ТЕКСТ 6 (A). Business Correspondence
Structure of a Business Letter
A business letter may consist of: letter head, sender’s address, reference, date, special mailing indication, ‘confidential’ line, inside address, attention line, salutation, subject, body of the letter, complimentary close, signature, initials of the person in charge, enclosures, copies, post script.
Nowadays it is very popular to use e-mail letters in business relations. This type of correspondence has its own rules, and every businessman should be familiar with them. There are the tips for writing effective emails:
1. Use a short and clear subject line. 2. Use short and simple sentences. 3. Include just one main subject per email – the other person can reply and delete it. 4. Don’t use jokes, personal comments, etc, in business emails. 5. Consider using numbered points instead of continuous text. 6. End with an action point. 7. Don’t ignore capital letters, spelling and basic grammar – when writing to people outside the company – a careless email creates a bad impression. 8. Tailor your email to the reader: level of formality, buzzwords, etc.
Letters of Enquiry
An enquiry (inquiry) is a request for information. Information you may ask for in this type of letters includes: terms of delivery, delivery times, terms of payment, discounts, types of packing, etc. A first enquiry should include: (a) A brief mention of how you obtained your potential supplier’s name. (b) Some indication of the demand in your area for the goods which the supplier deals with. (c) Details of what you would like your prospective supplier to send you. (d) A closing sentence to round off the enquiry.
There are some suggestions for sentences which you might include in a routine enquiry.
Opening lines 1. Your name has been given us by the British Chamber of Commerce in Hamburg … 2. We saw your products demonstrated at InnoTrans in Berlin earlier this year, and would like to know whether … 3. Mr. Brown, who we understand has been doing business with you for some years, informs us that you may be able to supply us with … 4. We have seen your advertisement in last month’s International Railway Journal, and would be grateful if you would let us have details of …
Indicating the state of the market 1. There is a brisk demand here for high-quality cable solutions for rolling stock you manufacture. 2. Demand for this type of machine is not high, but sales this year will probably exceed &50,000. 3. There is no market here for articles of this type in the higher price range, but less expensive models sell very well throughout the year. 4. You can count on a brisk turnover if prices are competitive and deliveries prompt.
Asking for information 1. Will you please send us your catalogue and price list for … 2. We are also interested in your terms of payment and in discounts offered for regular purchases and large orders. 3. We would appreciate a sample of each of the items listed above. 4. Will you please quote prices c.i.f. Amsterdam for the following items in the quantities stated: …
Closing sentences 1. We hope to hear from you shortly. 2. As our own customers are pressing us for a quotation, we hope you will be able to make us an offer within a fortnight from today’s date. 3. We would appreciate a prompt answer. 4. We are looking forward to hearing from you.
Letters of Offer
An offer is a reply to an enquiry and is normally fairly brief. This reply will generally: (a) Thank the writer of the letter of enquiry for the letter in question. (b) Supply all the information requested (type of goods, quantity of goods, prices, discounts, delivery times, terms of delivery, terms of payment, type of packing, etc.), and refer to enclosures, samples, catalogues and other items, including those being sent by separate post. (c) Provide additional information, not specifically requested by the customer, so long as it is relevant. (d) Conclude with one or two lines encouraging the customer to place orders and assuring him of good service. \
There are some suggestions for sentences which you might include in a routine enquiry.
Opening lines 1. Many thanks for your enquiry of … 2. We thank you for your letter of …, in which you enquire about … 3. In reply to your enquiry of … we are enclosing … 4. We thank you for your letter of …, and have sent you today, by separate post …
Prices and terms 1. Our prices are quoted f.o.b. Liverpool. 2. Freight and packing cases are included in the price. 3. Prices are subject to variation without notice, in accordance with market fluctuations. 4. Our terms are cash on delivery. 5. Our terms are 33% discount to approved accounts, with 3% for settlement within 15 days of date of invoice.
Supply and demand 1. In view of the heavy demand for this line, we advise you to order at once. 2. Owing to the increased demand for this type of car, our stocks have run very low. 3. As we have a good supply of these machines we can effect shipment within 5 days. 4. We can offer you a wide selection of sizes and types from stock. 5. We cannot promise delivery before … unless your order reaches us within 7 days.
Concluding sentences 1. We should appreciate the opportunity of showing you how efficiently we can serve you. 2. We are sure that these goods will meet your requirements, and we look forward to your first order. 3. We look forward to the pleasure of serving you. 4. If you think our offer meets your requirements, please let us have your order at an early date, as supplies are limited. 5. As we execute all orders in strict rotation, we strongly advise you to order early.
Letters of Order
An order is a business letter in which a customer requests for goods and services. When ordering goods, a customer will generally include the following in his letter: (a) A reference to a visit by the supplier’s representative, or to an advertisement, or catalogue, or to a sample, or to previous correspondence. This applies particularly to a first order. In subsequent orders the buyer may begin his letter with: (b) Details of the goods required: quantity, quality, catalogue, number, packing, etc. (c) Conditions and qualifications. (d) Alternatives which are acceptable if the goods ordered are not available. (e) A closing sentence, perhaps encouraging the supplier to execute the order promptly and with care.
There are some suggestions for sentences which you might include in a routine order.
Opening phrases 1. Thank you for your offer of …, which we accept on the terms quoted. 2. Thank you for your catalogue and price list. Kindly send us as soon as possible … 3. Thank you for letting us have samples of …. We would be glad if you would supply us with … 4. Please send through our forwarding agents, K. Jones and Co. Ltd., Sunderland Avenue, Southampton, the following goods: …5. Will you please arrange immediate dispatch of…?
Referring to quality, etc. 1. We must point out that the machines must be guaranteed to be to our own specification. 2. Please supply in assorted colors, preferably 6 dozen each of red, yellow, green blue and brown. 3. There is no market here for the higher-priced models. Please send only models in the medium price-range. 4. We enclose a trial order. If the quality is up to our expectations, we shall send further orders in the near future. 5. We are arranging for the consignment to be inspected before shipment and must ask you to send only goods in perfect conditions.
Letters of Complaints
Complaints may arise from quality of the goods, terms of delivery, packing, delivery of wrong goods, damaged goods, etc. If a customer is dissatisfied with the execution of his order, he should refer clearly to the articles in question, by referring to his own order number or to that of his supplier’s invoice, or both. He should specify the nature of his complaint, and finally state what action he wants his supplier to take.

1. Заполните пропуски, используя нужную форму слов:
A) hear from ▪ would ▪ give ▪ supply ▪ tell ▪ Mr. place ▪ maintain ▪ do ▪ price (2) ▪ catalogue ▪ in ▪ by ▪ for (2) ▪ with
We have been … your name … our associates Howard & Co. … Carlisle, who … us that you have been … them with spare parts for propulsion systems … a number of years. There is a steady demand here … Edinburgh … the qualities you …, and we believe we could … large orders … you if your … are competitive. … you please send us your illustrated …, together with your … list and details of your … the business. We look forward to … … you.
B) market ▪ low ▪ range ▪ enclose ▪ look ▪ enquiry ▪ do ▪ glad ▪ delivery hear ▪ send ▪ for (2) ▪ with ▪ in (3) ▪ to (2) ▪ about ▪ of (2) ▪ by ▪ on
Thank you … your … of 16 November, … which you enquire … Under Sleeper Pads (USP) imported … Hong Kong. We are … to hear that there is a … for goods … this type … Northern Ireland. We are … our prices list and terms of …, and our catalogue has already been …… separate post. As you will notice, our prices are extremely …, and since we hold large … of all models … all times, we can promise delivery … a week … receipt … orders. We hope to … from you soon, and … forward …… business … you.

2. Соотнесите слова из двух колонок:
	1. Type of goods
	A. Cash on delivery

	2. Quantity
	B. CIF Dover

	3. Prices
	C. 800 units

	4. Discounts
	D. 2 weeks after receipt of order

	5. Terms of delivery
	E. 5% off orders placed within the next 7 days

	6. Terms of payment
	F. seaworthy containers

	7. Delivery time
	G. laminated bus bars

	8. Packing
	H. $50 per unit



3. Выберите причину для каждой ситуации:
а) ‘The offer is subject to availability. ’
b) ‘The prices are subject to change without notice.’
c) ‘The offer is subject to final confirmation.’
Причины:
1. Mr. Vinter produces a limited number of quality items. He does not produce enough of these items to supply everybody who asks, and so has to include an appropriate clause when making offers.
2. Mr. Kitchener’s company exports fridges and freezers. At present he is having problems with his supplier, and he can’t guarantee until the very last minute that the goods will be dispatched on time.
3. The Boston Engineering Company imports certain rubber strips from Eastern Europe and sells it to American retailers. However, increasing labor costs means that the price of the strips is rising rapidly.

4. Соотнесите слова из двух колонок:
	1. Trial order
	(a) The customer places one order for a certain quantity of goods to be delivered at regular intervals, e.g. 500kg of coffee on the first day of each month.

	2. Firm order
	(b) The second order placed with a company.

	3.Standing order
	(c) The customer orders a small quantity of goods to test the quality.

	4. Initial order
	(d) The customer commits himself to buying the goods. This type of order may have a fixed delivery date.

	5.Follow-up order
	(e) The first order placed with a company.

	6. Merchandise on call
	(f) The customer orders the goods a long time before he needs them or a long time before they are available.

	7. Advance order
	(g) The customer orders goods in large quantities.

	8. Bulk order
	(h) The customer orders exactly the same goods as before.

	9. Repeat order
	(i) The customer places one order for a quantity of goods which he has delivered in parts as and when he needs them.





5. Ниже приведены фразы из писем-заказов. Какие заказы сделали эти клиенты?
1. Please send us the following items from your catalogue for test purposes: 3 pieces of No.1500, 3 pieces of No. 4538, 3 pieces of No.9876.
2. … would be grateful if you could send us as before …
3. … if there is any possibility of your granting us a quantity discount on this order?
4. If this order proves satisfactory we will place a second order next month.
5. … and so we will call you whenever we require new stocks.
6. … to be delivered by the end of the first week of every month.
7. … 20,000 optical connectors Q-ODC at the price you offered us in your last letter …
8. … to reorder the goods, the order of which was placed on 17th March.
9. … 200 rail fastenings to be delivered on the last working day of each month, Saturdays excepted.
10. As our warehouse space is limited and customer demand for the goods is high, we would like to place a …
11. …and as we have heard that supply is becoming increasingly difficult, we would like to place an order now for the goods to be delivered at the beginning of next year.
12. … quality and quantity as before.

6. Прочитайте и переведите письма-претензии. Определите причины жалоб в каждом случае.

Letter 1
Dear Mr Jackson,
When unpacking your cases with the equipment we experience difficulties owing to the cases being too low. The space between the top of the cases and the top of the equipment is too small and as a result some pieces of equipment are getting damages on the top. We suggest therefore that you should make the cases with one board of about 20 cm higher, which would enable us to unpack the cases without damaging the cars. We are looking forward to your answer.
Yours sincerely,

Letter 2
Dear Mr.Pavlov
Special Cluster Drilling Machine,
Order No 19086
We regret to inform you that our Clients have experienced serious trouble with the above machine. After a short period of operation, the teeth of two bevel gears and one wheel were crushed and the second wheel was broken. We enclose 4 photos illustrating these defects. As the machine was brought to a standstill due to this damage, our Clients were compelled to manufacture replacement parts in order to prevent delay in production. We enclose a statement showing the expenses incurred by our Clients in manufacturing one bevel gear with shaft, another bevel gear and two wheels as well as the cost of dismantling the machine, assembling and fitting the new parts. The expenses of our Clients amount to … and we shall be glad to receive your remittance of this amount in due course.
Yours sincerely I. Denisov Enclosures

Letter 3
Dear Mr. Pavlov
Special Cluster Drilling Machine,
Order No 19086
We regret to inform you that our Clients have experienced serious trouble with the above machine.
After a short period of operation, the teeth of two bevel gears and one wheel were crushed and the second wheel was broken. We enclose 4 photos illustrating these defects. As the machine was brought to a standstill due to this damage, our Clients were compelled to manufacture replacement parts in order to prevent delay in production. We enclose a statement showing the expenses incurred by our Clients in manufacturing one bevel gear with shaft, another bevel gear and two wheels as well as the cost of dismantling the machine, assembling and fitting the new parts. The expenses of our Clients amount to … and we shall be glad to receive your remittance of this amount in due course.
Yours sincerely I. Denisov Enclosures

Letter 4
Dear Miss Smith
Special Cluster Drilling Machine to Order No.19086
In reply to your letter of the … we regret to see that there has been some trouble with the gears mentioned. We are glad your Clients have manufactured the replacement parts and quite appreciate their having done this in order to prevent production delays. We are also quite agreeable to recompense you for the cost of this work, but we must say that your figures appear to be high. In the circumstances, would you be good enough to review your costs again, and advise us what reduction you can make in the sum to be credited to your account.
Yours sincerely F.J. Parson

TEXT 6 (B) Writing a CV
CV stands for curriculum vitae - a Latin expression meaning 'life story'. (In American English it is called a resume.) It summarizes your education, achievements and job history for prospective employers and so it should be carefully prepared. A CV is usually sent with a covering letter.
What makes a good CV?
There is no single "correct" way to write and present a CV but the following general rules apply:
- It is targeted on the specific job or career area for which you are applying and brings out the relevant skills you have to offer
- It is carefully and clearly laid out: logically ordered, easy to read and not cramped
- It is informative but concise
- It is accurate in content, spelling and grammar. If you mention attention to detail as a skill, make sure your spelling and grammar is perfect!
What information should a CV include?
Personal details
Normally these would be your name, address, date of birth (although with age discrimination laws now in force this isn't essential), telephone number and email.
British CVs don't usually include a photograph unless you are an actor. In European countries such as France, Belgium and Germany it’s common for CVs to include a passport-sized photograph in the top right-hand corner. If you do include a photograph it should be a head and shoulders shot, you should be dressed suitably and smiling: it's not for a passport!
Education and qualifications
Your degree. subject and university.
Work experience
- Use action words such as developed, planned and organized.
- Even work in a shop, bar or restaurant will involve working in a team, providing a quality service to customers, and dealing tactfully with complaints. Don't mention the routine, non-people tasks (cleaning the tables) unless you are applying for a casual summer job in a restaurant or similar.
- Try to relate the skills to the job. A finance job will involve numeracy, analytical and problem solving skills so focus on these whereas for a marketing role you would place a bit more emphasis on persuading and negotiating skills.
Interests and achievements
- Keep this section short and to the point. As you grow older, your employment record will take precedence and interests will typically diminish greatly in length and importance.
- Bullets can be used to separate interests into different types: sporting, creative etc.
- Don't use the old boring clichés here: "socializing with friends".
- Don't put many passive, solitary hobbies (reading, watching TV, stamp collecting) or you may be perceived as lacking people skills. If you do put these, then say what you read or watch: "I particularly enjoy Dickens, for the vivid insights you get into life in Victorian times".
- Show a range of interests to avoid coming across as narrow: if everything centers around sport they may wonder if you could hold a conversation with a client who wasn't interested in sport.
- Hobbies that are a little out of the ordinary can help you to stand out from the crowd: skydiving or mountaineering can show a sense of wanting to stretch yourself and an ability to rely on yourself in demanding situations
- Any interests relevant to the job are worth mentioning: current affairs if you wish to be a journalist.
- Any evidence of leadership is important to mention: captain or coach of a sports team, course representative, chair of a student society, scout leader: "As captain of the school cricket team, I had to set a positive example, motivate and coach players and think on my feet when making bowling and field position changes, often in tense situations"
- Anything showing evidence of employability skills such as team working, organizing, planning, persuading, negotiating etc.
Skills
The usual ones to mention are languages (good conversational French, basic Spanish), computing (e.g. "good working knowledge of MS Access and Excel, plus basic web page design skills" and high driving ("full current clean driving license").
References
- Many employers don’t check references at the application stage so unless the vacancy specifically requests referees it's fine to omit this section completely if you are running short of space or to say "References are available on request."
- Normally two referees are sufficient: one academic (perhaps your tutor or a project supervisor) and one from an employer (perhaps your last part-time or summer job).
How long should a CV be?
There are no absolute rules but, in general, a new graduate's CV should cover no more than two sides of A4 paper. CVs in the US tend to be shorter than in the UK, whereas the 2-page CV still dominates for graduates, but I do see a trend now towards one page CVs: as employers are getting more and more CVs, they tend not to have the time to read long documents!
If you can summarize your career history comfortably on a single side, this is fine and has advantages when you are making speculative applications and need to put yourself across concisely. However, you should not leave out important items, or crowd your text too closely together in order to fit it onto that single side. Academic and technical CVs may be much longer: up to 4 or 5 sides.

1. Поставьте слова по порядку для образования этапов составления резюме:
1) about the involves. Think job what
2) sort of chosen about Think it. be what person would to do
3) job that Identify match sills description. the your
4) a Decide on layout.
5) previous your experience review
6) describe Find language your suitable to experience.
7) the CV. version first of Draft your
8) for your CV Check mistakes.

2. Резюме включает указанные ниже части. Можете ли вы сопоставить их с определениями?

Education Referees Personal Details Profile Additional Skills Interests Professional Experience

1. ____________________________ nationality, age etc.
2. ____________________________ a few lines summarizing who you are, what you're good at and what makes you special
3. ____________________________ schools, university, other training and qualifications
4. ____________________________ previous jobs and what your role was
5. ____________________________ do you like reading, dancing, football, etc?
6. ____________________________ things you can do that weren't part of your formal training, such as languages, computer skills etc.
7. ____________________________ former bosses, teachers or other people who would be willing to confirm that you are a good candidate.

3. В какую часть резюме вы включите следующую информацию?

• Fluent in English:
• Nationality - German:
• Concept AG - Assistant Project Manager:
• Excellent communication skills:
• Full driving license:
• Diploma in English with Business Studies:
• Skiing and windsurfing:
• Computer literate:
• Able to work on own initiative and under pressure:
• Responsible for customer service:
• Dr H. Mayer, University of Bath:

4. Ответьте на вопросы к тексту:
1. What does "CV" stand for?
2. What parts does CV summarize?
3. What is a CV usually sent with?
4. What information should a CV include?
5. How long should a CV be?
6. What makes a good CV?

5. Подготовьте краткую памятку по составлению резюме на английском языке.

6. Прочитайте и проанализируйте хорошие и плохие примеры резюме и напишите свое резюме.
