.

DECLARATIONS

The term “declaration” usually denotes a treaty that declares existing law
with or without modification, or creates new law. It may, however, be pointed
out that not all declarations are to be regarded as treaties, as they do not create
contractual obligations between two or more states.

Although sometimes declarations (i.e. legally binding agreements) are
important international agreements in themselves, they are more often appended
to a treaty or convention to form a subsidiary compact, or to place on record
some understanding reached or some explanation given. A mere general
statement of policy and principles cannot be regarded as intending to give rise to
a contractual obligation in the strict sense ofthe word.



Ministers for Foreign Affairs, even heads of government or heads of stale,
now frequently meet for a few days, even for a few hours, to discuss policies
and problems of common interest to their countries. These meetings lead to what
is sometimes known under the traditional term of “Declaration” or
"Communique".

PROTOCOLS

The term «protocol» designates different kinds of official documents
recording, in an authoritative and solemn manner, the results of a negotiation.
The form is very flexible.

In the field of international agreements, the term «protocol» is most often
used to designate particular agreements, less formal than a treaty or convention,
which supplement a basic agreement. Protocols are also frequently used to
amend multilateral international agreements or to prolong their existence, “the
Covenant of the League of Nations, for example, was amended in various
articles by a series of protocols.

If, after the conclusion ofthe negotiation and before the treaty is signed, the
high contracting parties desire to add new stipulations, the form of an
“additional protocol” may be used. This is then signed on the same day and in
the same form as the principal text. Additional protocols are, however,
sometimes signed and ratified on later dates.

V1. Suggest the Russian for:

in a generic sense

binding character

applied more or less indiscriminately

upon the will and convenience of the parties
contractual obligations

international agreements by whatever names called

V1. Suggest the Russian for:
yNoTpe6AeTCs B CBSA3N C..

B BIA/Jle NPOHYMEPOBaHHbIX CTaTel
MECTO 1 JjaTa NoANMcaHus
NONOXEHNs A0T0BOpa

BCTYNaTb B CUNY

3aKMI0YNTENbHASA CTaTbsA (JOroBOpa)
NONHOMOYHbIi NPEACTaBUTENb
GbITb CBA3aHHBIM JOrOBOPOM



TOYHO ONPEAENsTH (YCTaHaBNMBATb) ATy
paccmaTpuBaTh Kak 40roBop

[OCTUTHYTb COTNALLIEHNS

MHOr006pasue TepMUHONOTN

C NPaBoBO TOUKY 3peHNs

VIl Study the vise of the word “treaty” in the following combinatior
Suggest their Russian equivalents. Use them in your own sentences.
1 a binding treaty

a collective treaty
anon-aggression treaty

a non-proliferation treaty
apeace treaty

2. atreaty ofalliance
atreaty of cooperation and mutual assistance
atreaty of neutrality

3. to conclude a treaty
to denounce a treaty

to violate a treaty

to withdraw from a treaty
to observe a treaty

IX.  Complete the following sentences using the information from the text.

3. In international law and diplomatic practice the term treaty is used

in...
2. Instruments setting out agreements between states bear diffe;.

titles such as...

3. International law prescribes neither...

4. The form ofa treaty is governedby... and... varies depending on
5. The provisions of a treaty determine...

6. The statements in the final clauses are, on the contraryi,...

7 It is not every instrument, however formal it may be, that would be...
X. Answer the following questions on the text.

1 Why are the titles of international agreements of littlesignificance

from Iegal point of view?
What does the term treaty imply in a generic sense?
3. What does the form ofinternational agreement depend on? Why?



What are the essential requirements ofa treaty?

What type of international engagement do we call a convention?
How many parts does a treaty document normally consist of?
What are they?

How is the date on which the treaty enters into force determined?

® NG~

XI. Guided by the contents, divide the text into as many parts as th
contents require. Give the main ideas ofeach part.

XI1l.  Make a summary ofthe text using the following outline.
1 The diversity of terminology in the designations of international

engagements.
8 The distinguishing features ofthe “treaty” and the “convention”
3. The constituent parts of the treaty document.



Unit 11
English International Documents

DIPLOMATIC COMMUNICATIONS
BETWEEN STATES

1. One major and, in fact, increasingly important aspect of diplomatic work
is the drafting o f diplomatic documents.

There are many different forms of official diplomatic documents. A
considerable proportion consists of documents that are of a purely
intradepartmental nature. Another category of diplomatic documents are those
through which official international intercourse goes on in written form. Such
documents express the position, of a state on a particular question of
international affairs.

A large number of diplomatic documents are never published owing to the
insignificance oftheir subject matter (for instance, notes requesting visas). But a
fairly large proportion of diplomatic documents, particularly those relating to
important international problems, are made public.

2. Until recently di ic practice distinguished the ing five forms
ofwritten official communications:

(1) personal notes, (2) verbal notes (notes verbales), (3) aides-memoire, (4)
memoranda, and (5) semi-official letters.

Apersonal note takes the form of a letter drawn up in the first person on
behalfofits signatory. It begins with a salutation and ends with a complimentary
phrase, that is, a standard expression of polite respect.

A verbal note is considered to be the most commonly used form of
diplomatic communication. It is drawn up in the third person and is not usually
signed. Itbegins and ends with standard formulas of courtesy.

Until fairly recently the choice of the form ofnote, signed or unsigned, was
regarded as a definite indication of the state of relations between the countries
concerned. Nowadays verbal notes have become part and parcel of the
international intercourse, and no one would now regard a verbal note sent to an
embassy as a display ofany ill will.

The aide - memoire is an informal summary of a diplomatic interview or
conversation which serves merely as an aid to memory; usually left at the
foreign office by the ambassador or minister concerned at the foreign office.

A memorandum may be a separate and independent document or it may be
appended to a personal note or a verbal note. In the latter case the memorandum
elaborates and justifies the subject matter dealt with in the note. The
distinguishing feature of a memorandum is a detailed exposition of the factual or
legal aspects of a particular question.




Semi-official, or informal, letters are sent to officials, with whom one is
acquainted, in cases involving personal favours (thanks for an invitation, a
request for assistance) or relating to administrative matters.

By their content diplomatic documents, whatever their form (not
declarations, aides-memoire, etc.), may be classified as follows:

a) documents containing proposals;

b)  documents registering a protest;

c) documents warning ofpossible measures of retaliation;

d) documents establishing a political or international legal position in
respect of an act committed by another state or states or in respect of an

international event;
e) documents announcing measures contemplated or implemented,

which are of international significance;
f)  documents recording an agreement or a degree ofaccord reached.

Naturally, this classification is in some respect conditional, since in
practice any diplomatic document may combine several ofthe above-mentioned
characteristics. Even in that case, however, one of the meanings seems to be

predominant.

It is customary in diplomatic correspondence to observe the rules of tact
and politeness, to avoid harsh expressions wounding to the dignity of the
country to which a diplomatic document is addressed.

Vocabulary Exercises
I. Form adjectives with the help of the suffix -able (-ible). Translate the
new words into Russian.
to consider, to accept, to change, to eat, to export, reason, value, sense,

access.

Il.  Form nouns by adding the suffix -ness from the following adjectives and
translate them into Russian.
polite, cold, weak, kind, dark, harsh, blind, wicked, clever, shy.

I1l.  Form new words with the help of the semi - affixes half-, semi-, ill-.

Translate them.
half - truth, back, brother, hour, moon, measure, word, consicions, dead,

done, round, yearly, desert.
semi - circle, colony, conductor, darkness, automatic, final, formal,

precious.
Il - breeding, feeling, health, humour, luck, usage, wisher, fame,

treatment.



to express, to choose, to sign, to append, to publish, to declare, to classify,
to announce, to correspond.
V.  Suggest the English for:

CTAHOBALMIACA BCe GOMee  BakHbIM; B HEKOTOPbIX OTHOLIEHMSX;
BbILLEYMOMSHYThIN; B OTHOLIEHWA 4Yero-nn6o (YTO KacaeTcs..); Mepbl,
npeanonaraeMble M yXe OCYWECTBAEHHbIE; MO CBOEMY COAEPXaHMIo;
npunarateCs K y-nn6o; B mocneq cnyudae; co, (Tema);
[eTanbHOE M3NOXKEHWUe; OTAMYNTENbHAR YepTa; OT UMEHMW; MO NPUYMHE Yero-
MBO; OTHOCSILMIACA K; (haKTMYEeCKMe WAW NpaBoBble acnekThl; MposiBieHne
HeA06pOXKeNaTenbHOCTH;

VI.  Suggest the Russian for:
partand parcel ofsmth
subject matter dealt with
to elaborate and justify
ambassador or minister concerned
the most commonly used
complimentary phrase
official communications
fairly large
on behalf of its signatory
registering a protest
cases involving personal favours

VII. Choose from those listed below words and word combinations opposite in
meaning to the following.
to combine, major, politeness, to consider, particular, recently, to make
public, different, the latter, separate.
(rudeness, to keep secrete, si
mined together, usual, disconnect).

lar, the former, to ignore, long ago, minor,

Vsll. Choose from those listed below words and word combinations close in
meaning to the following,
courtesey, to draw up, indication, display, particular, owing to.
coirespondence, to contemplate, standard, observe.
(watch, reflect on, sign, show, because of, to draft, communication, typical,
politeness, specific).

IX.  Find out the meanings of the word “hote” by translating the following
word combinations.
1 notesofajourney.



critical notes,

to lecture from notes

to speak without notes.

2. to write notes on the text,
bibliographical notes,
marginal notes.

3. note ofunderstanding,
exchange of notes.

to present a note.

4. worthy ofnote.

to take note of something,
nothing ofnote.

5. the man ofnote,
acriticofnote,

writers of lesser note.

X.  Scan the text in order to complete the sentences. Try to reproduce them
orally.

There are many different forms...

It is drawn up in the third person and isnot...

It begins and ends with...

In the latter case the memorandum elaborates and justifies the subject...

Even in that case one of the meanings seems...

The distinguishing feature ofa memorandum is a detailed exposition ofthe...

DU WN R

X1. Answer the following questions.

1. What categories do diplomatic documents fall into?

2. Why aren't all diplomatic documents made public?

3. What forms of written official communications does diplomatic practice
distinguish?

4. How does a personal note differ from a verbal note?

5. What is the aide-memoire?

6. What is the distinguishing feature ofa memorandum?

7. What applications can a memorandum have?
Into how many groups do diplomatic documents fall if classified by
their content?

9. In what sense is the given classification conditional?

10.What rules is it advisable to observe in diplomatic correspondence?

o



XIl.  According to its contents the text falls into three main parts.

Give the key idea of each part. Entitle each part.

XI111. Make a short summary of the text.



Unit 111

Business Communication

Telephoning
1 Read and translate the flashes of telephone conversations and pick
out words and phrases one can use when making a call.
1
A: Hello!
B: May | speak to Mr Stock, please?
A: Speaking.
B: Good morning, Mr Stock. This is Surkov calling.
A: Good morning. Mr Surikov.

2.

A: Hello.

B: Could | speak to Mr Ivanov?

A: Who's calling, please?

B: This is Brown from the Foreign Office.
A: Thank you. I'm putting you through.

I: lvanov, speaking.

3.

A: Russian Embassy. Good morning.

B: Good morning. Could you put me through to Mr Sokolov?
A: Sorry. The line is engaged. Can you hold on?

B: All right. Thank you.

4.

A: Five-seven-three; one-nine-oh-four.

B: Good evening. Can 1speak to Mr Jones, please?

A: Sorry. Mr Jones is on the other line. Will you wait, please?

B: All right.

A: Sorry to have kept you waiting. I'm putting Mr Jones on the line.
B: Thank you.



5.

A: Hello.

B: Hello, David Black speaking. May I have a word with Mr Ivanov?

A: I'll see ifhe is in. (A minute later.) I m afraid Mr Ivanov is out at the
moment.

B: Could you take a message?

A Yes, of course.

6.

A: Hello. This is Petrov from the Russian Trade Delegation. Could you put
me through to Mr Russell, please?

B: Hold on a moment, please. Sorry. Mr Russell is not in

now and he won't be back until late this afternoon.

A: Would you ask him to call me when he gets back?

B: Certainly.

~

Hello. May | speak to Mr Roberts?

Sorry, sir. Mr Roberts is not available. Is there any message?
No. thank you. I'll call back later.

Right. Good-bye.

Hello. May 1speak with Mr Black for a minute?
Hold the line, please.
Thank you.

Sorry. There isno reply at his number.

Foreign Office. Good afternoon. Can I help you?
Good afternoon. I'd like to speak to Mr Tate.
What extension, please?

I think it's twenty three.

>®>®»e® > @ P> DI2OR

Thank you. (Aftera moment.) You are through.



A: Good morning.

B: Good morning. May | have extension thirty-two, please?
A: Busy. Will you hold on, please?

B: Yes. Thank you.

11,
A: Three-four-five; eight-double seven-nine.

B: Can | speak to Mr Scott?

A: I'm afraid you've got the wrong number.
B: Oh, sorry to have troubled you.

A: That's all right

12.

A: Hello. I'd like to talk to Mr Smith.

B: I'm afraid you have the wrong number. What number were you calling?
A: 1was calling 340-1907.

B: This is 340-1907. But there is no one by the name of Smith heie. This is
a private residence.

A: I'm sorry to have bothered you.

B: That's quite all right.

1l Find in the above dialogues the equivalents for the following sentences.

1 FoBopnT Cypukos. 2. CoeguHsio. 3. FoBOpUT VBaHOB. 4. Bbl He Mor
6bl COEANHUTL MeHS C r-HOM CoKonoBbIM? 5. Homep 3aHAT. 6. [-H [DKOyH3
pasroBapuBaeT no Apyromy TeneqoHy. 7. VI3BMHUTE, YTO 5 3aCTaBUN BaC X/AaTb.

8. I-Ha VBaHoBa ceityac HeT. 9. MoAoXAUTE MUHYTOUKY, noxanyiicTta. 10. S
no3BOHIO elwe pa3 mosxe. 11. Ero Homep He oTevaeT. 12. [06aBOYHBIN,
noxanyicra. 13. flo6aBouHbliii 32, noxanyiicta. 14. 3aHst. 15. Bbl ownbavcs
HomepoM. 16. MpocTuTe 3a 6eCroKOWCTBO. 17. 34ech HET HUKOTO MO (hamMuauu
CmuT. 18. M3BMHNTE 3a BECMOKOIACTBO.



1. Fill in the blanks in the following sentences® Make use of the words given
below.
The phone’s ringing. Why don’t you... the receiver?
Mrs. Scott isn’t available at the moment. Can you... later?
Can you... Mr. Brown’s number in the directory, please?
I’m afraid she’s with a client. Shall 1.".. you... to her secretary?
I’m sorry about that. I'm glad you are still there. We must have
been... fora moment.

6. Mr. Green never seems to be in the office. I've been trying to... to
him all the morning.

7. Could you... fora moment, I'll just find out for you.

8. Is Graham there? It so, could you... him..., please?

9. If an American telphonist asks “Are you through?” she wants to
know ifyour call...

(pick up, put trough, look up, call back, cut off, hold on, get trough, put
on, to be over)

o wn e

IV.  Messages. Match the sentences on the left, with the responses on the right.

1 Would you like to leave a a. Yes, but I didn’t.have
message? time to call you back.

2. Can | leave a message? b. No nobody called all

3. Are there any messages morning.
for me? c. Yes. I'll pass on the

4. Canyou tell her I called? message as soon as | see him.

5. Could you ask him to call d. Yes, ofcourse. I'll just get
me back? the pen... Go ahead.

6. 1'd call back later? e. Yes, please. Could you

7. Did you getmy message? tell him I’'m coming tomorrow?

f. Yes, 'll tell her when I

see her this afternoon.
g. OK. Goodbye.

V. Lisawants to make an appointment to see Martin. Complete Martin’s
halfofthe dialogue with the sentences given below.
Lisa: Hello, is that Martin?

Martin: 1)
Lisa: Hello, Martin. This is Lisa.
Martin: )

d like to make an appointment to see you next week.

@)

Lisa:
Martin




Lisa: How about Wednesday?

)
Lisa: No, I’'m afraid I’m busy that day.
Martin:...........
Lisa: Yes, that’s fine.

(W)
Lisa: OK. See you next Friday at half past two then.

Martin:....

Martin’s words:
a.  What about Friday?

After lunch it is more convenient.
Ofcourse. What day suits you?
Yes, speaking.
Yes, that’s fine.
No. I'm afraid I’ll be attending a sales conferences.
Thursday convenient?

. Hi, Lisa. What can | do for you?

h.  Great. I look forward it.

~ooo0o
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\% Answer the following questions.

Have you got a telephone at home?

Can | have your telephone number?

How many telephone calls do you make a day?
Do you usually make quick calls or long ones?
Have you ever received very unpleasant calls?

Could you live without a phone? Why?

LRGN

VII.  Discuss over the phone with a friend of yours:
1. the holiday you had in summer.

the conference you have attended.

3 Ithe film you have seen.

[

VIII. Put the following sentences from a phone call into the ngh
order. The speakers are:
S - Switchboard operator.
SJ - Sally Jones.



AP - Ann Pickington.

AP: Fine thanks, and you?

S: Who's calling, please?

AP: Well, thanks very much.

AP: Could 1speak to Sally Jones, please?

AP: Hello, Sally. This is Ann Pickington here.

SJ: Not at all.

SJ: Oh, hello Ann. How are you?

S: Good Morning.

AP: Sally. I'm ringing to ask if you can recommended a good

secretary.

AP: My name is Ann Pickington.
AP: Bye.

SJ: Yes, fine, too.

S: One moment, please.

SJ: Bye.

SJ: Sally Jones.

SJ: Certainly.



Part IV
Unit1

English
Business Documents

I Read and translate the following text.
CONTRACTS AND THEIR PERFOMANCE

A contract is a business agreement on work to be done, rates to be paid,
goods to be sold or bought. It is also a document embodying such an agreement.

Contracts are concluded either between companies in one and the same
country, or internationally, i.e. between organizations of different countries. In
this book, naturally, the latter' type of contracts is considered. Every
international contract has several standard parts which are obligatory. Most
frequently these necessary parts of the contract include the following:

— legal addresses ofthe contracting parties,

— the subject matter of the contract, i.e., what this business agreement is
about; usually this also includes the total amount of money involved and the
denomination of goods bought or sold under the provision of this contract (or
the type of service agreed upon),

— a more detailed description of goods: their price, quality and quantity,
packing and marking, etc.,

— the terms of delivery (the most usual ones being F.O.B.,
F.OR.CIF.C&F.F.I10S. FO.

— the length of duration of the contract, i.e. over what span of time
the obligations arising out if it are valid,

— the terms and procedure of payment, banking details,

— arbitration,

— claims and their settlement,

— guarantee period (ifany),

— other conditions.

All contracts consist of clauses, which are numbered, and sometimes of
subclauses, and even of sub-subclauses as well. In the negotiations or
correspondence one can refer to the specific clause and subclause, e.g.
“according to the clause 7.5. of the contract number ... “, or “as specified by
clause 5.4.3. of the present contract... ".

It quite often occurs that the performance of the contracts is not altogether
smooth, and that, one of the parties to the contract believes that the other party
is not fulfilling its terms. In this case a letter of complaint will probably be sent,
containing a claim for damages, etc. This claim can either be settled amicably,




or else the dispute may be taken to the court of law, or, which is more common,
decided by arbitration.

A special clause in contracts is usually devoted to the matters ofarbitration.
It is often stipulated that in case of arbitration each part)' should appoint its
arbitrator, and, if the two arbitrators cannot agree, they have to appoint an
umpire, whose decision (award) is final and binding upon both parties. Some
contracts stipulate that all disputes and .differences should be settled by
arbitr: in a third country, while some other contracts provide for an
arbitration in the country of the respondent party.

Disputes between Russian and foreign companies are usually settled by the
Foreign Trade Arbitration Commission at the Russian Chamber of Commerce
and Industry. This Commission consists of fifteen members appointed by the
Presidium of the Russian Chamber o f Commerce and Industry.

Notes:

The terms of delivery most commonly employed in international trde are
the following.

F. O. B., FOB (Free on Board). In many respects this type of delivery is
opposite to C. I. F. and C. A. F. In the case ofa F. O. B. delivery the Shipper is
usually responsible only for the delivery of the goods on board the vessel. When
the goods are loaded, the Shipper’s responsibility is over. So, to look at it the
Charterer’s way, the loading for him is free. Under this type of delivery terms
freight is usually not prepaid, but collect.

F. 0. R. (Free on Rail). The Sellers pay all charges up to and including the
placing of the goods on a railway train.

C. I. F,, CIF (Cost, Insurance, Freight). When this type of delivery is
employed, the Buyer pays not only for the goods themselves, but for their
transportation (freight), and also insures the goods. Freight is usually prepaid.

C. & F, C. A. F., CAF (Cost and Freight). This is analogous to the
previous, with the exeption of insurance.

F.1. 0. S., FIOS (Free in and out Stowed). Stowing the vessel in the port of
loading, and unstowing it in the port of discharge is not included in freight (is
free).

F. O., FO (Free out). Everything until the ship is out of the port is the
responsibility of one party (usually the Shipper), while afterwards it is the
responsibility of another party (usually, the Charterer).




1. Translate the passage beginning with “legal addresses” up to ...present
contract” in writing.

Vocabulary Exercises
I. Form nouns by adding the suffix -ance, -ence from the following
adjectives. Translate them into Russian.
ance
important, resistant, constance
-ence
different, insistent, efficient.

I1. Use the suffix -er(or) to form nouns corresponding to the following verbs.
Translate the nouns into Russian.

-er

to buy, to produce, to sell, to teach, to work, to write.

-or

to direct, to inspect, to invent, to translate, to visit.

I1. Use the suffix -ee to form nouns denoting a person who receives or is
affected by an action,
to address, to consign, to lease, to pay, to trust.

IV. Give verbs corresponding to the following nouns. Translate them.

performance, difference, agreement, provision, organization, denomination,
description.

V. Match the following words with those opposite in meaning given below.

agreement, the same, obligatory, to appoint, total, to dispute, final, to include, to

involve.
(initial, to exclude, to omit, different, optional, conflict, to dismiss, to agree,

partial).
V1. Match the following words with those close in meaning given below.

clause, damage, to stipulate, to fulfil, necessary, claim, conditions, to dispute,
probably, contract, amount, total, obligation, obligatory.

(demand, terms, most likely, agreement, settlement, quantity, to specify, whole,
needed, to execute, harm, article, to debate, liability, binding).



VII. Suggest the English for:

TpeTelickuii  cyfbs, Tpe6OBaHMA O BO3MELEHWU YObITKOB, OTBETUUK,
nUCbMeHHas Xano6a (PeKknamauuoHHOe MUCbMO), OTPE3OK BPEMeHM, Mo
YCNOBUAM KOHTPaKTa, IOPUANYECKNE aapeca CTOPOH, CTaTbsi (MYHKT), CPOK
AENCTBAR,  MOAMYHKT,  MpeAMET  KOHTPaKTa,  3aKMiOuNTb  KOHTPaKT,
HanMeHOBaHVe TOBApOB.

VI1I1. Complete the following sentences using the information from the text. Try
to reproduce them orally.

Every international contract has several standard parts...

All contracts consist of clauses which are numbered, and sometimes of

subclauses...

In this case a letter of complaint will probably be sent, containing...

A special clause in contracts is usually devoted to the...

This commission consists of fifteen members appointed by...

s
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IX. Study the use of the word party in the following word combinations.
Suggest their Russian equivalents. Use them in sentences ofyour own.

1 aruling party

opposition party

tojoin a party

to belong to a party

2. rescue party
surveying party
storming party

3. he had a party of friends at his home
the party did not break up until two in the morning

4. dinnerparty
farewell party'

to give a party

to make up a party

5. Sixty countries are now parties to the treaty
to be a party' to the crime
I'shall never be a party to any such thing

6. theinjured party
contracting parties
interested parties



i

Kakablii MeXAYHapOAHbIA KOHTPAKT COAEPXKUT HECKONbKO 06A3aTeNbHbIX
pasaenos.

HOpuanyeckne agpeca 3akNiUaloOWNX KOHTPAKT CTOPOH COCTABASIOT OAMH
3 HUX.

KOHTPaKTbI COCTOST U3 CTaTeiA.

CTaTbit KOHTPaKTa 06bIYHO HYMEPYIOTCS.

VIHOTja OfjHa M3 CTOPOH MOXET CYMTaTh, YTO APYras CTOPOHA HE BbIMONHAET
YCNOBUIA KOHTPAKTA.

B TaKux cny4asix MLLYT PeKNaMaLuoHHOE M1CbMO.

T1CbMO, KaK MPaBuo, COAEPXMT TPEGOBAHME O BO3MELLIEHIM YObITKOB.
TaKkue Cnopbl PaspelaloTcs TPETEHCKUM Cy/JOM B TPETbeii CTpaHe.

[
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XI.  Choose the right word.

(the) latter, last, latest.

Bess and Tom specialized in the same department. The former is a teacher
now,...is a research worker.

. Let’s listen to the... news over the radio.

. When did you go to the cinema... time? - 1don’t remember.

. Nick was the first to answer at the examination and | was the...

. Have you got today’s newspapers? | want the... issue ofthe Moscow Times.

[

[LENERENY

XI1l.  Speak about
1) the form and content of a contract.
2) the way differences between the contracting parties are settled.

XIIl.  Read and translate the dialogue.Study the unfamiliar words and phrases.

V. Klimov, Commercial Director of TST Systems, is due to leave for Moscow
soon, but early in the morning he is called to Mr. Cartwright’s office for some

talks.

To withdraw or to change?

Cart. - Good morning, Mr Klimov. We have received a fax-message from
Moscow. | think it is urgent to reply.

K. - May I see the document, please... It says that TST Systems wants to make



some amendments to the list of equipment to be delivered. They have made
more precise calculations and found out that they have to change some items in
Appendix 1 They want us to exclude part ofthe items, namely 2.6. 2.8, 3.9 and
5.7, and to add some items from Catalogue D26/17 instead.

Cart. - Oh, such a nuisance! ... But that involves a chain of complications.
First, the Total Contract Value will be changed; second, we'll have to write and
approve the new list of equipment.

K. - Please, do forgive us. My director also feels terribly sorry' about it.
However, both you and | often come across different changes in business: to
decline or to withdraw an order, to break a contract, and it's better to correct our
mistakes now, while I'm here, than later on.

Cart. - Well, right. If you insist we can do that for you. I'll contact the
person responsible immediately... Hello, Mr Watson? Our Russian partners
would like to change some items on the list of equipment we have to deliver to
them, so we need to make appropriate amendments to the Contract. Can you
come to my office in about an hour and bring Catalogue D26/17 with you.

K. - You see, Mr Klimov, we always comply with the wishes of our
clients. Miss Elliot, please inform the customers about our consent on changes in
Appendix 1by fax.

Cart. - Concerning our further cooperation. | think you must influence
your management not to make any other amendments to the Contract. You see.
it's a difficult task for us to deal with our eastern partners. However we always
do our best to achieve consensus.

K. - Thank you, John. I'll try my best to prevent such things in the
future.

Cart. - Settled. By the way. may | invite you to a restaurant for a farewell
party tonight?

K. - It's very kind of you. What time?

Cart. - Let’s make it 7. OK? I'll call for you at the hotel at 6.45. My staff
and lare anxious to meet informally with the guest from Russia.

K. - 1 also highly appreciate the opportunity to meet with you all. Despite
initial difficulties 1expect our cooperation will be successful.
Cart. - No doubt. Victor



XIV. Scan the text of the dialogue to answer the following questions.

Why did Mr Cartwright need to see V. Klimov?

What did the document Mr Cartwright received say?

What changes, did TST Systems want to be made in the document?

What complications did the changes involve?

What was Mr Cartwright’s reaction to TST Systems request?

. What suggestion did Mr Cartwright make concerning their
cooperation?

SO AWM

XV. Make a summary ofthe dialogue.



Unit 1l

English
Business Documents

1. Read and translate the following text.

TRANPORT DOCUMENTS
BILLS OF LADING

The main transport documents are: the Railway Bill1(for the transportation
by the railroad), the Airfreight Bill (for air transportation), the Autoway Bill (for
auto transport) and the Bill of Lading (B/L) (for sea transportation).

All these documents have much in common so there is no point in
discussing all of them. It would be more useful to discuss in detail the main sea
nansportation document, i.e. the Bill of Lading, since the most voluminous
international trade is still carried out by sea — be it in terms of the sheer bulk of
the goods, or their cost.

The transport of goods between two countries is organizeid by forwarding
agents (shipping agents) who send the goods to destination either after
warehousing or directly.

The forwarding agent undertakes the collection of smaller consignment into
collective consignment (consolidated cargo), he sees to reforwarding or
redirection of goods, their transhipment, insurance and customs-clearance. He
gives on request information as to the freight rates, port dues (dock dues),
insurance rates, etc.

For the announcement of goods to be shipped a shipping note must be sent
by the forwarder (on behalf of the shipper) to a dock company or to the captain
of the ship. The shipping note contains the request to transport the goods to a
certain port of destination. Then, the goods are loaded on board the vessel, after
which the forwarder is given the mate's receipt certifying that the goods have
been taken on board the ship. It may be a “clean receipt” if the packing is in
good order or a “foul receipt” if the packing of the goods leaves anything to be
desired.

Then the Bill of Lading is made out. It is the contract by which the
shipowner agrees to convey the shipper's cargo to the place of destination and to
hand it over to the addressee in the port of discharge.

The Bill of Lading is made out in several stamped originals (usually three)
and a number of unstamped copies (up to twenty five). In the port of destination
only the holder of the Bill of Lading (which is sent either by air-mail or by
ship's mail) is entitled to receive the goods.

In any Bill of Lading the following details should be stated: B/L Number,




Reference Number (Shippers' Reference), the names of the shipper and the
consignee, the name, flag and shipowners ofthe vessel, the port of loading and
discharge, the description of goods, the marks and numbers, the place and date
of issue, freight particulars and he terms, of delivery.

11, Study the vocabulary notes.

1Railway Bill )KENEe3HO/I0POXKHaA HaknagHas
2.Airfreight Bill aBMaUMOHHas HaknagHas
3.Autoway Bill aBTOMOGM/IbHAS HaKnaaHast
4.to have much in common WMeTb MHOTO o6Liero
5.there is no point in discussing HeT cMbicna 06cyxaaTh
6.voluminous adj 06beMHbII
7.be it in terms of the sheer bulk of 6yab TO B CMbICNE MNpOCTOro
the goods or their cost obbema rpys3onepeBo3ok WM Ux
CcTONMOCTH
8.forwarding agents = shipping - 3KcmeavpytoLlas opraHusaumus
agents
9.to warehouse v - CKNafnpoBaTh
10. consolidated cargo cBOpHbIN rpy3
11. reforwarding = redrection of nepeajpecoBka, NepeoTnpaska
goods rpysos
12. trans-shipment n - nepeBalKka, TpPaH3uT rpysa
13. customs-clearance n nponyckaHue (rpysa) uepes
TaMOXHIO
14. freight rates, port dues (dock - CTaBKW (ppaxTa, NOPTOBblE
dues), insurance rates (nokoBble)  c6opbl,  CTpaxoBble
CTaBKMN
15. shipping note nopyuexue Ha OTIpy3Ky,
OTrPy304HOE NOpyYeHne
16. on behalfofthe shipper - OT UMeHU oTnpaBuTens
17. dock company nopToBas KOMnaHus
18. vessel n CyaHo
19. mate’s receipt WITypMaHCKas pacnucka

(pacnncka aMUHUCTPaLnK cyaHa
B MONyYEHNM TPy3a)

20. clean receipt uncras (6e3 0roBOpOK)
WITYpPMaHCKas pacnncka

21. foul receipt WTypMaHcKass  pacnucka  C
0roBopKamy

22. addressee = consignee n nony4arens N

23, stamped original OTWITAMMNOBAHHBI  OpUrUHan

KOHOCaMeHTa



24. to be entitled to 6bITb YNONHOMOYEHHbIM, UMETH
npaso

25. Reference Number = Shippers’ HOMep NopyYeHus Ha MnorpysKy

Reference

26. place and date of issue MECTO ¥ Bpems  BblAauun
(M3paHNs)KOHOCaAMeHTa

27. freight particulars - [peTanu, Kacarowmecs (hpaxta

28. terms of delivery YCNoBWA [OCTaBKN

Vocabulary Exercises

I. Add the prefix sub- to the following words and translate them into
Russian.

committee, division, marine, clause, conscious, group, item, section,
system, way.

I1. Add the prefix super - to the following words and translate them.
natural, national, human, rational, sensitive, state, star, profit, power,
man.

111. Form nouns with the help of the suffix -ty (-ity, -ability, -ibility).
Translate them.
active, certain, productive, safe, special, simple, formal, visible, local,
popular, major, human.

V. Give nouns corresponding to the following verbs.
to receive, to transport, to clear, to insure, to announce, to load, to
own, to address, to refer, to deliver, to collect.

V. Suggest the English for:

PS4 HEOTLITAMNOBAHHBIX KOMWIA, MOPT HasHaueHWs, aBUanouToi,
nepeAath ajpecaTy, TPaHCMOPTUPOBATb (NepeBo3nTb) TpPy3, MPUHATH
ToBapbl Ha GOPT, MOPT Pasrpy3Ku; CBEAEHWS, KacaloLMecs MOPTOBbIX
c60poB; 06CYAUTHL B AeTansx, NOPT NOrpy3ku, nepejathb aapecaty, UMeHa
rpy300TNpaBUTeNs W rpy3ononyyaTens, OCTaBASTb JKenatb Ayulero,
COCTaBUTb JOKYMEHT, TOProBAs BeJETCS MO MOPIO, C TOUKM 3peHus (8
cmMbicne), 6b110 Gbl NoNe3Hee.



VI Match the following words with those opposite in meaning given

below.
consignee, to load, direclly, the port of dischage, clean receipt, copy,
stamped originals, addressee, certain, order, useful, smaller, receive,

packing, to agree.
(port of loading, indirectly, unstamped originals shipper, foul receipt,

useless, bigger, to give, unpacking, to discharge, disorder, disagree, an
original, sender, uncertain)

VII.  Match the following words with those close in meaning given
below.

clearance, useful, main, detail, goods, bulk, consignment, load, to convey,
to transport, terms, destination, to send, to desire, to receive, date.

(conditions, to get, to wish, a point in time, to forward, to ship, cargo,
freight, volume, commodities, chief, particular, helpful, permission, to transport,
terminus).

VIII.  Translate into English.

1. 3TN JOKYMEHTbI UMEIOT MHOTO 06LLEro.
2. Camblit 60nbLIOI 06bEM NepeBo30K NPOU3BOAUTCA MOPCKUM

nyTem.
3. 9KcneavpylolmMe OpraHu3ayuM 0TnpaBnsioT rpys K Mecty
HasHaueHns.

4. 9Kcnegvpylollas OpraHv3auus JaeT CBEAEHWR O CTaBkax
(hpaxTa, NOPTOBLIX CHOPAX U CTPAXOBbIX CTaBKaX.

5. OTrpy3ouHoe  MopyuyeHue  COAEPXMT — Mpockly O
TPaHCNOPTUPOBKE TOBAPOB B MOPT HA3HAUEHNS.

6. LUTypmaHcKas pacnucka YAocToBepseT ToT (akT, u4To
TOBapPb! GbIM MOTPYXKEHbI Ha GOPT.

7. 3aTem COCTaBNSETCA TPAHCMOPTHAA HaKNajHas (KOHCAMeHT).

8. Tonbko Bnajenel KOHCaMeHTa WMeeT MPaso MOMYuYUTb

TOBapbl B MOPTY HasHaueHNs.

IX. Match the verbs in A with the nouns in B. Use these word
combinations in sentences of your own.

to see to

to deliver (to)

the place and date of issue
the names of the shipper and the
consignee

to make out the port of destination
the port of discharge
to carry goods
cargo

to certify



to state by sea
in several originals
anumber of unstamped copies
transshipment of goods
the reforwarding of goods
the packing of goods in good order
transport documents
the Bill of Lading
the receipt
the agreement to convey the cargo
signature

X. Find out the meanings of the word “bill” by translating the
following word combinations.
1. apayable bill
to meet a bill
to make out a bill
2. tointroduce abill
to pass abill
3. the head/top of the bill
to change the bill
4. five dollar bill
5. the Bill of Lading
the Railway Bill

X1, Read carefully and translate the following dialogue.
Telephone Conversation

Cart.- John Cartwright.

K. - Hello, John. This is Victor Klimov, from Moscow.

Cart. - Hello, Victor. Any problems?

K. - Yes, Did you receive our fax yesterday?

Cart. - Yes. we did.

K. I'd like to know your reaction to it.

Cart. We've carefully studied your complaints, Victor. You're perfectly
correct as to the short-delivery. Items 2.5 and 2,6 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.

K. - When will you send us these parts?



Cart. - This week. By air. We'll also send you some documents to facilitate
customs clearance at your end.

K. - Fine. But what about the packaging? The cover of one of the
containers was badly damaged. The equipment in this container was damaged a
little too.

Cart. It wasn't our fault, Victor. The equipment was packed in the
required way. You should take this up with the captain of the ship.

K. - We've already done it, John. He believes that your packing is to blame.

Cart. - 1 must disagree totally with him- Perhaps you should have been
firmer in dealing with him.

K. - Let's come back to this matter in a couple of days, John, Il try to
discuss it with the shipowners. But there is one more problem:

the three-week delay in delivery of the equipment. We suffered some losses
through this delay. 1'd like to remind you that according to the sanctions clause
ofour contract we have the right to claim compensation.

Cart. - I'm afraid you haven't that right, Victor. This delay was caused by a
strike in the Brighton port. We consider this strike to be a force majeure
circumstance that had a direct effect on the execution of our labilities. We did
our best to meet the deadline.

K. - I don't agree, John. English ports are often hit by strikes. You were
able to foresee this complication. Moreover, to meet the deadline you could have
delivered the equipment to other port.

Cart - We couldnt have done it owing to circumstances outside

our control.

K. If we don't reach mutual understanding, our company will have to go
through arbitration procedures.

Cart. - There's no need to get aggressive, Victor. There will be a meeting
ofour top executives at ZLo‘clock where your claim will be on the agenda. I'll try
to settle it and ring you back after the meeting.

K. - All right. I'm waiting for your call. John.

Cart. - Bye, Victor.

XII. Scan the text of the dialogue to be able to answer the following
questions.

1. What problems does Victor Klimov come out with in his telephone call?

2. How was the problem ofshort delivery solved?

3. Did Mr Cartwright admit the fact that his firm was to blame for faulty
packaging?

4. How did Mr Cartwright explain the fact of the there day delay in the
delivery ofthe equipment?

5. How did V. Klimov disprove Mr Cartwight’s arguments?

6. What measures does V. Klimov’s firm intend to take?



7 How does Mr Cartwright hope to finally settle the problem of the del
in delivery?

XIIl.  Make an outline of the dialogue.

XIV. Make abriefsummary ofthe text ofthe dialogue.



BUSINESS DOCUMENTS

I Study the following documents. Have them photocopied al
supply the required information.

1. POWEROF ATTORNEY
JOBEPEHHOCTb

1) 1/We, the undersigned,

do hereby appoint _

as my/our lawful attorneys with full power of substitution and revocation to
in my/our favour and further empower said attorneys to take
all steps, as said attorneys may find it necessary under

_day of _

2) |/Weentrust_
or any one they may appoint in their stead to act on my/our behalf in
everything concerning
1/We acknowledge and ratify any act done by the said Appointee in respect

of

3) Messrs.
in person of _
by this power ofattorney authorized_
to represent us in any proceedings before _
courts and institutions incidental to arbitration proceedings between our
firm and
This power ofattorney is valid up to




2. REGISTRATION FORM
PEFVICTPA! VIOHHbI BIAHK

TMpumMepHan (hopma PerncTpaLuoHHoro 6aHKa yuacTHIUKA KOH(epeHLun
1998 Microwave Conference.
8-12 September

REGISTRATION FORM
Tobe completed and returned to
(address, telephone, telex)
Please print

ACTIVE PARTICIPANT
Surname
First Name
Description or title
Name of organization
Address,
City/State
Country.
Business telephone
Telex

ACCOMPANYING PERSON
Title (Ms., Mrs., Miss)
Name
Address
Sity/State
Country.




3. HOTEL RESERVATION FORM
BNAHK BPOHVUPOBAHUA TOCTUHNLbI

HOTEL RESERVATION FORM

Hotel “name™ has following accommodation possibilities:

Double room category A (S
category B (3.

Single room category A (S. 3
category B ($............

Prices are for accommodation with breakfast (service and tax
included).

As the number of single rooms is very limited, sharing a room by
two persons may be necessary.

Deadline for reservation,
I order a room from to
Number ofnights,
Double room category A
Double room category B j
Single room category A |
Single room category B j
Age (when sharing a room with someoneabout myage ;
is preferred)
Name
I will arrive by private car (yes, no) j

If booking cannot be made at the requested price,pleasereserve inj
i the next available (higher, lower) category.

Date,




VISA APPLICATION FORM FOR
FOREIGNERS

This form must be completed in duplicate and two recent photographs attached.
Full answer to all questions should be typed or clearly written in black ink.
Itis recommended that applications be lodged at least two weeks before the
proposed date of departure.
Country for which visa is required

1. Name of any sponsoring Ministry or Organization (or “Private”)
2. Surname (in capital letters)
First name(s)

Patronymic, ifany
Full maiden name (in the case of women who are or have been married)

State any other names you use or have used

Day, month, year and place ofbirth
Present citizenship (give also former citizenship if different)

State sex, and whether married, widowed, single or divorced

What is your profession or rank?
Where are you employed (give exact address)?

What type ofwork do you do?.
3. How long do you wish to stay in the “country”?

4. What is the purpose of your visit?

Do you intend to seek (answer both questions)
(a) employment

(b) permanent residence?

5. If a business or professional visit, give names and address to be vis
If a large firm, give names of individuals, departments or sponsoring
organization who are aware ofyour visit
Ifa private visit give
(@) name
(b) address




(c) occupation,
(d) relationship of host(s),
How long have they been residents?
If staying in a hotel give the name and address

6. Date of departure, route and date of arrival in “the country”

7. How much money is available for your visit (evidence of this may be
required)
8. Have you ever visited “the country”? If so, give dates of visits and say in
what capacity

9. If married, give the full name, date and place ofbirth of:
Husband/Wife (as appropriate)

Any children
Which ofthem, if any, are accompanying you?.
10. Give the full names, date and place of birth of:
Your father.

Your mother

What is their address?

11 Ifyou are not bom in RF, when did you arrive and where did you |
before?

12.  State your present address

Telephone number
Give you permanent address if different from above

13.  Passport number,
Place and date ofissue
Date ofexpiry.
Exit visanumber____
Date of issue

Period ofvalidity_____




Re-entry visa number
Date ofissue.
Date ofexpiry.
| declare the above to be a full and true statement
Date,

Personal signature.




APPENDIX C CUSTOMS DECLARATION
WELCOME to the UNITED STATES

DEPARTMENT OF THE TREASIFRY
UNITED STATES CUSTOMS SERVICE

CUSTOMS DECLARATION

Each arriving traveler or head of family must provide the following
information (only ONE written declaration per family is required):

Last
2. Date ofbirth:
4. Number of family members traveling with you _
5. U. S. Address:
City: State
6.1 amauU. S. Citizen

1fNo, YES NO
Country: _

7 .1reside permanently in the U. S. - o
IfNo, YES NO
Expected Length of Stay. O 0o

8. The purpose of my trip is or was .
U BUSINE:SS [J PLEASURE
9.1am/we are bringing fruits, plants, meats, food YES NO
soil, birds, snails, other live animals, farm
products, or I/we have been on a farm or ranch a
outside the U. S.
10.1am/we are earring currency or monetary YES NO
instruments over $10,000 U. S. Or
foreign equivalent. o ]
11.  The total value ofall goods I/we purchased or
acquired abroad and am/are bringing to the U. S.
Is (see instruction under Merchandise on reverse
side): $

[m]



NAME (LAST) (FIRST) (MIDDLE) SOCIAL SECURITY NO.

PRESENT ADDRESS SITY STATE  ZIP CODE AREA CODE TELEPHONE NO
PERMANENT ADDRESS (IF DIFFERENT FROM ABOVE» AREA CODE TELEPHONE NO
POSITION APPLIED FOR DATE AVAILABLE

SALARY OR WAGE DESIRED WILL YOU RELOCATE? REFERRED BY
AREYOU AUS. Citizen? YES  NO IFNOT A U.S. CITIZEN. LIST VISA NUMBER

AND EXPIRATION DATE

I

EDUCATION INSTITUTICNNAVE MAICRAELD
ANDADDRESS GRADUATE! STANDING
GRADUATE
BVPLOYMVENTRECORD PLEASE LISTPASTTHRL
RECENT INCLLDEII.S FWEDRRkandvolSnTAR"SFR\/IGS
MAYWECONTACT YOLR - RESENT BVPLOYER' YES
IwmoNHEL D1 RECENT
DATESEMPLOYED PCBITIONTTL
(COMPLETE ADDRESS PHON
POSITIONTITLE
COVPLETEADDRESSPHONE
REASON FORLEAVING
PCSITIONTITLE
(COVPLETE ADCRESSPHONE

REASONFOR1



COAEPXAHWE



