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HEPE/IMOBA

3 pO3BUTKOM €KOHOMIYHHUX CTOCYHKIB YKpaiHM 3 HaBKOJIMIIHIM CBITOM
MIAroTOBKa KBamidikoBaHUX (axiBiiB y cdepi Oi3HeCy, 30KpemMa B raiay3l 30BHIIIHbOI
TOPTIBJII, HA Cy9aCHOMY €Talll II0CTa€ JOCUTh roCcTpo. Benuky posib nmpu oMYy Biirpae
OBOJIOAIHHS JIJIOBUM 1HIIOMOBHUM MUCEMHHUM CHIJIKYBaHHSAM, a CaM€ BMIHHSIM BECTH
baxoBy JTOKYMEHTAIlil0, OCKUIbKH 4Yepe3 JUIOBI JOKYMEHTH BCTAHOBJIIOIOTHCS 1
pO3BHUBAIOTbCS ~ MpOQeciiiHi  KOHTAaKTU.  3OBHIINIHBOTOPTrOBEIbHY  JISIbHICTD
CYIPOBOJI)KY€E HaWOUIbIIIA KUIBKICTh JOKYMEHTIB, HABUYKAMH Ta BMIHHSIMHU CTBOPCHHS
SKUX MMOBUHHI BOJIOJITH MPALlIBHUKH II1€1 ramys3i.

3acoboM mHUCHMOBOI (hikcarii Ta peraameHTaiii 30BHIIIHbOTOPTOBEIBHOI
TUSTTEHOCTI € 30BHIMTHBOTOPTOBENbHUN JOoKyMeHT (3T/I), 10 rooBHUX (QDYHKIIHN SIKOTO
BITHOCATH 1) mMOCSTHEHHsI OQIIIHHOI TOMOBJICHOCTI, 2) amearoBaHHS 10 Al Ta 3)
KOHCTAaTallll0 MPaBOBUX BIJHOCHMH MAapTHEPIB 3 KOMYHIKAlii B raiay3l 30BHIIIHBOI
topriBial. Mwu  posrmsgaemo 3Tl Kk Ookymemm,  wo  Ccynpo8ooxicye
308HIUHBOMOP20BENbHY  OUSIbHICMb,  8I00OpAddCAE GIOHOCUHU MIdC —CYO ekmamu
308HIUHBOI MOP2IGNT 8 PUOUUHOMY KOHMEKCMI, € MamepiaibHUM HOCIEM THpopmayii
0712 ii nepedaui 6 yaci ma npocmopi, AKOMY NPUMAMAHHI Cheyughiuni N03aMo6HI | MOBHI
ocobusocmi.

PesynbraTom anamizy $haxoBoi JiTepaTypH, MPOBEIECHHS HAYKOBOTO JIOCIII>KEHHS
3a “METOJIOM EKCIEePTHUX CYIJIB” Ta aHKeTyBaHHsS 223 pecnoHAeHTIB ((axiBIliB) y
M.KueBi crana 3anponoHoBaHa Hamu MmeTtoguyHa kiacudikamis 3T/, Ha ocHOBI AKOi
po3po0sieHa 3arajlbHa METOJMKAa HAaBYaHHA CTBOPEHHS (PaxoBOi JTOKyMEHTALlli.
Mertonnuna knacudikamis 3T]/] npencraBneHa y Bumisgal Tabmuil Ha cTop. 4.
[TosicHuMO, 10 TOBHICTIO CTAHAAPTHU30BaHI JOKYMEHTH BiJANOBIIAIOTh (popmarty
OJIaHKIB, $SIKI 3alOBHIOIOTHCS (axiBUAMH MAIIMHONUCHUM crocoOoMm. YacTkoBo
CTaHIapTH30BaHI JOKYMEHTH — II¢ JOKYMEHTH TaK 3BaHOTO KOHTPAKTHOTO THITY.
[TpakTHyHO HECTaHIAPTU30BaHI JOKYMEHTH MalOTh (POPMY MEPEBAKHO A1IOBUX JIUCTIB.

Cucrema BrpaB aJisi HaBYaHHS po3yMmiHHs 1 ctBopeHHs 3T/I, mo mpomnonyeTbes,
CKJIAJIA€EThCSI 3 TPbOX MiJICMCTEM y MEXaX BUJIIJICHUX TPhOX BHJIB JOKYMEHTIB 3a
KpUTEpiEM “piBEHBb CTAHAAPTU30BAHOCTI

1) migcuctema BOpaB [JIsi HaBYaHHS PO3YMIHHS 1 3allOBHEHHS TTOBHICTIO
CTaHJApTU30BAHUX IOKYMEHTIB (Ha MIPHKJI/l MUTHOI JeKapariii);

2) migcucTeMa BOpaB JJisi HaBYaHHS PO3YMIHHS 1 CTBOPEHHS YacCTKOBO
CTaHJIapTU30BAaHUX JOKYMEHTIB (Ha MPUKJIAIl ar€HTChKOI YTO/IM);

3) migcuctemMa BOpaB [JIs HABYAHHS PO3YMIHHA 1 CTBOPEHHSI MPAKTUYHO
HECTAaHIAPTU30BAHUX JOKYMEHTIB (Ha pUKJIal odhepTH).

Bkazani pgokymeHTH Oysn0 oOpaHO 3 Takux Hpu4uH. AHam3 (axoBUX
aHTJIOMOBHUX MIAPYYHHMKIB 1 HABUYaJIbHUX TOCIOHMKIB TMOKa3aB, 10 HaBYaHHS
PO3YMIHHSI 1 3allOBHEHHS TaKOTO CKJIQJAHOro 1 BaxymBoro tumy 3TJI, sk MUTHOT
JeKapailii, Ha BIIMIHY BiJ IHIIMX JOKYMEHTIB MEPIIOro BHAY, HE BIJIOYBA€ThCS
B3araji. ATeHTCbKI YrOAM 3yCTPIYalOThCS B YK€ OOMEXKEHIH KIJIBKOCTI PO3TIISIHYTHX
JUKEpeIl 1 BUKOPUCTOBYIOTHCS JIUIIIE B SKOCTI BEpOAJIBHHUX OMOP JJIsi PO3BUTKY YCHOTO
MOBJICHHS 200 1TIOCTpaTUBHUX 3pa3kiB 1iporo Ty 3T/1.
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METOJINUYHA KJIACUPIKALIA
3OBHIINIHBOTOPI'OBEJIBHUX TJOKYMEHTIB

Taomuis

Tunu 1OKyMeHTIB

Bunu moxymMeHTIB 3a KpUTEpieM
“pi1BEHb CTAaHAAPTU30BAHOCTI”

IMIIOPTHOI yTOI1

) . MPAKTUIHO
3a KpUTEPIEM IMOBHICTIO YaCTKOBO
« h A . HECTaH/IApTHU-
(G yHKITIOHATBHICTh CTaHJIapTU30BaHI1 CTaHJapTU30- oBaHi
JIOKYMEHTHU BaH1 JOKYMEHTHU
Y M JIOKYMEHTH
: odeprTa;
1) TOKyMEHTH 3 IMiATOTOBKH KOHTPaKT )
€KCIIOPTHOI yIroIn B KYIBJI-IIPOIaXK THATBCPIUKCHHA
p yr y p Y1 zamosnenns
: 3aMOBJICHHS,
2) JOKYMEHTH 3 IiATOTOBKH
- - 3aIlHT;

JIUCT NPO HaAMIpH

3) KOoMepIIiiHI JOKYMEHTH

paxyHOK-(akTypa;
cepTudikar IKocCTi

4) TOKyMEHTH 3 TIaTIKHO-
OaHKIBCBKHUX OIeparliit

3asBKa Ha
BIIKPUTTS
aKpeIUTHUBRY,
aKpeIUTHUB;
OaHKIBCbKa TpaTTa

5) cTpaxoBi IOKyMEHTH

CTpPaxoBHi
cepTudikar;
CTPaxXOBHH TOJIIC

6) TpaHCIIOPTHI JOKYMEHTH

KOHOCAMEHT;
aBlaBaHTaXHA
HaKJIaHa

yaprtep/
yapTep-napris;
rapaHTIHHANA
JIUCT

7) MUTHI JOKYMEHTH

MUTHA JAeKJIapalis;

cepTudikar
MOXOKCHHS
TOBapy;
cepTU(IKAT IKOCTI

8) MOKyMEeHTH, 110
3a0€3MeuyI0Th HETIPSAMY
1HBECTUIIINHY JISUIBHICTD

arcHTChKa yroja;
JieH3iiHa yroaa

Cepen yciX MNpakTUYHO HECTAHAAPTU30BAHUX JOKYMEHTIB TEKCT OQepTH

BBKAETHCSI HAMOUIBIT PO3TOPHYTUM 1

CKIagHUM. Y (axoBUX aHTJIIOMOBHUX

HaBYAJIbHUX MOCIOHMKAX HEJOCTATHS, HA HAalll MOTJIS], KUIBKICTh BIIpaB AJi HaBYaHHS
ctBopeHHs 1boro tuny 3T/ moOynoBaHa cyTo Ha TEKCTOBOMY MiAXOJ1 J0 HaBYAHHS
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MUCEMHOI0 CMUIKYBaHHSA, SIKHH HE HAaBYa€ CTYACHTIB PO3YMIHHS 3MICTOBHO-XKaHPOBOI
CTPYKTypH odepTHu.

Koxna migcucremMa CTaHOBUTH OKPEMHUN LMKI 1 BKIIIOUAE TPU €Tald 3aCBOEHHS
MOBJICHHEBOTO MaTepiany (KpiM MiJICHCTEMH BIIpaB MJii HaBUaHHS PO3YMIHHA 1
3allOBHEHHSI TMOBHICTIO CTAaHJAPTH30BAaHUX JOKYMEHTIB). TakuM YMHOM TMI1JCUCTEMU
CKJIQJJAlOThCSl 3 BIJIMOBIIHUX TPYI BIpaB, CIPSIMOBAHUX Ha (OPMYBAHHS OKPEMHUX
HaBUYOK 1 BMiHb. PO3rIsiHEMO opraHizailito HaB4ajabHOTO TIPOIIECY.

Iepuwium emanom GopMyBaHHS 1 PO3BUTKY BMIHB (haxoBOi IHCEMHOL
koMyHikamii udepe3 3T/ € peyenmueno-penpodyxmugnuil, Ha SIKOMY TE€pPEBaXKAIOTh
BIIMOBIAHI i1 CTYJAEHTIB MijJ 4Yac BUKOHAHHA BmpaB. Meta eramy — (QopMyBaHHS
M03aMOBHUX HaBUYOK BOJIOJIHHA >KaHPOBOIO CTPYKTYpPOIO TEKCTIB  (PaxoBUX
JOKYMEHTIB, y TpOIIECi SKOTO B TMEpIIy 4Yepry 3BEpTAEThCS yBara Ha PO3yMIHHS
CTYJICHTaMH KOMYHIKaTUBHUX HaMipiB aBTOPIB TEKCTIB JOKYMEHTIB. SIK TEKCTHU-3pa3Ku
BUKOPHUCTOBYIOTBCS JIUIIE aBTEHTHYHI JTOKYMEHTH, SIKi I[€ TPAIOTh POJb 00 €KTUBHUX
OPUPOAHUX IpaPpIyHUX OMOP.

Ha opyeomy emani 3nilicHioeTbest cripoOa OBOJIOAITH OCOOJIMBOCTSIMU >KaHPY
3T/ sk 3aco00M KOMYyHIKallil NpeICTABHUKIB aHITIOMOBHOTO ()axOBOT0O CEpeOBULIA.
Mera eramy — ¢GopMyBaHHS 1 BJIOCKOHAQJEHHS MOBJICHHEBUX HABUYOK CTBOPEHHS
(daxoBoi JokyMeHTalii. BipaBu, 1110 BUKOHYIOTECS, MalOTh PENPOAYKTUBHHUI XapakTep,
TOMY I eTaln Ha3UBAEThCS penpodykmusHum. IIeBHI MOBHI SBHIIA CTAIOTh 00’ €KTaMU
JOBUIBHOT yBaru, TOMy TYT CIIOCTEpIra€TbCs 3aCTOCYBAaHHS NMEBHOI KUIBKOCTI MOBHHX
BIIpaB. BUKOPUCTOBYIOTHCS TaKOX 00’ €KTUBHI IITYYHI 1 TPUPOHI TpadiuHi OMOPH.

Meta mpemwvoco emany — po3BUTOK MOBIIeHHEBUX YMiHb cTBOpeHHsI 3T, Tyt
BUJIITISIEMO JIB1 MIATPYIIN BIIPAB:

1) Ha PO3BUTOK YMiHb CTBOPEHHSI IOKYMEHTIB Ha PiBHI MOHAA(Pa30BOi €IHOCTI;

2) Ha PO3BUTOK yMIHb CTBOPEHHS JOKYMEHTIB Ha PIBHI I[IJIOTO TEKCTY.

Ha nanomy erami cTy/IeHTH BHKOHYIOThH MPOJYKTHUBHI BIpPaBU, TOMY Ha3Ba €TaIy
— npodykmusHuti. 1li 4yac BUKOHAaHHS KOMYHIKAaTHUBHMX BIpaB MEPIIOi MIATPYNU
BXKMBAIOTHCA CyO’€KTUBHI Ta 00 €KTUBHI MPUPOAHI rpadiyHi OMOpH, Kl HALLIIOIOTH
CTY/JICHTIB YaCTKOBO Ha 3MICT 1 CMHCJI BHCJOBIIOBaHb. CTymiHb CaMOCTIMHOCTI
CTYJICHTIB Y BU3HAYE€HHI CMMCIIOBOTO 3MICTy 1 BHOOpI MOBHOTO MaTepiaixy Mij yac
BUKOHAHHS KOMYHIKAaTUBHUX BIIpaB Jpyroi miarpynu — BinbHUW. [Ipomykrom
MOBJICHHEBOI JiSTILHOCTI € MoHajadpa3oBa €IHICTH (Tepila MArpyna BIpaB) 1 TEKCT
JOKyMEHTa (JIpyra miarpyrna BIpas).

Cnin 3a3HauMTH, IO MJCHCTEMAa BIPAB JJII HABYAHHS PO3YMIHHS 1 3alIOBHEHHS
MOBHICTIO CTaHJAPTU30BAHUX JIOKYMEHTIB € BUHSITKOBOIO: Uepe3 KaHpOBI 0COOIUBOCTI
JIOKYMEHTIB LIbOI'0 BUAY B MIJACUCTEMI BIPaB BIACYTHIN NPOAYKTUBHUMN eTar. Mexi Mix
OMMCAaHWMH €TallaMd € YMOBHUMH, OCKIJIbKH, K 1 Oyab-fKa CHCTeMa, CUCTEMa BIIPaB
st HaBuaHHs cTBOopeHHs 3T/ € abcTpakTHOO Ta YMOBHOIO. B peaibHOMY
HaBYAJIBHOMY Ipolieci OUTbLIICTh HABUUOK (POPMYETHCS KOMIUIEKCHO 1 MapayesibHO 3
MOBJICHHEBUMH BMIHHSIMHU.

3acTocyBaHHS BIIpaB IMEPIIOi MiJCHCTEMH MOXKIIMBE IIiJI 4Yac OIpalfoBaHHS
cTyneHTamu Takoi TemaTuku sk “At the Customs”, “Shipping Documentation”,
“Carriage of Goods”, “Transportation”, “Distribution of Goods”, “Sales of Goods”
Toio. BnpaBu qpyroi migcucteMu BUKOPUCTOBYIOTHCS AJIsl pOOOTH HaJl TAKUMU TEMaMHU
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HaBYaJIbHUX mporpam sk “Agents and Agency Agreements”, “Middlemen”,
“Distribution and Delivery Systems”, “Intermediary Services”, “Wholesaling and
Retailing”, “Sales and Negotiations”, “International Marketing”, “Centralization and
Decentralization”, “Management in Multinationals” Ta ixmi. BnpaBu Tperboi
MiCHCTEeMA MOXYTh CTaTH IOPEYHUMHU [JIs BUBUEHHS TaKUX MPOTPaMHUX TEM SK
“Offers”, “Sales of Goods”, “Sales Promotion”, “Sales and Negotiations”, “Product
Development”, “New Products”, “Supply and Demand” To1o.

Jlaii momaeThesi cucTeMa BIIPaB JJIsl HABYAHHS PO3YMIiHHS 1 CTBOpeHHs (haxoBoi
JOKYMEHTAIlii aHTJIIHCHKOI MOBOIO CTYACHTIB CTAapIIOro CTYINCHS BUIIUX 3aKJIajiB
ocsitu III-IV piBHIB akpenuTarlii, K1 HaBYAIOTHCA 3a CHEIIAJBHOCTAMH ‘“‘Mi>KHApOIHA
€KOHOMIKA”, “MEHEHKMEHT 30BHINIHbOEKOHOMIYHOI HISVIBHOCTI”, ‘“MEHEIKMEHT
oprasizaiii’, “mibKHapOJHUN MapKeTUHI”, “MDKHApOIHE KOMEpIiiiHe MpaBo’ TOIIO.
[Ipore BmpaBu MOXyTh OyTH BHUKOPHCTaHI BHKJIQJadyaM{ IHIIUX BHIIUAX 3aKJIaJliB
OCBITH, /i€ HABYAJIIbBHUMH MPOrpaMaMH MepeadadaeTbcs Kype 3 aHIMIIHCBKOrO JIIJIOBOTO
MMCEMHOT0 MOBJICHHS, a TakoX (axiBUAMH JUIsl TMIJABUIICHHS BJIACHOTO PIBHA
aHTJIOMOBHOT'O (paXxOBOI'0 MUCEMHOIO CIUIKYBAaHHS.



I. FILLING IN THE CUSTOMS DECLARATIONS

Exercise 1.

a) What export and import documents do you know? What are they used for? What

document an exporter or importer must fill in before the goods may cross the country’s
border?

b) Study the Customs Declaration shown on page 8 and be prepared to answer the
questions about it.
Read the Information File of the Reference Guide on page 28 if you need.
1. Who is this copy of the declaration issued for? How do you know that?
2. How many big parts does the document consist of?
3. What are these parts?
4. Who must fill in the part A (OFFICE OF DISPATCH/EXPORT)?
5. Who will fill in the part B (ACCOUNTING DETAILS)?
6. Who will fill in the part C (OFFICE OF DEPARTURE)?
7. Who will fill in the part D (CONTROL BY OFFICE OF DEPARTURE)?
8. How many parties are involved in issuing the document?
9. How many small elements does the document include?
10. Do you guess why they are numbered?

Check your answers with the key.
Exercise 2.

The Customs Declaration includes four parts (A — D) and 54 structural elements, which
have their own names and purposes. You are to show what they mean and are used for.
Looking at the document given on page 8 and using Ukrainian equivalents of the names
of its parts (on pages 9 — 10), put corresponding name and number or letter for each part
of the declaration in the right-hand column.

Check your decision with the key.

Example.

o ... e

O Cyma MHTa Amount 47

o ... e

o Tun aekinapauii (ekcnoptHa ado imnoptHa) | DECLARATION 1

o .

O MUTHHH KOHTPOJIb CONTROL BY OFFICE OF
DEPARTURE D

o




EUHUPEM coMM“'"" 1 DECLARATION A OFFICE OF DISPATCH/EXPORT

3 2 Consignor/Exporfer No
3 Forms 4 Loadig lists
5 Items 6 Total packages 7 Reference number
8 Consignee No 9 Person responsible for financial settlement  No
)
o
o
3
"g 10 Country first | 11 Trading 13 CAP
E‘ I destin| Icuun:ry
“n 14 Declarant/Representative Mo 15 Country of dispatch/export 15 Cdisp.fexp. Code | 17 Country destin Code
c
S 3 lbl El |bl
E 16 Country of origin 17 Country of destination
5
‘;_ 18 Identity and nationality of means of transport at departure 19 Ctr 20Delivery terms
o
B | | |
21 Identity and nationality of active means of transport crossing the border 22 Currency and total amount invoiced 23 Exchange rate 24 Nature of .
I I Itransacuon
25 Mode of transport | 26 Inland mode 27 Place of loading 28 Financial and banking data
Iat the border I of transport
3 29 Office of exit 30 Location of goods
31 Padckages Marks and numbers - Container No(s) - Number and kind 32ttem | 33 Commodity Code
an 0
description) | | |
goods —
34 Country origin Code J| 35 Gross mass (kg)
lal 6]
37 PROCEDURE || 3 Net mass (kg) 39 Quota
40 Summary declaration/Previous document
41 Supplementary units
44 Additional
information/ Al Code
Documents
produced/
Certificates 46 Statistical value
and authori-
sations
47 Calculation) Type | Tax base Rate Amount MP [48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
Total:
50 Principal No Signature | C OFFICE OF DEPARTURE
1
1
1
1
I
1
— 1
51 Intended represented by !
offices Place and date: |
of yanst —m/m™ ™™ —}/}m}m T T T T T T T T T T T T T T T S T s T s s s e e e e e e
{and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date
Result
Seals affixed Number Signature and name of declarant/representative
identity
Time limit (date)
Signature




O OO0 O O0OO0OO0OO0OO0OO0OO0OO0ODO0ODODOOLOOoOOoOOoOoOo

O

o O

o O

O 0O O O O O O O OO0

BaJIIOTa Ta 3arajbHa (pakTypHa BapTICTh
B1JICOTKOBA CTaBKa MUTA

cyma MHUTa

OAPOOUII MAPAXyHKIB

MUTHHMIIS BiIPABJICHHS (TPaH3UTY)

THII JieKIapallii (eKcrmopTHa abo iIMIOpTHA)
BIJIMPaBHUK (EKCIIOPTEP)

OTpUMYyBad (iMIIOpTEP)

KpaiHa MpU3HaYeHHs

KpaiHa IOXOKEHHS

YMOBH TIOCTaYaHHS

KOJ KpalHU MTOXOKEHHS

KpaiHa BiANPaBIECHHSA/€KCIIOPTY
MapKipyBaHHS Ta KIJIbKICTh MICIIb BAHTAXKY
OIKC TOBApIB

HOMEpU KOHTEHHEPIB

MICIIS BAHTAXKY Ta OIUC TOBApY

ToBap, Ne

KOJI TOBapy

KpaiHa 1-ro mpu3HavYeHHS

KpaiHa, 10 TOPTye

JEKJIapaHT/ MPeACTaBHUK (FOpHIAYHA
0co0a, siKa 3al0BHIOE TOKYMEHT)
noaaTkoBa iHGopmallis/ mpea’ aBiaeH1
TOKyMEHTH

CTaTUCTUYHA BApTICTh (TOBapY)
J0JIaTKOBA OJUHULS BUMIPY

3arajibHa JIeKJapaltis/monepeHii
JTOKYMEHT

npoleaypa

KBOTa (MUTHA)

HallMeHyBaHHsI CKJIaay (e
nepeOyBaTUMYTh TOBApPH I11J1 4aC MUTHOTO
oopMIIEHHS)

Bara OpyTTo

Bara HETTO

(iHaHCOBI Ta OaHKIBCHKI B1JIOMOCTI
HaliMEHYBaHHS TOBapiB (pa3om)
KUIBKICTh MICIIb (CITAKOBAHOTO TOBApY)
JOBIIKOBU HOMED 32 MUTHUM KaTajJOroM
JIOJaTKOBI1 JIUCTU

cnieruikarili BiIBAHTXKCHHS (TIEPETIKU)
HapaxyBaHHS MUTa MAUTHHIICIO

MUTHUIIS KPATHU TPAH3UTY




M IINC

MUTHUIIS Ta KpaiHa MPU3HAYCHHS

MicIie Ta JaTa (3alOBHEHHS JOKYMEHTA)
MUTHUNA KOHTPOJIb

CII (coci6 mmatexy)

OCHOBa MUTHHMX HapaxyBaHb

BUJT (MUTA)

MUTHI TiApaxyHKH (pa3om)

MICIIE IITaMITy

MicCIIEe JUUIS II€YaTOK, IXHS KIJIbKICTh
CTpPOK JIii TOKyMeHTa (71aTa)

rapaHTisi (IIepeBe3eHHs TOBapiB) HE JilicHa
VIS

MpUHLOMNaN B 0co01 (ocoba, aKiid TopyueHO
3alOBHEHHS IOKYMEHTA BiJl IMEH1
JIEKJIapaHTa)

BU/I TPAHCTIOPTY Ha KOPJOHI

BU/I TPAHCTIOPTY B MEKax KpaiHu
MUTHHUIISA Ha KOPJIOHI (Ha3Ba)

MICIIE OTJISITy TOBapiB (Ha3Ba MUTHHUII)
MICIIE 3aBaHTaKEHHS/PO3BAHTAKEHHS
KOHT. (KOHTPOJIb)

KOJI KpaiH! BiIIPaBICHHS

KOJ KpalHU IIPU3HAYEHHS

Kypc OOMIHY BaJlOTH

XapaKkTep yroau

BIJICTPOYKA IJIATEXKY

TPAHCIIOPTHUM 3aci0 Mij] Yac BIAMPABICHHS
TpPaHCIIOPTHUM 3aci0 Ha KOPAOHI
IOpUIMYHA 0c00a, BiMOBIIaJIbHA 3a
(dbiHaHCOBE BperyIlOBaHHS

O BHCHOBOK MUTHOT'O KOHTPOJIIO

0O O O OO OO OO 0O OO 0o Oo

O

O OO0 O OO OO O0OO0oOOoO OO O0oOO0

Exercise 3.

The Customs Declaration form shown on page 11 has been exposed to rain by accident.
Before completing the form, you are to be sure that you put your details under the right
headings. Restore the disappeared headings of the document, taking them from the table
below. Check your decision with the key.

Financial and Additional information/ Documents Number and
banking data produced/ Certificates and authorisations kind
Accounting details | Packages and description of goods Place and date
Declarant/ Signature and name of declarant/ Declaration
Representative representative

Consignor/Exporter | Person responsible for financial settlement | Consignee

10



E“nupm enMM““rl'v 1o =] A OFFICE OF DISPATCH/EXPORT
3 o m
3 Forms 4 Loadig lists|
5 Items 6 Total packages 7 Reference number
81 No 9 L . HNo
g
=]
o.
3
-~ 10 Country first| 11 Trading 13 cAP
S "
g‘ I destin) Icauntry
‘@ 14 - ) ettt No 15 Country of dispatch/export 15 C disp.fexp. Code | 17 Country destin Code
=
8 3| hﬂl 2l |b|
2 16 Country of origin 17 Country of destination
5
‘;_ 18 Identity and nationality of means of transport at departure 19 Ctr 20Delivery terms
E | l |
21 Identity and nationality of active means of transport crossing the border 22 Cumrency and total amount invoiced 23 Exchange rate 24 Nature of
I I Irransaction
25 Mode of transport § 26 Inland mode 27 Place of \oading 28 e il
Iat the border I of transport
3 29 Office of exit 30 Location of goods
31 . % -2 | Marks and numbers - Container No(s)-. = "7 2Item | 33 Commodity Code
o o
o ||
34 Country origin Code J 35 Gross mass (kg)
L 5]
37 PROCEDURE | 38 Net mass (kg) 99 Quota
40 Summary declaration/Previous document
41 Supplementary units
4., N
’ N Al Code
46 Statistical value
47 Calculation| Type | Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B/.. .. .. L
Total:
50 Principal No Signature : C OFFICE OF DEPARTURE
i
'
'
1
|
_— |
51 Intended represented by !
offices Place and date: 1
of transit —/—————————————— " T T T T T T m T T — T o - - ————--———--
{and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 - T
Result
Seals affixed Number P e e R
identity
Time limit (date)
Signature

11



Exercise 4.

Read carefully the issued Customs Declaration given on page 13 and answer the
following questions.

What type of the declaration is it (export or import)? How do you know that?
Who is an exporter?

Who is an importer?

Who is a declarant?

What country are the goods from?

What is the country of export?

What is the country of import?

Is there any country of transit?

How are the goods transported?

10. What kind of goods are transported?

11. How many packages are there, what are they and how much do they weigh?
12. How are the goods marked and numbered?

13. How much do the goods cost?

14. Which documents are attached to the declaration?

15. What is the method of payment for the goods?

16. Where was the payment made?

17. Who is responsible for financial matters?

18. How much do the Customs’ taxes cost?

19. Is there any third person to represent the declarant?

20. When and where did the declarant sign the document?

21. Has the document been signed by a Customs officer?

22. Is the declaration complete? How do you know that?

23. What part of the document must be filled in to make the declaration complete
and valid? Who must do it?

CoNoRWNE

Check your answers with the key.

12



A OFFICE OF DISPATCH/EXPORT
EUROPEAN COMMUNITY 1 DECLARATION /
3 2 Consignor/Exporfer No EXP
D CHOCOLATS MEMLINK SA 3 Forms 3 Loadig lists
107 FRANKLIN ROOSEVELT AVENUE |
BRUSSELS B 1000 5 Items 6 Total packages 7 Reference number
BELGIUM
8 Consignee No 9 Person responsible for financial settiement  No
;g: M.O.V.A. BRUSSELS BANK
8 27 KRASNOVA ST 1133 LEXINGTON AVE. BRUSSELS B 1001
5 KYIV 03115 B/A 0113389 CODE 595999
_— 10 Country first | 11 Trading 13 CAP
‘g' UKRAINE I destin) Icuunzry
E‘ é4HDédé%ﬂ Rip%_g_ntaﬁi/}%ML INI%W SA 15 Country of dispatch/export 15C d\sp.fe)l(;u. Code [ 17 Country ilestin Code
©]107 FRANKLIN ROOSEVELT AVENUE — - —u =l
@ untry of origin 17 Country of destination
= BRUSSELS B 1000 BELGIUM
"E_ 18 Identity and nationality of means of transport at departure 19 Ctr  J20Delivery terms
e | | |
b 21 Identity and nationality of active means of transpart crossing the border 22 Currency and tatal amount invoiced 23 Exchange rate 24 Nature of .
I | Itransachon
25 Mode of transport § 26 Inland mode 27 Place of loading 28 Financial and banking data
[ the border | oftransport B/A 022221 LOCAL CODE 595509
29 Office of exit 30 Location of goods IN BRUSSELS BANK
3 1133 LEXINGTON AVE. BRUSSELS B 1001
31 Paékages Marks and numbers - Container No(s) - Number and kind 32 Ttem, | 33 Commodity Code
and
3%‘;;,'2",};0” WHITE CHOCOLATES CREAM FILLED (CB 10) _ | | |
PLAIN CHOCOLATES TRUFFLE SHELLS (CA 08) Country origin Code | 35 Gross mass (ko)
PLAIN CHOCOLATES ALMOND CREAM (CA 02) 2l Jo] BT
uota
PLAIN CHOCOLATES COFFEEE TRUFFLE (CA 11) 37 "ROCIEDURE 3 fletmass {ka)
M.O.V.A. - -
40 Summary declaration/Previous document
KYIV NOS 1-4 4 CARTON CRATES 100X100X60 CM
4 41 Supplementary units
44 Additional
information/| NO 1 EXPORT LICENCE 678/21 OF 05/02/01 Al Code
Eﬁ;ﬂjﬁ}s NO 1 CERTIFICATE OF ORIGIN 213 OF 01/09/01
g:;ﬁ:lff;iii_ NO 1 AIRWAYBILL 4821276 OF 03/10/01 46 Statistical value
sations NO 1 INVOICE 55397 OF 01/10/01
47 Caflculation Type |Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
CIF KYIV
3 605 BEF
PAYMENT BY IRREVOCABLE L/C,
PAYABLE AT SIGHT, NET
THROUGH BRUSSELS BANK
A/C 0221445 SWIFT CODE 88867455-2291
wotd | |
50 Principal No Signature | € OFFICE OF DEPARTURE
1
1
1
|
— 1
51 Intended represented by :
offices Place and date: ]
of}anst @R—HDH0— T T T T T T T T T T T T T T T s s
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Placeanddate o1 A MEMLINK SA
Result BRUSSELS 5TH OCTOBER, 2001
Seals affixed Number Signature and name of declarant/representative
identity P. van Fouton
SN P. VAN HOUTON
Time lmit (date) EXPOR[ SALES MANAGER
Signature

13



Exercise 5.

Decide which of the elements of the Customs Declaration you would complete in the
following situations. Do it in figures and letters. Example: 1 —f.

Check your decision with the key.

1. You are to show whom and where
the goods will go.

2. You are to describe the goods, state
their number and show how they are
packed and marked.

3. You are to show who will settle any
possible financial problems relating
to the transportation of the goods.

4. You are to show who and from what
place is sending the goods.

5. You are to sign the document and to
show your company position.

6. You are to state your company’s
banking data.

7. You are to state methods of payment
and delivery, total price for the
goods, name and code of the bank
effecting the payment.

8. You are to show who is issuing the
document in your name (who
represents you).

9. You are to describe the documents
that you attach to the declaration.

10. You are to state the place of signing
the declaration.

11. You are to state the name of the
company and the person who
represent you on your behalf.

Exercise 6.

a) Declarant/representative

b) Additional information/ Documents
produced/ Certificates and
authorisations

¢) Consignor/Exporter

d) Packages and description of goods

e) Principal represented by

f) Consignee

g) Place and date

h) Accounting details

1) Signature and name of declarant/
representative

J) Person responsible for financial
settlement

k) Financial and banking data

Your colleague has never filled in the Customs Declaration. Help him to put the
following information under the corresponding headings of the document. Example: 1 —

C.
Check your decision with the key.

1. Consignor/Exporter.
2. Consignee.

14




Declarant/representative.

Person responsible for financial settlement.

Financial and banking data.

Packages and description of goods.

Additional information/Documents produced/Certificates and authorisations.
Accounting details.

. Principal (represented by).

10. Place and date.

11. Signature and name of declarant/representativl\f\

©COoN Ok~

d a i
B. Aumap PHOTONICA ING BANK UKRAINE
V. LYMAR KYIV 28 KOMINTERNA ST.

15 OCT. 2001

EXPORT MANAGER KYIV 03032
B/A 2227669408431231

. ZIP CODE 337092

¢ h
PHOTONICA PHOTONTICA
4
49 PREDSLAVYNS’KA ST. KY TV
UKRAINE
e
/,k "\ NO 1 ATR WAYBILL 235-86824905 OF 8/10/01
NO 1 COMMERCIAL INVOICE 014 OF 1/10/01
EXPORT DEPARTMENT
UKRAINIAN CHAMBER OF
COMMERCE f
32 ZHYTOMYRS'KA ST. ENDRESS & HAUSER GMBH & CO
KYTV 02037 INSTRUMENTS INTERNATIONAL
- 4/ 6 COLMARER STR.
g WEIL AM RHEIN D-79574
MEASURING FLOWMETERS CERMANY

(NOT RESTRICTED)

4 WOODEN CASES 100X100 J
PHOTONICA 4 CIF WEIL AM RHEIN

17,432 USD

NOS 1 - 4
PAYMENT BY IRREVOCABLE
L/C THROUGH ING BANK
b A/C 25344776890
B/A 25367706431231 SWIFT CODE: ING 1237634

ZIP CODE 333021
ING BANK UKRAINE
28 KOMINTERNA ST.
KYIV 03032

Exercise 7.

Work in pairs. Each of you have the same Customs Declaration — but both copies are
partially illegible.

15



Before completing your forms, read the Information and Language Files of the
Reference Guide (pages 28 — 31).

Student A Student B
You should look at Declaration A You should look at Declaration B
on page 17 on page 18

Your partner at the other end of the phone line has another copy of this Customs
Declaration. In your copy some information is missing. Phone your partner to find
out what the missing details are. Ask your partner to dictate the missing figures to
you. When you have finished, check if you have noted the correct details.

Your partner will also require some details from you.

Exercise 8.

Let’s summarize what you know about the Customs Declaration. Choose the
appropriate answer (a, b, ¢ or d) in each line with explanations given below and on page
19. You may read the Information File of the Reference Guide on page 28 if you need.
Check your decision with the key.

1. For exporting and importing goods traders complete a special form called ... , which
Is used for movement of goods outside and through one country to the others.

a) Bill of Lading b) Customs Declaration

¢) Movement Certificate d) International Consignment Note

2. Normally, the Customs Declaration is issued in four copies: two for the Customs
Office, one for statistics organization, and one for the ... .

a) consignor b) cosignee

c) declarant d) freight forwarder

3. The Customs Declaration is issued for each ... of goods, i.e. for each type of goods
there must be a separate declaration.

a) cosignment b) lot

c) kind d) package

4. The document consists of 4 big blocks (A — D) and ... small structural elements,
which are numbered for easy and quick completing and reading the form.

a) 51 b) 52

c) 53 d) 54

5. The Customs Declarations may be issued by three parties: 1) exporter/importer;
2) ... ; 3) Customs officer of exporting/importing country.

a) consignor b) consignee

c) freight forwarding company d) Customs officer of transit country

16



EUROPEAN communiTy DECLARATION A

3

2 Consignor/Exporter No
D KUENE & NAGEL

1 DECLARATION

A OFFICE OF DISPATCH/EXPORT

11 KOROLYOVA BVD. 3 Forms 4 Loadig lists

KYIV 03194 |

UKRAINE 5Items 6 Total packages 7 Reference number
8 Consignee No 9 Person responsible for financial settiement  No

BLECKENBAUER GMBH
87 SCHILLERSTRASSE
23 MANNHEIM 6800 GERMANY

10 Country first
I destin,

11 Trading
Icnuntry

13 CAP

14 Declarant/Representative

15 Country of dispatchfexport

15 C disp./exp. Code

3l |b|

2l

17 Country destin Code

]

16 Country of origin

17 Country of destination

18 Identity and nationality of means of transport at departure

19 Ctr

20Delivery terms

Copy for the consignor/exporter

21 Identity and nationality of active means of transport crossing the border 22 Currency and total amount invoiced 23 Exchange rate 24 Nature of )
I | Itransachon
25 Mode of transport § 26 Inland mode 27 Place of loading 28 Financial and banking data
Iat the border I of transport
3 29 Office of exit 30 Location of goods
31 aP:gkages Marks and numbers - Container No(s) - Number and kind 32 Ttem | 33 Commodity Code
dfscripation | | |
of goods
! MACHINE TOOLS (NON-RESTRICTED) 54 Country origin Cade [ 35 Gross mass (kg)
o Jb)
2 STEEL CONTAINERS 80X60X60 CM 37 PROCEDURE || 3 Net mass (ka) 39 Quota
40 Summary declaration/Previous document
41 Supplementary units
44 Additional
informationf| NO 1 CONTRACT OF SALE 41/5 EXP OF 12/06/01 Al Code
ﬁﬁﬂiﬁ NO 1 AIRWAYBILL 4821276 OF 13/11/01
Certificates | NOS 2 PACKING SHEET 12/11 46 Statistical value
and authori-
sations
47 Caf\cu\ation Type |Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
EX WORKS KYIV
7,255 DM
PAYMENT BY IRREVOCABLE L/C
THROUGH BUNDESBANK,
MANNHEIM BRANCH
Toa A/C 9921231 SWIFT CODE DE2-BB17878
50 Principal No Signature | C OFFICE OF DEPARTURE
1
1
1
1
|
— 1
51 Intended represented by !
offices Place and cate: '
11—
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date D RCRENBAUER S GMBH
Result MANNHEIM 13TH NOVEMBER, 2001
Seals affived Number Signature and name of declarant/representative
identity
Time limit (date)
Signature

17



EUROPEAN COMMUNITY

1 DECLARATION

3 2 Consignor/Exporter

O

DECLARATION B

A OFFICE OF DISPATCH/EXPORT

EX
3 Forms 4 Loadig lists
5 Items 6 Total packages

7 Reference number

3 Joy

8 Consignee
BLECKENBAUER GMBH BN BSEERAR e MARN N E M BRANCH
87 SHILLERSTRASSE 33-35 PRETAUER PFAD 23 MANNHEIM 6800
23 MANNHEIM 6800 B/A 555009 LOCAL CODE 17176223
GERMANY 10 Country first | 11 Trading 13 CAP
I destin, Iccunh'
14 Declarant/Representative No 15 Country of dispatch/export 15 Cdisp.fexp. Code | 17 Country destin Code

a o)

16 Country of origin

17 Country of destination

Copy for the consignor/exporter

18 Identity and nationality of means of transport at departure

19 Ctr

20Delivery terms

21 Identity and nationality of active means of transport crossing the border

22 Currency and total amount invoiced

23 Exchange rate

24 Nature of
| I transaction

25 Mode of transport
Iat the border

26 Inland mode

I of transport

27 Place of loading

29 Office of exit

3

30 Location of goods

28 fpapgel amgl Bagkepd®>  1,0CAL CODE 517188893
IN BUNDESBANK, MANNHEIM BRANCH
33-35 PRETAUER PFAD 23 MANNHEIM 6800

Number and kind

Seals affixed Number
identity

Time limit (date)

Signature

18

31 Partj:kages Marks and numbers - Container No(s) - 32 1tem | 33 Commodity Code
an
description | | |
of goods
34 Country origin Code [ 35 Gross mass (kg)
Lt [o]
37 PROCEDURE | 38 Net mass (ka) 39 Quota
KUENE & NAGEL
KYIV NOS 1-2 40 Summary dedlaration/Previous document
2
41 Supplementary units
44 Additional
information/ Al Code
Documents
produced/
Certificates 46 Statistical value
and authori-
sations
47 Calculation| Type | Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
ot N
50 Principal No Signature | C OFFICE OF DEPARTURE
|
1
1
|
— 1
51 Intended represented by !
offices Place and date: !
of rangt —/0m —— T T T T T T T T T T T T T T T s s e e e
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date
Result

Signature and name of declarant/representative

P. Dacobumeyen
P. JACOBMEYER
EXPORTING MANAGER



6. Sometimes the declarant can be represented by a third party called the ... . In this
case, the ... states its details in the corresponding part of the document.

a) Representative b) Exporter

c) Importer d) Principal

7. Parts A (...) and B (ACCOUNTING DETAILS) are filled in by an exporter or
importer. It depends on the type of the declaration (for exporting or importing the
goods).

a) CONTROL BY OFFICE OF b)OFFICE OF DISPATCH/EXPORT
DEPARTURE

c) Copy for the country of d)OFFICE OF DEPARTURE
dispatch/export

8. Part C (OFFICE OF DEPARTURE) is filled in by the Customs officer (only when
the goods are going through third countries, 1.e. for ...).

a) delivery b) movement

C) transit d) hand-over

9. Part D (CONTROL BY OFFICE OF DEPARTURE) is filled in by the Customs of
the country of ... (country of exporter or importer).

a) departure b) transit

c) dispatch d) transmission

10. ONLY ... may fill in ALL elements of the document, which are inked in bold lines.
Elements that are numbered 1, 3 -7, 10 — 13, 15— 27, 29 — 30, 32 — 42, and 46 — 53 are

also for completing by ... . It is not of any other person’s competence. The rest nine
elements an exporter or importer will fill in.

a) an importer b) the Customs officer

C) an exporter d) the transit Customs officer

11. All the information given in the Customs Declaration must be written in ... .

a) bold b) italics
c) underlined words d) CAPITAL LETTERS
Exercise 9.

You work for an importing company. The consignment of your goods is on the way to
the Ukrainian border. The exporting company has sent you the copy of the issued
Customs Declaration by E-mail. Unfortunately, something has gone wrong with your
computer, and important information of the Declaration has been lost. As you asked,
your partners have sent you a short E-mail message with missing details of the
Declaration. Complete the form on page 21 adding the necessary information given in
the message. Before completing the document, read again the Information File of the
Reference Guide (page 28).
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>mail

SEND, READ OR SCAN: read

T0: JSC VNIIKHIMPROEKT INSTITUTE: (11 M. Raskovoyi St., Kyiv 03002,
Ukraine)

FROM: COSTER TECHNOLOGIE SPECIALI S.P.A.: (15 Corso Como, Milan
20154, Italy)

POSTED: 4-December-0112.41

SUBJECT: Customs Declaration for the consignment of pumps

MORE: yes

ACTION REQUIRED: reply with confirmation of receipt of the details

TEKT:

Confirmation, the consignment of pumps packed in 5 steel containers 100x100x100
cm for total amount of 23,990 USD, was sent from and by Coster Technologie
Speciali, Milan on 3 December this year to Kyiv, on CIF terms in accordance with
the attached documents: (Contract of Sale E 231 of 12/11/01; L/C 12009 of
30/11/01; Airwaybill 4556/22 of 03/12/01). Our financial data: A/C 835153 in
Banka di Roma-Milano, Branch 34. The responsible bank is Banka di Roma, Via di

Pietra Papa, Roma 00146, B/A 886754, SWIFT 238—00297. Payment was effected
through Banka di Roma. The document was issued by the declarant, no principal.

Exercise 10.

You are an importer. The goods, which your company bought last week, have crossed
the exporter’s border. The exporting company has sent you the copy of the issued
Customs Declaration and the covering letter with information about the document.
Unfortunately, something has gone wrong with your fax machine, and important
information of the Declaration has been lost. Complete the form on page 23 with the
missing details given in the covering letter on page 22. Use examples given in the
Language File of the Reference Guide (pages 29-31) as samples.

20



EUROPEAN COMMUNITY

3

1 DECLARATION

A OFFICE OF DISPATCH/EXPORT

Copy for the consignor/exporter

2 Consignor/Exporfer No
EX
COSTER TECHNOLOGIE SPECIALTI S.P.A. 3 Forms 4 Loadig lists

15 CORSO COMO |

MILAN 20154 5 Items 6 Total packages 7 Reference number

ITALY
8 Consignee No 9 Person responsible for financial setlement  No

10 Country first | 11 Trading 13 CAP
I destin) Icauntry

14 Declarant/Representative No 15 Country of dispatch/export 15 Cdisp./fexp. Code | 17 Country destin Code

a Ib] al

)

16 Country of origin

17 Country of destination

18 Identity and nationality of means of transport at departure

19 Ctr

20Delivery terms

21 Identity and nationality of active means of transport crossing the border

22 Currency and total amount invoiced

23 Exchange rate

24 Nature of

I I transaction

25 Mode of transport
Iat the border

26 Inland mode
I of transport

27 Place of loading

3

29 Office of exit

30 Location of goods

28 Financial and banking data

Result

Seals affixed Number

identity

Time limit (date)

Signature

21

31 Pagkages Marks and numbers - Container No(s) - Number and kind 32 ttem, | 33 Commodity Code
ani
descriptio I | |
of goods —
34 Country origin Code [ 35 Gross mass (kg)
3 I bl
37 PROCEDURE | 38 Net mass (ka) 39 Quota
VNIIKHIMPROEKT 40 Summary declaration/Previous document
KYIV NOS 1-5
5 41 Supplementary units
44 Additional
information/| Al Code
Documents
produced/
Certificates 46 Statistical value
and authori-
sations
47 Calculation| Type Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
Total:
50 Principa\ No Signature : C OFFICE OF DEPARTURE
I
1
1
|
— 1
51 Intended represented by !
offices Place and date: 1
of transt —// / — — —— T T T T T T T T T T T T ST s s s s s
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date

Signature and name of declarant/representative

A, Levtovety

A. LEVKOVETZ
OVERSEAS DIRECTOR



Mr. D. Savenko

Import Department
Procter&Gamble Ukraine
34/33 lvana Franka St.
Kyiv 03030

UKRAINE

Dear Mr D. Savenko:

Your enquiry AS/nd of 5 October 2001

In reply to your enquiry, we inform you that the consignment of shampoo
“Head&Shoulders” consisting of 110 carton crates 80x60x60 has been dispatched
to your address by our principal from Warsaw on 8" October, 2001. The principal’s
address is: O. Novak, Export Expert, Polska Export/Import Services, 28 Turku St.,
Warsaw 03-967, Poland. The principal, representing the declarant, has signed the
document.

The terms of trade, as agreed, are the following: 75,998 USD, ex works Kyiv,
payment by invoice 76538 of 02/10/01 through Polska Commercial Bank, Warsaw
Branch, A/C 452789, SWIFT Code PCB 7786-0-48989. This bank is responsible
for all financial matters hereof. We would also like to confirm our banking data:
B/A 455637 in the above stated bank, local code 66728934, 12 Minska St., Warsaw
02-778.

The documents attached are: the Invoice, the Airway bill 884567/08 of 07/10/01,
two copies of the Quality Certificate BA 0065906 of 03/09/01, and two copies of
the Packing List 08/10/01.

We hope our information will help you to solve your problem.

Regards,
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EUROPEAN COMMUNITY

1 DECLARATION

A OFFICE OF DISPATCH/EXPORT

3 2 Cansignor/Exporter No EXP
D P&G OPERATIONS POLSKA S.A.

20 ZABRANIECKA ST 3 Forms 4 Loadig lists
WARSAW 03-872 |
POLAND 5 Items 6 Total packages 7 Reference number

8 Consignee No 9 Person responsible for financial settlement  No

10 Country first | 11 Trading 13 CAP
I destin, Icvun:ry
14 Declarant/Representative No 15 Country of dispatch/export 15 Cdisp.fexp. Code || 17 Country destin Code

| ET YR PR

16 Country of origin 17 Country of destination

Copy for the consignor/exporter

23

18 Identity and nationality of means of transport at departure 19 Ctr 20 Delivery terms
21 Identity and nationality of active means of transport crossing the barder 22 Currency and total amount invoiced 23 Exchange rate 24 Nature Otf .
| I ransaction
25 Mode of transport § 26 Inland mode 27 Place of loading 28 Financial and banking data
Iat the border I gftransport
3 29 Office of exit 30 Location of goods
31 a?ékages Marks and numbers - Container Ne(s) - Number and kind 32 Item | 33 Commodity Code
description| l | |
of goods
34 Country origin Code [§ 35 Gross mass (kg)
A lol
37 PROCEDURE | 38 Net mass (kg) 39 Quota
40 Summary declaration/Previous document
NOS 1-110
41 Supplementary units
44 Additional
information/ Al Code
Decuments
producedf
Certificates 46 Statistical value
and authori-
sations
47 Calculation| Type | Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
Total
50 Principal No Signature | C OFFICE OF DEPARTURE
i
1
1
i
— 1
51 Intended represented by !
offices Place and date: '
of tagnst —/0D0H oOUM—4—4/ T T T T T T T T T T T T T T T T T s
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date
Result
Seals affixed Number Signature and name of declarant/representative
identi
o ty O. Mpvat
Time limit (date) 0. NOVAK
Signature
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Exercise 11.

You work in the Export Department of Tetra Pak Service GmbH, registered in 22
Herbertstrasse, Hochheim D 2345, Germany. Your boss has asked you to fill in the
Customs Declaration for the consignment of the packaging materials to be dispatched to
your Ukrainian partner. Use the documents given below and complete the Declaration
on page 25. Sign the form on your behalf in Hochheim, on 5.12.2001.

Customer: Tetra Laval Ukraine Ltd

Order: 03764

Address: 82 Mezhyhirs’ka St., Kyiv 04080, Ukrtaine

Quantity items: 35 carton cases

Description of merchandise: packaging material, 400,000 packs, type TBA/m FPCD
Method of payment: Irrevocable Letter of Credit with documents

Terms of payment: Ex works Kyiv

=

INVOICE Ne 018
TOTAL PRICE, DOCUMENTS BANKING
NO | DESCRIPTION DM REQUIRED INFORMATION
1-35 CARTON 65980,00 CONTRACT TLU- B/A 0234504 WITH
CASES 051-01-020-PS OF | DRESDNER BANK IN
80X80X60 CM 15/10/01, 1 COPY MAINZ, GERMANY,
QUALITY BLZ BANKCODE
TETRA PAK CERTIFICATE 55080065
HOCHHEIM PM 436 OF
1-35 10/10/01, AIC 776849,
2 COPIES SWIFT DM-D 893774,
L/C 12764 OF 98 BRAUNSTRASSE,
01/12/01, 1 COPY MAINZ D 7834
B/L 87640 OF
04/12/01, 1 COPY
29.11.2001
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EUROPEAN COMMUNITY

1 DECLARATION

A OFFICE OF DISPATCH/EXPORT

Time limit (date)
Signature

3 2 Consignor/Exporfer No
3 Forms 4 Loadig lists
5 [tems 6 Total packages 7 Reference number
8 Consignee No 9 Person responsible for financial settement  No
]
=
o
o
>
"‘.'o: 10 Country ﬁrs_t 11 Trading 13 CAP
g‘ I destin) Icounﬂr'y
E 14 Declarant/Representative No 15 Country of dispatch/export 15 Cdisp./exp. Code | 17 Country destin Code
s | o) l lo]
_i:lJ 16 Country of origin 17 Country of destination
5
"'; 18 Identity and nationality of means of transpert at departure 19 Ctr 20Delivery terms
3 | | |
21 Identity and nationality of active means of transport crossing the border 22 Currency and total amount invoiced 23 Exchange rate 24 Nature Otf "
I I ransaction
25 Mode of transport | 26  Inland mode 27 Place of loading 28 Financial and banking data
Iat the border I of transport
3 29 Office of exit 30 Location of goods
31 Padckagss Marks and numbers - Container No(s) - Number and kind 32Tt | 33 Commodity Code
an
description| I | |
of goods
Country origin Code § 35 Gross mass (kg)
| [o]
37 PROCEDURE | 38 Net mass (kg) 39 Quota
40 Summary declaration/Previous document
41 Supplementary units
44 Additional
information/| Al Code
Documents
producedf
Certificates 46 Statistical value
and authori-
sations
47 Caleulation| Type | Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
Total:
50 Principal No Signature : C OFFICE OF DEPARTURE
|
1
1
1
1
— 1
51 Intended represented by !
offices Place and date: i
of tanst —]/]/ m— ——— T T T T T T TS S TS mSsmsmssmssmsssssmses
(and country)
52 Guarantee Code | 53 Office of destination (and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date
Result
Seals affixed Number Signature and name of declarant/representative
identity



Exercise 12.

As an Export Sales Manager you must complete the form of the Customs Declaration
given on page 27 using the following information.

An exporter, Auto-Express Ltd, 23 Klymenka St, Kyiv 03110, Ukraine, wishes on its
behalf to declare the consignment of mobile sawmills at the price of 444,997 DM to the
address of the importer, R. Marquardt Import&Export GmbH, 56 Motorstrasse 56,
Miinchen 808809, Postfach 401204, Germany. The goods are packed in 10 wooden
crates sized 100x100x150 cm and are marked with the name of the exporter and the
number of each crate. The terms of payment are an irrevocable L/C 1276 of 12/09/01
effected through Ukeximbank, 97 Antonovycha St, Kyiv 03045, Account Current
6638490, Swift code UEIB 7T625. The same bank is responsible for financial matters.
The exporter’s banking data are: Bank Account 567943, Local code 6675346 in
Ukreximbank.

Documents needed are:

Export Licence 56338 EA of 01/03/01

L/C in duplicate

Bill of Lading 7875656 of 13/11/01 in duplicate

Insurance Policy 99786 of 10/11/01

Quality Certificate 886736 of 09/11/01 in triplicate

The Declaration must be signed by the Deputy Export Manager, M. Klymashevs’ky, in
Kyiv on 16 November 2001.
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EUROPEAN COMMUNITY

1 DECLARATION

A OFFICE OF DISPATCH/EXPORT

Result

Seals affixed Number
identity

Time limit (date)

Signature

3 2 Consignor/Exporfer Mo
3 Forms 4 Loadig lists
5 [tems 6 Total packages 7 Reference number
8 Consignee No 9 Person responsible for financial settement  No
]
=
o
o
>
"‘.'o: 10 Country ﬁrs_t 11 Trading 13 CAP
g‘ I destin) Icounﬂr'y
E 14 Declarant/Representative No 15 Country of dispatch/export 15 Cdisp./exp. Code | 17 Country destin Code
s | o) l lo]
_i:lJ 16 Country of origin 17 Country of destination
5
"'; 18 Identity and nationality of means of transpert at departure 19 Ctr 20Delivery terms
3 | | |
21 Identity and nationality of active means of transport crossing the border 22 Currency and total amount invoiced 23 Exchange rate 24 Nature of
I I transaction
25 Mode of transport | 26  Inland mode 27 Place of loading 28 Financial and banking data
Iat the border I of transport
3 29 Office of exit 30 Location of goods
31 Padckagss Marks and numbers - Container No(s) - Number and kind 32Tt | 33 Commodity Code
an o
description| I | |
of goods
Country origin Code § 35 Gross mass (kg)
| [o]
37 PROCEDURE | 38 Net mass (kg) 39 Quota
40 Summary declaration/Previous document
41 Supplementary units
44 Additional
information/| Al Code
Documents
producedf
Certificates 46 Statistical value
and authori-
sations
47 Caleulation| Type | Tax base Rate Amount MP |48 Deferred payment 49 Identification of warehouse
of taxes
B ACCOUNTING DETAILS
Total:
50 Principal No Signature : C OFFICE OF DEPARTURE
1
1
1
1
1
1
— 1
51 Intended represented by !
offices Place and date: i
of tanst —]/]/ m— ——— T T T T T T TS S TS mSsmsmssmssmsssssmses
(and country)
52 Guarantee Code | 53 Office of destination {and country)
not valid for
D CONTROL BY OFFICE OF DEPARTURE Stamp 54 Place and date

Signature and name of declarant/representative



REFERENCE GUIDE
CUSTOMS DECLARATION

Information File

For exporting and importing goods traders have to use a special form — Customs
Declaration (séanmaosicna mumna oexnapayis). It is a document used for movement of
goods outside and through one country to the others.

The European Community has developed its own documents and systems for
export/import of goods. Its two declaration forms (normal and for transit) are nowadays
used throughout the world, Ukraine included. Normally, the Customs Declaration is
issued in 4 copies: two for the Customs Office, one for statistics organizations, and one
for the declarant. The Customs Declaration is usually issued for each consignment of
goods, i.e. for each type of goods there must be filled in a separate declaration form.
The Customs Declarations is issued by three parties:

1) exporter/importer or its principal;

2) Customs officer of the transit country;

3) Customs officer of the exporting/importing country.
Parts A (OFFICE OF DISPATCH/EXPORT) and B (ACCOUNTING DETAILS) are
filled in by an exporter or importer (read through the NOTE below). It depends on the
type of the declaration (for exporting or importing the goods).
Part C (OFFICE OF DEPARTURE) is filled in by the Customs officer (only when the
goods are going through third countries, i.e. for transit).
Part D (CONTROL BY OFFICE OF DEPARTURE) is filled in by the Customs of the
country of departure (country of exporter or importer).
Sometimes the declarant can be represented by a third party called the Principal. In this
case, the Principal states its details in the corresponding part of the document (Ne 50).

NOTE:

ONLY the Customs officer fills in ALL elements of the document which lines are inked
in bold. Elements that are numbered 1, 3 — 7, 10 — 13, 15 - 27, 29 — 30, 32 — 42, 46 —
49, 51 — 53 are also for completing by the Customs officer. It is not of any other
person’s competence!

So the rest nine elements you (as an exporter or importer) will fill in.

Besides, all the information given in the Customs Declaration must be written in
CAPITALS.
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Language File

CouiajibHO-eTHKETHI (pOPMYJIM MUTHOI AeKJIApalii:

1) nanucannsa pexeizumie excnopmepa, imnopmepa
ma npunyunaia (0exnapanma-npeocmasHuUKa)

British style

American style

MIDTEC CABLES LTD

103 COTTON ROAD
EXETER EX4 9DT

INTERFON, INC.
1677 SEA HARBOR DRIVE
ORLANDO, FLORIDA 32887

ENGLAND
2) HanucauHna micya ma 0oamu 3an0BHEHH 0eKaapayii

British style American style
MIDTEC INTERFON, INC.
EXETER ORLANDO
15TH OCTOBER, 2001 OCTOBER 15, 2001
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or or
MIDTEC INTERFON, INC.
EXETER ORLANDO
15 OCTOBER 2001 OCT. 15, 2001
D. Swllegan G. Broeny
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or or
MIDTEC INTERFON, INC.
EXETER ORLANDO
15 OCT. 2001 10/15/01
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or
MIDTEC
EXETER
15/10/01
D. Swllegan
D. SULLIGAN
EXPORT MANAGER
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IIpogeciiino-opieHTOBaHI opMyJIM MUTHOI JeKJIapamii:

1) onuc 3a0exnaposanux moeapie

Marks and | Container | Number and

Numbers No(s) |kind of packages Description of goods

MIDTEC |[NOS1-2 |2 WOODEN SPARE PARTS FOR
EXETER CASES ELECTRONIC INSTRUMENTS
2 60X60X60 CM

2) onuc 00KymeHmis, uy0 cCynpoeooIicyons 0eKiapayio

Additional NO 1 LICENCE 986/359 OF 7/06/01

information/ |NO 4 CONTRACT OF SALE NO 5 E OF 4/07/01
Documents NO 2 BILL OF LADING 897532647

produced/ NO 4 INVOICES 902-014 OF 8/07/01

Certificates NO 2 INSURANCE POLICY P 8700 OF 01/07/01

and NO 2 CERTIFICATE OF ORIGIN B 629546 OF 3/07/01
authorisations |NO 2 CERTIFICATE OF QUALITY CQ 674901 OF 5/07/01
NO 2 PACKING SHEET NO 34-05

3) 6xazanna ocoou, 8i0n06i0aIbHOI 3a hiHancoee 8Pezyn08aAHHA

Person responsible for financial settlement

NEW YORK BANK, ORLANDO BRANCH
241 N ELM STR.

ORLANDO FL 32887

B/A 6098431231

LOCAL CODE 15308955069
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4) nogiooMIeHHA ODAHKIBCOLKUX PeKei3umie

Financial and banking data

B/A 602323231

LOCAL CODE 15308955069 IN NEW YORK BANK,
ORLANDO BRANCH

241 N ELM STR.

ORLANDO FL 32887

5) nosioomnennsa nodpoouys niopaxyuky

B ACCOUNTING DETAILS

CIF ORLANDO

10,895 USD

PAYMENT BY DRAFT AT 60 DAYS’ SIGHT
THROUGH NEW YORK BANK, ORLANDO
BRANCH

A/C 1744411290

SWIFT CODE 16412019-823577
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II. WRITING AGENCY AGREEMENTS

Exercise 1.

a) What kind of document is considered to have legal value and guarantees fulfilment of
a foreign trade deal by the parties concerned? How do we call a contract concluded by a
supplier and an agent? Have you ever seen an agency agreement made up in English?
Do you know what parts it consists of?

Read the Information File of the Reference Guide on page 63 if you need.

b) The document given on pages 33 — 34 shows typical structure of an agency
agreement. Read the agreement and say what type it is (sole or exclusive). What made
you think so?

Now read the agency agreement again. Pay attention to its layout. Be prepared to
answer the questions about it.

How many structural parts does the Agreement consist of?

What are these elements?

What does the Preamble include?

What is the Subject of the Agreement about?

How many Articles does the Agreement consist of? What are they?

What other articles do you think may be added to the Agreement? Why?

What does the Concluding Sentence express?

Whose Signatures, Titles and Legal Addresses are given after the Concluding
Sentence?

O~NOOThowDdE

Check your answers with the key.
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AGREEMENT

MEMORANDUM OF AGREEMENT made this 20th day of November 2001,

BETWEEN

IPSA Industries Plc of Manchester, Great Britain (hereinafter called "the Principal)

of the one part,
AND:

PHOTONICA of Kyiv, Ukraine
49 Predslavyns’ka St

KYIV 03006

UKRAINE

(hereinafter called "the Agent") of the other part.

WHEREAS

1. The Principal manufactures measuring
equipment. Such products are hereinafter
called "the Products".

2. The Principal has agreed
(@) to sell to the Agent such quantities as

may be mutually agreed of the Products

IT ISHEREBY AGREED AS FOLLOWS:

Article 1. Territory

(@) The Agent is hereby appointed an Agent of
the Products for the resale thereof in the
following territory (hereinafter called "the
Territory"”), namely UKRAINE which
Territory may be altered by the Principal
subject to not less than six months’ notice in
writing being given by the Principal to the
Agent provided always that such alteration
shall not exclude from the Territory as
altered the principal place of business of the
Agent.

(b) The Agent shall purchase from the Principal
for resale quantities of the Products on the
terms and conditions hereinafter described
and on such additional terms and conditions

\

Preamble

Subject of the Agreement

as are defined by the Principal from time to
time during the period of this Agreement, and
(b) to appoint the Agent as an agent of the
Products on the terms and conditions
hereinafter described.

Articles (1-8)

as may be actually agreed in writing from time
to time during the period of the Agreement.

Avrticle 2. Period of the Agreement

The appointment as Agent shall commence

onthe 26th day of November 2001

and shall continue for one year and thereafter

from year to year subject as hereinafter provided

until terminated by not less than six months’

notice in writing given at any time by either

Party to the other.

Provided that

(@) the Principal shall be entitled to terminate
this appointment forthwith by immediate
notice in any of the following events:
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(i) if the Agent shall commit any breach of
any of the provisions of this Agreement
or shall fail to perform any of his
obligations hereunder.

(if) if the Agent is in the opinion of the
Principal  insolvent or  otherwise
incapable of performing any of his
obligations hereunder.

(b) In the event of termination of this Agreement
by either Party from any cause whatsoever
the Agent shall be responsible for the
disposal of such stocks of the Products as are
legally the Agent's property at the time of
the termination of the said Agreement.

Article 3. Delivery

(@) On delivery by the Principal of the Products
sold by the Principal to the Agent in
pursuance of this Agreement the Agent shall
become the Owner of the Products.

(b) The terms of delivery for each order for the
Products placed by the Agent shall be
mutually agreed at the time of ordering but
in the absence of such agreement delivery
for each order shall be deemed to be CIF
KYIV.

Article 4. Prices

The Principal shall invoice the Products at the
price operating at the date of despatch from the
Principal’s factory or warehouse in respect of
each order made in pursuance of this Agreement
and the Agent shall pay for the Products
delivered as invoiced.

AS WITNESS the hands of an authorised officer of the Principal and the Agent

the day and year first before written.

FOR THE AGENT

Article 5. Payment

The terms (including the amount of credit to be
allowed by the Principal) and method of
payment for the Products purchased by the
Agent shall be from time to time prescribed by
the Principal.

Article 6. Selling Prices

The Agent shall not resell the Products at prices
in excess of, or subject to, discounts lower than
the maximum prices and minimum discounts
from time to time recommended or agreed by
the Principal.

Article 7. Interpretation

This Agreement and all sales of the Products by
the Principal to the Agent in pursuance thereof
shall be construed and take effect as contracts
made in the United Kingdom of Great Britain
and Northern Ireland and in accordance with the
laws of the United Kingdom.

Article 8. Notices

Any notices to be given in connection with this
agreement shall be deemed to be properly served
if forwarded by post to the registered office of
the Principal and to the registered office or last
known address of the Agent.

Concluding

sentence

FOR THE PRINCIPAL

Witness for the Agent
O. 3aboromvKo

Oleksii Zabolot’ko
President

Photonica

49 Predslavyns’ka St
Kyiv 03006

UKRAINE )

Signatures
and Legal
Addresses

(Witness for the Principal
S, Richnrdoon
Steven Richardson
Managing Director
IPSA Industries Plc
25 King Edward VII St
Manchester M24 5BD
\GREAT BRITAIN

N
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Exercise 2.

Let’s check if you can remember the typical layout of an agency agreement. Put the
names of the structural elements of the agreement in the corresponding boxes given
below. Check your answers with the key.
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Exercise 3.

To put together the following parts of the agency agreement shown below, use the
typical layout of the agreement given in ex. 2. Example: 1 — C.
Check your decision with the key.

Products at prices in excess

C AGENCY AGREEMENT Ne 12
A IN WITNESS WHEREOF, the Principal and the
E . . Agent have caused their names to be signed by
This Agreement made this persons hereunto duly authorized.
1st day of September 2001,
by and between Procter &
Gamble (hereinafter F
“Principal”), and Savservice The Principal engages the Agent to carry out certain
administrative and agency functions on behalf of the
\'/D The Agent shall not resell the\ Principal and particularly with respect to the sales of the

Goods in Ukraine (hereinafter “Territory®).

of, or subject to, discounts
lower than the maximum
prices and minimum
discounts from time to time
recommended or agreed by
the Principal. )

B

-

For and on behalf of the Agent:
Muxaiiro Ycmumenxo

M. Ustymenko

General Director

Exercise 4.

a) Study the following ways of writing the Preamble of an agency agreement and find

general or universe points for all of them. What must be said in the Preamble?

Preamble

1) Firm ..., Kyiv, hereinafter referred to as “the
Principal” of the one part, and Company ...,

Manchester, hereinafter referred to as “the
Agent” of the other part, have concluded/have

Ilpeamobyna

1) ®ipma ..., Kuis, Tyt 1 Hanam - “I[Ipunnunan”,
3 0/IHOro OOKY, Ta KOMMaHis ..., MaHuecTep, TyT
1 Hajgam “AreHt”, 3 IHIIOTO OOKY,
YKJIQJIW/MIIUCATN JaHy YTOAy MpO HAcTyIHe:

signed the present Agreement to the effect ...

that/for the following/about the following: ...

2) ..., hereinafter referred to as “the Principal” of
the one part, and ..., hereinafter referred to as
“the Distributor” of the other part, have
concluded/have signed the present Agreement
for distributorship. The terms and conditions are
as follows: ...

3) This Agreement made this 1st day of
September 2001, by and between ... (hereinafter
“the Principal”), and (hereinafter “the

2) ..., TyT 1 Hajgam - “[IpuHnMnan”, 3 oxHOTO
00Ky, Ta ..., TYT 1 Hajam - “uctpud’rotop”, 3
IHITOTO OOKY, YKJIQIH/MiANUCATH NaHy YTOIy
opo  JAUCTPUO’IOTOPCTBO.  YMOBHU €
HACTYITHUMU: ...

3) s Yroma, cknajeHa mepuioro JHS BEpECHs
2001 poxky Mix Ta (tyr 1 Hamam -
“ITpuanunan’™) 1 ... (TyT 1 Hagam - “AreHt”),
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Agent”), provides the following: ...

4) An agreement made this twenty-fifth day of
May, 2001 BETWEEN ..., whose Registered
office is situated at 250, Oxford Street, London
W1 7TM (hereinafter called “the Principal”) of
the one part, and ..., Kyiv, Ukraine (hereinafter
called “the Agent”) of the other part,
WHEREBY IT IS AGREED as follows: ...

5) MEMORANDUM OF AGREEMENT made
this 8th day of April 2001, between
(hereinafter called “the Company” of the one
part), and ... (hereinafter called “the Distributor”)
of the other part. WHEREAS: ...

. kBiTHa 2001 poxky MixX

3a0e3neuye BUKOHAHHS HACTYITHUX YMOB: ...

4) VYroma cknajeHa ABAIIATh II'SITOTO JHS
tpaBHa 2001 poky MixX ..., III0 3apeecTpoBaHa 3a
anpecoto 250 Oxchopa Crpit, Jlonmon WI
7TM (tyt 1 Hagam - “[lpuHnmEman”), 3 ogHOTO
O0oky, Ta ..., KuiB, Ykpaima (Tyr 1 Hagam -
“AreHTt”), 3 iHIIOrO OOKYy, B SIKi Y3rO/HKEHO
PO HACTYITHE: ...

5) Horogip npo Yroay ckiajieHO BOCBMOIO JTHS
. (TYT 1 Hamami -
“Kommnanis”, 3 ogqHoro 00Ky) Ta ... (TyT 1 Hajgam
- “Iluctpud’roTop”, 3 apyroro 0oky). bepyuun
JI0 yBary, mio: ...

b) Now write the Preamble for the sole agency agreement to be signed on 16™ October
2001, by and between the Principal (Chocolat Memlinck SA, 107 Franklin Roosevelt
Avenue, Brussels B 1000, Belgium) and your company (M.O.V.A., 27 Krasnova St,

Kyiv 03115, Ukraine).

Exercise 5.

a) Study the following ways of writing the Subject of the Agreement and say what it

tells about.
Subject of the Agreement

1) The Principal hereby appoints the Agent as its
sole and exclusive administrative Agent for the
purpose of facilitating: ...

2) The Principal appoints the Agent as and from
1 September to be its sole agent in ... (hereinafter
called “the Area”) for the sale of ... (hereinafter
known as “the Goods”).

3) The Principal commissions the Agent and the
Agent undertakes to act as an intermediary in
rendering services and assistance to the
Customer in ... including fulfilment of ...

4) The Principal manufactures ... (hereinafter
called “the Products”) and has agreed to sell to
the Distributor ...

5) The Principal has agreed to appoint the
Distributor as a distributor of the Products on the
terms and conditions hereinafter described.

6) The Principal engages the Agent to carry out
certain administrative and agency functions on
behalf of the Principal and particularly with
respect to the sales of the Goods in
(hereinafter “ the Territory®).

7) The Distributor is hereby appointed a
distributor of the Products for the resale thereof

. TpoJaxKy TOBapiB y/Ha

IlIpeomem yzoou

1) Hum [MpuHnmnan npusHayae AreHTa CBOIM
MOHOIMOJIBHUM ~Ta  €KCKJIIO3MBHUM  aJIMiHi-
CTPAaTUBHUM ATEHTOM 3 METOIO CIIPUSHHS: ...

2) ITpunnunan 3 1 BepecHs npu3Havyae AreHTa
CBOIM MOHOMNOJBHUM ATEHTOM Yy/Ha ... (TyT 1
Hajam — Tepuropis) ansd mpoaaxy ... (TyT i
Hajam — ToBapu.

3) IIpunnunan yrnoBHOBaXxye AreHTa, a AreHT
3000B'I3y€TbCS JISTH B SIKOCTI MOCEPETHUKA Y
Ha/IaHHi ... HOCIYT Ta JONOMOTU 3aMOBHHKY Mij
4ac ..., BKIIOYA0YY BUKOHAHHS ...

4) Tlpunuunan BupoOisise ... (TyT 1 Hajzam —

[Iponykiisi) 1 TOTOMKYETHCA  MPOAATH
Juctpud’roTopy ...
5) [Tpunumnan 3TOJIEH TIPU3HAYUTH

Huctpub’roTopa IUCTPUO’IOTOPOM MPOAYKIIT
Ha yMOBaXx, 10 OMUCaHI Haaml.

6) [Ipunuunan HaliMae AreHTa AJi1 BUKOHAHHS
MEBHUX  aAMIHICTPAaTUBHUX 1  areHTChbKUX
¢dbyukuiit Bin imeni [Ipuanmmana, 30kpema, s
w. (TYyT 1 Hamam -—
Teputopis).

7)  JuctpuO’roTop OUM  NPU3HAYAETHCA
nuctpub’rotopoM Ipoaykuii ans ii mpogaxy Ha
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in the following territory (hereinafter called “the Tteputopii ... (TyT i Hagam — TepuTopis).
Territory’), namely ...

b) Now write Subject of the Agreement for sole agency between the principal and your
company (see ex. 4). You will sell chocolates, which are manufactured by the Principal,
in Ukraine.

Exercise 6.

a) Look at the way the Signatures and Legal Addresses in the agency agreement of ex. 1
are written. What order are they written in?
b) You are signing an agency agreement on behalf of your parties. Put on parallel lines
your names and signatures and set out the Addresses and banking data.
Before writing this part of the document, read through Language File 1 (page 64 — 65)
of the Reference Guide.
Check your answer with the key.

These are your details:

Student A Student B
Agent Principal
Name — Peter Jensen Name — Naomi Buttenburg
Company position — Managing Director | Company position — Vice-President
Name of the company — Interlink Name of the company - KAD

Productions nv

Company’s  registered  office. 250 | Company’s  registered office: 320
Charing Cross Road, London WCL1 4RD, | Tolsteegsingel, Holten 7451 HD,
England Netherlands

Banking information: account current | Banking information: account -current
2006790 in London Branch of Lloyds | 5487885633 in Bank of Amsterdam, Zip
Bank, Zip Code 4466321. Code 781212845.

Exercise 7.

a) Read the agency agreement given in ex. 1 again and say what its articles are telling
about.

b) Match each of the following tasks of the writers with the appropriate articles of the
document where the corresponding information must be included. Example: 1 —g.
Check your decision with the key.

1) to forbid to transfer the parties’ rights to a third person a) Prices

2) to allow 15 days for settlement of disputes before submitting b) Payment
the written request to the arbitration commission

3) to indicate that the agent’s commission will be paid in the c) Guarantees
currency received from the customer within 30 days after the

principal gets payments

4) to state that the price for the goods will be CIF Kyiv, and d) Delivery
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the total cost will amount to 25,000 GBP

5) to indicate that the delivery will be effected on CIF terms by e) Force Majeure
air within 3 weeks from the first payment

6) to grant guarantee for the goods for the period of 12 months f) Settlement of
from the first delivery, but not more than 24 months from the Disputes and
date of signing the agreement Acrbitration

7) to enumerate all the circumstances, which are beyond the g) Miscellaneous
control and further fulfilment of obligations of the parties

Exercise 8.

Your colleague has prepared a draft for the agency agreement, but he is not sure about
the names for its articles. Help him to solve this problem. Look at the following extracts
from the articles of the agency agreement and give them suitable names. Arrange these
parts of the document in their usual order so that to make the complete text of the
agreement. Fill in each space with the number of order and the name for the
corresponding article (see Language File 1 of the Reference Guide on pages 65 — 68).
Example.

1 —e; Preamble.

Remember that the Preamble, Subject of the Agreement, and Signatures and Legal
Addresses are not named in the text of the document!

Check your decision with the key.

S T N o 1 T [
Should any differences or disputes connected with the present Agreement arise between the
Principal and the Agent, the Parties will strive to reach friendly settlement/to settle the
question in an amicable way.

O\ 4 1 10 (-
Natural disasters, war and military operations of any sort, blockades, embargo, prohibition of
exports, imports, epidemics and other circumstances beyond the control of the Parties are
considered as force majeure.

C ottt iiitiitiiitiieeteiteiettaaenetttttttsaanettttttesaasettstttesaaareestttessasetestttssnnrennes
IN WITNESS WHEREOF, the Principal and the Agent have caused their names to be signed
by persons hereunto duly authorized.

PE LEADER 9+5 Intermec Technologies Corporation

PO Box 54 550 2" Street SE

Kyiv 04210 Cedar Rapids

UKRAINE lowa 52401

a/c 26003200000910 USA

in Minsky District Bank of Kyiv a/c 3193693100

Zip code 322131 in lowa Branch of Bank of New York
Aaveuna Kapn'iox, Keith Robins

A. Karp’iuk K. Robins

Director Generale Chief Executive Officer
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[0 N ' T [
Any alterations and amendments to this Agreement shall be valid only if made in writing and
duly signed by authorized representatives of both Parties concerned.

The present Agreement was signed in Kyiv, on 16 March 2001 in two copies in English.

F|rm PE LEADER 9+5 of Kyiv, Ukraine, hereinafter referred to as “the Principal” of the one
part, and Intermec Technologies Corporation, Cedar Rapids of lowa, USA, hereinafter
referred to as “the Agent” of the other part have concluded the present Agreement to the
effect that:

LN 4 1 10 (-
The terms and method of payment for the Products purchased by the Agent shall be from
time to time prescribed by the Principal.

O T N 5 1)
The Principal shall deliver the Goods to the Agent in dates, indicated in Appendix 2 to the
present Agreement. On delivery by the Principal of the Goods sold by the Principal to the
Agent in pursuance of this Agreement the Agent shall become the Owner of the Goods.

T s 1 [
The Principal guarantees the quality of the delivered Goods for ten months from the first
delivery, but for not more than ... months under favourable conditions of its storing and
handling.

[N 3 0 LSRN

The Agent shall not resell the Products at prices in excess of, or subject to, discounts lower
than the maximum prices and minimum discounts from time to time recommended or agreed
by the Principal.

The Pr|n0|pal commissions the Agent and the Agent undertakes to act as an intermediary in
selling the oil-refining equipment in Cedar Rapids of lowa, USA (hereinafter called “the
Territory™).

Exercise 9.

A week ago you asked your more experienced colleague to send you instructions on
drawing up an agency agreement. These are the “Golden Rules” for drawing up the
document, which you have received from him by fax (see page 41). Unfortunately,
something has gone wrong with your fax machine, and some of the words have been
lost. Complete the list with suitable words.

Check your decision with the key.
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“GOLDEN RULES”
for drawing up an agency agreement
1. Give an agreement A HEADING to show what kind of document it is.
2. Decide what you are going to say before you start to write an agreement. You should always plan a-
head and negotiate the text with your counteragent.
3. Put each new conditions and terms of the deal in a separate paragraph.

4. Number and name each article (except for ......... () R 2).......... ,and ......... (3)...nnn. )
5. Keep the following order in drawing up the document:

1) Preamble; 2) Subject of the Agreement; 3) ......... 4).......... 4) . (5).......... ;

9) i (6).......... 1 6) e 7 - Y I £:) I 1 8) (¢) I ;

9) . (10).......... ; 10) Signatures and Legal Addresses.
6.Inthe ......... (11).......... put the names of the parties, the place where they are from and the date of

drawing up the document.
7. The roles, functions, tasks of each party and the territory of their activities are first introduced in the

pricein ......... (13)..........

9. In the article ......... (14).......... state size of agent’s commission, method and time of payment for the
goods or services.

10. The ......... (15).......... of the quality of the goods and the term of the ......... (16).......... period for
the goods is stated in “Guarantees”.

11. Terms and time of ......... (7).......... of the goods is covered by the article “Delivery”.

12, e (18).......... describes different circumstances beyond the parties’ control.

13. The question of settlement of possible disputes and arguments is discussed in ......... (19)..........

14. Other information such as transference of the parties’ rights to other people, amendments and
addenda to the agreement, further correspondence, number of copies of the document, the language it

is written and so on are included in the clause ......... (20)..........
15. Finish the document with the testifying statement followed by ......... 21)......... of the authorized
representatives of the parties and ......... (22).......... of the contracting companies.

Exercise 10.

a) Read carefully the following universal phrases which are normally used for each part
of an agency agreement.

1. Preamble Ilpeamoyna
1) Firm ..., Kyiv, hereinafter referred to as 1) ®ipma ..., Kuis, Tyt i Hagani - “Tlpuniumnan”,
“the Principal” of the one part, and 3 0IHOTO 0OOKy, Ta KOMIaHis ..., MaH4ecTtep,
Company ..., Manchester, hereinafter TYT 1 Hagami - “AreHT”, 3 iHIIOrO0 OOKY,
referred to as “the Agent” of the other part, yKIQIW/MinUucaad  JaHy — Yroay — Ipo

have concluded/have signed the present HACTYIIHE: ...
Agreement to the effect that/for the
following/about the following: ...

2) This Agreement made this 1st day of 2) Ils VYroma, ckiajgeHa mepumioro THS BEPECHs
September 2001, by and between ... 2001 poky wmik Ta .. (Tyr i Hamam -
(hereinafter “the Principal”), and ... “Ilpunnumnan’) i ... (TyT 1 Hagam - “AreHt”),
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(hereinafter “the Agent”), provides the
following: ...

An agreement made this twenty-fifth day of
May, 2001 BETWEEN .., whose
Registered office is situated at 250, Oxford
Street, London W1 7TM (hereinafter called
“the Principal”) of the one part, and ...,
Kyiv, Ukraine (hereinafter called “the
Agent”) of the other part, WHEREBY IT IS
AGREED as follows: ...

MEMORANDUM OF AGREEMENT
made this 8th day of April 2001, between ...
(hereinafter called “the Company” of the
one part), and ... (hereinafter called “the
Distributor”)  of  the  other  part.
WHEREAS.: ...

3)

4)

2. Subject of the Agreement

1) The Principal hereby appoints the Agent as
its sole and exclusive administrative Agent
for the purpose of facilitating: ...

2) The Principal appoints the Agent as and
from 1 September to be its sole agent in ...
(hereinafter called “the Area”) for the sale of
... (hereinafter known as “the Goods”).

3) The Principal commissions the Agent and

the Agent undertakes to act as an
intermediary in rendering ... services and
assistance to the Customer in ... including

fulfilment of ...

4) The Principal has agreed to appoint the
Distributor as a distributor of the Products
on the terms and conditions hereinafter
described.

5) The Principal engages the Agent to carry out
certain administrative and agency functions
on behalf of the Principal and particularly
with respect to the sales of the Goods in ...
(hereinafter “ the Territory®).

6) The Distributor is hereby appointed a
distributor of the Products for the resale
thereof in the following territory (hereinafter
called “the Territory”) namely ..., for the
period of ... years.

3. Price
1) The total cost of the Agreement shall
amount to ... .
The price shall imply CIF Kyiv.
The price shall be firm and fixed and shall
not be subject to any alterations.

2)
3)

3)

4)

1)

2)

3)

4)

5)

6)

2)
3)
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33663H€‘Iy€ BUKOHAHHA HACTYITHHUX YMOB! ...

Yroga cknajeHa JBaaUATh 11 'ATOTO  JTHS
tpaBHsa 2001 poKy MiX ..., IIIO 3apEECTPOBAHA
3a agpecoro 250 Oxkchopn Crpit, Jlormon W1
7TM (tyT 1 Hagamni - “[IpuHnunan’), 3 OAHOTO
Ooky, Ta ..., KuiB, Ykpaina (TyT i Hagam -
“AreHT”), 3 IHIIOTO OOKY, 1 B SIKIi Y3TOIKEHO
PO HACTYITHE: ...

Horogip mpo Yroay CKJIaJeHO BOCEMOTO IHS
kBiTHA 2001 poky Mix ... (TyT 1 Hamami -
“Kommanis”, 3 ogHoro Ooky) Ta ... (TyT i
Hajgam - “Jluctpub’rotop”, 3 Apyroro OOKY).
bepyuu no yBaru, mo: ...

IlIpeomem y200u

Hum Ilpunnunan npuszHayae AreHTta CBOIM
MOHOIIOJIBHUM Ta EKCKJIIO3UBHUM aJIMiHi-
CTPAaTUBHUM ATEHTOM 3 METOI0 CIIPUSHHSL ...
[Ipunnunan 3 1 BepecHsl npuszHayae AreHTa
CBOIM MOHOMNOJBHUM ATEHTOM y/Ha ... (TYT 1
Hamani — Tepuropis) mns mpomaxy ... (TYT i
Hagam — ToBapu.

[Ipunnunan ynoBHoOBaxye AreHTta, a AreHT
3000B’A3y€THCS JIIATU B SIKOCTI MOCEPEAHMKA
y HaJaHHi ... MOCTYT Ta JOIOMOTH 3aMOBHUKY
mij 9ac ..., BKIIOYaYd BUKOHAHHA ...
[puniuman 3roJIeH MPU3HAYUTH
Huctpub’roTopa JUCTpHO’ IOTOPOM MPOAYKIIT
Ha yMOBax, 110 OMKCAaH1 HaJalll.

[Ipunnunan HaiiMae AreHTa Jjisi BUKOHAHHS
NEeBHUX AJMIHICTPAaTUBHUX 1 areHTChbKHUX
¢bysukui  Bix imeHi [lpunnmmnana, 30kpema,
JUI TIPOJIaKy TOBapiB y/Ha ... (TYT 1 Hagami —
Tepuropis).

Huctpul’roTop UM PU3HAYAETHCS
mucTpu6’rotopoM IIpoaykuii st 11 mpogaxy
Ha TepuTopii ... (TyT 1 Hazam — Tepuropis)
CTPOKOM Ha ... POKH.

Hina
3aranpHa 1iHa YTOJU CKIQJAE ... .
Llina po3ymiernses sik CIO Kuis.

Ilina € TBepAOI Ta BCTAaHOBJEHOIO 1 HE
MiIArae HiSKAM 3MiHaM.



4)

1)

2)

3)

4)

5)

6)

7)

8)

9

10)

The Agent shall not resell the Products at
prices in excess of, or subject to, discounts
lower than the maximum prices and
minimum discounts from time to time
recommended or agreed by the Principal.

4. Payment

Payment under the present Agreement
shall be effected by the Agent by means of
... against presentation by the Principal the
following documents to the bank: ...

The terms and method of payment for the
Products purchased by the Distributor shall
be from time to time prescribed by the
Principal.

The Principal will allow the Agent the
following commissions ...% on all sales
over $ ... per annum. The said commission
will be payable every three months on the
amounts actually received by, or credited
to, the Principal.

The commission shall be paid to the Agent
in the currency received from the
Customer against signed Contracts within
... days after the Principal gets payments
from the Customer for the relevant
services.

The Principal shall remit the above-
mentioned sums of the commission
through the ... Bank, Kyiv, to the Agent’s
account with the ... Bank, the Haag.

In consideration of the service to be
performed by the Agent under this
Agreement, the Agent shall be entitled to a
monthly commission equal to ..% of
expenses incurred, and reimbursement of
the cost of all charges incurred in
performing its obligations under this
Agreement.

The commissions will be reviewed every
quarter.

The commission covers all the expenses
incurred by the Agent in connection with
the implementation hereof.

The Principal will allow the Agent all
expenses incurred in the carriage, packing,
promotion and advertising of the Goods.
Customer Orders shall require payment to
be made in convertible hard currency, but
if the Principal consents to payment being

4) Arent He mnpomaBatume [Ipoaykiio 3a
IiHAMH, 100  IAJIAraloTh  3HIDKKaM,
OlTbIIMMU 200 MEHIIMMH, HIK y Mexax
MakCUMaJIbHOI I[IHM Ta  MIHIMaJbHOI
3HIDKKH, SIKI 9ac BiJl 4acy PEKOMEHIye ado
y3ropkye [IpuHnummnan.

Ymoeu nnamescy

1) Ilmatexxi 3a gaHo Yromow OyayTh
3MIACHIOBATUCS ATEHTOM depe3 ... MPOTH
npencrasieHHs  [IpuHnunaiom — OaHKY
HACTYIMHUX JIOKYMEHTIB: ...

2) VYwmoBu Ta crocib ruratexxy 3a IIpomykitiro,
npunbany JluctpuO’roTopomM, yac Bij dacy
npu3HavyarThes [IpuHimmamom.

3) Ilpunnunan Hagae AreHTYy  HACTYIHI
KOMICIiifHI y po3Mmipi ... % BiJ 3arajbHOTO
NpoJaxy, SIKHi CKiagatume moHan $ ... 3a
pIK. Bkazani KOMIiCiiiHi OyayTh
CIUTaYyBaTHUCA LIOKBAPTaIbHO 32 (PaKTUYHO
orpumany [IpuHmunaiom abo B3sATy Ha
Burat y [IpuHiunana KiibKicTb.

4) KoMiciiiHI BHIUIA4yBaTUMYTbCsS ATCHTY B
BaJIIOTI, OTpUMaHii Biag 3aMOBHHKA, MPOTU
nigmucannx KOHTPaKTIB MPOTATOM ... JHIB
micas orpumanHs [IpuHIMIanOM TUIaTexiB
B1/1 3aMOBHUKA 32 BIJIMOBIHI TOCTYTH.

5) Ilpunnunan mnepekasye BKa3aHi  CyMH
KoMmiciiiHux uepe3 ... bank M. KueBa Ha
paxyHOK AreHta y ... banky M. ['aara.

6) CTOCOBHO TMOCIYT, 110 HAJAIOThCS ATEHTOM
3a i€ Yronowo, AreHT Mae NpaBo Ha
MIOMICSTYHI KOMICIHHI, eKBiBajeHTH] ...% BiI
OTpUMaHUX 30UTKIB, Ta Ha BiIIIKOAYBaHHS
BapTOCTI BCIX BUTpaAT, [OB’S3aHUX 3
BHKOHAHHSIM 000B’SI3KiB 32 II€I0 YTOJ0I0.

7) Po3mip KoMmiciiHMX Oyne mneperiasgaTucs
IIOKBapTaIbHO.

8) Cyma KOMICIHHUX OXOIUTIOE BCi BHUTpaTH
AreHTa, 110 TOB’sI3aHI 3 BUKOHAHHIM YMOB
Yroau.

9) Ilpunnunan cruiadye ATEHTY BCi BUTPATH Ha
NepeBE3eHHs, MAaKyBaHHSA, NPOCYBaHHA Ta
pekiamyBaHHs ToBapiB.

10) InaTexxi 3a  3aMOBJICHHSIMH  KJIIEHTIB
MOBUHHI  3JIMCHIOBaTHCS y  TBEp.id
KOHBEPTOBaHI BaJIIOTI, aie SIKIIIO
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made in any other form (including tender
by the Customer of a commaodity), then it
shall be the responsibility of the Agent to
procure conversion of the same into hard
currency.

5. Guarantees

1) The Goods to be delivered under the present
Agreement shall be in full conformity with
the standards in force in ...

2) The Principal shall guarantee the quality of
the delivered Goods for ... months from the
first delivery, but for not more than ...
months under favourable conditions of their
storing and handling.

3) If during the guarantee period the Goods
prove to be defective, the Principal at his

cost shall eliminate defects within the
shortest possible time or replace the
defective Goods.

6. Delivery

1) The Principal shall deliver the Goods to the
Agent in dates indicated in Appendix Ne...
to the present Agreement.

2) Delivery of the Goods under the present
Agreement shall be effected under the
shipping documents indicated in Appendix
Ne... to the present Agreement.

7. Force Majeure

1) Natural disasters, war and military
operations of any sort, blockades, embargo,
prohibition of exports, imports, epidemics
and other circumstances beyond the control
of the Parties are considered as force
majeure.

2) Should any force majeure circumstances
arise, which hinder the fulfilment by any of
the Parties of their respective obligations
under the Agreement, neither Party is
responsible for the non-fulfilment of its
liabilities to the extent owing to such
circumstances.

3) The Parties have the right to extend the time
stipulated for the fulfilment of the

[MpunIMman MOTOJIKYETHCS, TJIaTexi
MOXYTb MaTh Oyab-AKy I1HIIY (QopMy
(BKITIOYArOUM OapTepHUil OOMIH MPOTYKITIEIO
3aMOBHHUKA), Yy TakoMy pasi, ATeHT
BIJIMOBia€ 3a 3a0e3MEUYCHHS IEPEBEACHHS
IUTATE)XY B TBEPJLY BAJIOTY.

TI'apanmii
1) ToBapu, sKi IOCTAYalOTHCA 3a JAHOIO
Vromow, NOBHHHI IIOBHICTIO BIAIIOBIZATH

JTIHCHUM cTaHzapTaM ... (Hassea kpainu).

2) IlpuHuMman rapaHTye SKICTh ITOCTABICHHX
ToBapiB TEpPMIHOM Ha ... MICSIIIB, TOYNHAIOYH
30 JTHS MEPIIOi MOCTABKH, ajie He OibIne, HiXkK

MICAIIIB 32 YMOBH  CIPHUSATIHBOTO
30epiraHHs Ta TPaBUJIBLHOTO IOBODKCHHS 3
HUMH.

3) SIKmo mpoOTSAroM TapaHTIMHOTO CTPOKY B
ToBapax OynyTh BusABIEHI Ae(PEeKTH, TO
[Mpunnunan ycyBae ix 3a CBili paxyHOK 3a
HaWO1IbII KOPOTKUU CTPOK abo IPOBOJUTH
3aminy aedextnux Toapis.

Ymoeu nocmauanna

1) Tlpunnunan mocraBisiTuMe ToBapu AreHTy
B CTPOKH, siki BKazaHi B Jlomatky Ne... 1o
nmaHoi Yroau.

2) Tlocrayanus ToBapiB 3a JaHOW YTOMIOHO
MIPOBOUTHCS 3a JOKyMEHTaMHU
BiJIBaHTa)XCHHsI, K1 BKka3aHi y [Jomatky Ne...
0 TaHoi YTroau.

Dopc-maxcop

1) Ilig bopc-Ma)kOpHUMHU oOcTaBUHAMU
pPO3YMIIOThCSl CTHXIMHI JHMXa, BilHA Ta
BIMiCbKOBI 1l  OyAb-SIKOTO  XapakTepy,
Onokaau, emOapro, 3a00poHa €KCHOPTY Ta
IMIIOPTY, emijeMis Ta I1HIOI OOCTaBUHU
Ha/I3BHYAiHOTO Xapakrepy, siki CTOpoHU He
MOTJIM TepeadayuTH i Yac BHUKOHAHHSA
VYroan.

2) XKomna i3 CropiH He Oyne BBaKaTHCS
BIAMOBIAAJBbHOIO 34 HEBUKOHAHHS CBOIX
000B’s3KiB 3a YToJ010 B TOW Mipi, B fKIii
BUKOHAHHS TaKuX OOOB’S3KIB 3aTPUMYETHCS
abo mopymyerbcsi — obctaBuHamMu (opc-
MaXkopy.

3) CTopoHH MarOTh MPABO MEPEHECTH TEPMiHU
BUKOHAHHS YTOAM Ha IMepiof, MPOTArOM
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Agreement by a period equal to that during
which force majeure circumstances last.

8. Settlement of Disputes and Arbitration

1) Should the Agent fail to fulfil the
obligations stipulated by the present
Agreement, the Principal reserves the
right to negotiate with the interested
persons in a direct manner.

Should any differences or disputes
connected with the present Agreement
arise between the Principal and the Agent,
the Parties will strive to reach friendly
settlement/to settle the question in an
amicable way.

Should such friendly settlement appear
impossible and the Parties fail to reach an
agreement within ... days in the manner of
arrangement, the disputes will be
submitted for the consideration of Parity
Commission composed of ... persons, ...
persons from each Party.

The Parity Commission will be set up
within ... days from the date of a written
request from one of the Parties hereto.
Should the Parity Commission fail to
settle the dispute within ... days from the
date of its establishment, or one Party fail
to appoint its representative to the Parity
Commission within ... days, the dispute
will be at the written request of one of the
Parties submitted for the consideration of
the Arbitration Court of the ... Trade
Chamber, the decisions of which will be
final, liable to no protest, appeal and
irrevocability and will be obligatory
for/binding upon both Parties.

2)

3)

4)

5)

9. Other Terms

1) The appointment as Distributor shall
commence on the ... day of ... 20__ and
shall continue for one year and thereafter
from year to year subject as hereinafter
provided until terminated by not less than
six months’ notice in writing given at any
time by either Party to the other.

2) The Agent shall not, without preliminary

commission of the Principal in writing,

enter upon any agreements or sign
documents, which may give rise to new

1)

2)

3)

4)

5)

1)

2)

45

AKoro OynyTe JisiTh oOcTaBMHH (opc-
Makopy.

Bupiwennsa cynepeuok ma apoimpaosic

SIkmo AreHTy He BIAETbCS BHUKOHAHHS
3000B’s13aHb, OOYMOBJICHHX JaHOK YTOJIOI0,

[Tpuniumnan 3aJMIIa€  MPaBO BECTH
MIeperoBOpU 0e3nocepeIHbO i3
3a1iKaBJICHUMHA 0COOaMU.

Sxmo wmikx [lpuHmunamom 1 AreHTOM

BUHUKAIOTh HEMOPO3YMIHHS Ta CYNEpPEUKH 3a
naHoo Yrojowro, CTOpOHM HaMararoThCs
BPETYJIIOBATH 1X MUPHUM ILISXOM.

S0 Take BPEryIIOBAHHS CTa€ HEMOKIMBUM
i1 CropoHaM HE BIAETHCSA JOCATTH 3TOJH
IPOTATOM ... JTHIB, CYIIEPEYKHU IOJAIOTHCS Ha
posrisin  go Ilapurernoi  Kowicii, ska
CKJIamacTbca 3 ... 0ci0, MO ... 0COOHM BIX
K0xkHO1 CTOpOHHU.

ITaputerna Kowmicisi CTBOPIOETBCS HPOTATOM
... JIHIB 30 JTHS TIMCBMOBOTO 3aIUTy OJHIET 13
CropiH 3 IbOTO NPHUBOY.

SAxmo IlapuretHa Kowmicis HE MoOxke
BPETYJIIOBaTH CYyNEpPEeUKy MpPOTIrOM ... JAHIB 3
naTH ii cTBOpeHHs, a0o skmo ogHa 13 CropiH
He Moxe npuszHaunutu 1o [lapurernoi Kowmicii
CBOTO TIPEACTAaBHUKA MPOTATOM ... JHIB, TO 32
NUCbMOBUM  3anuTtoM ofHiei 13 CropiH
Cymepeuka TIOMAETbCA HAa  PO3MIAA [0
ApOGitpaxsoro cyny .. Toprosoi Ilamaru,
pIIIEHHS SKOi € KIHIIEBUMM, HE MIUIATaloTh
OCKAap)KEHHIO, a TaKoXX € HEe3MIHHHUMH Ta
000B’s13k0BUMH 111 000X CTOpiH.

Inwi ymoeu

[Mpusnauennss  JuctpuO’rotopa  HabyBae
YUHHOCTI 3 ... THA ... 20 POKYy TEpMIHOM Ha
OIMH  pIK 1  WAIAra€  HACTYNHUM
MPOJOBXKEHHAM 3 POKY Y DIK, SKIIO He
MPUINAHIETECS ~ MOMEPETHIM  MTUCHMOBUM
MOBIJOMJICHHSIM HE IIi3HIIIE, HDK 3a IIICTh
MICALIB, HaJlaHUM Y Oylb-SKHHi 4Yac OIHIEIO
CTOpOHOIO 1HIIIH.

AreHT 0e3  TIONMEpPEeIHBOTO  JOPYYCHHS
[IpuHnumana He BCTynae q0 OyAb-KUX YTroJ
a00 HE MAMHCYE JOKYMEHTH, IO MOXYTh
MPU3BECTH [0 HOBUX 3000B’s3aHb 3 OOKY



3)

4)

5)

6)

7)

8)

9)

1)

obligations on the part of the Principal or
change the obligations already existing.
The present Agreement is of a private
nature and the Agent is not entitled to
transfer his rights and obligations under
this Agreement to a third party.

Any alterations and amendments to this
Agreement shall be valid only if made in
writing and duly signed by authorized
representatives of both Parties concerned.

After the Agreement has been signed all
the previous negotiations and
correspondence pertaining to it become
null and void.

The present Agreement comes into force
from the date of its signing and shall be
valid for the period of ...

The present Agreement shall be valid from
the date of its signing.

The present Agreement was signed in
Kyiv, on 16 March 2001 in two copies in
English.

This Agreement is made in 4 copies (two
in Ukrainian and two in English for each
Party), both texts being equally authentic.

10. Concluding sentence

3)

4)

5)

6)

7)

8)

9)

[Mpuanumana abo 3MIHUTH Ti,
ICHYIOTb.

Hana VYroga Mae TpUBaTHHHA Xapakrep 1
ATeHT He Mae TmpaBa TIepeiaBaTH CBOI
O0OB’SI3KM Ta mpaBa 3a YTOIOK TpeTii
CTOPOHI.

Bynp-siki 3MiHM Ta JOMOBHEHHS 10 MJaHOI
Yronu € AiicHUMH, SKIIO BOHH 3pOOJICHI y
NUCHMOBIH  (opMi Ta HAJIEKHUM YUHOM
HiJNKCaHI  YIOBHOBAKCHUMH  IPEJCTaB-
Hukamu 0060x CTOpiH.

[licns mignucanHs Yroaw BCl ToONepeaHi
MEPETrOBOPHU Ta JINCTYBAHHS, IO TEpEayBaIl
iif, BTpa4aroTh CBOIO YMHHICTD.

oo BXKC

Jana VYroma naOyBae YHMHHOCTI 3 JaTt Iii
HiIMCAHHS Ta € IIHCHOIO TEPMIHOM ...

Hana Yroma naOyBae 4YMHHOCTI 3 jJartw i
M AIVCAHHS.

Hany Yroay cknaneno y M. Kuei 16 Oepesns
2001 poky aHITICHKOIO MOBOIO B JIBOX
IPUMIPHUKAX.

Hany Yrony ckianeHo B 4—X MpUMIpPHUKAX
(m1Ba  yKpaiHCBKOIO MOBOK 1 JBa
AHTIICHKOIO JUTsl KOXKHOI 13 CTOpiH), 0OuBa
TEKCTH MAIOTh OJTHAKOBY aBTCHTUYHY CHITY.

3aknroune PeUeHnA

(sacsiouenns ¢paxmy ckradannsi dokymenma)

IN WITNESS WHEREOF, the Principal
and the Agent have caused their names to
be signed by persons hereunto duly
authorized.

1)

[Ipo mo Ilpunnunan i ATeHT Bi CBOTO
IMEH]l Jail HaJeXKHHM YWHOM CBiI4aTh
MiJIICaMH YIIOBHOBaXEHHX 0ciO.

2) AS WITNESS the hands of an authorized 2) J[lens Ta pik yknamanHsi (Jokymenmy) Bin

officer of the Principal and the Agent the
day and year first before written.

iMmeni [lpuHnumana i1 AreHTa BIJIACHOPYY
3aCBIJJUYIOTh YIIOBHOBa)K€H1 OCOOM.

b) Chose and use suitable formulae from those given above in the following situations:
1) you are drawing up an agency agreement for two years (Other Terms);

2) you are specifying that Ukraine is the area for distributorship (Subject of the

Agreement);

3) you are indicating that the payment for the goods is L/C upon presentation of the

commercial documents (invoice, B/L, quality certificate, packing list) (Payment);
4) you are specifying the size of your commission (Payment);
5) you are indicating that the principal will pay 100% of advertising (Payment);

6) you are announcing about concluding an agency agreement between your

principal and you (Preamble);

7) you are testifying that your agreement is a legal document (Concluding sentence);

8) you are deciding about circumstances beyond your control (Force Majeure);
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9) you are appointing a commission for settlement of possible conflicts (Settlement
of Disputes and Arbitration);

10) you are specifying time of delivery of the goods (Delivery);

11) you are requiring a guarantee of the goods’ quality from your principal
(Guarantees);

12) the price for the goods has been agreed to be C+F Kyiv (Price);

13) the total cost for the goods is 10,000 USD (Price);

14) you mustn’t conduct any negotiations and sign any contracts with other
companies (Other Terms);

15) your agreement is valid for two years (Other Terms);

16) the document is to come into force from today’s date and may continue under
certain conditions (Other Terms).

Exercise 11.

You are explaining the meaning of the sentences, which you have used in ex. 10, to
your less experienced colleague. Before doing this, prepare your version for each
sentence: rewrite it in a simpler, more everyday style.

Example.

You have written:

The Agent shall not, without preliminary commission of the Principal in writing, enter
upon any agreements or sign documents, which may give rise to new obligations on the
part of the Principal or change the obligations already existing.

You will explain the meaning of the sentence above in the following way:

The Agent mustn’t have any talks or sign any documents with other counteragents
without written consent of the Principal.

Exercise 12.

These are the extracts from an agency agreement that your colleague has written. His
draft is not perfect. Decide what can be improved in the document, and rewrite these
extracts, using suitable formulae from ex. 10a.

Compare your decision with the key.

1.

The Agreement was made on the 1 of September in 2001 by Pilsner
Urquell AS, Plzen, Czech Republic (hereinafter “Principal”) and
M.O.V.A., Kyiv, Ukraine (hereinafter “Agent”), and it provides this:

1th

2.
The Principal doesn’t object to appoint the Agent as an agent of his
Products on following the terms.

3.

The price is CIF Kyiv. It is firm and no alterations are allowed.
The Agent cannot resell the Products at bigger prices and lower
discounts than those of the Principal’s.
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4.

The Principal appoints the terms and way of payment for the
Products.

The Principal gives the Agent the commissions in size of 15% on
$20,000 for each year. This commission is paid every month on the
quantities, which the Principal may receive or credit.

Orders from Customers must be made in convertible currency, but if
the Principal agrees to receive payment in other form (for example,
tender by the Customer), then the Agent must convert this payment
into suitable currency.

5.

The Principal can give guarantee of the quality of the Products for
6 months from their first delivery, but not more than 12 months if
they are stored and handled correctly.

6.
Delivery of the Products must be done according to the documents,
which are enumerated in Appendix N 2.

7.

If some unforeseen situations happen and destroy fulfilment of the
Agreement, neither the Principal, nor the Agent is responsible for
this.

8.

If the Parity Commission cannot resolve the argument during 10 days
from the date of its opening, or Parties don’t appoint their
representatives within 5 days, the argument must be referred to the
Arbitration Court of the Ukrainian Trade Chamber. The decision of
the Arbitration Court is considered to be final, no protest, appeal
and no answer. It is binding upon both Parties.

9.

After signing this Agreement all negotiations and letters are
considered illegal.

This Agreement will start to be legal from this date and will work
for 3 years.

10.
To prove that this document is legal, the Parties give their names
and sign the agreement.

Exercise 13.

Read the following extracts from an agency agreement paying attention to the
underlined words and phrases. Decide what for they are used. Are the similar words and
phrases found in Ukrainian legal documents?

Firm BOSS Trading Ltd, Kyiv, hereinafter referred to as (mym i nadani siooma sx) “the
Principal” of the one part (3 oonozo 60ky), and (ma) Company BITE Inc., Houston, USA,
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hereinafter referred to as (mym i nadani éiooma sx) “the Agent” of the other part (3 inwoeo
6oky) have concluded the present Agreement to the effect that (npo racmynne):

The Principal hereby (yum) appoints the Agent as its sole and exclusive administrative Agent
for the purpose of facilitating sales of electronic equipment produced by the Principal
(hereinafter (mym i nadani) known as “the Equipment”) in Houston, Texas, USA (hereinafter
(mym i naoani) called “the Area”).

The Principal engages the Agent to carry out certain administrative and agency functions on
behalf of the Principal and (ma) particularly (30xkpema) with respect to (cmocoesno) the sales
of the Equipment in the Area.

In_consideration of (cmocosno) the service to be performed by the Agent under this
Agreement the Agent shall be entitled to a monthly commission equal to 13% of expenses
incurred, and (ma) reimbursement of the cost of all charges incurred in performing its
obligations under this Agreement. The commission covers all the expenses incurred by the
Agent in connection with (y 36 ’s3xy 3) the implementation hereof (36iocu,).

Should any force majeure circumstances arise, which hinder the fulfilment by any of the
Parties of their respective obligations under the Agreement, neither Party is responsible for

the non-fulfilment of its liabilities to the extent owing to (uepe3) such circumstances.

Should such friendly settlement appear impossible and (ma) the Parties fail to reach an
agreement within 10 days in the manner of arrangement, the disputes will be submitted for
the consideration of Parity Commission composed of 4 persons, 2 persons from each Party.
The Parity Commission will be set up within 7 days from the date of a written request from

one of the Parties hereto (3 ybo2o npusody).

The appointment as Agent shall commence on the 5th day of December 2001 and shall
continue for one year and thereafter (ma naoani) from year to year subject as hereinafter

provided until (3a ymosu sikujo He) terminated by not less than six months’ notice in writing
given at any time by either Party to the other.

IN WITNESS WHEREOF (npo wo), the Principal and the Agent have caused their names to
be signed by persons hereunto (#aodani) duly authorized.

Exercise 14.

Read the following extracts from an agency agreement paying special attention to
communication signals (they are in italics). Decide what communication signals (CS) in
each extract mean choosing the appropriate answer.

Check your decision with the key.

1. Firm BOSS Trading Ltd, Kyiv, hereinafter referred to as “the Principal” of the one
part, and Company BITE Inc., Houston, USA, hereinafter referred to as “the Agent” of
the other part have concluded the present Agreement to the effect that ...

This CS refers to:
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a) BOSS Trading Ltd;
b) the rest of the document;
c) the Principal.

2. Firm BOSS Trading Ltd, Kyiv, hereinafter referred to as “the Principal” of the one
part, and Company BITE Inc., Houston, USA, hereinafter referred to as “the Agent” of
the other part have concluded the present Agreement to the effect that ...
This CS refers to:

a) BOSS Trading Ltd;

b) BITE Inc.;

c) the rest of the document.

3. Firm BOSS Trading Ltd, Kyiv, hereinafter referred to as “the Principal” of the one
part, and Company BITE Inc., Houston, USA, hereinafter referred to as “the Agent” of
the other part have concluded the present Agreement to the effect that ...
This CS refers to:

a) the Principal;

b) the Agent;

c) the rest of the document.

4. The Principal hereby appoints the Agent as its sole and exclusive administrative
Agent for the purpose of facilitating sales of electronic equipment produced by the
Principal (hereinafter known as “the Equipment”) in Houston, Texas, USA (hereinafter
called “the Area”).
This CS means:

a) it is appointed in the document;

b) the Principal appoints by this document.

5. The Principal hereby appoints the Agent as its sole and exclusive administrative
Agent for the purpose of facilitating sales of electronic equipment produced by the
Principal (hereinafter known as “the Equipment”) in Houston, Texas, USA (hereinafter
called “the Area”).
This CS refers to:

a) the Principal;

b) the Agent;

c) the equipment;

d) the sales.

6. The Principal hereby appoints the Agent as its sole and exclusive administrative
Agent for the purpose of facilitating sales of electronic equipment produced by the
Principal (hereinafter known as “the Equipment”) in Houston, Texas, USA (hereinafter
called “the Area”).

This CS refers to:
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a) the sales;

b) the Equipment
c) Houston;

d) Texas;

e) USA.

7. The Principal engages the Agent to carry out certain administrative and agency
functions on behalf of the Principal and particularly with respect to the sales of the
Equipment in the Area.
This CS refers to:

a) the Principal;

b) the Agent;

c) the Equipment;

d) the sales;

e) the Area.

8. The Principal engages the Agent to carry out certain administrative and agency
functions on behalf of the Principal and particularly with respect to the sales of the
Equipment in the Area.
This CS refers to:

a) the Equipment;

b) the sales;

c) the Area.

9. In consideration of the service to be performed by the Agent under this Agreement
the Agent shall be entitled to a monthly commission equal to 13% of expenses incurred,
and reimbursement of the cost of all charges incurred in performing its obligations
under this Agreement.
This CS refers to:

a) the Agent;

b) the Agent’s service;

c) the Agreement;

d) the commission.

10. The commission covers all the expenses incurred by the Agent in connection with
the implementation hereof.
This CS refers to:

a) the commission;

b) the expenses;

c) the Agent;

d) the Agent’s obligations under the Agreement.

11. The commission covers all the expenses incurred by the Agent in connection with
the implementation hereof.
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This CS means execution:
a) of the above mentioned terms of the Agreement;
b) of the commission;
c) of the expenses.

12. Should any force majeure circumstances arise, which hinder the fulfilment by any of
the Parties of their respective obligations under the Agreement, neither Party is
responsible for the non-fulfilment of its liabilities to the extent owing to such
circumstances.
This CS refers to:

a) the Parties;

b) the non-fulfilment of their liabilities;

c) force majeure circumstances.

13. Should such friendly settlement appear impossible and the Parties fail to reach an
agreement within 10 days in the manner of arrangement, the disputes will be submitted
for the consideration of Parity Commission composed of 4 persons, 2 persons from each
Party. The Parity Commission will be set up within 7 days from the date of a written
request from one of the Parties hereto.
This CS refers to:

a) the disputes;

b) unsuccessful settlement of the disputes;

c¢) the Parity Commission;

d) a written request

14. The appointment as Distributor shall commence on the 5th day of December 2001
and shall continue for one year and thereafter from year to year subject as hereinafter
provided until terminated by not less than six months’ notice in writing given at any
time by either Party to the other.
This CS means that the agreement can be terminated:

a) only after this period;

b) at any time within this period.

15. The appointment as Agent shall commence on the 5th day of December 2001 and
shall continue for one year and thereafter from year to year subject as hereinafter
provided until terminated by not less than six months’ notice in writing given at any
time by either Party to the other.
This CS means that the agreement shall continue:
a) if the parties inform each other about this in writing during the period of six
months;
b) if the parties don’t inform each other about this in writing during the period of six
months;
c) if the parties don’t inform each other about its termination in writing during the
period of six months.
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16. IN WITNESS WHEREOQOF, the Principal and the Agent have caused their names to
be signed by persons hereunto duly authorized.
This CS refers to:

a) the Principal;

b) the above of the document;

c) the Agent.

17. IN WITNESS WHEREOF, the Principal and the Agent have caused their names to
be signed by persons hereunto duly authorized.
This CS means that:

a) the parties’ representatives are authorized to sign the document;

b) the parties’ representatives’ names are followed by their signatures;

C) the parties’ representatives sign the document.

Exercise 15.

Match the following words and phrases with their definitions.

A small hint: two-word signals sometimes speak for themselves (e.g. where+abouts =
whereabouts = in or near what place; where+upon = whereupon = after which; and
then, etc.)

Check your decision with the key.

1. inconsideration of a) of that

2. hereinafter b)  regarding the fact

3. hereby c)  ofthis

4. provided that d)  asan immediate result of that

5. thereafter e) in that place

6. priorto f) by that means or action

7.  hereof g)  incontrast or comparison with the fact
8. hereto h) in any place

9. wherein ) to this

10. whereas )i in accordance with

11. therein K) iIf something happens

12. thereof ) as a result of this; by this

13. thereby m) by which

14. wherever n)  in which respect

15. otherwise 0)  from now on in this document

16. whereby p)  before

17. in pursuance of q)  oncondition that

18. whatsoever r not in any similar form

19. inthe event of S) after that

20. thereunder t) in different or opposite circumstances
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Exercise 16.

a) Read the agency agreement given in ex. 1 again. Find communication signals used in

it and copy them out on a separate sheet of paper.

b) Look through the chart given below and mark with the sign \ those signals which

you have found in the agreement.
Check your decision with the key.

in the first place

in accordance with

in the event of

1. SEQUENCING 2. REFERRING 3. DETAILING 4. OPPOSING
after according to about the following but
and as as follows despite
before as per for the following except
consequently as specified hereinafter except as otherwise
hereby as well as hereto if
hereof concerning hereunder of the one part
hereon hereby herewith of the other part
hereunder herein in case of on the one hand
hereupon hereinafter including on the other hand
herewith hereof in consideration of on the part of
insofar hereon in particular otherwise
in the circumstances | hereto in such a case provided that

subject as hereinafter

in this case in conformity with in the following manner | provided until
prior to in connection with namely though
should in consideration of particularly unless
then in pursuance of subject to until
thereafter in relation to such as whatsoever
thereby in respect of thereafter whenever
therefrom in this connection therein whensover
therein owing to thereof whereas
thereof regarding thereto whereat
thereon relating to thereunder wherefore
thereout therein thereupon wheresoever
thereto thereof to the effect that whereupon
theretofore therfrom to the following whichever
thereunder with respect to whereat whichsoever
whereat whereas whereby whoever
whereby whereof wherein
whereof whereupon whereof

whereupon

wherewith
Exercise 17.

Read the following extracts from an agency agreement prepared by your counteragent.
They need some improvement because the necessary CS are missing. Insert the
appropriate CS from the list on page 55. Decide where exactly you should put these
signals.

Check your decision with the key.
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in the event of and whatsoever as follows
with respect to particularly unless as otherwise according to
hereof hereby but except
hereinafter (four times) in pursuance of  provided that herein

in consideration of due to in respect of until

the following thereunder such as

This agreement made this 3 day of September 2001, by and between Market Leader of
Edmonton, Alberta, CANADA (....(1).... “the Principal”) and Saturn Ltd of Kjyiv,
UKRAINE (....(2).... “the Agent”) for ....(3)....:

The Principal ....(4).... engages the Agent to carry out certain administrative and agency
functions on behalf of the Principal ....(5).... ....(0).... ....(7).... the sales of the fast
moving goods, ....(8).... sugar, coffee, confectionary, alcohol and cigarettes (....(9).... “the
Products”) in Ukraine (....(10).... “the Territory”).

....(11).... the subject of the present Agreement the Agent is obliged ....(12)....:

The payment from the Customer ....(13).... Clause 5.1 shall be the responsibility of the
Principal, ....(14).... the Agent will be specifically instructed by the Principal on other
appropriate means of all sums ....(15).... the Customer ....(16).....

It shall be the responsibility of the Agent to place the Customer’s orders ....(17).... no
supply orders shall be confirmed ....(18).... the Agent has obtained payment ....(19).... the
corresponding Customer’s order in cash or letter of credit.

....(20).... the service to be performed by the Agent under the present Agreement, the
Agent shall be entitled to receive reimbursement of the expenses incurred ....(21).....

The Agent shall not have the right to assign or transfer the present Agreement, ....(22)....
the Principal shall be entitled to transfer its rights under the present Agreement to a
successoft.

All information contained ....(23).... shall be kept strictly confidential and not be
reproduced in any manner ....(24)...., ....(25).... to those persons directly involved with
the closing of this transaction.

....(20).... non-performance of the present Agreement, the responsible Party shall be

subject to prosecution to the fullest extent available at law as well as damages for non-
performance to the suffered Party.
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Exercise 18.

To succeed in writing agency agreements you should be able to use some set phrases
frequently used in legal documents, e.g. to appoint the Agent, the registered office, is
mutually agreed, etc.

Find a word in the text of the agency agreement from ex. 1 to complete the following set
phrases.
Check your decision with a partner or partners, then — with the key.

1. hereinafterc....................

2 | | PO agreed

3. fromtimetot....................

4, A the Agentasana....................
5. onthet.................... andC.......ooviiiiii,

6. hoooveriii, described

7. itish............... agreedasf....................
8. which Territory may be a....................

9. sixmonts’ N............c.ennes MW..ooiian,
10.peeiiiii, of business

11. maybea.................... agreed in writing

12. thea.................... as Agent

13.shall C..oovvveeeene, on the 26™ day of November
l4. bee.....ccovvenvvnnnnn. to terminate this appointment
1500 notice

16. commitany b....................

17.f to perform any of hiso....................
(RS T TS P of performing

19. either P....................

20. fromanyc....................
21.thed.................... of such stocks

22. time ofthet....................
23.bed.......ooiill to be CIF

24, 1.0 the Products

25. atthep.............oeeeal. operating

26. at the date of d....................
27.tiMeP...oveeennnnnnn.. by the Principal

28. pricesine.................... of discounts

29. PriCes S...oevvvveennnnnnnn. to discounts

30. shallbec.................... as a contract
3l.takee........ceeuninnn.

32. properly S......ocevvinnn.n

33 f by post

K7/ office

35.ana........ceeeennnn officer
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Exercise 19.

And now match the phrases from ex. 18 with their definitions. Check your decision with
the key.

called from now on in this document ............ hereinafter called..........
described from now on in this document ..................cooiiiiiiiiiii
will come into force on the 26th of November 2001 ...............cooeiiiiinn
prices, which are depending on discounts ...............cooeiiiiiiiiiiiiiiiie.
a manager with legal rights ................o i
atthe date of shipment ......... ...
prices, which amount to more than discounts ..................ooiiiiiiiiiinnnn..
shall be interpreted as a CONIact .........o.oviuiiiiiiiiiii i
fOT ANY TEASOM ...\ttt e e
10. cannot Perform ... .....oiii e
11. break any obligations ............cooiiiii i,
12, SENE DY POSE .ottt e
13. written information sent within six month .......................co
14, any of the Parties ...... ..o
15. position the Agent for agency responsibilities ..............ccoviiiiiiiiiiiiinn.n
16. position of the Agent for agency responsibilities ..................cooeveiininn....
17. which in fact may be agreed in written form ...
18. produce the result intended ...
19. address of the company, which is known officially and publicly

CoNoakR~WNE

.............................................................

20. make and send a request for payment for the Products ............................
21. time declared with authority by the Principal ...
22. time of coming to end .........oiiiiiii e
23. beconsidered as CIF ........oooiiiiiiii e,

24. property of these StOCKS ......c.viiiiii i
25. doesn’t succeed in fulfilling his obligations ..................ccoceviiiiiiininn.
26. served in correct and suitable Way ...........cooiiiiiiiii e
27. quick and direct infOrming ............coooiiiiiiiiiiiii i
28. have the right to put end to this appointment ..................coevviiiiiiiinannn...
29. agreed by and between both Parties ..............cooiiiiiiiiiiiii
30. the Parites have agreed as the result of this document about the following

31. which Territory may be changed .................coooiiiiiiiii i
32. area of buSINESS ACHIVILICS ...ouuutentieteitt et e ae s
33. atthe price fUNCLIONING ... ..o
34. on the conditions and in the circumstances agreed ..............ccoovviiiiennn.nn.
35, now and then ... e
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Exercise 20.

Let’s see how good your memory for English words and expressions widely used in
agency agreements is. Guess the puzzle given below. For this, you are to fill in the gaps

in the following sentences. Check your answers with the key.
16

10

11

12

13

14

15

1. An agreement made this twenty-first day of October 2001 BETWEEN Merlin Marine
Sports Ltd (UK), whose Registered office is situated at 10, The Minorities, LONDON
EC3 (h... called “the Principal”) of the one part and Koji Tanaka, Osaka, Japan (h...
called “the Agent”) of the other part, WHEREBY IT IS AGREED as follows.

2. Should the Agent fail to fulfil the obligations stipulated by the present Agreement,
the Principal reserves the right to n... with the interested persons in a direct manner.

3. The Agent shall not, without p... commission of the Principal in writing, enter upon
any agreements or sign documents, which may give rise to new obligations on the part
of the Principal.

4. The present Agreement is of-private nature and the Agent is not e... to transfer his
rights and obligations under this Agreement to a third party.

5. The decision of the Arbitration Commission will be final, liable to no protest, appeal
and 1... and will be obligatory for both Parties.

6. The present Agreement comes into force from the date of its signing and shall be
valid for the whole v... period of Contracts for rendering technical assistance to the
Customer in construction of oil-refining enterprise in the Territory, concluded with the
Agent acting as an intermediary.

7. The Principal a... the Agent as and from 1 November 2001 to be its sole agent in
Japan and Korea (hereinafter called “the Area”) for the sale of SAIL BOARDS AND
ANCILLARY EQUIPMENT (hereinafter known as “the Goods”).
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8. If during the g... period the Equipment proves to be defective the Principal at his cost
eliminates defects within the shortest possible time or replace the defective Equipment.
9. The commission covers all the expenses i... by the Agent in connection with
implementation hereof.

10. The Agent will during the term of three years serve the Principal as its Agent and
e... to extend the sale of the Goods within the Area.

11. Should such friendly s... appear impossible and the Parties fail to reach an
agreement within 10 days in the manner of arrangement,

12. the dispute will be s... for consideration of parity commission.

13. The Principal shall r... the above-mentioned sums of the commission through New
York Bank to the Agent’s account with the Aval Bank, Kyiv.

14. The Agent will duly keep an account of all orders o... by him and shall every three
months send in a copy of such account to the Principal.

15. The Agent may, at his d... , handle goods of a similar class as would compete with
the sale of the Principal’s Goods.

Exercise 21.

a) You are the Vice-President of Photonica, a Ukrainian company that deals with
measuring and electronic devices. Last week you were in Manchester and had
negotiations with representatives of IPSA Industries Plc, which may become your
principal. Today you have received from them a provisional agency agreement (see ex.
1). After reading the document, you discussed some points in it with the President of
your company. You both have agreed that the document needs more details about
quantities, delivery, price, payment and period of the agreement. You are delegated to
make necessary additions. Compose the corresponding articles of the agreement using
your notes, which you made after the meeting with your boss.

1. Must insist on 6-month trial period, then the agreement can run for one year.

2. We need three, not six months notice if the agreement is to be terminated, insist
on registered letter in this connection.

3. Sales quantities must be specified in the document: not more than 500,000 GBP.

4. Must become the owners of the products on the date of payment, not on delivery.

5. Terms of delivery must be deemed CIF for each order, without making special
agreements in each case.

6. Prices should be stated for the period of not less than three months, not at the
time of each despatch.

7. The principal should pay for advertising.

8. Method of payment should always be an irrevocable L/C.

9. Must specify discounts — not lower than 8%.

7
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b) You are the Deputy Managing Director of IPSA Industries Plc. You have received a
draft agreement with changes made by Photonica, your possible agent. In the meeting
with the Managing Director, you have decided to agree to the terms and conditions,
proposed by the agent, as the Ukrainian market is very important for your company. But
your top management think the company needs some guarantees of this transaction.
You have been asked to prepare the articles on force majeure circumstances, arbitration
and some other special terms. Draft the necessary parts of the document using the
minutes of the senior management meeting.

IPSA INDUSTRIES PLC
MINUTES OF SENIOR MANAGEMENT MEETING - 12/12/01 - 10.30

SUBJECT: Agency agreement with Photonica, Kyiv, Ukraine

RESENT: Steven Richardson (MANAGING DIRECTOR), Elton Mayo (DEPUTY
MANAGING DIRECTOR), John Landowner (FINANCIAL DIRECTOR), Pamela
Cooper (COMPANY LAWYER)

APOLOGIES: Barbara Swan (EASTERN GROUP MANAGER)

S.R. wanted to know if the management agreed to the terms offered by
Photonica; and, if not, what could be done about it?

E.M. thought that the terms are not very favourable, but the
Ukrainian market is very important for the company at present.

J.L. added that last year the company lost many important orders
because of the Asian crisis.

P.C. suggested the transaction could be risky.

E.M. agreed with P.C. He said the Ukrainian market was not
investigated enough.

J.L. noted the company needed more foreign trade operations. Only
that could recover its budget.

P.C. offered to work out special terms of the deal, especially on
force majeure and arbitration.

S.R. liked Pamela’s idea and said that we must prepare the
corresponding articles to be included in the agreement.

AGREED:

1. To prepare the following articles to be added to the agreement:
Force Majeure, Settlement of Disputes and Arbitration, and Other
Terms. The persons in charge - Elton Mayo and Pamela Cooper.
2. To include in the Force Majeure article the following information:
a) 1in case of any force majeure circumstances neither party is
responsible for possible violations of the agreement;
b) all natural disasters, war, blockades, and other circumstances
must be considered as force majeure;
c) the time for the fulfilment of the agreement will be extended
during force majeure circumstances.
3. To include in the Settlement of Disputes and Arbitration article
the following information:
a) 1if the agent doesn’t fulfil its obligations we can negotiate
the case with the law organizations;
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b) any differences or disputes will be settled in an amicable
way;

c) 1if it 1is impossible to achieve an agreement within 10 days,
the dispute will be submitted to Parity Commission, which must
include 8 persons, 4 persons from each party;

d) the Parity Commission must be set up within 5 days;

e) 1if the Parity Commission doesn’t settle the dispute within 5
days, the case must be submitted for the consideration of the
Arbitration Court of the United Kingdom Trade Chamber;

f) the decisions of the Arbitration Court will be considered as
final and obligatory for both parties.

4. To include in the Other Terms article the following information:

a) the agent has no right, without preliminary written consent of
the principal, sign any agreements or other documents;

b) the agreement must be a private document;

c) the agent can’t transfer its rights and obligations to third
parties;

d) all alterations and amendments to the document are valid only
if they are made in writing and signed by representatives of
both parties;

e) after signing the agreement all previous negotiations and
correspondence will become invalid;

f) the document must be drawn up in 4 copies (2 in English and 2
in Ukrainian).

5. To inform Photonica about additions and approval of their terms.

S, Zctanason
Steven Richardson
Chairman

Exercise 22.

You are Mr Zabolot’ko, the President of Photonica. Yesterday you received a draft of
the agency agreement with additions made by your principal, IPSA Industries Plc. They
also sent good news — the company accepted your changes to the agreement. You have
decided to compose the whole document. Write the agency agreement to be concluded
between the principal and your company. Add your and their changes to the text of the
agreement (see ex. 21). You have agreed to sign the document in Manchester, on the
2nd of February 2002.

Exercise 23.
Work with your partner.

Negotiate your terms of business and prepare an agency agreement to sign the
transaction. While issuing the document, follow the typical structure of an agency
agreement. Choose the place of signing the agreement. Authorize and sign the document
yourselves. Put today’s date.
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Student A

Student B

You are the Chief Executive Officer
of GROUP IMAGE INC. (220-240
West Side Blvd, Washington DC
20500, USA), a company
manufacturing  new  processing
equipment.

You are the General Director of
PHOTOLAB LTD (4A Kutuzova Str.,
Kyiv 03011, Ukraine), a Ukrainian
commercial photographic company that is
going to buy the processing equipment on
behalf of Group Image Inc. in Ukraine.
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REFERENCE GUIDE
AGENCY AGREEMENT

Information File

An agency agreement (aeenmcora yeooa) is a contract drawn up between a supplier and
an agent. It usually states that the agent obtains orders for the supplier’s goods, for
which he will be paid a commission. If the agreement is for a sole agency (monononvna
azenmcoka yeooa), the agent is the only person within a specified region who is
authorized to sell the supplier’s goods.

An agency agreement may be also drawn up between a supplier and a distributor. The
distributor is appointed when stocks need be held locally. He can either purchase the
goods from the supplier, and then sell them to the user or consumer, or he can ask for
the goods to be supplied on consignment, and only pays the supplier when the goods
have been sold. If it is an exclusive agency agreement (exckrosusna acenmcoka yeooa),
the distributor is the only person within a specified territory who is authorized to
distribute the supplier’s goods.

There are also agency agreements for intermediary services rendered by agents to
customers for and on behalf of principals within definite territories.

Note that the Principal (/Ipunyunan) = the supplier; the Party (cmopona) = the
participant of the deal.

Language File 1

Structure and Vocabulary
l.
The Preamble is the first part of an agency agreement, which purpose is to name the
participants of the deal and to announce about their will to sign the document for
agency.
In the Preamble, names (and addresses) of the parties concluding an agreement, and the
date of drawing up the document are included.
1. The form in which the date can be written in the Preamble is
... 1st day of October 2001 ...
or (if the authors want to indicate the place of signing the document):

Agency Agreement
City of Kyiv 1 October 2001

In this case, you can write:
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1 October 2001 European countries, Australia, Africa, Asia),
1 Oct. 2001
or

1st October, 2001} in British style (used by companies from Great Britain,

October 1, 2001 in American style (used by companies from North and South
Oct. 1, 2001 America).

Note that the month in the Date should not be written in figures, as they can be
confusing. Example: 1.10.01 means 1st October 2001 in the UK, but 10th January 2001
in the USA.

2. Normally the address in the Preamble will include the company’s name and its post
or legal address:

Procter & Gamble, 34/33 Ivana Franka St, Kyiv, 03030, Ukraine
or

Procter & Gamble of Kyiv, Ukraine

34/33 Ivana Franka St

Kyiv 03030

UKRAINE

In this case, no commas between the lines are used, and the name of the country is
written in CAPITALS.

You can guess the content of this part of the document from its name — Subject of the
Agreement. The purpose of this part of the document is to state the parties’ functions
and tasks, i.e. to specify the type of the agreement.

Normally, in “Subject of the Agreement” it is said that the principal appoints the agent
to act (e.g. sell or distribute the goods of the principal) on behalf of the principal on
certain terms within the definite territory (e.g., as sole or exclusive agent in a country or
region). For this, certain formulae-sentences are used.

Signatures and Legal Addresses of the Parties

If the participants of the deal want to have legal guarantees that the document’s terms
and conditions will be fulfilled, they testify the fact of their will to make up the
agreement by saying that: AS WITNESS the hands of an authorised officer of the
Principal and the Agent the day and year first before written. It means that the
document has the legal power.
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After writing this statement, the agreement is signed by the authorized person of each
party, usually by the head of the company. There should be put his/her handwritten
signature and title and then the typed name and the Company Position.

Example.

Herecan de

Marion Haynes

Chief Executive Officer

After this, the parties put their legal addresses (addresses of the places where their
offices are registered). For this, they put in each separate parallel line the following:
name of building (if it exists), number of building and name of street, name of city and
postcode, name of country (in CAPITALS) as in ex. 1.

Sometimes participants of the deal give their financial and banking details in the Legal
Addresses.

Example.

Tetra Laval Ukraine Ltd

82 Mezhyhirs’ka Str.

Kyiv 04080

Ukraine

A/C 0011070035 in Privatbank of Ukraine
Zip Code 321790

where A/C (or a/c) stands for account current (romounuii paxynox), and Zip Code
corresponds to the Ukrainian koo M®O.

V.

Articles
The content of any agency agreement is revealed in different conditions and terms of the
deal, which specify roles and relations of the parties as well as rules and order of the
agreement’s fulfilment.
Thus, the terms and conditions of the agency agreement can be classified as follows:
1. Obligatory.
2. Additional.
To obligatory terms are referred the following:
1. Preamble.
2. Subject of the Agreement.
3. Prices.
4. Payment.
5. Signatures and Legal Addresses of the Parties (with Concluding Sentence).
To additional terms belong the following:
1. Guarantees.
2. Delivery.
3. Force Majeure.
4. Settlement of Disputes and Arbitration.
5. Other Terms (or Miscellaneous).
Normally, the articles in the agreement follow this order:
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. Preamble.
. Subject of the Agreement.
. Prices.

Obligations of
the Principal and

1

2

3

4. Payment. the Agent.
5. Guarantees.
6
7
8
9.
1

. Delivery.

. Force Majeure.

. Settlement of Disputes and Arbitration.
Other Terms (Miscellaneous). _

0. Signatures and Legal Addresses of the Parties.

Let’s summarize some important points about these parts of the agreement.

1. The articles of the agreement (except for the Preamble, Subject of the Agreement, and
Signatures and Legal Addresses, which do not have names) are more often called the
same as the terms of the deal, which they contain.

NOTE: You can find other words used instead of the word “article” in agreements:
clause (nynxm) or para (napacpag). Example: Clause 5. Force Majeure; Para 3.
Delivery.

2. Sometimes authors of the document make several parts of one article into a separate
article or add more terms to the agreement and give them other (individual) names (as in
the agreement of ex. 1: Interpretation, Notices, etc., which can be organized in one
article called “Other Terms™).

3. In the article “Prices”, authors state the amount of the price for the merchandise or
services supplied in accordance with the agreement, as well as stipulate discounts and
rights of the parties to change the prices (or some other additional points).

The Principal shall invoice the Products at the price operating at the date of despatch from the

Principal’s factory or warehouse in respect of each order made in pursuance of this Agreement and
the Agent shall pay for the Products delivered as invoiced.

4. The article “Payment” stipulates the size of the agent’s commission, methods and
time of payment for the goods or services under the agreement as well as other parties’
obligations concerning payment.

Customer Orders shall require payment to be made in convertible hard currency, but if the Principal
consents to payment being made in any other form (including tender by the Customer of a commodity),
then it shall be the responsibility of the Agent to procure conversion of the same into hard currency.

5. In the article “Guarantees”, it is usually said that the principal guarantees the quality

of the goods sold. The term of the guarantee period for the goods is stated too.

The Principal shall guarantee the quality of the delivered Merchandise for twelve months from the
date of the beginning of its operation, but for not more than eighteen months under favourable
conditions of its operation.
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6. Terms and time of delivery of the goods are included into the “Delivery” article.

The Principal shall deliver the Goods to the Agent in dates indicated in Appendix 3 to the present
Agreement. Delivery of the Goods under the present Agreement shall be effected under the shipping
documents indicated in Appendix 3 to the present Agreement.

7. As a rule, the article “Force Majeure” (@opc-mascop) is universal. It describes
different circumstances, under which the parties cannot observe their obligations and
therefore, are not responsible for possible violations in fulfilling terms and conditions of
the agreement.

Should any force majeure circumstances arise which hinder the fulfilment by any of the Parties of their
respective obligations under the Agreement, neither Party is responsible for the non-fulfilment of its
liabilities to the extent owing to such circumstances. Natural disasters, war and military operations of
any sort, blockades, embargo, prohibition of exports, imports, epidemics and other circumstances
beyond the control of the Parties are considered as force majeure.

8. In the article “Settlement of Disputes and Arbitration”, it is usually said that the
parties will do all their best to settle any possible conflicts of the deal in a friendly way:
Should any differences or disputes connected with the present Agreement arise between the Principal
and the Agent, the Parties will strive to reach friendly settlement / to settle the question in an amicable
way.

Also it is indicated that in case of failure to settle the dispute, the parties will turn to the
Arbitration Court (4dp6impascnuii cyo) for help:

Should the Parity Commission fail to settle the dispute within five days from the date of its
establishment, or one Party fail to appoint its representative to the Parity Commission within seven
days, the dispute will be at the written request of one of the Parties submitted for the consideration of
the Arbitration Court of the London Trade Chamber, the decisions of which will be final, liable to no
protest, appeal and irrevocability and will be obligatory for/binding upon both Parties.

Terms of the procedure are described in this article too:

Should such friendly settlement appear impossible and the Parties fail to reach an agreement within
five days in the manner of arrangement, the disputes will be submitted for the consideration of Parity
Commission composed of four persons, two persons from each Party. The Parity Commission will be
set up within seven days from the date of a written request from one of the Parties hereto.

9. Statements of possible changes, additions to the agreement, transference of the
parties’ rights to a third party, preliminary negotiations, correspondence and documents
are included into “Other Terms” or “Miscellaneous” (/nwe). As a rule, it is indicated
in what languages the agreement is written, how many copies of the document the

parties possess, and from what time the agreement comes into force.

The present Agreement is of a private nature and the Agent is not entitled to transfer his rights and
obligations under this Agreement to a third party.

This Agreement is made in 4 copies (two in Ukrainian and two in English for each Party), both texts
being equally authentic.

The present Agreement shall be valid from the date of its signing.

If the date of signing the document is not indicated in the Preamble, the parties put the

date in “Miscellaneous”:
The present Agreement was signed in Kyiv, on 20 August 2001 in duplicate in English.
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10. Sometimes authors add appendices (0ooamxu) to the agreement, where they
describe in detail the goods, prices for them, terms and time of delivery and payment
and so on, if they are not indicated in the text of the agreement.

The parties can sign two agency agreements: general or previous (as in the document of
ex. 1), and a detailed one.

11. Note that Names of the Parties (the Principal, the Agent, the Customer, the Parties),
the Territory (or the Area), the Goods (or the Merchandise, or the Products), the
Agreement, and the Appendix are written from Capital letter. It is done for easy reading
and fast finding necessary information in the legal document.

Also note that these words are practically never substituted by their pronouns in the

text:

The Principal and the Agent hereby agree to be bound by the following terms and conditions.

The Agent will during the term of 2 (two) years (and thereafter until determined by either Party giving
one month’s previous notice on writing) serve the Principal as its Agent and endeavour to extend the
sale of the Goods of the Principal within the Area.

NOT:

The Principal and the Agent hereby agree to be bound by the following terms and conditions.

The Agent will during the term of 2 (two) years (and thereafter until determined by either Party giving
one month’s previous notice on writing) serve Xim as IS Agent and endeavour to extend the sale of
Pis.Goods within the Area.

Such tautology is necessary and important, as it excludes any confusion or misreading
of the document and misunderstandings between the parties.

12. Please note that in texts of agreement no contracted form are used, because it is an

official and legal document.
The Agent will not sell any of the Goods to any person, company or firm residing outside the Area.

NOT:
The Agent worFtsell any of the Goods to any person, company or firm residing outside the Area.
Language File 2
Grammar
l.
Tenses

General points
The tenses, which are widely used by writers in agency agreements, are: Present
Indefinite, Present Perfect, Future Indefinite, and Past Indefinite.
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Specific points

While writing an agency agreement you can use:

The Present Indefinite Tense

a) to describe procedures,
processes, and instructions;

b) to describe a characteristic
or a state;

C) in certain set expressions
used in agreements

The Principal commissions the Agent and the
Agent undertakes to act as an Agent in Ukraine
(hereinafter “the Area”).

The present Agreement is of-private nature.

The Principal/ the Agent:

Is obliged/ is (not) entitled/ has the right/ has no
right/ reserves the right, etc.

The present Agreement comes into force from ...
All negotiations and correspondence ... become
null and void from ...

The Present Perfect Tense

a) to describe actions and
events, which have just
finished,

b) in certain set expressions
used in agreements

The Principal has agreed to appoint the Agent as
an agent of the Products on the terms and
conditions hereinafter described.

..., hereinafter referred to as ‘“the Principal” of
the one part, and ..., hereinafter referred to as
“the Agent” of the other part have concluded/
have signed the present Agreement for agency.

The Future Indefinite Tense

to express determination

For each interest payment the Agent will open
bank indorsed international irrevocable pay order
to the account of the Principal.

The Past Indefinite Tense

to describe actions or events,
which finished at a definite
time in the past

The present Agreement was signed by both Parties
in Manchester on March 12", 2001 in two copies
in English.

1.
Modals

With the help of modals in agency agreements you can show that the action or state is

considered as obligatory, necessary, possible, permitted and so on.
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General points

1. The modals, which are often used by writers in agency agreements, are: shall, will,
may, and should.

2. There is no -s ending in the third person singular. Example: The Agent may handle
goods of similar class as would compete with the sale of the Principal’s Goods.

3. Negatives are formed without do. Example: The price shall be firm and fixed and
shall not be subject to any alterations.

4. They are followed by the infinitive without to. Example: The Agent should inform
the Principal about each transaction accomplished with the Customer.

5. They can be followed by be + Participle Il. Example: The Territory may be altered by
the Principal.

6. Some modals are used to express the negative: The Agent shall not enter upon any
agreements or sign documents.

Specific points
While writing an agency agreement you can use:

The Principal shall guarantee the quality of
shall to express obligation the delivered Goods forl2 months from the
first delivery.

NOTE: Shall is more likely used to express obligation in agency agreements, as the verb
must is considered to sound authoritative and impolite in business written
communication.

The Principal will allow the Agent all
will to express willingness | expenses incurred in the carriage, packing,
promotion and advertising of the Goods.

NOTE: Will is hardly ever a purely modal verb. It generally combines its modal
meaning with the function of an auxiliary expressing futurity. Cf: The commissions will
be reviewed every quarter. — The verb will here is used to make the Future Indefinite
Tense.

1) to express possibility; | The Parties may terminate the present
Agreement at any time within thirty days of
may notice in writing.
2) to express permission | The Agent may borrow money in the name
of the Principal.

NOTE: May, when used to express permission in agency agreements, sounds more
formal than can.

to express necessity with | The Agent should establish an account with

should | s pligation sub-meaning | a bank in the Area.
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The Passive Voice

In active sentences (with the Active Voice), we are more interested in the person or
thing doing the action (the agent).

In passive sentences (with the Passive Voice), we are more interested in the person or
thing affected by the action. If we want to mention the agent, we use by:

Payment under the present Agreement shall be effected by the Agent by means of L/C.
But often in business writing, the agent is not important:

The commission shall be paid to the Agent in the currency received from the Customer.
The Passive Voice is typical for legal documents, as it makes them sound more
officially. Thus, passive forms are more preferable in agency agreements than active
ones.

Very often writers use passive forms with modal verbs, which are followed by be +
Participle II:

The said commission shall be paid every three months on the amounts actually received
by, or credited to, the Principal.

There are passive forms of most verb tenses used in agreements, for example:

Present Indefinite | The price is deemed to be CIF Kyiv.

After the Agreement has been signed all the previous
Present Perfect negotiations and correspondence pertaining to it become
null and void.

Future Indefinite | The commissions will be reviewed every three months.

The present Agreement was signed in Kyiv, on 16 March
2001 in two copies in English.

Past Indefinite

So to make the sentence passive, you should use the following:

Present Indefinite is/are + Participle Il
Present Perfect has/have + been + Participle Il
Future Indefinite will + be + Participle Il
Past Indefinite was/were + Participle 11
Modals modal verb + be + Participle Il

NOTE: To make negative passive form, put not directly after the first component of the
passive form: The price shall not be revised under any circumstances during the period
of the present Agreement.

V.

Conditionals

General points

1. Authors use Conditionals to say about the consequences of something, which may
possibly happen in the future:
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If the Principal consents to payment being made in any other form, it shall be the
responsibility of the Agent to procure conversion of the same into hard currency.
2. To make a conditional sentence, you may follow this formula:

future tense/ present tense/
modal + verb

If during the guarantee period the | the Principal at his cost shall eliminate

Goods prove to be defective, defects within the shortest possible time

or replace the defective Goods.

Should the Agent fail to fulfil the |the Principal reserves the right to

obligations stipulated by the present | negotiate with the interested persons in a

if/ should or unless + present tense

Agreement, direct manner.

Unless otherwise it is specifically | the Agent shall maintain books of

instructed by the Principle, accounts and records of all transactions,
which the Agent carries out on behalf of
the Principal.

3. In legal documents (agency agreements including), it is common to leave if, and use
should + inversion:

Should the Parity Commission fail to settle the dispute within 5 days from the date of its
establishment, or one Party fail to appoint its representative to the Parity Commission
within 2 days, the dispute will be at the written request of one of the Parties submitted
for the consideration of the Arbitration Court.

Specific points
Normally, authors of agreements use Conditional sentences for stipulating guarantees,
force majeure, arbitration and other terms. (See the examples above).

V.

The Participle Constructions

Consider the following sentences:

Written Legal English Spoken Legal English
1. The Agent shall not enter upon any | 1. The Agent shall not enter upon any
agreements or sign documents, which | agreements or sign documents, which
may give rise to new obligations on the | may give rise to new obligations on the
part of the Principal or change the | part of the Principal or change the
obligations already existing. obligations, which already exist.
AreHT 0e3 momnepeaHbOTro IOpYy4YeHHS | ATeHT 0e3 MONepeaHbOro TOPY4YECHHS
[Ipunnunana He Bctynae A0 Oyab-skux | [Ipuniunana He BcTymnae q0 OyAb-sSKHX
yroJi abo He MIAMUCY€E JOKYMEHTH, 110 | yroj abo He MANUCYE JOKYMEHTH, IO

MOXYTh  TPHU3BECTH 10  HOBHX | MOKYTh  TpPH3BECTH 1O  HOBHX
3000B’s13aHb 3 Ooky IIpuniunana ado | 3000B’s3aup 3 Ooky [lpuHuumnana ado
3MIHUTH BXKE iCHYIOK0Yi. 3MIHHTH Ti, IO BKe iCHYIOTb.
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2. The terms and method of payment | 2. The terms and method of payment for
for the Products purchased by the |the Products, which are purchased by
Agent shall be from time to time |the Agent, shall be from time to time
prescribed by the Principal. prescribed by the Principal.

YMoBH Ta cmoci0 Iiatexxy 3a | YMOBM Ta  Cmoci®  muaTexy — 3a
[Iponyxkito, mpuadany ArentoM, udac | [Ipogykuiro, sika mpugdéana AreHToM,
BiJ[ qacy IPU3HAYAIOTHCA | Yac BIJ qyacy MIPU3HAYAIOTHCS
[IprHIMDIATOM. [IprHIMDIATOM.

The words in bold in the left column are called Participle constructions. In the first
sentence: The Agent shall not enter upon any agreements or sign documents, which may
give rise to new obligations on the part of the Principal or change the obligations
already existing, the Present Participle construction is used, while in the second
sentence: The terms and method of payment for the Products purchased by the Agent
shall be from time to time prescribed by the Principal, the Past Participle Construction
IS used.

The Participle Constructions are used in written legal English where, in spoken legal
English, it is more common to use a sentence beginning with who, which, etc.

Authors of agreements use the Present Participle (Participle 1) and the Past Participle
(Participle 11) Constructions:

a) as an adjective: The decisions of the Arbitration Court will be final,

- active, liable to no protest, appeal and irrevocability and
binding upon both Parties.

- passive; As witness the hands of an authorized officer of the

Principal and the Agent the day and the year first
before written.

b) in place of who/which + | The Agent shall procure the balance of funds
sentence remaining therein after payments.

The Principal shall deliver the Goods to the Agent
in dates indicated in Appendix Ne 2 to the present
Agreement.

NOTE: The Participle | (verb + ing) is active in meaning, and the Participle Il is
passive. Compare:

The Principal shall invoice the Products at the price operating (which operates) at the
date of despatch from the warehouse in respect of each order made (which is made) in
pursuance of this Agreement.

VI.

The Gerund
Consider the following sentence:
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The Principal commissions the Agent and the Agent undertakes to act as intermediary
in (1) rendering technical assistance to the Customer in the construction of oil plant in
the Territory and in fulfilment of (2) designing work.

[TpuHiunan nopy4yae AreHry, a AreHT 3000B’SI3y€ThCSI BUCTYIIATU MTOCEPETHUKOM JUIS
HaJlaHHS 3aMOBHHUKY TEXHIYHOI JOMOMOTHM Yy OYIiBHHUIITBI Ha(TOBOTO 3aBOAY Ha
TepuTopii Ta y BUKOHAHHI IPOEKTHUX POOIT.

In the first case, the verb in bold is used as a noun. This verb form is called the Gerund,
and it is not found in the Ukrainian language.

Comparing the two words above, you can see that the Gerund has the same form as the
Participle I, but it acts like a noun, while the Participle I does not.

1. You can use the Gerund (verb + ing) after many verbs. Some of these verbs are given
in the following list:

admit include prevent
avoid involve propose
consider keep (persist in) risk
delay mind (object to) stop
deny postpone suggest
finish

The prices for the Goods include packing, marking and loading to the ship.

2. The Gerund must be used immediately after prepositions:

after before by
when while without

On receipt by the Agent of any order for the Goods, the Agent will immediately transmit
such order to the Principal, who will execute the same by supplying the Goods direct to
the Customer.

3. It must also be used after the verbs and expressions followed by prepositions, for
example:

instead of to be used to

to approve of to have difficulty in
to be for/against to insist on

to be (in)capable of to object to

to be interested in to succeed in

to be subject to

The Principal shall be entitled to terminate this appointment if the Agent is incapable of
performing any of his obligations hereunder.
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4. The Gerund can also be used as the subject of the sentence:

Processing of payments for the Products on the Territory shall be the responsibility of
the Agent.

Language File 3

Punctuation

1 | A comma is necessary when and and or join two long sentences. It prevents
ambiguity.

Should the Parity Commission fail to settle the dispute within 7 days from the
date of its establishment, or one Party fail to appoint its representative to the
Parity Commission within 5 days, the dispute will be at the written request of
one of the Parties submitted for the consideration of the Arbitration Court.

2 | A comma is used before sentences beginning with but.

The Agent shall not have the right to assign or transfer this Agreement to a
third party, but the Principal may transfer its rights under the present
Agreement to a successor.

3 | Single words, phrases and sentences (communication signals) beginning with
the words, such as in case, in consideration of, in the event of, unless
otherwise, of the one part, etc. are set off by a comma at beginning and end.
In case the Contract between the Principal and the Agent is not signed due to
the force majeure circumstances, the Parties will not have any mutual claims
arising out of the present Agreement.

4 | A comma at beginning and end should set off any word, phrase or sentence
containing extra information, which is not central to the meaning of the
sentence, and is added to it. Very often such additional phrases or sentences
begin with who, whose, of whose, which, of which, where, when and the
like. But before that the comma is hardly ever used!

Should the Parties fail to settle the dispute amicably, the dispute will be
submitted for the consideration of the Arbitration Court, the decisions of
which will be final and binding upon both Parties.

5 | In if-sentences and the like beginning with if, unless, or should, a comma
separates two parts of the sentence.

Should the Agent fail to fulfil the obligations stipulated by the present
Agreement, the Principal reserves the right to negotiate with the interested
persons in a direct manner.

No comma:

Any alterations and amendments to this Agreement shall be valid only if made
in writing and duly signed by authorized representatives of both Parties
concerned.
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Commas usually mark off detached members of the sentence, especially if
they come in the middle of the sentence.

The Agent shall not, without preliminary commission of the Principal in
writing, enter upon any agreements or sign documents, which may give rise to
new obligations on the part of the Principal or change the obligations already
existing.

If you are using words (i.e. phrases or expressions), which are not of primary
importance, they can be placed between brackets.

The Principal engages the Agent to carry out certain administrative and
agency functions on behalf of the Principal and particularly with respect to
the sales of the Goods in Ukraine (hereinafter “the Territory*).

When names of the parties and other important definitions are used for the
first time, they are taken in double quotes.

The Agent is hereby appointed a distributor of the Products for the resale
thereof in the following territory (hereinafter called “the Territory”), namely
Ukraine.

Contracted forms like he’s and they’re, or don’t and doesn’t are not found
in legal documents.

The Parties will not accept any instructions from other parties if they are in
contradiction with the present Agreement.

10

Names of the Parties (the Principal, the Agent, the Customer, the Parties), the
Territory (or the Area), the Goods (or the Merchandise, or the Products), the
Agreement, and the Appendix are written from Capital letter. It is done for
easy reading and fast finding necessary information in the legal document.
Names of the COMPANIES are written in CAPITALS.
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III. WRITING OFFERS

Exercise 1.

a) What kinds of business letters do you know?

Which of them can you write in English?

Do you know what an offer is?

What types of the offer do you know?

Read the Information File of the Reference Guide on page 109 if you need.

b) The sales promotion letter given on page 78 shows typical features of the offer. Read
the offer and say what type it is. What made you think so?

c) Now study the offer paying attention to its layout.

d) Answer the questions about it:

1.
2.
3.

4.

How many elements does the offer consist of?

What are these elements?

What does the Letterhead (the Outside Address) include? Does it differ from the
Ukrainian way of laying out the Letterhead? If yes, say how.

Do you guess what the References mean? What do the letters stand for?

5. What form is the Date written in?
6.

What order is the Inside Address (the Receiver’s Address) written in? How does
it differ from the way the Inside Address is written in Ukraine?

7. What is the Attention Line used for?
8.
9.
1

Who is the Salutation written to?
What is the Subject Title used for?

0. How many paragraphs does the Body of the Offer consist of? How are they

situated in the Body of the Otter?

11. What does the Complimentary Close express?

12. Whose Signature and Title is given after the Complimentary Close?

13. Whose details does the Company Position Line include?

14. What does the Enclosure Line mean? What details does it include?

15. Which elements of the offer do you think can be omitted without making the

letter imperfect?

Check your answers with the key.
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R.G. Electronics AG

20 Gloucester Place, Croydon CR 1 2DH, Great Britain
Tel.: 0181 241 9273 Fax: 0181 243 1945
E-mail: admin@rgelectronics.uk, http://www.rgelectronics.uk VAT 86000

Your ref:
Our ref: SR/ JM
11 September 2001

Photonica

49 Predslavyns’ka St
Kyiv 03006

UKRAINE

For the attention of the President

Dear Sir or Madam,

Drilite Batteries

Improved methods of production enable us to offer\

you our range of Drilite batteries at a reduced
price for large quantities.

Details of the new prices for your market are
enclosed, and you will see that the average price
reduction is 5%. As our prices are quoted c.i.f.
Kyiv, you will agree that they are considerably
lower than those of manufacturers of similar
batteries, both here in Great Britain and
elsewhere.

The quality of our goods remains high - the
finest chemicals are used. The new prices are for
minimum orders of $10,000 and are effective as
from 17 September. Immediate despatch is
guaranteed, and we hold ample stocks. Please note
that this offer can be recalled.

We have sent, by separate post, samples of the
advertised batteries. If you need any further
information, please do not hesitate to contact

us. We look forward to supplying you soon at thej

new prices.

Yours faithfully,
Stettinn Zagnor ()
S.Raynor

Group Managing Director

B e el e e e e

Letterhead
(Qutside Address)

References

Date

Inside Address

Attention Line

Salutation

Subject Title

Body of the Offer

Complimentary
Close
Signature and Title

Company Position

Enc.: 1 (price list) } Enclosure Line
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Exercise 2.

Let’s see how well you remember the typical layout of the offer.

a) Put the names of the structural elements of the offer in the corresponding boxes given
below.

Check your answers with the key.

1.
2.
3.
4.
S.
6.
7.
8.
9.
10.
11.
12.
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b) Put together the following parts of the offer shown below. Use the typical layout of
the offer given in a) as a model.

Example 12 — A.

Check your decision with the key.

A Encl.: 1 (catalogue) C Promotions ManagD

F Yours sincerely,

K Your ref:
Our ref: AM/bp

| 5th October, 2001

B
HI-STYLES STORES
30 Main Street, York, England. Fax 025 640 3200 Tel 025 641 3000
E-mail stores@histyles.york.uk
z rHlan Mlerjord

Alan Mexford (Mr)

L  For the attention of Ingried Nielsen

D Dear Ms Nielsen, E A-Fashions
2 Victoria Buildings
New Bridge Road

« » Singapore 1123
H DELUXE HAMPER SINGAPORE

G

This superb HAMPER is offered in two different sizes and its cost ranges from $100 for
the small one (see catalogue) and $130 for the largest size, to which is added a smooth,
well-rounded brandy and port.

We offer a trade discount of 10% and a further special discount of 5%, making 15% in all,
on orders received on or before October 10.

Exercise 3.

You are an office manager. An inexperienced secretary has typed the elements of this
Letterhead not quite correctly. Help her to put the elements of the Letterhead in the right
order. Read through Language File 1 of the Reference Guide (page 109) if you need.
Check your decision with the key.

Code TVA: 00279 R/A/M/000, 31 1101, Tunis Av. De Paris, Tel.: 344 727
ULYSSE TOUR, Travel Agency, E-mail: ultour@com,
Tunis 1952 TN Fax: 331 956, http://www.ultour.tn
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Exercise 4.

You are a computer designer in a large printing company. Your recent order is to design
Letterheads for stationery forms of several companies. Prepare draft Letterheads for
companies manufacturing washing machines, refrigerators, office supplies as samples
for your clients. Invent the necessary details.

Exercise 5.

You are writing offers in reply to the enquiries received from your prospective
customers. Arrange their references in your letter.
Turn to Language File 1 of the Reference Guide (page 109) if you need.
Check your answers with the key.
These are the details:
1) John McCarthy typed and sent the enquiry on behalf of Hugh Swales;
2) Gustav Boeck signed the enquiry; its outside reference is 531/5;
3) Miranda Littleby typed the enquiry for her boss, Lucinda Handwrite;
4) Angela Fox dictated the enquiry to her secretary Linda Lee;
5) Mr T. Shurgold wrote the enquiry for and on behalf of R. Phipps;
6) The enquiry Ne 17 was sent from the 7th Department.

Exercise 6.

Now write your inside references for the following offers.

1) you wrote the letter on behalf of your boss, Andrii Laz’ko;

2) your secretary (Valentyna Karpenko) typed the offer that you had written;

3) your company got accustomed to putting numbers in the Reference: your
department’s number is 8, and your offer’s number is 231.

Exercise 7.

a) You work for a great multinational company which has got clients throughout the
world. Your boss pointed the dates that you are to write in offers from your company to
customers from different countries. Example: 2.09.01 (to England) — 2nd September,
2001 / 2 September 2001 / 2 Sep. 2001.

2.09.01 4.09.01 7/09/01 3/09/01

(to England) (to Germany) (to Canada) (to Argentina)
5/09/01 1/09/01 (to Peru) 6.09.01 (to Poland) | 1.09.01 (to Spain)
(to Mexico)

b) Put the today’s date in British or American styles in your offers which you are going
to send to your customers based in:

1) Tokyo; 2) Calcutta; 3) Cape Town; 4) Toronto; 5) Chicago; 6) Rome; 7) Brasilia
You can turn to Language File 1 of the Reference Guide (page 110) while doing the
exercise.

Check your answers with the key.

81



Exercise 8.

a) Set out the parts of the following addresses typed by your secretary in the correct
order. Turn to Language File 1 of the Reference Guide (pages 110 — 111) if you need.
Check your decision with the key.

Ms Maria Castillo Gomez SCOTLAND

Valencia 46011 45-55 Queen Street

50 Calle Naranjo Glasgow GI1 8PG
SPAIN Rannoch Enterprises plc
Ecuador Internacional SA Managing Director

114 North Shields Road S.E.B.ARA.
ENGLAND Mile Annick Dubois
Gloucester Products Ltd Reims 5100

Newcastle NE5 47G 123 rue de la Paix

Mr Hugh O’Hara FRANCE

b) You are writing a counter proposal to the company which Letterhead appears in the
offer in ex.1. Set out the Inside Address for your offer. Don’t forget that commas
between the lines are omitted in the Inside Address, and the name of the country is
written in CAPITALS. Check your answer with the key.

Exercise 9.

You have to write several similar offers to some companies. Everything has already
been written except for the Inside Address, Salutation and Complimentary Close. Set
out the Inside Addresses and give the correct Salutations and Complimentary Closes
(British or American Styles — see Charts 1 and 2 in Language File 1 of the Reference
Guide, pages 111 — 112). Check your answers with the key.

Below are the details of the Inside Addresses from these offers.

1. Kinson Ltd, 15 St Antuan St, Barcelona 45P 678, Spain.

2. The Chief Executive Officer, The James Construction Company Inc., 4295 San
Felipe, Houston, Texas 77227, USA.

3. Mr M. Khassim, S.A. Importers Ltd, Al Manni Way, Riyadh R1 1SAT, Saudi Arabia.
4. The Director Generale, KIRBY Belgium BVBA, 8 L. Brilstraat, Antwerpen 2000,
Belgium.

5. Ms M. Tanner, Canada Business Machines Inc., 9007-58 Street, Edmonton, Alberta
T3M 2L1, Canada.

6. The Export-Import Department, Lee Boat Builders Ltd, Dock 23, Mainway, Hong
Kong HK 542 3D, China.

Exercise 10.

Put your signature, title, and the company position in several offers. Use these details.
You are:
a) Ben Clark, Project Manager;
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b) Michael Kennedy, Export Sales Manager;

c) Zlata Puchkova, General Director;

d) Jose Mooches, Sales Supervisor;

e) yourself.

Turn to Language File 1 of the Reference Guide (pages 112 — 113) if you need.

Exercise 11.

You are finishing the offer to one of your potential customers. You enclose three items
of your goods’ samples, two copies of the order form, three copies of the promotional
leaflets, one copy of the company’s catalogue, and one copy of your price list with it.
List all enclosures at the bottom of your offer.

Turn to Language File 1 of the Reference Guide (page 113) if you need.

Check your answer with the key.

Exercise 12.

The offer on page 84 was typed by a part-time secretary who was writing it for the first
time. Unfortunately, she made some mistakes in different structural elements of the
offer. You, as the office manager, have to improve and rewrite it. Pay attention to the
layout of the offer, its style, spelling, and add or omit if necessary, punctuation and
Capital Letters.

You needn’t correct the Letterhead (it’s a stationery form) and the Body of the offer.
Attention: one part of the offer is unnecessary! Decide which one.

Check your answers with the key.

Exercise 13.
a) To be able to put your ideas in the Body of the Offer you are to learn what it consists
of. Study the offer on pages 85 — 86.

b) Answer the following questions about the Body of the Offer.

Is it a free or a firm offer? Is it revocable or irrevocable? Why do you think so?

What does the writer offer?

Is the reader a regular or a potential customer?

How have the offerer learned about the customer?

Will this offer be attractive to the customer and why?

What does the offerer propose to the client to do with the samples?

Are all terms of the offer stated in it? Why?

What is enclosed with the letter?

. What style is the offer written in (British or American)? How can you see that?

10 How many parts does the Body include?

11. What three elements of the offer, which moves are also highlighted, do not
assign to the Body? What are they?

12. What are the moves of the Body of the Offer?

13. How do you feel why the parts of the Body are called moves? What does it
mean?

CoNOOR~LDNE
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14. What are the communicative purposes of the writer in each move?
15. Which of these moves you think may be omitted without making any harm to the
content of the offer? What does it depend on?

Check your answers with the key.

MEGA SHOW

17 Metalistov St, Kyiv 03078, Ukraine
Tel: 044-2645789 9576 Fax: 044-2649234 E-mail: mega@kiev.ua B/A 3260957

mrr s Basuki,

the corporate section manager,
Jakarta Furnishings,

7 Jalan Arjuna,

Jakarta 637,

Indonesia

September 5, 2001

Our ref.: 1263
Your reff.: mm/jh

Dear Corporate Section Manager:
For the attention of Mr S. Basuki
Our offer for a new range of services

KXXXXXXXKHXXXXKKHXXXKKHKXXXKXHKEXXXKHIHXXXXKIKXXXKIHXXXXKHIKXXXKKXKXXXXKXXXXKX
) 0,0.0.0.0.0.0.0.0.0.0.0.0.0.0.0.00.0000000000000000000000000000000000000008

KXXXXXXXKHXKXXXKHXXXXXKHXXXKKHKKXXXKKHXXXXKXKXXXKKHXXXXKXKXXXKXKXXXXKXKXXXXX
) 0,0.0.0.0.0.0.0.0.0.0.00.000.0000000000000000000000000000000000000000000000000008

2XXXXXKKKHKHKKHXXXXXXXKKKKHKIKKXXXXXXXXKKKHKKKHKXXXXXXXKKKKKKIHXXXXXXXXKKKX
) 9,9.0.0.0.0.0.0.0.0.0.0.0.000000000000000000000000000000000000000000000000008

Enc 3 (price list — 1, catalogue — 1, leaflet — 5)

yours faithfully,
Oleg P. Shevchuk

the vice-president
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HAGA VERKTYG

Kaponjargatan 4c
Goteborg 1505
Sweden
Tel.: 031-543423
Fax: 031-638420
E-mail: avs@haga.com
Registered Number 46-31420
Your ref:

Our ref: MS/hj

November 12, 2001
Home Supplies

48 West 32°® Street

New York, NY 10011-6228

USA

MOVES:

For the attention of the Purchasing Director

Specifying
the reader

Dear Sir:

Greeting the reader

Attracting
Offer for rubberised floor coverings the reader’s
attention
Messrs. Hankinson and Co. of Towgate St, with
whom we have been doing business for more than
five vyears, have informed us that vyou will
probably be replenishing vyour stocks of floor
coverings. You will be interested to hear that Establishing
the range of our rubberised floor coverings for credentials
use on rough surfaces has been a great success
wherever it has been introduced, and we are
already exporting it to several European
countries. Now we are taking steps to enter the
overseas markets.
, , , o Introducing
In view of this, we have pleasure 1in submitting the offer
you ap offer for pur successful range of Offering
rubberised floor coverings. the product/service
All our products are made of robust and
hardwearing materials, and we particularly
recommend No. 7 1‘Compo’, which 1s a synthetic .
substance developed by our research department to E$QHMI
detailing of

withstand the wear and tear of rough and uneven
floors. To prove this, we are sending you samples
of the rubberised floor coverings. Please give
the samples any test you wish: we are confident
that they will stand up to the roughest handling.

the product/service
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We hope you will appreciate the terms of trade we
propose too.

Indicating value of
the offer

We are sure vyou will enjoy the advantage of
buying our rubberised floor coverings at special
trade discount prices, stated in our guotation.

Offering incentives

We are also enclosing our price 1list, together
with our trade terms, as we think you will need
these when you have completed your tests. It will

be a pleasure to quote you terms for contract

Enclosing
documents and/or
samples

supplies, and our technical representatives are
at your service at all times.

. . , Essential detailin
Please note that this offer 1s revocable, firm g

for 3 days, and subject to contract.

of the offer

If our proposal 1is acceptable to you or if vyou
have any questions about this offer, please
confirm by either return or telephone, address
and numbers of which you can see at the top of
our offer.

Soliciting response

please let us have
as supplies may be

In case of your acceptance,
your order at an early date,
limited by the end of the year.

Using pressure
tactics

Thank you very much for your kind consideration.
We hope to receive your first order soon.

Ending politely

Yours truly,

H. Srenlund

Mona Stenlund (Ms)

Export Division Manager

Encl.: Samples (15 items)
Quotation (1 copy)

c) Now look at the offer in ex. 1, find, copy the corresponding sentences out and define

the moves the writer uses in its Body. What is their order? What move is missing?

Check your answers with the key.
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Exercise 14.

a) Study the offer on page 88.

b) Answer the following questions:

To what type would you assign this offer?

What style is it written in (British or American)?

What structural element of the offer is missing, and why?

Does it differ from the offers in ex. 1 and ex. 16? What is the difference?
What moves are missing? Do you know why?

What new move has appeared in the offer? What is it?

ok wnE

Check your answers with the key.
Exercise 15.

Define the rest of the moves of the Body of the Offer shown on page 88. Put their
names in the right-hand column. See Language File 2 of the Reference Guide (pages
113 —116) if you need.

Check your decision with the key.

Exercise 16.

On page 89 there are some extracts from different offers. You are to identify their
moves. Label each extract with the name of its move in the right-hand column.
Example.

1. This product combines economy with high power output. Essential
detailing of
the product

Check your decision with the key.
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Wainman Ltd (Printers)

59 Castle Street

Burton Sussex BN5 9TJ

England

Tel: 01273 52783

Fax: 01273 52709

E-mail: printers@weinman.uk
http://www.wainman.com.uk

B/A 0051292 ABA Routing 11301125

Your ref: RB/12
Our ref: 36/9

1st December, 2001
Ms R Bugarini
Italian Paperworks
26 Via Borsi
Milan 36543
ITALY

Dear Ms R Bugarini

Re: Your enquiry for Clever products

MOVES:

We are very pleased to have your enquiry, and are interested to hear that
you saw our advertisement in the Office Supplies Review. We appreciate
your interest in the Clever products we stock.

Starting politely

In reply to your enquiry, we enclose our latest catalogue and quotations.
We are also sending to you samples of our new range of products.

After studying our special discounted prices, you will not stand up making
immediate order.

We would advise you, therefore, to let us have your order by the end of
this week, as this will enable us to have stocks of our attractive lines by
Christmas.

We hope you will find our terms and delivery dates satisfactory, and we
can assure you that you may count on our full co-operation and attention
in this matter.

Kindly note that this offer is free and revocable.

If we can be of any further help to you, do not hesitate to contact us.

We look forward to the opportunity of being of service to you.

Sincerely yours
Faws Secty

H Seitz (Mr)
Sales Director

Enc.: Catalogue (1 copy)
Quotation (3 copies)
Samples (3 items)
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http://www.wainman.com.uk/

1. This product combines economy with high power output.

2. If you would like further information, please telephone or fax
us: our numbers you can see in the left top corner of the offer.

3. We enclose a detailed quotation with prices, specifications and
delivery terms.

4. Thank you very much for your enquiry of 9 November 2001
about our PB 5000 30-foot Sun VVoyager.

5. As you will see from this, our prices are very competitive.

6. If you require the special stainless anchors and chains, the
total price would be 187,850 US Dollars.

7. We appreciate your interest and look forward to pleasure of
executing your first order.

8. We are a large record store in the centre of Politiers with
annual sales of 500,000 US Dollars, and would like to extend our
activities.

9. We have pleasure in offering you our latest model of laptop
for home and office use.

10. This offer is valid during 15 days from the date of its
receiving and can be recalled.

11. Because of our low prices and discounts, we sell out very
quickly by the end of month. Therefore, we advise you to place
your order as soon as possible.

Exercise 17.

You work for a firm producing perfumes. You have been preparing the draft for a firm
and irrevocable offer, and put your ideas on separate pieces of paper. Now you are

going to organize them in the Body of the Offer.

In order not to forget or confuse the ideas, number each part of the Offer in accordance
with your outline. Rewrite the Body on a separate sheet of paper. Then read it again and
see whether it looks like a finished text. Check your decision with the key.

These are your notes.

Your outline

1. Establish credentials.

2. Introduce our product.

3. Give important details of our
products.

4. Point values of this offer.

5. Offer some incentives.

6. Enclose catalogue and samples.
7. Give details of the offer.

8. Offer help for further
communication.

9. Use pressure tactics.

10. Close politely.
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A Should you require further information, please do not hesitate to contact us.
Our telephones and addresses are given above.

B We look forward to receiving your esteemed order in due course.

C As you will see from the catalogue, which we enclose with this offer, we propose
discounted prices for our new products such as Rose’n’Valley. We can quote a 10%
discount for consignments of not less than 10,000 items.

D The quality of our new perfume is high, and we should like to take
this opportunity of drawing your attention to the fact that all our
products are manufactured from completely natural ingredients, and
that we do not utilize any artificial additives whatsoever.

“1 E Also, we would like to emphasize this is the first time that we have included

Rose’n’Valley of the ten of our most popular aromas in the catalogue for sale.

F Please note that this offer is irrevocable, firm for 10 days from the date of
sending, and is subject to contract.

G We hope these terms will meet with your approval. Our comprehensive
stocks enable us to execute all orders promptly and to our customers’
specifications, but we advise you to stock up, as the total number of
Rose’n’Valley and some other aromas is restricted.

H In view of this, we would be pleased to present you our new aroma
Rose’n’Valley on profitable terms.

I We have been informed by Messrs McDougall and Tonne of Banbury,
who have been doing business with you for a number of years, that you are
expanding your net of perfume boutiques, and may be interested in our new
product.

J We also enclose samples of our ten best aromas, among which you can find
Rose’n’Valley.

Exercise 18.

These are the “Golden Rules” for writing offers drawn up as an instruction and typed by
one of your more experienced colleagues. Unfortunately, the parts of his ideas have
been lost. Suggest the rest of the rules for fresh offer-writers. Finish the list with
suitable advice.

Check your answers with the key.
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“GOLDEN RULES”
for writing offers

1. Give your offer a heading to make it easier for the reader to understand your purpose in writing.
2. Decide what you are going to say before you start to write or dictate a letter. You should always plan a-
head.
3. Think about your reader. Your reader ...
... must be able to see exactly what you mean: your offer should be clear
... must be given all the necessary information: your offer should be complete

.. Is a busy person who is short of time for details: your offer should be concise

. should not be distracted by mistakes in grammar, punctuation or spelling: your offer should be correct.
4 Write in a sincere and polite tone: your offer should be courteous.
5. Put each new idea in a separate paragraph.
6.Start your offer (if it is a reply to the enquiry) with thanking the customer for their interest in your
product(s) or service(s) and confirm that you can help.
7. Start your offer (if it is written to a prospective customer) with establishing your company’s
achievements/needs or the customer’s needs.
8. ...
9. ..
10. ...
". ..
12. ...
13. ...
14. ...
15. ...
16. ...
17. ...

Exercise 19.

The writer of the Offer can refer not only to the needs of a customer in particular (1) or
the needs of the business world in general (2), but also can refer to his own company’s
achievements, or speciality (3) as well. For example, in the sentence, “PBX, the best
food products supplier on European market with 30 years of professional expertise, is
presenting you a great variety of services” the writer states his company’s past
experience and field of specialisation.

Label (1, 2 or 3) the following text extracts to indicate what different strategies the
authors use in establishing credentials of their companies. The first one has already been
done for you.

Check your decision with the key.

1. You will be interested to hear that we have been able to obtain a further | 3
supply of Brazilian coffee of the same quality as that we supplied you with
last year.

2. A few weeks ago we were fortunate enough to have the offer of the
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entire stock of the Hartley Blanket Company, which has now ceased to
manufacture woollen products. We took advantage of this exceptional
opportunity, and are now in a position to offer these famous all-wool
blankets well below the market price.

3. You wish to modernise your storerooms with the most up-to-date
shelving system yet devised: that is clear because you asked for our
catalogue.

4. On 1 June this year we are moving to larger and more modern premises
at Nos. 50 — 55 Oxford Street. Our business has grown so considerably in
recent years that we can no longer provide our customers with the service
we are used to giving them in our present building. In view of this move
we are selling off our entire stock at greatly reduced prices to save us the
trouble and expense of packing and removal.

5. We are fully aware that international trade companies, who do a
considerable business in this line, expect a keen price.

6. What would you say to a gift that would be a most judicious choice for
Christmas? A gift that would make your work easy and pleasing? You can
enjoy these advantages by buying our “Apple Power Book” — a super
intelligent laptop.

7. As you have evidently realized, plastic kitchenware is here to stay — it
has already ousted heavy and expendable metal, glass and china from the
modern kitchen. Dealers, who have displayed our brightly coloured range,
have reported good sales even in the present season, when hardware sales
are usually at their lowest.

8. You will already know that we had an exceptionally good season in
1973, and that the fine quality of our white vintages of that year is
renowned both in your country and in ours.

9. In last summer’s exceptionally fine weather we were so overloaded with
late orders from most of our regular customers that we were unable to keep
pace with the demand.

10. As a result of the favourable supply situation we are able to offer you
for immediate delivery litewate coats, women’s (medium and small) and
men’s (medium and small).

Exercise 20.

a) Study the following several formulae, with the help of which writers offer their
products or services to potential customers:

We are pleased to bring to your attention/fo offer/announce/introduce ...
We are pleased to inform you that ...

We have pleasure in ...

We are glad to inform you that ...

We can offer you immediately ...

You will be interested to hear that ...
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b) Point with a tick (V) the sentences in which the writers offer their product or service.
Check your answers with the key.

1. We are very pleased to have your enquiry, and are enclosing the price-list you
requested, together with our terms of sale.

2. You will find with this letter a sample of our silk curtains.

3. We have pleasure in quoting as follows.

4. We have pleasure in offering you the following goods.

5. We are pleased to inform you about seasonal discounts for our products that, we
think, you will be interested in.

6. In view of the stock limits, we advise you to buy our goods immediately.

7. We are submitting the following quotation.

8. You will be interested to hear that our goods were a great success last month in Great
Britain and Europe.

9. As a result of the favourable supply conditions, we are glad to offer you our latest
products.

10. The cassettes are ferrous based and high quality.

Exercise 21.
a) Study the formulae describing the products in the offers of ex. 1, 2, 13, and 17:

1. The quality of our goods remains high — the finest chemicals are used.

2. This superb HAMPER s offered in two different sizes and its cost ranges from $100
for the small one (see catalogue) and $130 for the largest size, to which is added a
smooth, well-rounded brandy and port.

3. All our products are made of robust and hardwearing materials, and we particularly
recommend No. 7 ‘Compo’, which is a synthetic substance developed by our research
department to withstand the wear and tear of rough and uneven floors. To prove this,
we are sending you samples of the rubberised floor coverings. Please give the samples
any test you wish: we are confident that they will stand up to the roughest handling.

4. The quality of our new perfume is high, and we should like to take this opportunity of
drawing your attention to the fact that all our products are manufactured from
completely natural ingredients, and that we do not utilize any artificial additives
whatsoever.

b) You work for a firm producing tinned food products. Write your company’s standard
lines about one of your new products to include them in the offer to an importer
overseas. Use the suitable formulae given above.

Exercise 22.
a) Study the sample formulae used for indicating value of the offer:

1. After studying our prices and our liberal terms to the trade, you will understand why
we are working to capacity to meet the demand.
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2. You may be sure that whichever of our services you decide to use, you will receive
our best performance and immediate attention.

3. We hope you will appreciate the terms of trade we propose too.

4. We hope you will find our terms and delivery dates satisfactory, and we can assure
you that you may count on our full co-operation and attention in this matter.

5. Also, we would like to emphasize this is the first time that we have included
Rose’n’Valley of the ten of our most popular aromas in the catalogue for sale.

b) You are to get your potential customer interested in doing business with your
company. Put your ideas in the sentence(s) for the offer you are writing on behalf of the
company, mentioned in ex. 21. Use the appropriate formulae given above.

Exercise 23.
a) Study the sample formulae used for offering incentives:

1. For quantities of ... and over, we can offer a discount of ...% on list prices.

2. Our prices are subject to ...% discount for cash.

3. Prices include delivery to nearest railroad.

4. Our catalogue prices are less ...% to bona-fide dealers.

5. Immediate despatch is guaranteed, and we hold ample stocks.

6. We offer a trade discount of ...% and a further special discount of ...%, making ...%
in all, on orders received on or before ....

7. We are sure you will enjoy the advantage of buying our rubberised floor coverings at
special trade discount prices, stated in our quotation.

8. After studying our special discounted prices, you will not stand up making immediate
order.

9. As you will see from the catalogue, which we enclose with this offer, we propose
discounted prices for our new products such as Rose’n’Valley. We can quote a 10%
discount for consignments of not less than 10,000 items.

10. You will see that the average price reduction is ...%. As our prices are quoted c.i.f.
..., you will agree that they are considerably lower than those of manufacturers of
similar goods, both here in ... and elsewhere.

b) Bargain with your potential buyer, i.e. offer suitable terms of future business to
persuade them to make a deal with your company. Take the information concerning
your company from ex. 21. Use the appropriate above-given formulae.

Exercise 24.
a) Study the sample formulae used for enclosing documents and/or samples:

1. We are enclosing with this letter ...
2. You will find enclosed with this letter ...
3. Please find enclosed ...
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4. Details of the new prices for your market are enclosed.

5. We are also enclosing our price list, together with our trade terms.

6. As you will see from the catalogue, which we enclose with this offer, we propose
discounted prices for our new products.

b) In your offer, which you are writing for the company, mentioned above in ex. 21,
draw the attention of your customer to the enclosed advertising documents and
quotations using the suitable formulae.

Exercise 25.
a) Study the sample formulae used for essential detailing of the offer:

1. The offer is firm/subject to contract.

2. This offer be withdrawn if not accepted within ... days.

3. This is a special offer and cannot be repeated/and is not subject to our usual
discount.

4. This offer remains valid for ... months from today’s date.

5. We offer these goods subject to ...

6. This is a special offer and is not subject to our usual discounts.

7. Please note that this offer is firm for ... days.

8. Please note that this offer can be recalled.

9. Please note that this offer is revocable, firm for ... days, and subject to contract.

10. Please note that this offer is irrevocable, firm for ... days from the date of sending,
and is subject to contract.

11. Kindly note that this offer is free and revocable.

b) State in your offer from the company mentioned in ex. 21 time, recall, and special
discount limits. Use the appropriate formulae.

Exercise 26.
a) Study the sample formulae used for soliciting response:

1. If you have any questions or would like to discuss any points of the offer, please do
not hesitate to contact us by...

2. If we can be of any further help to you, do not hesitate to contact us by our...

3. If you need any further information, please do not hesitate to contact us.

4. Should you require further information, please do not hesitate to contact us. Our
telephones and addresses are given above.

5. If our proposal is acceptable to you or if you have any questions about this offer,
please confirm by either return or telephone, address and numbers of which you can see
at the top of our offer.

6. The enclosed catalogue will give you all the essential facts about our lines, but it
cannot answer all your personal questions. It will be pleasure for us to do that if you
will write to us or phone at the above telephone number.

95



b) In the same offer, which you are working on (ex. 21 — 25), kindly invite your
customer to turn to you for any advice or with any question about your new product.
Use the appropriate formulae from those given above.

Exercise 27.
a) Study the sample formulae used for pressure tactics:

1. We advise you to stock up while supplies are available.

2. Owing to the increased demand for this type of car, our stocks have run very low.

3. In view of the heavy demand for this line, we advise you to order at once.

4. The exceptional demand this season has nearly cleared our stocks of this product, so
we advise you to place your order immediately.

5. As the number of the goods of this type is limited in our stocks, we would urge you to
order as soon as possible.

6. As we execute all orders in strict rotation, we strongly advise you to order early.

7. In case of your acceptance, please let us have your order at an early date, as supplies
may be limited by the end of the year.

8. Our comprehensive stocks enable us to execute all orders promptly and to our
customers’ specifications, but we advise you to stock up, as the total number of the
goods is restricted.

b) In the same offer (ex. 21 — 26) focus the customer’s attention on the necessity of
taking quick decision. Give reasons for this using the appropriate formulae.

Exercise 28.

a) Closing offers politely may have three functions of indicating the attitude of the
writer towards

(1) future business relations (it can be used to initiate, maintain or terminate business
relations): We appreciate your past custom and look forward to supplying you in the
new year at the new prices;

(2) further communications (to encourage further communication with regard to a
particular matter): We are sure that these goods will meet your requirements, and we
look forward to your first order;

(3) reader (to build goodwill action): We look forward to the pleasure of serving you.

b) Decide which of the three types are used in the offers of ex. 1, 13, and 17.

Then label (1, 2 or 3) the following extracts from different documents to indicate what
strategies the authors use in closings of their offers. The first one has been done for you.
Check your decision with the key.

1. Our services are at your disposal. 3
2. We look forward to hearing from you.
3. We should appreciate the opportunity of showing you how efficiently we
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can serve you.

4. Thank for your interest; we are sure you will enjoy our service.

5. We look forward to receiving your bookings.

6. Our whole experience is at your service; we hope you will make use of it.
7. Words alone will not prove what we claim for our products: only a trial
can do that, and a trial will convince you.

8. We will be pleased to supply any further information you require.

9. We look forward to your next order.

10. We will be pleased to supply you with a first order in the near future.

11. Our technical representatives are at your service at all times.

12. We look forward to the opportunity of being at service to you.

13. We are looking forward to hearing from you, and assure you that your
orders will receive our immediate attention.

14. We look forward to the opportunity of doing business with you in the
near future.

15. We hope you will like our terms and look forward to your prompt order.

Exercise 29.
a) Study the sample formulae used for starting politely:

1. Thank you for your enquiry about your interest in...

2. Many thanks for your enquiry of 2 June.

3. We thank you for your enquiry of 3 April.

4. We thank you for your letter of 6 January, in which you enquire about ..
5. We are pleased to have your enquiry about...

6. We are very glad to have your letter of 1 December and to hear ...

7. We are grateful to you for your interest...

8. We appreciate your interest in our products.

b) Use the appropriate formulae in the following situations.

1. An enquiry has come to your company, a firm of watchmakers, from a British
retailer. You are going to write a reply to send with your trade terms. Start your

offer politely.

2. You are going to answer a foreign letter enquiry, which your company has
received following an exhibition of your sewing machines at the trade fair in

Brussels. Start your offer politely.

Exercise 30.

Look at this reply to the enquiry written by one of your colleagues. This letter doesn’t
make good impression on the reader. Decide what can be improved and rewrite the

letter using suitable formulae of the typical offer.
Compare your version with the key.
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Dear Mr J. Burke

What an unexpected pleasure to hear from you after all this time! We thought you must have
forgotten us since you placed your previous order with us two years ago.

May | take this opportunity of enclosing for your attention our new catalogue and price lists.
One of the things you’ll probably notice is that all the prices have gone up by 15% since your
last order but still, never mind, everyone else’s have gone up too — even yours | expect!
Nevertheless, for your current order, we shall be delighted to supply you at the old price, so
you’re quite lucky.

Oh, and another thing, | nearly forgot: we’ve now got an E-mail address, so you can contact
us through Internet if you feel like it. The address is office@ack.ua, all right?

So, there we are, nice to be writing to you again.

Yours faithfully
Rastizntyn Radetents
Sales Director

Exercise 31.

Read the following offer paying special attention to the underlined words and phrases.
Are the similar words and phrases found in Ukrainian business letters? How are they
called?

Dear Mr F. Gordon

We are very glad to have your letter of 1°° December and to hear that
you are interested in our equipment.

We are enclosing our latest catalogue and the price list for the CM
type of our machines. As you will see from the catalogue, the
equipment of the kind you require meets your customers’ needs.

While we appreciate vyour enquiry, we have to point out that,
unfortunately, our prices have 1increased owing to recent market
fluctuations. However, we think we will be able to allow you a
special 2,5% discount if you could make out an order for not less
than 30 units.

Furthermore, as we have a good supply of these machines, we can
effect shipment within 5 days. But, in view of the end of the fiscal
year, we would like to ask you to forward your order within the next
week.

We hope you will find our terms and conditions of sale satisfactory,
and we look forward to the pleasure of supplying you soon.

Yours sincerely
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Exercise 32.

a) Study the following examples of the communication signals widely used in offers.

A. Sequencing | B. Adding C. Referring D. Detailing E. Opposing
after also according to as far as ... is con-|although
and furthermore |as a result of cerned but
as in addition | as regards as follows despite
as a result of moreover as specified as regards however
before as well as besides nevertheless
consequently concerning for example notwithstanding
in the circum- due to for instance if
stances further to in particular in spite of
in this case in accordance with | in respect of otherwise
now in case of in the event of should
prior to in conformity with | particularly though
since in connection with | such as whatsoever
so far in reply to to the following wherever
therefore in respect of yet
we are sure in this connection
we believe in view of
we hope owing to
we think regarding
when with reference to
which with regard to
while

b) Now scan the offers of ex. 1, 13, 15, and 17 and find all communication signals used
in them. Copy them out in a separate list and define their assignment (sequencing,
adding, referring, detailing or opposing). Example: 1) and - A.
Check your answers with the key.

Exercise 33.

a) Read the following extract from the offer where the necessary communication signals

are missing. Add to the text suitable signals from the list given below.

Check your decision with the key.

and as aresult of particularly
we believe moreover we think
in this connection athough furthermore
we hope
(1) the favourable supply situation we are able to offer you firm, for

immediate delivery our lightweight Polymeric Batteries.

Details of the product are enclosed, and you will see that our batteries can be widely

used in your electric vehicles,

(2)
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will find our prices lower than those of manufacturers of similar batteries.
(4) we can grant you a 2% discount on list prices.

(5) we usuadly dea with new customers on the basis of payment in our
currency by irrevocable Letter of Credit, we could discuss other terms of payment with
you.

(6) before placing a firm order you will need have samples of our batteries
to test them in your laboratories. (7) we would be glad to send severd
samples by a separate post. (8) we will be able to organize our engineer's

visit to your placeif required.

(9) you will find our terms of sde satisfactory, (10) look
forward to hearing from you.

b) This is the offer written by your colleague. She asked you to look if the text is OK.
Read the text of the letter carefully and improve it, where necessary, by adding
communication signals of your choice.

Dear Sirs

We have great pleasure 1in submitting vyou our offer for sensor
switches, Type A6D.

This model has been a great success wherever it has been introduced
on the European market. You will be satisfied with its performance.

We have sent to you by separate post a set of descriptive brochures
of our sensor switches, and a supply of sales literature.

After studying our favourable terms of trade enclosed with this
letter, you will see that we are working to capacity to meet our
customers’ demand.

We would advise you to let us have your order by the end of month,
this will enable you to have stocks of A6D at attractive price by
FEaster. If our offer is acceptable to you, please confirm by return
or contact us by fax.

Our products will meet your requirements, and we look forward to
your first order.

Faithfully yours
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Exercise 34.

For successful offer writing you should be able to use such set expressions as to effect
payment, special discounts, etc.

a) Join one word on the left with another on the right to make a two-word expression.
Use each word once only. Example: 1 —g.
Check your decision with the key.

1. have a. available

2. 1S b. forward to

3. meets c. stock

4. favourable d. subjectto

5. submit e. adiscount

6. look f. an offer

7. increasing g. pleasure in

8. are h. demand

9. grant I. terms

10.in J. your requirements

b) Now complete each of the following sentences with one of the expressions you have
found above.

Check your answers with the key.

1. Owing to the , we can offer special discounts
for our goods.

2. For large quantities, we will be able to

3. We sending you our current catalogues for
these goods.

4. We pleasure of serving you.

5. This offer contract.

6. If you think our offer , please let us have your

order at early date.

7. We are sure you will agree that we propose
of sale.

8. Unfortunately, at present we do not have these goods
9. We are pleased to for our products.
10. We advise you to stock up while these goods

Exercise 35.

Decide what word(s) should be used in each of the following sentences, taken from
different offers, by choosing the appropriate answer.
Check your decision with the key.

1. Our quotations are ... 3% discount for cash.
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a) submitted for b) sent to
C) subject to d) special for

2. Payment for initial orders should be ... by sight draft.

a) done b) fulfiled
C) executed d) made up
3. Thereis a ... demand at this time of year for heaters.
a) heavy b) light
¢) hard d) easy
4. We will be able to ... you a 20% trade discount off the retail price.
a) advise b) allow
c) appeal d) acknowledge

5. This offer should be ... if not accepted within 15 days.
a) approved b) sent
c) ordered d) withdrawn

6. We are enclosing our latest catalogue, price list and ... of the fabrics.
a) order forms b) invoices
c) samples d) quotations

7. We hope you will be satisfied with our ... terms of sale.

a) favourable b) available
C) obtainable d) legal
8. If there is any further information you require, please do not ... to contact us.
a) telephone b) write
c) hesitate d) fax
9. Our stocks enable us to ... all orders promptly and to our customers’ specifications.
a) send b) supply
C) execute d) make out

10. We ... your interest in our products.

a) appeal b) appreciate
C) arrange d) look forward to
Exercise 36.

Let’s see how good your memory for English words and expressions widely used in
offers is. Guess the puzzle given on page 103. For this, you are to fill in the gaps in the
following sentences. Check your answers with the key.
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21

10

11

12

13

14

15

16

17

18

19

20

. Our t... of payment are settlement by last day of month of receipt of our statement.
. We have pleasure in submitting our q... for our TV sets.

. We can promise d... before 1* May if your order reaches us within next week.

. Owing to the i... demand for this type of car, our stocks have run very slow.

. We should be pleased to s... you on a consignment basis.

. Immediate d... is guaranteed.

. Our comprehensive stocks enable us to execute all orders p... and efficiently.

. This 1s a special offer and is not subject to our usual d...

. In view of the heavy d... for this line, we advise you to order at once.

10. Our terms and conditions of sale as printed on our invoices should be strictly o...
11. The goods are available immediately from the s...

12. We are sure that these goods will meet yourrr...

13. Supplies of this c... on world markets greatly exceed the demand.

14. S... and packing are included in the price.

15. We advise you to stock up, while supplies are a...

16. We have sent to you, by a separate post, s... of our products.

O 0 1N DN LN —
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17. With the increase in f... charges, which become effective next month, the next
consignment will be rather more expensive.

18. If you a... our quotation, please advise us by fax.

19. We can g... delivery in Melbourne within three weeks of receiving your
instructions.

20. For the balance we would require approximately three weeks from the date of
receiving your c... that this arrangement is acceptable.

Exercise 37.

Below is the extract from the offer you have recently received. Unfortunately, the letter
was exposed to rain while being delivered, and some parts of this extract disappeared.
As this offer is very important for you, you have scannered the letter in order to restore
the missing information with the help of your computer. The computer gave you all the
words, but they are mixed up. Decide where each word or expression should be
inserted.

Check your decision with the key.

would be glad you will see special discount
net prices receipt if required
any further information are quoted are enclosing
ranging please contact offer
customers orders service
delivery would be pleased receive your letter
It was a pleasure to ......... (1) ceenennen today, and we ......... (2) ceennnen the catalogue

and price list you asked for.

You will see that we can ......... (3) cennenn. a wide selection of construction materials
......... (4) ......... from home to industrial needs.

You can choose from more than fifty items, which include different designs for home
and office.

We ......... () I to add your clients to our list of ......... (6) cennennn. throughout the
world and could promise them an excellent product with a first-class ......... (7)
.......... We ......... (8) ......... to accept ......... (9) ......... for any number of items, and
can offer designer services ......... (10) ..........

......... (11) ......... that our prices ......... (12) ......... c.i.f. Kyiv, and we are offering a
......... (13) ......... of 10% off all ......... (14) ........., with ......... (15) ......... within two
weeks from ......... (16) ......... of order.

If there is ......... (17) cenennens you require, ......... (18) ......... us, and once again thank

you for your letter.
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Exercise 38.

The Board of Directors of your company had a meeting on the problem of changing
terms of sale on what some very important customers are insisting. You were taking
notes during the meeting, as you had been asked to summarize what was being
discussed in order to write an offer to the customer after the meeting.
Working in small groups of 3 or 4, read through your notes and arrange the sentences in
their chronological order. Add punctuation and capital letters where necessary. Before
fulfiling the task, read through Language File 4 of the Reference Guide on pages 126 —
128.
Check your version with the key.
e you will benefit from a further discount of ten per cent on the whole order
e at three per cent reduction of the unit price
e we confirm therefore that
e but at our expense
payment will be made by letter of credit
in addition to these terms it was agreed that
we look forward to receiving your confirmed order
we are pleased to inform you that
however, this will only be credited to your account
with reference to your meeting with Mr S. Richardson last week
we shall ship the consignment in pre-fabricated parts to be assembled with the
assistance of one of our supervisors
e drawn by us on you at sixty days
o delivery will be effected on or around September 5
e as a result of your order being over $8000
e on the occasion of a repeat order
e the terms you propose concerning the supply of furniture and fittings are
acceptable to us
o we shall supply you with the items you require

Exercise 39.

Your company is preparing an advertising campaign for the new range of drills and
other tools. Working in small teams of 3 or 4, arrange your ideas in the text of the offer
to be sent out to all your regular buyers. These are your terms of trade:

- unit price 540 UAH

- orders over 5000 UAH

- 10% discount

- payment by L/C

- seven days’ delivery after receipt of payment

- supervision of installation

- annual service
Begin like this:
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Dear Mr...

We are pleased to write to you again, and we think you will be interested to hear that ...

Use the necessary and appropriate communication signals in your offer.

Exercise 40.

You work for the Ukrainian Food and Beverages Ltd. Your company has invented a
new product — the Aqua-C mineral water. Now you are looking for investors to launch
the product on the Ukrainian market.
Draft the text of the offer for future cooperation with the Finest Beverages Company.
Follow this outline:
1. Establish your credentials, i.e. tell the reader
- when your company was set up
- when it began manufacturing its products
- what it succeeded in
2. Offer future cooperation:
- say that you think they will be interested in doing business with you
- admit the increase in mineral water consumption over the past five years in
Ukraine
- say you invented a unigue product
- mention that you have all technical facilities for its production
- explain what you want from them (investments for launching the Aqua-C on the
Ukrainian market)
- assure them they will not risk investing in this deal
3. Give essential details of your Aqua-C mineral water:
- say it is extracted from natural springs in ecologically clean region of Poltava
- deny any chemical additives in the product
- emphasize its unique feature — vitamin C containing
4. Enclose your promotional pamphlets and financial documentation.
5. Solicit response.
6. End politely.

Exercise 41.

Working with a partner, write a letter to GH Furniture Plc, 42 West Lane, Plymouth,
Devon, England. Your company (Best Modern Designs Ltd, 94 Vasyl’kivs’ka St, Kyiv
03040, Ukraine) is offering your new designs of fittings for bedroom furniture. Invent
the rest of the necessary details. Follow the model given on page 107.
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Inside Address (see above)

Attention Line (Purchasing Manager)
Dear ...

Subject Title (Special summer offer for ...)

O O O O O O

Close the letter
Yours ...

0 O O O

Your company’s Letterhead

Open the letter. Say what you are writing about (see above)
Tell them exactly what you can offer (the special discount on all orders in the next 30
days; six months’ free credit on all orders over $750)

Sign it with your name and title (Overseas Sales Manager)
Enclosures (catalogue and details of special summer offers)

References
Date (today’s)

Exercise 42.

The letter on page 108 is an enquiry from the export merchant who has not been able to
obtain satisfactory deliveries of drills and lathes from their regular suppliers. Read the
letter carefully and send them your offer. Give answers to all their questions and include
the details of your business terms. Pay attention to the layout of your offer.

Exercise 43.

Work in pairs. Each of you shoud write one offer based on the partner’s details. Follow

this order:

Student A

Student B

1. Write down the details of the special
offer from a company selling chocolates,
and hand them to your partner.

2. Take your partner’s details and write a
sales promotion letter to a company
based in the North or South America.

1. Write down the details of the special
offer from a company selling shampoo,
and hand them to your partner.

2. Take your partner’s details and write a
sales promotion letter to a company
based in Europe or Asia.

107



A. Zimmerly A.G.

Import-Export Merchants

P.0.Box 325, Sf — 33200 Tampere, Finland Tel: 358 31 134 845 Fax: 358 31 134 844
E-mail: finntec@zimmerly.fn

Registered # 880932

Your ref:
Our ref: BS/5r

12 December 2001

Photonica

49 Predslavyns’ka St
Kyiv 03006

UKRAINE

Dear Sirs,

Our associates J.J. Mueller of Basle, who inform us that they have
been doing business with you for some five years, have given us your
name. We asked them if they knew of a manufacturer, who might be
able to supply at very short notice the articles specified on the
enclosed list, and they advised us to contact you.

We can explain in confidence that our normal supplier has rather let
us down on delivery dates this year, and we are in danger of getting
into arrears with some of our overseas contracts.

If you can supply the goods we require, please accept this as our
order. Payment will be made in accordance with your usual terms of
business.

We hope you will be able to help us in this instance, and can add
that if your products and terms are as competitive as we have been
led to believe, we will be interested in a long-term contract with
you.

We would appreciate your reply by E-mail.
Yours faithfully,

Brava Schmids (Her)

Bruno Schmidt

Export Manager

Encl.: 1 (list of the required goods)
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REFERENCE GUIDE
OFFER

Information File

An offer (ogpepma) is a sales promotion letter addressed by a manufacturer or seller to a
selected group of prospective customers in order to persuade them to buy a product or
service. Usually it is printed from computer on the company’s stationery form.

There are firm and free offers. Text of a firm offer (meepoa ogepma) includes a
statement of time validity of the offer. It means that the offerer is obliged to fulfil
conditions of the offer during the period stated in it.

A free offer (sizbna ogpepma) doesn’t impose any time limits on the offerer. It means
that the seller is free of any period obligations in terms of the conditions of the offer.
Until the contract of sale is concluded, the seller can recall his offer. It can happen only
if there is a statement of revocability in the offer. It means that the offer can be either
revocable (siozusna) or irrevocable (6eszsiozuena).

If the customer agrees to the terms of the offer, it means he accepts the offer. If the
customer doesn’t accept the offer, he can send a counter proposal with his conditions to
the offerer.

Language File 1

Structure and Vocabulary

The Letterhead includes the company’s name and post address, telephone and fax
numbers, E-mail, and sometimes Internet address. European countries also add their
Registered number, or VAT (value added tax) code. Ukrainian and some other
companies write bank or account code instead. A comma separates the parts of the
address. But when the Letterhead is written in the left or right top corner of the paper,
don’t use any commas.

Look at this Reference: DS/JA. The Reference consists of the initials of the person who
signs the letter (DS — Donald Simpson) and those of the typist (JA — Jane Allwright).
The initials of the typist can be written in small letters: DS/ja. References may appear in
figures: 661/17, in which case 661 refer to the chronological number of the letter and 17
to the number of the department. When you refer to the letter from your addressee, you
use their references first. Example: Your ref: TL/fw or Your ref: 138/4, and only then put
your own references: Our ref: BA/HT or Our ref: 82/6.
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The form in which the Date can be written in a sales promotion letter is

5th October, 2001 | in British style (for Great Britain European countries, Australia,
5 October 2001 Africa, Asia),

5 Oct. 2001

and

October 5, 2001 | in American style (for North and South America).
Oct. 5, 2001

Note that the month in the Date should not be written in figures, as they can be
confusing. Example: 5.10.01 means 5th October 2001 in the UK, but 10" May 2001 in
the USA!

V.

The Inside Address can begin in four ways, when:

1. Surname known.

If you know the surname of the person you are writing to, you write this on the first line
of the address, preceded by a courtesy title and either the person’s initial(s) or his/her
first given name. Example: Mr J. Costello or Mr John Costello, not Mr Costello.
Courtesy titles used in Inside Address are as follows:

Mr — for a man;

Mrs — for a married woman;

Miss — for an unmarried woman;

Ms — for both married and unmarried woman (is more widely used in business
correspondence);

Messrs — for two or more men.

2. Title known.

If you don’t know the name of the person you are writing to, you may know or be able
to assume his/her title or position in the company (The Sales Manager, The Commercial
Director), in which case you can use it in the Inside Address.

3. Department known.
Alternatively, you can address your letter to a particular department of the company
(The Sales Department, The Purchasing Department).

4. Company only known.

Finally, if you know nothing about the company and do not want to make any
assumptions about the person or department your letter should go to, you simply
address it to the company itself (Procter&Gamble, Saturn Ltd).
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After this you put in each separate line: name of building (if it exists), number of
building and name of street, name of city and postcode, name of country as in ex. 1.

\2

In the Charts 1 and 2 the correspondence between the Salutation and the
Complimentary Close is showed:

Chart 1

British Style (for Great Britain, European countries, Australia, Africa, Asia)

Inside Address Salutation Complimentary Close
Mr B. Kaasen
The Import Manager
Superbuys Ltd Yours sincerely(,) /
Superbuy House Dear Mr B. Kaasen(,) Sincerely yours(,) /
Wolverton Road Yours truly(,)
London SW 16 7DN
ENGLAND

The Import Manager
Superbuys Ltd

Superbuy House Dear Sir(,) / Yours faithfully(,) /
Wolverton Road Dear Sir or Madam(,) Faithfully yours(,)
London SW 16 7DN

ENGLAND

The Import Department
Superbuys Ltd
Superbuy House Dear Sirs(,) / Yours faithfully(,) /
Wolverton Road Dear Sirs or Mesdames(,) Faithfully yours(,)
London SW 16 7DN
ENGLAND

Superbuys Ltd
Superbuy House
Wolverton Road
London SW 16 7DN
ENGLAND

Dear Sirs(,) / Yours faithfully(,)/
Dear Sirs or Mesdames(,) Faithfully yours(,)
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Chart 2

American Style (for North and South America)

Inside Address

Salutation

Complimentary Close

Mr. J. Merton

The Purchasing Manager
MacKenzie Bros Ltd
1-5 Whale Drive
Dawson

Ontario T6B 1L1
CANADA

Dear Mr. J. Merton:

Sincerely yours(,) /
Yours sincerely(,) /
Cordially yours(,) /
With kind regards(,) /
With best regards(,) /
Regards(,)

The Purchasing Manager
MacKenzie Bros Ltd
1-5 Whale Drive

(Very) truly yours(,) /
Yours (very) truly(,) /

Dear Sir: .

Dawson Sincerely yours(,) /
Ontario T6B 1L1 Yours sincerely(,)
CANADA
The Purchasing Department
MacKenzie Bros Ltd (Very) truly yours(,) /
1-5 Whale Drive Gentlemen: Y_ours (very) truly(,) /
Dawson Sincerely yours(,) /
Ontario T6B 1L1 Yours sincerely(,)
CANADA
MacKenzie Br_os Ltd (Very) truly yours(,) /
1-5 Whale Drive

_ Yours (very) truly(,) /
Dawson Gentlemen: Sincerely yours(,) /
Ontario T6B 1L1 ours Si}’]g’erel O
CANADA Yo
VI.

After the Complimentary Close, the author of the letter puts his/her Zzwawercczen
Signature and Title and then the t yped Name and the Company Position.

Example.

Yours sincerely
(PHe) O, Fawars
J. Howatt

Sales Manager

Regards
. Loug

(Ms) Jennifer Long
Chief Executive Officer

Yours faithfully,
F. Henderson
Managing Director

H. Rusel
M. Russel (Mr)

Very truly yours,

Export Manager
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Always type your name after your handwritten signature, and your position in the firm

€6 %% ¢¢ 9

after your typed signature. It is important, because handwritten letters such as “a”, “e”,
“0”, “r”, and “v” can easily be confused. It is a matter of choice whether you sign with
your initial(s) (V. Lymar) or your given name (Valentyna Lymar).

If you give no title, your correspondent will not be able to identify your sex and may
give the wrong title when he/she replies. So it is safer to include your title either in your

handwritten or typed signature.

Example.

Yours faithfully, Yours sincerely,

B, Mottt () Barenmuna Aumap
Richard Montilla V. Lymar (Ms)
Deputy Managing Director Export Sales Director
VII.

If there are any enclosures, e.g. leaflets, prospectuses, catalogues, price-lists, samples,
etc. with the offer, these may be mentioned in the body of the letter. But many
companies in any case write Enc. or Encl. at the bottom of the letter, and if there are a
number of documents, these are listed.

Example.

Enc.:/ Samples (5 items) or Enc.:/ 5 (samples)

Encl.:  Order form (2 copies) Encl.: 2 (order forms)
Catalogue (1 copy) 1 (catalogue)
Price list (1 copy) 1 (price list)

Language File 2

Moves

The structural interpretation assigned to the Body of the Offer indicates that the writer
has used the following moves:
1. Establishing credentials.
2. Introducing the offer:
a) offering the product or service;
b) essential detailing of the product or service;
c) indicating value of the offer.
Offering incentives.
Enclosing documents and/or samples.
Essential detailing of the offer.
Soliciting response.
Using pressure tactics.
Ending politely.

ONOOhoW
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Moves 2b, 2c, 3, 4 may have different order. It depends on the author’s priorities.
Moves 1, 2a, 2b, 6, 8 are considered to be obligatory for writing an offer, and move 5 is
necessary for firm offers.

1. Establishing credentials

Do you know that the word “credentials” means achievements, qualifications, and
proofs showing that a person is what he/she claims to be? How can the author of the
offer show his credentials?

The writer of the offer in ex. 16 begins the first paragraph by establishing her
company’s credentials, i.e. by referring to the needs of the potential customer. By doing
so, she obviously implies that her company is the one who can fulfil these needs. This is
the first sentence for this move. The second sentence also can be assigned to
establishing credentials, as the writer refers to her company’s achievements and past
experience. If you look in the offer in ex. 1, you will see that its author establishes
credentials by referring to the company’s achievements too. Sometimes this move
occupies several sentences, which serve for the same communicative purpose — to
establish credentials.

2. Offering the product or service

Having established his company’s credentials in the eyes of the reader, the writer then
goes on to introduce the product or service that he is promoting. In the next paragraph,
he offers the product/service to his reader, informing him about it.

3. Essential detailing of the product or service

In the next sentence(s) the writer informs his reader about the most essential features of
the product, like what it consists of, when it can be offered, how much it costs, and why
it can be valuable for the intended reader. In business world this is known as product-
detailing. This move makes an offer. It is one of the most essential parts of the sales
effort, because if the product is not familiar to the consumer, it will not sell no matter
how good it is. The language used for this move is similar to that of advertising, as you
can see in the offer in ex. 16. Note that sometimes detailed description can be omitted if
any other descriptions are enclosed to the letter, e.g. samples, leaflets, catalogues etc. In
this case, the author of the offer refers to the enclosed materials.

4. Indicating value of the offer

In indicating value of the offer, which is normally contained in one sentence, the writer
emphasizes the importance of his company’s goods (services) and/or conditions of trade
to make the reader more interested in the possible deal.
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5. Offering incentives

Do you know that the word “incentive” means encouragement? What does the writer
encourage in this move?

After the prospective customer has been informed about the product or service, the
writer in the next paragraph attempts to make the offer more attractive by offering an
incentive in the form of discounts or other favourable terms.

This move expresses the requirement of bargaining, which is a part of international
trade culture. So the function of this move is to offer favourable terms of trade to
persuade the prospective customer to consider seriously the deal being offered.

6. Enclosing documents and/or samples

One of the important aims of the writer of the offer is to keep its length within
reasonable limits so that the busy businessman is not put off by its unnecessary details
(at least for those readers who may not be terribly inclined to buy the product or service
straight away). However, this requirement directly clashes with the requirement that a
positively inclined customer should have readily available all the necessary details that
he/she might need in order to make up his or her mind about the product or service.
Clever business people find easy and effective solutions to such problems by enclosing
detailed descriptions of products or services, trade terms in the form of brochures,
leaflets, pamphlets, catalogues, request/order forms, samples, price lists, quotations etc.,
so that a busy non-inclined reader can ignore the details, while a favourably inclined
reader has the details readily available. But some offerers prefer to give all details in the
letter, so this strategy is optional.

7. Essential detailing of the offer

For a firm offer it is necessary to indicate the details of its validity, (ir)revocability,
and/or other special terms in the separate paragraph. This move is important for the
oferrer, because it limits his obligations before the customer.

8. Soliciting response

Do you know that the verb “to solicit” means to offer oneself to somebody for
something, e.g. to service? What exactly does the writer of the offer in ex. 16 solicit to
the customer?

All offers are seen as efforts to initiate new business relations or strengthen the existing
ones. Therefore, one of the main communicative purposes of the sales effort is to
encourage the prospective customer to continue further communication. That is the
reason why in offers the writers often make it a point to include the information
containing telephone or fax numbers, addresses or names of people the reader can turn
to with any queries about the product or service.
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9. Using pressure tactics

Sometimes it is considered rewarding to use further pressure tactics to prompt the
already half-inclined customer to take a quick decision about the product or service
being promoted. This is generally realized in the form of a proposal of some additional
savings or gains if the customer decides to buy the product or use the service before a
specified deadline. So the main function of this move is to push the already inclined or
half-inclined customer to take an immediate decision, and that is one of the reasons why
this move generally occurs towards the end of the offer.

10. Ending politely

All offers invariably end on a polite, pleasant and courteous note. Closing offers politely
may have three functions of indicating the attitude of the writer towards (1) future
business relations (it can be used to initiate, maintain or terminate business relations):
We appreciate your past custom, and look forward to supplying you in the new year at
the new prices; (2) further communications (to encourage further communication with
regard to a particular matter): We are sure that these goods will meet your requirements,
and we look forward to your first order; (3) reader (to build goodwill action): We look
forward to the pleasure of serving you.

11. Starting politely

When replying to enquiries writers start their offers with thanking the customers with
receiving letters from them. It is a matter of business courtesy.

Note that in writing replies to enquiries, offerers state the reader’s reference and address
their letters to the persons, who signed the enquiries.

Language File 3

Grammar

l.
Tenses
General points

The tenses, which are widely used by writers in offers, are: Present Indefinite, Future
Indefinite, Past Indefinite, Present Continuous, and Present Perfect.

Specific points
While writing an offer you can use:
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The Present Indefinite Tense

a) to describe a state or
characteristic;

b) to describe repeated or
habitual action;

C) in certain set expressions
used in offers

We are a successful sole agency of P&G in
Ukraine with business experience of more than 10
years.

We usually offer an 18% discount on f.0.b. prices.

We thank you for your enquiry ...; We are pleased
to inform you ..., We have pleasure in ..., We
assure you that ..., We feel that ..., We think
that...; We are sure that ...; We wish to inform you
that ...; We hope to hear from you shortly ...; We
look forward to hearing from you soon ...

The Future Indefinite Tense

a) to make predictions;

b) for formal announcements
about the future;

c) after verbs like:

think, feel, suppose, expect,
hope;

d) with verbs not usually used
in the continuous:

like, want, prefer, appreciate,
know, believe, understand,
recognize, realize, think,
mean, remember, see, hear,
feel, belong, have, own,
possess, need, consist of,
include, exist, be

The prices quoted above for bulk purchase will
enable you to sell at highly competitive prices.

We will ship the raincoats within one week of
receiving your order.

We feel sure you wil not miss such an opportunity.

This offer will cost $2,550 that will include
delivery.

We will prefer an advance payment.

The products are ‘Dolby’, which is a brand name
you will certainly recognize.

The Past Indefinite Tense

a) to describe actions or
events, which finished at a
definite time in the past;

b) to describe a repeated or
habitual actions in the past

Thank you for your enquiry, which we received
yesterday evening.

We usually dealt with wholesalers last season, but
now ....
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The Present Continuous Tense

a) to describe an action,
which is taking place at the
moment (when the writer
cannot see or know what’s
happening);

b) to describe a temporary
action;

c) to express future
arrangements

We are exporting this range of goods to several

tropical countries.

We are looking for a successful and serious
company with experience

in this field for

representing us on Ukrainian market.

We are taking part in trade fair in Helsinki on 8"

September.

NOTE: Remember that some verbs are rarely used in the continuous form because they

describe a state of some kind rather than an action.
Common verbs of this type include:

Verbs of feeling

Like dislike want
prefer appreciate regret
hope please thank
wish assure hate
Verbs of thinking
know understand think
believe remember recognize
realize mean guess
Verbs of senses
see feel hear
Other verbs
belong have (= possess) own
contain consist of include
involve be exist
weigh cost depend
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The Present Perfect Tense

a) to describe actions and
events, which have just
finished;

b) to describe actions or
events, which began or
occurred in the past, but
which have not yet finished,;
C) to describe experience and
knowledge acquired in the
past

We have sent you our summer catalogue, which is
printed in English.

We have organized a survey to find out how many
people drink mineral water, which can help us to
offer competitive prices for our brands.

During recent years our sales have grown so
considerably that we can allow special
promotional discounts for our customers.

The Present Perfect Continuous Tense

a) to stress how long an
unfinished or recently
completed action/event has
taken;

b) to stress the temporary
nature of an unfinished action

Messrs. Robinson and Co., with whom we have
been doing business for five years, have informed
us that ...

We have been offering this model for the past year,
but now we ...

or event

Modals

Modal auxiliary verbs or modals are used by writers to express their attitude toward the
action or state indicated by the infinitive. With the help of modals they show that the
action or state is considered as obligatory, necessary, advisable, possible, impossible
and so on.

Some important points on modals.

General points

1. The modals, which are often used by writers in offers, are: will, would, can, could,
should, and may.

2. There is no -s ending in the third person singular. Example: If you have any further
questions, please contact Mr. T. Mills on 081 903 2323 ext. 21, who, as Territory
Manager, will be able to give you any advice or information you require.

3. Questions and negatives are formed without do. Example: Could we ask you to
inform us about your wish in the near week after receiving this offer?

4. They are followed by the infinitive without to. Example: We could quote you other
prices if necessary.

5. They can be followed by be/have + Participle 11. Example: Payment for initial order
should be made by irrevocable letter of credit.

6. Some modals are used to express the negative: You could not miss your chance;
Because of the low prices for these goods we cannot offer any trade discounts.
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Specific points

While writing an offer you can use:

1) to express willingness; | We will charge for the goods as follows: ... .

2) to make predictions; You will already know that the fine quality
of our food products is renowned both in

will your country and in ours.
3) to make request Will you let us emphasize the outstanding

possibilities of the ER-45, which guarantee
its trouble-free operation?

NOTE: Will is hardly ever a purely modal verb. It generally combines its modal
meaning with the function of an auxiliary expressing futurity. Cf: Any orders you place
with us will be processed promptly. — The verb will here is used to make the Future
Indefinite Tense.

1) to express polite We would be glad to send the goods by rail
willingness; on receipt of your order.
2) to make predictions; You would be pleased with our terms of
would trade.
3) to make polite request; | Would you kindly use the special order form
enclosed with this letter.

NOTE: Would is considered to be more polite and formal than will. It is more common
in business letters, especially offers.

1) to express We can offer you a special discount of 5 per
physical/mental ability; | cent on all goods ordered before 1 March.
2) to express possibility; | Full technical support can be provided if

required.
can 3) to make suggestion; This offer can get you interested in future
great possibilities.
4) to make request; Can you please confirm that the terms of

trade are suitable for you?
5) to express permission | You can test these samples as you wish.
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could

1) to express
physical/mental ability;
2) to express possibility;

3) to make polite
suggestion;
4) to make polite request;

5) to express polite
permission

We could guarantee delivery within 3 weeks
of receiving your instructions.

You could test for yourself the wonderful
adaptability of our system to all storage
problems, by sending us a trial order for 5-
meter section.

We think you could be interested to hear
that ...

Could you please forward this offer to any
companies in Ukraine that may be
interested in representing us?

You could give our address to other offices
in Kyiv that are interested in such offer.

NOTE: Could is considered to be more polite and formal than can. It is more common

in business letters, especially offers.

should

1) to express
obligation/necessity;
2) to give advice;

3) make suggestion

Payment should be effected by banker’s
draft on acceptance of your order.

We think you should take into account the
importance of making early order, as we
cannot promise delivery before 1% January.
You should appreciate the opportunity of
making a real bargain.

NOTE: Should is more likely used to express obligation in offers, as the verb must is

considered to sound authoritative and impolite in business written communication.

may

1) to express possibility;
2) to express permission;

3) to make request

The goods you enquired about are sold out,
but we may offer you a substitute.

You may let us have your order by the end
of the month.

To prove this may we refer you to the
catalogue enclosed with this offer?

NOTE: May, when used to express permission in offers, sounds more formal than can.

might

1) to express possibility;
2) to make suggestion

We might allow bigger discounts instead.
We think you might want to make a trial
order, and we are at your service.

NOTE: Might, when used to express possibility in offers, sounds more polite and formal
than may.
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1.
The Passive Voice

Consider the following sentences:

Active: | Our designers have now improved the model.

We quote our prices as c.i.f. Eastern Canadian seaboard ports.
Passive: | The model has now been improved.

Our prices are quoted c.i.f. Eastern Canadian seaboard ports.

The sentences have the same meaning, but the emphasis is different:

In active sentences (with the Active Voice), we are more interested in the person or
thing doing the action (the agent).

In passive sentences (with the Passive Voice), we are more interested in the person or
thing affected by the action. If we want to mention the agent, we use by:

The model has now been improved by our designers.

But often, in business writing, the agent is not important:

Our products are made entirely of high quality materials.

The catalogue and price list are enclosed with this letter.

The Passive Voice is typical for business letters, as it adds formal and official character
to professional written communication. Thus, passive forms are more preferable in
offers than active ones.

Normally, passive forms are used in offers by writers to describe a product/service and
terms of business:

The impressive results of safety and fuel economy of our tubeless tyres have been
achieved in rigorous factory and track results.

All list prices are quoted f.0.b. Le Havre.

Very often writers use passive forms with modal verbs, which are followed by be +
Participle II:

Trade discounts can be allowed 25% off list prices to bona fide retailers and
wholesalers.

Our terms and conditions of sale as printed in our invoices should be strictly observed.

There are passive forms of most verb tenses, for example:

Future Indefinite The delivery will be effected within 2 weeks from receipt of
your order.
Present Indefinite Every item is checked for its quality.
Present Continuous | This model is now being tested for its safety at our plant.
Present Perfect The wholesale prices for the goods have been revised.
Past Indefinite The steel casing of this model was replaced by plastic.

NOTE: The Present Perfect Continuous is not found in the Passive Voice.
So to make the sentence passive, you should use the following:
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Future Indefinite will + be + Participle 11
Present Indefinite is/are + Participle 11
Present Continuous is/are + being + Participle Il
Present Perfect has/have + been + Participle 11
Past Indefinite was/were + Participle 11
Modals modal verb + be + Participle Il

NOTE: To make negative passive form, put not directly after the first component of the
passive form: Prices will not be revised under any circumstances.

V.

Conditionals

General points

1. Authors use Conditionals to say about the consequences of something, which may
possibly happen in the future:

We will give you a 5% discount if you pay in cash.

2. To make a conditional sentence, you may follow this formula:

future tense/imperative

(or modal + verb)
If you are interested in representing | we will send you full information on this
us, matter.
If you find our terms of business | please contact us at once.
satisfactory,
Please note that unless you send us | we could not take steps toward dispatch
your remittance within the next ten | of the goods.
days,

if/unless + present tense

3. Should and would (+ the verb) can be used in the conditional part of the sentence if
the author is uncertain about the action or event:

We would be glad to allow you a special 2,5% discount if you could see your way to
increasing your order to 50, 000.

We would be happy to discuss discounts with you if you would kindly let us know how
large your orders are likely to be.

If you could let us have a month, we could guarantee delivery within that period.

4. When would or could (+ the verb) are used in the main part of the sentence, they
express polite possibility (could) or willingness (would):

We would be glad to allow you a special 2,5% discount if you could see your way to
increasing your order to 50, 000.

We would be happy to discuss discounts with you if you would kindly let us know how
large your orders are likely to be.

If you could let us have a month, we could guarantee delivery within that period.

5. In business formal letters (offers including) it is common to leave out if/unless, and
use should (not) + inversion:
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Should you be interested, we will be pleased to offer you these services.
Should you require any further information, we will be glad to help you.

Specific points

1. Offerers use Conditional sentences for bargaining, i.e. for making the offer more
attractive by offering an incentive in the form of discounts or other favourable terms of
trade in order to persuade the prospective customer to consider seriously the deal being
offered:

If you let us have your instructions by the end of this week at the latest, we could ship
your order by 23 August.

2. Writers can also use Conditionals for soliciting response, i.e. to encourage the
prospective customer to continue further communication:

If you accept our quotation, please advise us by fax.

3. Sometimes authors use Conditionals for essential detailing of the offer, i.e. for
pointing out special terms, which limit their obligations before the customer:

This offer will be withdrawn if it is not accepted within 7 days.

V.
The Participle Constructions

Consider the following sentences:

Written Business English Spoken Business English

1. We thank you for your letter of 8
August enquiring about our products.
Mu Basguni 3a Bamoro mmcra Big 8
cepnHsA i3 3amMTOM [P0  Hally

MPOAYKITIO.

1. We thank for your letter of 8 August, in
which you enquire about our products.
Mu Bagudi 3a Bamroro awmcra Big 8
cepnHsi, B sikoMy Bmum 3amuryere npo
Hally MPOIYKUIIO.

2. We will supply the goods at the

2. We will supply the goods at the prices,

prices quoted in the price list.
Mu 1ocTaBIITUMEMO TOBApH
I[IHAMH, BKa3aHUMH B TIPAIC JIUCTI.

which are quoted in the price list.
Mu 1mocTaBIATUMEMO TOBAapU 3a I[IHAMH,
siKi BKa3aHi B mpaiic JUCTI.

3a

The words in bold in the left column are called Participle constructions. In the first
sentence: We thank you for your letter of 8 August enquiring about our products, the
Present Participle construction is used, while in the second sentence: We will supply the
goods at the prices quoted in the price list, the Past Participle Construction is used.

The Participle Constructions are used in written English where, in spoken English, it is
more common to use a sentence beginning with who, which, etc.

Compare:

written: We thank for your letter of 8 August, in which you enquire about our products.
spoken: We will supply the goods at the prices, which are quoted in the price list.
Authors of offers use the Present Participle (Participle 1) and the Past Participle
(Participle I1) Constructions:
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a) as an adjective: We are enclosing our latest catalogue showing all
- active, products of our new line.

- passive; The enclosed catalogue will give you all the
essential facts about the lines.

b) in place of who/which + | The prices covering freight and insurance are
sentence stated in our price list.

The prices quoted are stated in our price list.

NOTE: The Participle | (verb + ing) is active in meaning, and the Participle Il is
passive. Compare:

We are enclosing our latest catalogue showing (which shows) all products of our new
line.

The enclosed (which is enclosed) catalogue will give you all the essential facts about
the lines.

NOTE: Participial Constructions act as adjectives, not as nouns or pronouns.

VI.
The Gerund
Consider the following sentences:

1. Our prices include packing and forwarding the goods to the place of destination.
Hamii 1miHM  BKIIIOYAIOTh CHAKOBYBAaHHS Ta BIANPABICHHA TOBapiB [0 MiCIs
IMPHU3HAYCHHS.

2. Freight and packing cases are included in the price.

®paxTyBaHHS Ta NaKyBajlbHI KOPOOKH BKIIFOUEHO JI0 I[1HU.

In the first sentence, the verb in bold is used as a noun. This verb form is called the
Gerund, and it is not found in the Ukrainian language.

Comparing the two sentences above, you can see that the Gerund has the same form as
the Participle I, but it acts like a noun, while the Participle | does not.

Some important points on the Gerund:

1. You can use the Gerund (verb + ing) after many verbs. Some of these verbs are given
in the following list:

admit enjoy miss
appreciate finish postpone
avoid Imagine prevent
consider include propose
delay involve risk
deny keep (persist in) stop
dislike mind (object to) suggest

The price quoted includes loading to the ship.
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2. The Gerund must be used immediately after prepositions:

after before by
when while without

Prices are subject to variations without notifying, in accordance with market
fluctuations.

3. It must also be used after the verbs and expressions followed by prepositions, for
example:

instead of to feel like

to approve of to have pleasure in
to be fond of to insist on

to be for/against to look forward to
to be good at to object to

to be interested in to succeed in

to be subject to to thank for

to be used to to think of/about

We look forward to supplying you in the new year at the new prices.
4. The Gerund can also be used as the subject of the sentence:

Developing new products was our main objective last year.

Language File 4

Punctuation

A — Full Stop:

1. A full stop is used not only for ending a sentence. It is sometimes used in
abbreviations, when the abbreviation is itself a pronounceable word: inst. — for instance,
Cat. — Catalogue, Dept. — department, Enc. — enclosure, Ref. — reference, tel. —
telephone and so on.

2. In British style, writers do not use a full stop if the first and last letters of the
abbreviation are the same as the first and the last letters of the complete word: Mr for
Mister, Ltd for Limited, hdgs for headquarters, gds for goods, ft for feet and so on. But
in American style they use a full stop in such abbreviations.
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B — Comma:

1 | A comma is used before and and or only when they separate more than two
elements, and when these elements are separated by the meaning of the
sentence.

We are enclosing full details of our terms of business, a set of descriptive
brochures of our products, and a supply of sales literature.

We can grant special terms for orders of 50, 100, or the value you mention.

2 | A comma is also necessary when and and or join two long sentences. It
prevents ambiguity.

We feel we must point out that our prices have been already cut to the
minimum possible, and that envelopes are unobtainable elsewhere at these
rates.

You could have a demonstration of the fitting of the Lockshelf System in your
own storeroom, or see the combined units here in our showrooms.

3 | A comma is used before sentences beginning with but, since, while and
because.

We have enclosed our price list, but should point out that prices are subject to
changes.

The prices quoted above are provisional, since we may be compelled by
increased costs of raw materials to increase our prices to customers.

4 | Single words, phrases and sentences (communication signals) beginning with
the words, such as however, indeed, therefore, besides, otherwise,
fortunately, nevertheless, no doubt, on the other hand, in conclusion, as a
rule, because of, in view of, further to, owing to, as you know, etc. are set off
by a comma at beginning and end.

Owing to increased costs, we have been forced to increase our prices to our
customers as shown on the enclosed list.

We are, however, still able to offer a 10% discount on any order that you
make.

5 | In_British style, writers may not use a comma after Salutation and
Complimentary Close. But if you put the comma at least after Salutation, you
must use it after Complimentary Close as well. In American style, always use
a colon after Salutation. It’s up to you to decide whether to put a comma after
Complimentary Close, or not.

Dear Sirs,

Yours faithfully,

Gentlemen:

Yours truly
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A comma at beginning and end should set off any word, phrase or sentence
containing extra information, which is not central to the meaning of the
sentence, and is added to it. Very often such additional phrases or sentences
begin with who, whose, of whose, which, of which, where, when, that, and
the like. But before that the comma is hardly ever used!

We would be glad to send the goods by rail on receipt of your order, which
should be sent by telephone or fax.

We thank you for your enquiry of June 6™ 2001, in which you asked about
our selection of sweaters.

No comma:

The provisional order that you enclosed will be sufficient.

In if-sentences and the like beginning with if, whether, unless, until or
when, a comma separates two parts of the sentence.

If you could let us have a month, we could guarantee delivery within that
period.

No comma:

Please let us know if this arrangement is satisfactory.

Commas usually mark off participial constructions, especially if they come
in the middle of the sentence.

We could prepare technical documentation, taking into account your
particular requirements, and organize installations.
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Ex.

1
1.
2.
3.

4.

3)
6.
7.
8.

9.

KEY SECTION

I. FILLING IN THE CUSTOMS DECLARATIONS

Consignor/exporter. It is indicated on the left side of the document.

Four big parts: A, B, C, and D.

A — OFFICE OF DISPATCH/EXPORT; B — ACCOUNTING DETAILS; C —
OFFICE OF DEPARTURE; D — CONTROL BY OFFICE OF DEPARTURE.

By an exporter or importer depending on the type of the Declaration. Elements
numbered 1, 3 — 7, 10 — 13, 15 — 27, 29 — 30, 32 — 42, and 46 — 49 are for
completing by the Customs officer. ONLY the Customs officer fills in ALL
elements of the document, which lines are inked in bold.

. By an exporter or importer.

By the Customs officer (only when the goods are going through third countries,
i.e. for transit).

By the Customs of the country of departure (country of exporter or importer).
Three parties: 1) exporter/importer or their principal; 2) Customs officer of transit
country; 3) Customs officer of exporting/importing country.

Fifty-four elements.

10. For easy and quick completing the form and finding the necessary information

(as in any other document of similar kind).

Ex. 2
O BaJIOTA Ta 3arajibHa ()aKTypHa BapTIiCTh Currency and total amount | 22
invoiced
O BIJICOTKOBA CTaBKAa MHUTa Rate 47
O Cyma MHTa Amount 47
O TOAPOOHII MiAPAXyHKIB ACCOUNTING DETAILS | B
O MUTHUILA BIANPaBICHHS (TPAH3UTY) OFFICE OF DEPARTURE | C
o Tun aekiapaiii (ekcnoptHa abo imrnoptHa) | DECLARATION 1
O BIJNpPaBHUK (€KCIIOPTEP) Consignor/Exporter 2
O oTpuMyBad (iMIopTep) Consignee 8
O KpaiHa NMpU3HAYCHHS Country of destination 17
O KpaiHa MOXOIKEHHS Country of origin 16
O YMOBH MOCTa4aHHS Delivery terms 20
O KOJ KpaiH! MOXO/KCHHS Country origin Code 34
O KpaiHa BiANpaBICHHS/CKCIOPTY Country of dispatch/export | 15
O MapKipyBaHHS Ta KiJIbKiCTh Micllb BaHTaxy | Marks and numbers 31
O OTHC TOBapiB Number and kind 31
O HOMEpHU KOHTEHHEpIB Container No(s) 31
O MicCIs BaHTaXy Ta OIKC TOBApY Packages and description of
goods 31
o ToBap, Ne Item No 32
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(@) OO O O O

(@)

o O O

O OO OO O OO0 0 o

o O

o O

O OO O O O O O

O

KOJ[ TOBapy

KpaiHa 1-ro npu3HadyeHHs

KpaiHa, 10 TOPrye

JeKJIapaHT/ MpeJCTaBHUK (FOpUAUYHA
oco0a, siKa 3aroBHIOE JOKYMEHT)
0aTKOBa 1H(opMaIis/ npea’ sBieH1
TIOKYMEHTHU

CTaTUCTUYHA BapTICTh (TOBApPY)
JI0JIaTKOBA OJUHUIIS BUMIPY

3arajbHa JeKIapallis/monepeaHii
JTOKYMEHT

npoueaypa

KBOTA (MUTHA)

HallMEHyBaHHsI CKJIay (e
nepe0yBaTUMYTh TOBapH Mij 4aC MUTHOTO
oopMIIEHHS)

Bara OpyTTO

Bara HeTTO

¢biHaHCOBI Ta OAaHKIBCHKI B1JIOMOCTI
HallMEHyBaHHS TOBapiB (pa3om)

KUIBKICTh MICIIb (CITAKOBAHOTO TOBapY)
JIOBIIKOBU HOMED 32 MUTHUM KaTaJIOTOM
JIOIATKOBI JIUCTU

cnenugikaili BiIBAHTAKEHHS (TIEPETIKU)
HapaxyBaHHS MUTa MAUTHHIICIO

MUTHHIIS KPATHU TPAH3UTY

M1IINAC
MUTHHULIS Ta KpaiHa MpU3HAYCHHS

MicIIe Ta JaTa (3alIOBHCHHS JOKYMEHTA)
MUTHUNA KOHTPOJIb

CII (cnoci6 miatexy)

OCHOBAa MHUTHHX HapaxyBaHb

BUJ (MUTA)

MUTHI MAPaxXyHKU (pa3oMm)

MICLIE IITaMITy

MicCIIe JUUIS TTI€YaTOK, IXHS KIJbKICTh

CTPOK Jii JOKyMeHTa (71aTa)

rapanris (IepeBe3eHHs TOBapiB) HE JIIiCHA
TUISE

MpUHITUTIAN B 0c001 (0c00a, sKiil JopydeHo
3aMOBHEHHS JIOKYMEHTA BiJl IMEHI

Commodity Code
Country first destin.
Trading country
Declarant/Representative

Additional information/
Documents produced/Cer-
tificates and authorisations
Statistical value
Supplementary units
Summary declaration/
Previous document
Procedure

Quota

Identification of warehouse

Gross mass (kg)

Net mass (kg)

Financial and banking data
Items

Total packages
Reference number

Forms

Loading lists

Calculation of taxes
Intended offices of transit
(and country)

Signature

Office of destination (and
country)

Place and date
CONTROL BY OFFICE
OF DEPARTURE

MP

Tax base

Type

Total:

Stamp

Seals affixed Number
Time limit (date)
Guarantee not valid for

Principal represented by

33
10
11
14

44
46
41

40
37
39
49

35
38

IN N
APwvoual]

53
54

47
47
47
47

52

50
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JEKJIApaHTA)
BU/J TPAHCIIOPTY Ha KOPJIOHI

O

BUJ] TPAHCTIOPTY B ME&Xax KpaiHu
MUTHHUIIS Ha KOPJOH1 (Ha3Ba)

MICIIE€ OTJISITy TOBapiB (Ha3Ba MUTHMIII)
MiCIIe 3aBaHTaXKCHHS/PO3BaHTAKCHHSI
KOHT. (KOHTPOJIb)

KO/ KpaiH! BiJIpaBICHHS

KOJ KpaiHu pU3HAYCHHS

Kypc 0OMiHY BaJTIOTH

XapakTep yroau

BIJICTPOYKA TJIATEXKY

O OO O O O O O 0 o0 0

O TpaHCHOPTHUH 3aci0 HA KOP/AOHI

O MopuANYHa oco0a, BIMOBIAAIbHA 32
(dbiHaHCOBE BpEryIIOBaHHS
O BHCHOBOK MHUTHOT'O KOHTPOJTIO

TPAHCIIOPTHUM 3aci0 Mij] Yac BIAMPABICHHS

Mode of transport at the
border

Inland mode of transport
Office of exit

Location of goods

Place of loading

Ctr

C disp./exp. Code
Country destin. Code
Exchange rate

Nature of transaction
Deferred payment
Identity and nationality of
means of transport at
departure

Identity and nationality of
active means of transport
crossing the border
Person responsible for
financial settlement
Result

25
26
29
30
27
19
15
17
23
24
48

18

21

Ex. 3

1 - DECLARATION

2 — Consignor/Exporter

8 — Consignee

9 — Person responsible for financial settlement
14 — Declarant/Representative

28 — Financial and banking data

31 — Packages and description of goods

31 — Number and kind

44 — Additional information/Documents produced/Certificates and authorisations

B — ACCOUNTING DETAILS
54 — Place and date

54 — Signature and name of declarant/representative

Ex. 4

Consignor/exporter.
Chocolats Memlink SA.
M.O.V.A..

Chocolats Memlink SA.

abrhwnNE
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Ex. 1

=

Belgium.
Belgium.
Ukraine.
No. Because Part C and element 51 are not filled in.

. By air, because the transport document is the airway bill (See element 44).

. Chocolates.

. Four carton crates.

. M.O.V.A. KYIV 4.

. 3,605 Belgian Francs. See B ACCOUNTING DETAILS.

. Export licence, certificate of origin, airway bill, and invoice. Each in one copy.

. Irrevocable letter of credit, payable at sight, net.

. In Brussels Bank.

. Brussels Bank.

. No. Element 50 is not filled in.

. P. van Houton, an Export Sales Manager of Chocolats Memlink SA.

. At Chocolats Memlink SA, Brussels on 5" October 2001.

. No. Part D is blank.

. No. The Customs officer has not filled and signed in the form.

. Part D. The Customs officer.
2—d 3—] 4-c 5-1 6 -k
8—a 9-b 10-g¢ 11-e
2—f 3-h 4—i 5-b 6-0
8] 9-k 10-a 11-d
2—a 3-a 4—d 5-d 6-d
8-c 9-a 10-b 11-d

1. WRITING AGENCY AGREEMENTS
Six parts.
. 1) Headline; 2) Preamble; 3) Subject of the Agreement; 4) Articles;

5) Concluding sentence; 6) Signatures and Legal Addresses.

Names and addresses of the parties concluding the agreement, and the date of
drawing up the document.

The Principal appoints the agent to act i.e. to sell the goods of the Principal on
behalf of the Principal on certain terms within the definite territory.
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5. Eight articles: 1) Territory; 2) Period of Agreement; 3) Delivery; 4) Prices;
5) Payment; 6) Selling Prices; 7) Interpretation; 8) Notices.

6. Guarantees, Force Majeure, Arbitration, Miscellaneous. They may provide
certain guarantees of fulfilment of the Parties’ obligations under the Agreement,
and can insure the deal for and against different typical and specific situations.

7. That the Agreement’s terms and conditions must be fulfilled by both Parties and
that the document has the legal power.

8. Authorized persons of each Party, the heads of the companies.

Ex. 2

1 — Headline; 2 — Preamble; 3 — Subject of the Agreement; 4 — Articles;
5 — Concluding sentence; 6 — Signatures and Legal addresses.

Ex. 3

1-C 2-E 3-F 4-D 5-A 6-B
EX. 6

FOR THE AGENT FOR THE PRINCIPAL

Witness for the Agent Witness for the Principal

Petern Jensen VWromme Butrenborng

Peter Jensen Naomi Buttenburg

Managing Director

Interlink

250 Charing Cross Road

London WC1 4RD

ENGLAND

Account current 2006790

in London Branch of Lloyds Bank
Zip Code 4466321

Ex. 7
2—f

—e: Preamble.

— j; Subject of the Agreement.

1
2
3 —1i; Article 1. Prices.

4 —f; Article 2. Payment.

5 — h; Article 3. Guarantees.
6 — g; Article 4. Delivery.

7

—b; Article 5. Force Majeure.

Vice-President

KAD Productions nv

320 Tolsteegsingel

Holten 7451 HD
NETHERLANDS

Account current 5487885633
in Bank of Amsterdam

Zip Code 781212845
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8 —a; Article 6. Settlement of Disputes and Arbitration.
9 —d; Article 7. Other Terms (Miscellaneous).
10 —c; Signatures and Legal Addresses of the Parties.

Ex. 9

1 —Preamble 2 — Subject of the Agreement 3 — Signatures and Legal Addresses
4 — Prices 5 — Payment 6 — Guarantees 7 — Delivery

8 — Force Majeure 9 — Settlement of Disputes and Arbitration

10 — Miscellaneous 11 — Preamble 12 — Subject of the Agreement

13 — Prices 14 — Payment 15 — guarantee 16 — guarantee

17 — delivery 18 — Force Majeure 19 — Settlement of Disputes and Arbitration
20 — Miscellaneous 21 — signatures 22 — legal addresses

Ex. 12

1

This Agreement made this 11" day of September in 2001, by and

between Pilsner Urquell AS, Plzen, Czech Republic (hereinafter “the
Principal”), and M.O.V.A., Kyiv, Ukraine (hereinafter “the Agent”),
provides the following:

2.
The Principal hereby appoints the Agent as its agent for the sale of
the Products on the following terms.

3.

The price shall imply CIF Kyiv. It shall be firm and not be subject
to any alterations. The Agent shall not resell the Products at
prices in excess of, or subject to, discounts lower than the maximum
prices and minimum discounts agreed by the Principal.

4.

The terms and method of payment for the Products shall be from time
to time prescribed by the Principal.

The Principal will allow the Agent the following commissions 15% on
sales $20,000 per annum. The said commission will be payable every
month on the amounts actually received by, or credited to, the
Principal.

Customer Orders shall require payment to be made in convertible hard
currency, but if the Principal consents to payment being made in any
other form (including tender by the Customer of a commodity), then
it shall be the responsibility of the Agent to procure conversion of
the same into hard currency.

5.
The Principal shall guarantee the quality of the delivered Products
for 6 months from the first delivery, but for not more than 12

months under favourable conditions of their storing and handling
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6.

Delivery of the Products under the present Agreement shall be
effected under the shipping documents indicated in Appendix N 2 to
the present Agreement.

7.

Should any force majeure circumstances arise, which hinder the
fulfilment by any of the Parties of their respective obligations
under the Agreement, neither Party is responsible for the non-
fulfilment of its liabilities to the extent owing to such
circumstances.

8.

Should the Parity Commission fail to settle the dispute within 10
days from the date of its establishment, or one Party fail to
appoint its representative to the Parity Commission within 5 days,
the dispute will be at the written request of one of the Parties
submitted for the consideration of the Arbitration Court of the
Ukrainian Trade Chamber, the decision of which will be final, liable
to no protest, appeal and irrevocability and will be binding upon
both Parties.

9.

After the Agreement has been signed all the previous negotiations
and correspondence pertaining to it become null and void.

The present Agreement comes into force from the date of its signing
and shall be valid for the period of 3 years.

10.
In witness whereof, the Principal and the Agent have caused their
names to be signed by persons hereunto duly authorized.

Ex. 14

l1-c 2-b 3-¢C 4-b 5-c¢ 6-cC
7-d 8-b 9-b 10 -d 11-a 12 -c
13-b 14 - a 15-c¢ 16 -b 17 -c¢

Ex. 15

1-b 2-0 3-1 4-q 5-5
6-p 7-c¢C 8—1i 9-n 10-g
11-e 12 -a 13- f 14 —h 15—t
16—-m 17— 18 —r 19 -k 20—d

135



Ex. 16

1. SEQUENCING | 2. REFERRING 3. DETAILING 4. OPPOSING

and as including but

thereafter forthwith namely if

thereof hereinafter of the following of the one part
hereby subject to of the other part
hereunder such as otherwise
in accordance with provided that
in connection with subject as herein-
in respect of after provided until
in pursuance of whatsoever
whereas
thereof

Ex. 17

1 — hereinafter 2 — hereinafter 3 — the following

4 — hereby 5—and 6 — particularly

7 — with respect to 8 —such as 9 — hereinafter

10 — hereinafter
13 — according to
16 — hereunder
19 — in respect of
22 — but

25 — except

Ex. 18

CoNoaRrwWDdE

11 — in pursuance of

14 — unless as otherwise
17 — provided that

20 — in consideration of

23 — herein

12 — as follows
15 —due to

18 — until

21 — hereof

24 — whatsoever

26 — in the event of

hereinafter called

mutually agreed

from time to time

appoint the Agent as an agent
on the terms and conditions
hereinafter described

it is hereby agreed as follows
which Territory may be altered
six months’ notice in writing

10. place of business

11. may be actually agreed in writing

12. the appointment as Agent
13. shall commence on the 26" day of November
14. Dbe entitled to terminate this appointment

15. immediate notice
16. commit any breach
17. fail to perform any of his obligations
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18. is incapable of performing

19. either Party

20. from any cause

21. the disposal of such stocks

22. time of the termination

23. be deemed to be CIF

24. invoice the Products

25. at the price operating

26. at the date of despatch

27. time prescribed by the Principal
28. prices in excess of discounts
29. prices subject to discounts

30. shall be construed as a contract
31. take effect

32. properly served

33. forwarded by post

34. registered office

35. an authorized officer

Ex. 19

1 — hereinafter called

2 — hereinafter described

3 — shall commence on the 26" day of November
4 — prices subject to discounts

5 —an authorized officer

6 — at the date of despatch

7 — prices in excess of discounts

8 — shall be construed as a contract

9 — from any cause

10 — is incapable

11 — commit any breach

12 — forwarded by post

13 — six month’s notice in writing
14 — either Party

15 — appoint the Agent as an agent
16 — the appointment as Agent

17 — may be actually agreed in writing
18 — take effect

19 — registered office

20 — invoice the Products

21 — time prescribed by the Principal
22 — time of the termination

23 — be deemed to be CIF

24 — the disposal of such stocks
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25 — fail to perform any of his obligations
26 — properly served

27 — immediate notice

28 — be entitled to terminate this appointment
29 — mutually agreed

30 — it is hereby agreed as follows

31 — which Territory may be altered

32 — place of business

33 — at the price operating

34 — on the terms and conditions

35 — from time to time

Ex. 20

1 — hereinafter 2 — negotiate 3 — preliminary 4 — entitled

5 — irrevocability 6 — validity 7 — appoints 8 — guarantee
9 —incurred 10 — endeavour 11 — settlement 12 — submitted
13 —remit 14 — obtained 15 — discretion

Puzzle answer: 16 — agency agreement

I11. WRITING OFFERS
Ex. 1

It’s a free offer — it doesn’t include a statement of time limits of the offer. It is a
revocable offer — it’s stated in the text that the offer can be recalled.

1. Twelve.

2. Letterhead (Outside Address), References, Date, Inside Address, Attention Line,
Salutation, Subject Title, Body of the Offer, Complimentary Close, Signature and
Title, Company Position, Enclosure Line.

3. The company’s name and post address, telephone and fax numbers, E-mail and/or
Internet addresses, VAT code. Yes, Ukrainian companies write bank or account
code instead of VAT code in the Letterhead.

4. The References are quoted to indicate what the letter refers to (Your Ref.) and the
correspondence to refer to when replying (Our Ref.). SR stands for Stephan
Raynor, the author of the offer, JM — for the name of the person, who typed the
letter.

5. The month is written in words, not in figures in order not to confuse English and
American ways of writing the Date.

6. The company’s name, number of the building and name of the street, name of the
city and postcode, name of the country. It doesn’t differ because such order is the
international practice now.

To specify the receiver of the offer.
8. To the President of Photonica.

~
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9. To provide a further reference, to introduce the subject of the first paragraph, to
draw an immediate attention to the topic of the letter, and to allow the writer to
refer to it throughout the letter.

10. Four paragraphs which are separated from the other parts of the offer and from
one another by an additional space line.

11. A polite closing of the offer.

12. Stephan Raynor’s, the author’s of the letter.

13. Stephan Raynor’s.

14. It means that there is an enclosure with the letter. A number of the enclosures
and their list.

15. References, Attention Line (when the addressee is specified in the Inside
Address), Subject Title, Enclosure Line (if enclosures are mentioned in the Body
of the Letter).

Ex. 2
a)
1 — Letterhead 2 — References 3 — Date
4 — Inside Address 5 — Attention Line 6 — Salutation
7 — Subject Title 8 — Body of the Offer 9 — Complimentary Close
10 — Signature and Title 11 — Company Position 12 — Enclosure Line
b)
1-B 2-K 3-1 4-E 5-L 6—-D
7—-H 8-G 9-F 10 -1 11-C 12 - A
Ex. 3
ULYSSE TOUR
Travel Agency
311101 Av. De Paris, Tunis 1952 TN, Tunis
Tel.: 344 727, Fax: 331 956
E-mail: ultour@com, http://www.ultour.tn
Code TVA: 00279 R/A/M/000

EXx. 5

1-HS/OM  2-531/5 3—LH/ML 4-AF/LL 5-RP/TS 6-17/7

or
1-HS/jm  2-531/5 3—-LH/ml  4-AF/ 5 - RP/ts 6-17/7
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Ex. 7

a)

2.09.01 (to England) | 2nd September, 2001 / 2 September 2001 / 2 Sep. 2001

4.09.01 (to Germany) | 4th September, 2001 / 4 September 2001 / 4 Sep. 2001

7/09/01 (to Canada) | July 9, 2001 / Jul. 9, 2001

3/09/01 (to Argentina) | March 9, 2001 / Mar. 9, 2001

5/09/01 (to Mexico) May 9, 2001

1/09/01 (to Peru) January 9, 2001 / Jan. 9, 2001
6.09.01 (to Poland) 6th September, 2001 / 6 September 2001 / 6 Sep. 2001
1.09.01 (to Spain) 1st September, 2001 / 1 September 2001 / 1 Sep. 2001
b)
British style American style
Tokyo
Calcutta To_ronto
Chicago
Cape Town i~
Brasilia
Rome
Ex. 8
a)

Ms Maria Castillo Gomez
Ecuador Internacional SA
50 Calle Naranjo

Managing Director
Rannoch Enterprises plc
45-55 Queen Street

Valencia 46011 Glasgow GI1 8PG
SPAIN SCOTLAND

Mr Hugh O’Hara Mile Annick Dubois
Gloucester Products Ltd S.EB.AR.A.
114 North Shields Road 123 rue de la Paix
Newcastle NE5 47G Reims 5100
ENGLAND FRANCE

b)

Mr S. Raynor

Group Managing Director
R.G. Electronics AG

20 Gloucester Place
Croydon CR 1 2DH
GREAT BRITAIN
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Ex. 9

1. 2.
Kinson Ltd The Chief Executive Officer
15 St Antuan St The James Construction Company Inc.
Barcelona 45P 678 4295 San Felipe
SPAIN Houston
Texas 77227
Dear Sirs USA
Faithfully yours
Dear Sir:
Truly yours
3. 4,
Mr M. Khassim The Director Generale
S.A. Importers Ltd KIRBY Belgium BVBA
Al Manni Way 8 L. Brilstraat
Riyadh R1 1SAT Antwerpen 2000
SAUDI ARABIA BELGIUM

Dear Mr M. Khasim
Yours sincerely

Dear Sir or Madam
Yours faithfully

5.
Ms M. Tanner

Canada Business Machines Inc.

9007-58 Street
Edmonton
Alberta T3M 2L1
CANADA

Dear Ms M. Tanner:

6.

The Export-Import Department
Lee Boat Builders Ltd

Dock 23

Mainway

Hong Kong HK 542 3D
CHINA

Dear Sirs

Regards Faithfully yours

Ex. 10

a) b)

Benw (Clark Wechnel Renwedy

B. Clark (Mr) M. Kennedy (Mr)
Project Manager Export Sales Manager
c) d)

3aama Jlyuxoea Jace Moacties

Z. Puchkova (Ms)
General Director

J. Mooches (Mr)
Sales Supervisor

or
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a) b)

Bew Clark Hechnel Renwedy
(Mr) B. Clark (Mr) M. Kennedy
Project Manager Export Sales Manager
C) d)

3aama JTyuxoea Jase Mloacties

(Ms) Z. Puchkova
General Director

(Mr) J. Mooches
Sales Supervisor

or

a) b)

Bew Clark (W) Wechnel Rewwedy (2]
B. Clark M. Kennedy

Project Manager Export Sales Manager
C) d)

3aama JTyuKoea (Ms) Jose Moactics (W)

Z. Puchkova J. Mooches

General Director

Sales Supervisor

or

a) b)

B. Clark M. Kennedy

Project Manager Export Sales Manager
c) d)

(Ms) Brama ITyuxoea (W) Dose Woocties
Z. Puchkova J. Mooches

General Director

Sales Supervisor

Ex. 11

Enc.. Samples (3 items)
Order form (2 copies)
Promotional leaflet (3 copies)
Catalogue (1 copy)
Price list (1 copy)

or

Encl.: Samples (3 items)
Order form (2 copies)
Promotional leaflet (3 copies)
Catalogue (1 copy)
Price list (1 copy)

or
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Enc../ 3 (samples)

Encl.: 2 (order forms)
3 (promotional leaflets)
1 (catalogue)
1 (price list)

Ex. 12

MEGA SHOW
17 Metalistov St, Kyiv 03078, Ukraine
Tel: 044-2645789 9576 Fax: 044-2649234 E-mail: mega@kiev.ua B/A 3260957

Your ref.:
Our ref.;: 1263

5 September 2001

Mr S. Basuki

The Corporate Section Manager
Jakarta Furnishings

7 Jalan Arjuna

Jakarta 637

INDONESIA

Dear Mr S. Basuki,

Our offer for a new range of services

XXXXHKXXHXXXHKXKHKXKHKXKHKIKHXXKHXXKHXXKHXKHXKIXHKXXHKIXHKIXKEXKEXKEXIKEXKXEXKXXKXXKXXKXXKXXKXXK
) 9,0,0.9,0,0.0.0,0.0.0,0.0,0,0.0,0,0.0.0.0.0,0,.0.0,0,0.0.0,:0.0.0,.0.0,.0,0.0.0.0.0.0,:0.0.0.0.0.0.0.0,0,0.0.0,0.0.0.0 8

RXXXXHKXXXXXKHHXKXXXXKKHHKKXXXXKHHXKXXXXKKHKXXXXXKHHXKXXXXKKHKXXXXXKHHXKXXXXXKXHXKXXXXX
),0,0.0,0,0,0,0.0.0.0,0,0.0.0.0.0,0.0.0.0.0,0,0.0.0.0,0,0,.0.0.0,0,0,0.0.0.0.0,0,0.0.0.0.0,0.0.0.0,0,0,:0.00,0,0,0.0.00,0,0,0.00.0,0,0.8

XXXXHXXXHKXXHKXKHKIKHKIKHXKHXKHXXKHXKHXKHXKIXKXXHKIXIHKIXKEXHKEXXKEXKKEXKXEXKXXKXXKXXKXXKXXKXXK
,9,0,0.0,0,0.0,0,0.0,.0,0.0.0,0.0,0,0.0,0,0.0.0,0.0.0,0.0,0,:0.0.0,0.0.0,0.0.0.0.0,0,:0.0.0,:0.0.0,0.0.0,.0.0.0,0.0.0,0.0.0,0.0.0.0 8

Yours sincerely,

Oleg P. Shevchuk (Mr)
The Vice-President

Enc.:  Price list (1 copy)
Catalogue (1 copy)
Leaflets (5 copies)

The unnecessary part is the Attention line: “For the attention of Mr S. Basuki”.
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Ex. 13

b)

1. It’s a firm and revocable order. It is stated in the text of the Body of the Offer.

2. Rubberised floor coverings.

3. A potential customer.

4. From Messrs. Hankinson and Co. of Towgate St, its old business partner.

5. It seems, yes. They offer a successful product on favourable trade terms.

6. To test samples of the product.

7. Only key terms of trade are stated. Because of the lack of space in the letter.

8. Fifteen samples and one quotation.

9. American style. It can be understood from the way the Date, Salutation and

Complimentary Close are written in.
10. Ten parts.
11. 1) Specifying the reader; 2) Greeting the reader; 3) Attracting the reader’s
attention.
12. The moves of the Body of the Offer:
1. Establishing credentials.
2. Introducing the offer:
a) offering the product or service;
b) essential detailing of the product or service;
¢) indicating value of the offer.
3. Offering incentives.
4. Enclosing documents and/or samples.
5. Essential detailing of the offer.
6. Soliciting response.
7. Using pressure tactics.
8. Ending politely.

13. Because they actually embody a needing and an action to be done to achieve the
writer’s purpose.

14. They are:

1) establishing credentials: to refer to the needs of the potential customer, to the
company’s achievements or past experience;

2) offering the product or service: to introduce the product or service that is
promoted;

3) essential detailing of the product or service: to inform the reader about the most
essential features of the product;

4) indicating value of the offer: to emphasize the importance of the company’s goods
(services) and/or conditions of trade to make the reader more interested in the
possible deal;

5) offering incentives: to make the offer more attractive by offering an incentive in
the form of discounts or other favourable terms;
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c)

6) enclosing documents and/or samples: to draw the positively inclined customer’s
attention to readily available all the necessary details that he/she might need in
order to make up his or her mind about the product or service;

7) essential detailing of the offer: to indicate the details of its validity,
(inrevocability, and/or other special terms;

8) soliciting response: to encourage the prospective customer to continue further
communication;

9) using pressure tactics: to prompt the already half-inclined customer to take a
quick decision about the product or service being promoted,;

10) ending politely: to indicate the attitude of the writer towards future business
relations or further communication with the reader.

15. Moves 2b, 2¢, 3, and 4 may have different order. It depends on the author’s
priorities. Moves 1, 2a, 2b, 6, 8 are considered to be obligatory for writing an
offer, and move 5 is necessary for firm offers.

Sentences Moves

Improved methods of production enable us to
offer you our range of Drilite batteries at Offering the product
a reduced price for large guantities.

Details of the new prices for your market Enclosing documents +
are enclosed, and you will see that the Offering incentives
average price reduction is 5%.

As
will agree that they are considerably lower | |ndicating value of the offer
than those of manufacturers of similar
batteries, both here 1in Great Britain and
elsewhere.

our prices are quoted c.i.f. Kyiv, you

The quality of our goods remains high - the goods
the finest chemicals are used.

Essential detailing of

The new prices are for minimum orders of
$10,000 and are effective as from 17 Essential detailing of the offer
September. Immediate despatch is guaranteed,
and we hold ample stocks. Please note that
this offer can be recalled.

We have sent, by separate post, samples of
the advertised batteries.

Enclosing samples

If you need any further information, please
do not hesitate to contact us.

Soliciting response

We look forward to supplying you soon at the
new prices.

Ending politely

Missing moves: Establishing credentials; Using pressure tactics.
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Ex. 14

b)

1. Free and revocable.

2. British style.

3. The Attention Line. Because the reader’s name is given in the Inside Address.

4. Yes, it does. It is a reply to the enquiry and thus, a new move has appeared.

5. Establishing credentials — the customer already knows about the offerer, and
Introducing the offer — the customer has already learned all necessary details of
the products from the offerer’s advertisement.

6. Starting politely.

Ex. 15

We are very pleased to have your enquiry, and are interested to
hear that you saw our advertisement in the Office Supplies

Review. We appreciate your interest in the Clever products we Starting politely
stock.

In reply to your enquiry, we enclose our latest catalogue and Enclosing documents
quotations. We are also sending to you samples of our new and samples

range of products.

After studying our special discounted prices, you will not stand | Indicating value of the offer
up making immediate order.

We would advise you, therefore, to let us have your order by
the end of this week, as this will enable us to have stocks of Using pressure tactics
our attractive lines by Christmas.

We hope you will find our terms and delivery dates
satisfactory, and we can assure you that you may count on our Offering incentives
full co-operation and attention in this matter.

Kindly note that this offer is free and revocable. Essential detailing of the offer
If we can be of any further help to you, do not hesitate to Soliciting response
contact us.

We look forward to the opportunity of being of service to you. Ending politely

Ex. 16

1 — Essential detailing of the product
2 — Soliciting response

3 — Enclosing documents

4 — Starting politely

5 — Indicating value of the offer

6 — Offering incentives

7 — Ending politely
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8 — Establishing credentials

9 — Offering the product

10 — Essential detailing of the offer
11 — Using pressure tactics

Ex. 17

1-1 2—-H 3-D 4-E 5-C

6-J 7-F 8—A 9-G 10-B

Ex. 18

8. Introduce the product or service you are promoting if your letter is not a reply to the
enquiry.

9. Offer the product or service to your reader, inform him about it if your letter is not a
reply to the enquiry.

10. Inform your reader about the most essential features of the product, i.e. do product-
detailing.

11. Emphasize the importance of your company’s goods or services and/or conditions of
trade.

12. Make your offer more attractive by offering an incentive in the form of discounts or
other favourable terms of trade.

13. To keep your offer’s length within reasonable limits enclose detailed descriptions
of products or services, trade terms in the form of brochures, leaflets, pamphlets,
catalogues, request/order forms, samples, price lists, quotations etc., so that a busy non-
inclined reader can ignore the details, while a favourably inclined reader has the details
readily available.

14. Indicate the details of your offer’s validity, (ir)revocability, and/or other special
terms.

15. Encourage the prospective or regular customer to continue further communication,
I.e. give the information containing telephone or fax numbers, addresses or names of
people the reader can turn to with any queries about the product or service.

16. Prompt your customer to take a quick decision about the product or service being
promoted, i.e. propose some additional savings or gains if the customer decides to buy
the product or use the service before a specified deadline.

17. Always end on a polite, pleasant and courteous note.

Ex. 19
1-3 2-3
6-1 7-2

oo W

4-3 5-2
9-3 10-3
Ex. 20

b)

3,4,7,9
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Ex. 30

Dear Mr J. Burke

Thank you very much for your letter and order.

Unfortunately, in common with other suppliers, our prices have risen by 15% since you
placed an order with us two years ago, but you will be pleased to hear that we will supply

your current order at the old price.

We are enclosing our new catalogue and price lists, which contain several exciting new

products and our latest prices.

We assure you that we will keep you fully informed about the progress of your order. If you
would like to get in touch with us urgently, our E-mail address is office@ack.ua or, of course,

you may prefer to phone us before.

Yours sincerely

Rastinutyn Radetenkn
Kostiantyn Radchenko (Mr)
Sales Director

Ex. 32
b)

1)
2)
3)
4)
5)
6)
7)
8)
9)

and — A;

as—A;

if — E;

wherever — E;

now — A;

in view of this — C;
particularly — D;
we hope — A,

we are sure — A;

10) when — A;

11) in case of - C;
12) in reply to — C;
13) after — A,

14) therefore — A;
15) should - E;
16) which — B;
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17) such as — D;
18) whatsoever — E;
19) also — B;

20) but - E.

Ex. 33

a)

1 —as a result of 2 — particularly
4 — moreover 5 —although

7 — in this connection 8 — furthermore
10-and

Ex. 34
a)

1-g
6—b

~N N
|
oo

b)

1 — increasing demand;

2 — grant a discount;

3 — have pleasure in;

4 — look forward to;

5 —is subject to;

6 — meets your requirements;
7 — favourable terms;

8 — in stock;

9 — submit an offer;

10 — are available.

Ex. 35

l1-c 2—-d
6-cC 7—a

oo w
|

Ex. 36

1 —terms 2 — quotation 3 —delivery

5 —supply 6 — despatch 7 — promptly
9 —demand 10 — observed 11 — stock

13 — commodity 14 — shipment 15 —available
17 — freight 18 — accept 19 — guarantee

Puzzle answer: 21 — sales promotion letter
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3 — we think
6 — we believe
9 —we hope

5-f
10-c
5-d
10-b
4 —increased
8 — discounts
12 — requirements
16 — samples

20 — confirmation



Ex. 37

1 —receive your letter 2 — are enclosing 3 — offer

4 —ranging 5 —would be glad 6 — customers

7 —service 8 —would be pleased 9 — orders

10 — if required 11 — you will see 12 — are quoted

13 — special discount 14 — net prices 15 — delivery

16 — receipt 17 —any further information 18 — please contact
Ex. 38

With reference to your meeting with Mr S. Richardson last week, we are pleased to
inform you that the terms you propose concerning the supply of furniture and fittings
are acceptable to us.

We confirm, therefore, that we shall supply you with the items you require at three per
cent reduction of the unit price.

Payment will be made by letter of credit drawn by us on you at sixty days. You will
benefit from a further discount of ten per cent on the whole order as a result of your
order being over $8000. However, this will only be credited to your account on the
occasion of a repeat order.

In addition to these terms it was agreed that we shall ship the consignment in pre-
fabricated parts to be assembled with the assistance of one of our supervisors, but at our
expense. Delivery will be effected on or around September 5.

We look forward to receiving your confirmed order.
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APPENDIX I

CouiajibHO-eTHKETHI (pOPMYJIM MUTHOI AeKJIapallii:

1) nanucanna pekeizumie excnopmepa, innopmepa
ma npunyunana (Oexnapanma-npeocmasHuUKa)

British style

American style

MIDTEC CABLES LTD
103 COTTON ROAD
EXETER EX4 9DT

INTERFON, INC.
1677 SEA HARBOR DRIVE
ORLANDO, FLORIDA 32887

ENGLAND USA
2) Hanucanna micysa i 0amu 3an06HeHHA OeKnapayii

British style American style
MIDTEC INTERFON, INC.
Exeter ORLANDO
15TH OCTOBER, 2001 October 15, 2001
D. Sutlegan G. Broeny
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or or
MIDTEC INTERFON, INC.
EXETER ORLANDO
15 OCTOBER 2001 Oct. 15, 2001
D. Sutlegan G. Broeny
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or or
MIDTEC INTERFON, INC.
EXETER Orlando
15 OCT. 2001 10/15/01
D. Sultigan G. Broeny
D. SULLIGAN G. BROENY
EXPORT MANAGER IMPORT MANAGER
or
MIDTEC
EXETER
15/10/01
D. Sulligan
D. SULLIGAN

EXPORT MANAGER

CouiajibHO-eTHKETHI (POPMYJIH JOKYMEHTIB KOHTPAKTHOIO THITY
(KOHTpPAKT KyHiBJI-NIPOAAXKY, YAPTEP-NMAPTifl, aTeHTCbKA yroja,
JineH3iHa yroaa):

1) sapianmu nanucanusa 0amu CK1a0aHHA OOKYMEHHLY

British style American style
15th October, 2001 October 15, 2001
15 October 2001 Oct. 15, 2001
15 Oct. 2001
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2) nanucannsa i po3miugeHna micysa i 0amu CK1a0AHHA 0OKYMeHmy

CONTRACT No 7E

Kyiv

4 September 2001

AGENCY AGREEMENT

City of Kyiv

May 4, 2001

3) nanucanns i posmiwens 0OPUOUUHOT adpecu ma OAHKIBCbKUX PEKGI3UNIE KOHMPAZEHMIE

Legal addresses of the Parties

Seller/Owner of the Vessel
(Shipping Agent)/Principal/Licensor

Buyer/Charterer/Agent (Distributor)/Licensee

Tetra Laval Ukraine Ltd
82 Mezhyhirs’ka Str.
Kyiv-80

Ukraine

04080

A/C No. 0011070035 in Privatbank,
Kyiv Branch, Ukraine,
Branch Code 321790, Code 23578109

Lodzka Centrala Materialow Budolanich w
Lodzi, BUDO-HURT S.A.

97 Tuwima Str.

Lodz 90-031

Poland

A/C No. 10301205-54297251 in Bank
Handlowy w Warszawie S.A., Lodz Branch,
Poland,

SWIFT Code: BHWAPLPWBLOD

4) nionucu cmopin

Seller/Owner of the Vessel
(Shipping Agent)/Principal/Licensor

Buyer/Charterer/Agent (Distributor)/Licensee

For and on behalf of/Witness for the Seller:
Tean Jlempenxo

Ivan Petrenko

Commercial Director

For and on behalf of/Witness for the Buyer:
Hndreas Enbe

Andreas Erbe

Finance & Control Manager

CouiaJbHO-eTHKETHI (OPMYJIM NPAKTHYHO HECTAHTAPTH30BAHUX JOKYMEHTIB:

1) nanucanns oamu

British style American style
15th October, 2001 October 15, 2001
15 October 2001 Oct. 15, 2001
15 Oct. 2001
2) nanucanua aopecu
British style American style

Messrs Thompson & Sons
158 Knightsbridge
London SWL 87 C

International Trading Company
119 Ninth Avenue
New York, NY 11011
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The Western Shoe Co. Ltd
Yeovil, Somerset S19 3AF
ENGLAND

Procter & Gamble Ukraine
34/33 Ivana Franka St
Kyiv 03030

UKRAINE

3) 36eprenns:
a) 00 adpecama-opzanizauii

British style

American style

Amperlite Ltd
146 O’Leary St
Dublin 2
IRELAND

Dear Sirs/ Dear Sirs or Mesdames

The Standard Oil Company
Midland Building
Cleveland, Ohio 44115
USA

Gentlemen:

0) 00 aopecama-nocadoeoi ocoou

British style

American style

The Sales Manager
J. White & Co. Ltd
254 Smuts Avenue
Cape Town

Dear Sir/ Dear Sir or Madam

The Chief Executive Officer
Messrs Matthews & Wilson
421 Michigan Avenue
Chicago, I11. 60602

Dear Sir:

8) 00 aopecama-KoHKpemHuoi ocoou

British style

American style

Ms Claire Waterson
Nesco Incorporated
215 Hardangar Street
Oslo

NORWAY

Dear Ms Claire Waterson

Arthur Foot
Woldal Inc.
Broadway
New York
USA

Dear Mr. Arthur Foot:

4) 3a6epuienna nogioomnenus

British style American style

[1pi3Buie agpecaTta HEBiAOME

Yours faithfully/
Faithfully yours

(Very) truly yours/
Yours (very) truly/
Sincerely yours/
Yours sincerely

I[Ipi3BuiLe axpecaTa BioMe

Yours sincerely/
Sincerely yours/
Yours truly

Sincerely yours/
Yours sincerely/
Cordially yours/
With kind regards/
With best regards/
Regards
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APPENDIX |1

IIpogeciiino-opieHTOBaHI (popMyJIM MUTHOI JeKIapauil (peueniis)

Please see Notice No. 751 before completing this Byxs iacka, mepen 3amoBHEHHAM i€l hopmMu

form. o3HaiioMTech 3 oBioMiIeHHIM Ne 751.

For completion only when required by 3amoBHrO€ThCS — sMmie y  pasi,  KOJIH

Community regulations. BuMmaraetbcss  Crarytom  (Eeponeticbkoi)
CHibHOTH.

The Principle, represented by [Ipunnunan, mnpencTaBIeHUHI ,

hereby undertakes to produce the goods 1M 3000B'sI3ye€ThCs Mpea’sSBUTH Ha MICI
described in this declaration intact and within the npusnaueHHs ToBapu, IO ONUCaHI y il

prescribed time

limit at the office of destination. nmexmapariii, HEMOIIKOKEHUMU B
MPU3HAYCHHUX MEKaX Jacy.

IIpodgeciiino-opieHTOBaHi opMy 1M MUTHOI AeKaapauil (MPOAYKILisi)

1) onuc 3a0exnaposanux mosapis

numbers No(s) of packages

MIDTEC NOS 1-2 2 WOODEN CASES | SPARE PARTS FOR ELECTRONIC

EXETER 60X60X60 CM INSTRUMENTS

2
2) onuc 0OKyMeHmis, W0 Cynpoeo0icyioms 0eKiapayiio

Additional NO 1 LICENCE 986/359 OF 7/06/01
information/ NO 4 CONTRACT OF SALE NO 5 E OF 4/07/01
Documents No 2 Bill of Lading 897532647
produced/ NO 4 INVOICES 902-014 OF 8/07/01

Certificates and|NO 2 INSURANCE POLICY P 8700 OF 01/07/01
authorisations NO 2 CERTIFICATE OF ORIGIN B 629546 OF 3/07/01

NO 2 CERTIFICATE OF QUALITY CQ 674901 OF 5/07/01
NO 2 PACKING SHEET NO 34-05

3) yrkazanns ocoou, 6i0nosioanvhoi 3a inancoee epezyioeanns

Person responsible for financial settlement

NEW YORK BANK, ORLANDO BRANCH
241 N ELM STR.

ORLANDO FL 32887

B/A 6098431231

LOCAL CODE 15308955069

4) nogidomnenns GanKI6CbKUX peKeizumie

Financial and

banking data

B/A 602323231

LOCAL CODE 15308955069 IN NEW YORK BANK, ORLANDO BRANCH
241 N ELM STR.

ORLANDO FL 32887
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5) nogioomnenns nodpooduys NiOPAXyHKY

B ACCOUNTING DETAILS

CIF Orlando
10,895 USD
Payment by draft at 60 days’ sight

THROUGH NEW YORK BANK, ORLANDO BRANCH

A/C 1744411290
SWIFT CODE 16412019-823577

IIpodeciiino-opienToBaHi GopmMyJIHd areHTCHKOI Yroau

1. Preamble

Firm ..., Kyiv, hereinafter referred to as “the
Principal” of the one part, and Company ...,
Manchester, hereinafter referred to as “the
Agent” of the other part, have concluded/have

Ilpeamoyna

®ipma ..., Kuis, Tyt 1 Hagani — “Tlpuauunan”, 3
OJIHOTO OOKY, Ta KOMIIaHi ..., MaHuecTep, TYT 1
Haai “AreHt”, 3 1HmOro OOKY,
YKJIQJIH/TITUCATN 1aHy YTOJy MPO HACTYITHE:

signed the present Agreement to the effect ...

that/for the following/about the following: ...

..., hereinafter referred to as “the Principal” of ...

the one part, and ..., hereinafter referred to as
“the Distributor” of the other part, have
concluded/have signed the present Agreement
for distributorship. The terms and conditions
are as follows: ...

This Agreement made this 1st day of
September 2001, by and between
(hereinafter “the Principal”), and ... (hereinafter
“the Agent”), provides the following: ...

An agreement made this twenty-fifth day of
May, 2001 BETWEEN ..., whose Registered
office is situated at 250, Oxford Street, London
W1 7TM (hereinafter called “the Principal”) of
the one part, and ..., Kyiv, Ukraine (hereinafter
called “the Agent”) of the other part,
WHEREBY IT IS AGREED as follows: ...
MEMORANDUM OF AGREEMENT made
this 8th day of April 2001, between
(hereinafter called “the Company” of the one
part), and (hereinafter called “the
Distributor”) of the other part. WHEREAS:

2. Subject of the Agreement

The Principal hereby appoints the Agent as its
sole and exclusive administrative Agent for the
purpose of facilitating: ...

The Principal appoints the Agent as and from 1
September to be its sole agent in ... (hereinafter
called “the Area”) for the sale of ... (hereinafter
known as “the Goods”).

. 2001 poky Mix Ta

. kBiTHI 2001 poky Mix

, TyT 1 Hamami — “TlpuHnunan”, 3 OTHOTO
00Ky, Ta ..., TYT 1 Hajgam — “luctpud’rorop”, 3
iHIIOTO OOKY, YKIQIW/MIANMHUCAIHA JaHy YTOIy
Ipo  JUCTPUO’FOTOPCTBO.  YMOBH €
HACTYITHUMU: ...

IIs Yroma, ckmazeHa nepumioro AHS BEpPECHSA
(tyr 1 Hagami -—
“ITpunuunan’) 1 ... (TyT 1 Hajgam — “AreHtr’),
3a0e3neyye BUKOHAHHS HACTYITHUX YMOB: ...
VYrona ckiajgeHa ABAALATEH I SITOTO JTHS TPaBHSA
2001 poky MK .., IIO 3apeecTpoBaHa 3a
anpecoto 250 Oxcdopn Crpit, Jlonmon W1
7TM (tyT 1 Hagani — “TlpuHnunan’), 3 OJHOTO
O0oky, Ta ..., KuiB, Ykpaina (Tyr 1 Hamami —
“AreHT”), 3 1HIIOrO OOKY, 1 B SIKI y3rOJKEHO
PO HACTYITHE:

HoroBip mpo Yroay CkjaJeHO BOCBMOTO JHS
.. (TyT 1 Hamam -
“Kommnanis”, 3 o1HOTO O0KY) Ta ... (TYT 1 Hagami
— “Iuctpud’roTop”, 3 apyroro 60ky). bepyun
JI0 YBarw, mio: ...

IlIpeomem yz00u

[Mum IlpumHiunan npuszHayae ATreHTa CBOIM
MOHOIIOJIBHUM ~Ta €KCKJIIO3UBHUM  a/IMiHi-
CTPAaTUBHUM ATEHTOM 3 METOIO CIIPUSHHS: ...
IIpunnuman 3 1 BepecHs npusHadae AreHTa
CBOIM MOHOIIOJIbBHUM ATEHTOM y/Ha ... (TYT 1
Hagani — Teputopis) mist mpopaxy ... (TyT 1
Hazgani — ToBapu.
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The Principal commissions the Agent and the
Agent undertakes to act as an intermediary in
rendering services and assistance to the
Customer in ... including fulfilment of ...

The Principal manufactures (hereinafter
called “the Products”) and has agreed to sell to
the Distributor...

The Principal has agreed to appoint the
Distributor as a distributor of the Products on
the terms and conditions hereinafter described.
The Principal engages the Agent to carry out
certain administrative and agency functions on
behalf of the Principal and particularly with
respect to the sales of the Goods in
(hereinafter “the Territory®).

The Distributor is hereby appointed a
distributor of the Products for the resale thereof
in the following territory (hereinafter called
“the Territory”), namely ...

3. Price

The total cost of the Agreement shall amount to
The price shall imply CIF Kyiv.

The price shall be firm and fixed and shall not
be subject to any alterations.

The Agent shall not resell the Products at prices
in excess of, or subject to, discounts lower than
the maximum prices and minimum discounts
from time to time recommended or agreed by
the Principal.

4. Payment

Payment under the present Agreement shall be
effected by the Agent by means of ... against
presentation by the Principal the following
documents to the bank: ...

The terms and method of payment for the
Products purchased by the Distributor shall be
from time to time prescribed by the Principal.
The Principal will allow the Agent the
following commissions ...% on all sales over $
... per annum. The said commission will be
payable every three months on the amounts
actually received by, or credited to, the
Principal.

The commission shall be paid to the Agent in
the currency received from the Customer
against signed Contracts within ... days after
the Principal gets payments from the Customer
for the relevant services.

. TIPOJIaXXy TOBapiB Yy/Ha

[Tpunuunan ynoBHOBaxye AreHTa, a ATEHT
3000B'I3Y€THCA JISATH B SIKOCTI MOCEPETHUKA Y
HAJaHHI ... TOCIYT Ta JOMOMOTH 3aMOBHUKY ITi]T
9ac ..., BKIIIOYAIOYU BUKOHAHHS ...

[Tpuntunan BupoOnsge ... (TyT 1 Hajgami —

[Tpomyxkiris) Ta 3roJIeH MpOIaTH
Huctpud’roTopy ...
[TpuHIHIAT 3rOIEH MPU3HAYUTH

Juctpu6b’roTopa AUCTPUO FOTOPOM MPOAYKITIi
Ha yMOBaXx, 110 ONKCaHI Haami.

[lpunuunan HaliMae AreHTa i BUKOHAHHS
MEeBHUX  aJMIHICTPAaTUBHUX 1  areHTChKHUX
¢bynkuii Bix imeni [IpuHumnana, 30kpema, ais
. (TYT 1 Hamam -—
Teputopis).

Juctpu6’roTop UM MPU3HAYAETHCS
muctpub’roTopoM Ilpomykmii mus ii mponaxy Ha
TEepUTOPIi ... (TyT 1 Hagani — Tepuropis).

Hina

3aranpHa IiHa YTOIU CKIAJAE ... .

I{ina po3ymierses sik CI1D Kuis.

[lina € TBepIOIO Ta BCTAHOBJICHOKO 1
[MUISTa€ HISKUM 3MIHAM.

AreHT He nponaBatume [Ipoaykiito 3a IiHamMH,
[0 IIAraloTh 3HIDKKaM, OUIBIIMMH a0o
MEHIIMMHU, HIXK Y MeKax MaKCUMaJIbHOI LIIHU Ta
MiHIMaJdbHOI 3HWXKKH, SKI dYac Big dacy
pekoMeHIye abo y3ropkye [IpuHiumnan.

HE

Ymoeu nnamesncy

[Inarexi 3a  paHoro  Yromow  OydyTh
3IiMCHIOBaTHCS ATreHTOM uyepes POTH
MpEeNCTaBIICHHS [IpuHnmmnanom OaHKy

HACTYIHUX JIOKYMEHTIB: ...

VYMoBu Ta cmocid mmatexy 3a Ilpomykiiito,
npuadany JuctpuO’roTopoMm, dYac BiJ yacy
npu3HavYarThes [IpuHIImamom.

[Tpunnunan Hajmae AreHTY HACTYIHI KOMICIiHI
y po3Mmipi ... % Bija 3araJIbHOTO MPOAAKY, STKUMA
CKJamaTuMe mnoHax $ 3a pik. Bxkazani
KOMICIiHI OynyThb CIUIaYyBaTUCS
MIOKBAapTaJbHO 32  (PAaKTHYHO  OTpPHUMaHy
[Tpunmunanom abo B3ATy Ha BHIUIAT Y
[IpuHtIMana KiTbKIiCTb.

KowmiciifHi  BUMIauyBaTUMyThCs ATEHTY B
BaJIOTI, OTpUMaHii BiJ 3aMOBHHUKA, MPOTU
nignucannx KOHTPakTiB OpOTATOM JTHIB
nicast orpumanHs [IpuHIMIAanOM MIaTeXiB BiJ
3aMOBHUKA 32 BIAMOBIIHI TOCTYTH.
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The Principal shall remit the above-mentioned
sums of the commission through the ... Bank,
Kyiv, to the Agent’s account with the ... Bank,
the Haag.

In consideration of the service to be performed
by the Agent under this Agreement, the Agent
shall be entitled to a monthly commission equal
to ..% of expenses incurred, and
reimbursement of the cost of all charges
incurred in performing its obligations under
this Agreement.

The commissions will be reviewed every
quarter.

The commission covers all the expenses
incurred by the Agent in connection with the
implementation hereof.

The Principal will allow the Agent all expenses
incurred in the carriage, packing, promotion
and advertising of the Goods.

Customer Orders shall require payment to be
made in convertible hard currency, but if the
Principal consents to payment being made in
any other form (including tender by the
Customer of a commaodity), then it shall be the
responsibility of the Agent to procure
conversion of the same into hard currency.

5. Guarantees

The Goods to be delivered under the present
Agreement shall be in full conformity with the
standards in force in ...

The Principal shall guarantee the quality of the
delivered Goods for ... months from the first
delivery, but for not more than ... months under
favourable conditions of their storing and
handling.

If during the guarantee period the Goods prove
to be defective, the Principal at his cost shall
eliminate defects within the shortest possible
time or replace the defective Goods.

6. Delivery

The Principal shall deliver the Goods to the
Agent in dates indicated in Appendix Ne... to
the present Agreement.

Delivery of the Goods under the present
Agreement shall be effected under the shipping
documents indicated in Appendix Ne... to the
present Agreement.

[lpuniunan  mepeka3ye  BKa3aHi  CyMHU
KOMICITHMX 4epe3 bank M. KueBa Ha
paxyHOK AreHTta y ... banky m. ["aara.

CTOCOBHO MOCHYT, 10 HAAAIOThCI ATEHTOM 3a
i€ Yrosiorw, ATEHT Mae MpaBo Ha MIOMICAYHI
KOMICIiiHi, eKBiBaJIeHTHi ...% BiJA OTpUMaHUX
30MTKIB, Ta Ha BIIIIKOAYBaHHS BapTOCTI BCIX
BUTPAT, MOB’A3aHUX 3 BUKOHAHHSIM OOOB’S3KiB
3a i€ YTOI0K0.

Posmip kowmiciiHMX Oynme  meperysuaTucs
IIOKBaPTAJIBHO.
CyMa KOMICIHHUX OXOIUTIOE BCl BHTpAaTH

AreHTa, MmO TOB’s3aHI 3 BUKOHAHHSIM YMOB
Yroam.

[TpuamMIan crulauye AreHTy BCi BHTpAaTH Ha
NepeBe3eHHs, TMaKyBaHHSA, IIPOCYBaHHA Ta
pekinamyBaHHs ToBapiB.

[Tnatexi 3a 3aMOBJICHHSIMH KJII€HTIB MOBHUHHI
3MIACHIOBAaTHCS Yy TBEpAid KOHBEPTOBaHIH
BaJIIOTI, ane sKkuio [IpuHnunman moromxyerbes,
IUTATEXI MOXKYTh MaTh Oynb-sKy iHIITY (Gopmy
(BrirOYaroun OapTepHUil OOMIH MPOIYKIIEIO
3aMOBHHKA), y TAKOMY pa3i, ATEHT BiJIOBiJIa€
3a 3a0e3meueHHs] TEpeBEJCHHS IUIaTeXy B
TBEP/y BaIIOTY.

I'apanmii

ToBapu, sIKi IOCTayarOTHCA 3a J1aHOK YTOOIO,
[MOBMHHI IOBHICTIO BIANOBIZATA  AIACHUM
CTaHJapTaM ... (Ha3Ba KpaiHu).

[TpuHiMnan rapaHTye SKICTb IOCTaBJIECHUX
ToBapiB TepMIiHOM Ha ... MICSIIIB, MTOYHHAIOYU
30 JIHS MePIIOi MOCTaBKH, aje He OiIbIIe, HIXK ...
MICSLIIB 32 YMOBH CIPUATIMBOrO 30€piraHHs Ta
NPaBUIBHOTO MIOBOJKEHHS 3 HUMH.

S0 mOpoTAroM  rapaHTiHHOTO CTPOKY B
ToBapax OyayTh BUsBIEHI Je(pEeKTH, TO
[Tpunuuman ycyBae iX 3a CBI paxyHOK 3a
HaOIbII KOPOTKUH CTPOK abo MPOBOJUTH
3amiHy JedexktHux ToBapis.

Ymoeu nocmauanna

[Tpuanuman mocraBiasTiMe ToBapu ATEHTY B
CTpOKH, siki BKazaHi B Jlogatky No... mo maHoi
VYroau.

HocraBka ToBapiB 3a maHOw  YTo0JO0iO
MPOBOAMTHCS 32 TOKYMEHTaMHU BiJBAaHTA)KCHHS,
sk1 BkazaHi y Jlogatky Ne... mo manoi Yromu.
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7. Force Majeure

Should any force majeure circumstances arise,
which hinder the fulfilment by any of the
Parties of their respective obligations under the
Agreement, neither Party is responsible for the
non-fulfilment of its liabilities to the extent
owing to such circumstances.

Natural disasters, war and military operations
of any sort, blockades, embargo, prohibition of
exports, imports, epidemics and other
circumstances beyond the control of the Parties
are considered as force majeure.

The Parties have the right to extend the time
stipulated for the fulfilment of the Agreement
by a period equal to that during which force
majeure circumstances last.

8. Settlement of Disputes and Arbitration

Should the Agent fail to fulfil the obligations
stipulated by the present Agreement, the
Principal reserves the right to negotiate with the
interested persons in a direct manner.
Should any differences or disputes connected
with the present Agreement arise between the
Principal and the Agent, the Parties will strive
to reach friendly settlement/to settle the
question in an amicable way.
Should such friendly settlement appear
impossible and the Parties fail to reach an
agreement within ... days in the manner of
arrangement, the disputes will be submitted for
the consideration of Parity Commission
composed of ... persons, ... persons from each
Party.
The Parity Commission will be set up within ...
days from the date of a written request from
one of the Parties hereto.
Should the Parity Commission fail to settle the
dispute within ... days from the date of its
establishment, or one Party fail to appoint its
representative to the Parity Commission within
. days, the dispute will be at the written
request of one of the Parties submitted for the
consideration of the Arbitration Court of the ...
Trade Chamber, the decisions of which will be
final, liable to no protest, appeal and
irrevocability and will be obligatory for/binding
upon both Parties.

Dopc-madxcop

Komna 13 CropiH He Oyae BBaKaTuCA
BIAIOBIJAJIGHOIO 33  HEBUKOHAHHS  CBOIX
000B’s3KiB 3a Yrojow B TOW Mipi, B SKId
BUKOHAHHS TaKUX OOOB’SI3KIB 3aTPUMYETHCS
ab0 TOpPYIIy€eThCS obcraBuHamMu  ¢opc-
MaXkopy.

ITin hopc-MaKOpHUMHU oOcTaBUHAMU
pPO3YMIIOThCSI ~ CTHIXiMHI ~ JMXa, BifHa Ta
BIMCBHKOBI i1 OYy/Jb-SKOTO XapakTepy, OJIOKaIH,
emOapro, 3a00poHa EKCHOPTY Ta IMIIOPTY,
emizeMis Ta 1HOII OOCTaBMHU HAA3BUYATHOIO
xapakrtepy, ski  CTopoHM  HE  MOIJIH
nependavnTy i Yac BUKOHAHHS YTOIH.
CTopoHHM MarOTh MpPaBO TEPEHECTH TEPMiHU
BUKOHAHHS YTOIU Ha MEPiof], MPOTATOM SKOTrO
OyayTh misiti 00cTaBUHA (HOPC-MAKOPY.

Bupiwennsa cynepeuox i apoimpasic

Sxmo AreHTy He BIA€Tbcd  BUKOHAHHS
3000B'13aHb, OOYMOBJIGHUX JIaHOIO YTOJIOI0,
[TpuHIMIIan 3aauInae mpaBo BECTH MEPErOBOPHU
0e31mocepeIHbO 13 3aIiKaBICHUMU 0COOaMH.
Skmo wmikx Ilpurmumaiom 1 AreHTOM
BUHUKAIOTh HEMOPO3YMIHHS Ta CYIEPEeYKHd 3a
JaHoro  Yrogoro, CTOpoHHM  HaMararoTbCs
BPETYJIFIOBATH 1X MUPHHUM IUISTXOM.

SIKIIo Take BPETYINIOBAaHHS CTAa€ HEMOXKJIMBE i
CropoHaM He BJA€TbCA  JIOCATTH  3TOAM
OPOTSITOM ... JTHIB, CYIIEPEYKH IONAIOTHCS Ha
posrian  go  Ilapurernoi  Kowmicii, — sxa
CKJIAJA€ThCA 3 ... 0Ci0, MO ... 0cOOM 3 KOXKHOIL
Croponu.

[TaputerHa KoMmicisi CTBOPIOETbCSA MPOTATOM ...
JHIB 30 JHS THCHMOBOTO 3amUTy OJHIET 13
CropiH 3 IIbOTO MPUBOTY.

Sxmo  IlapuretHa Kowmicis He  Moxe
BPETYJIIOBATH CYNEPEeYKy IMPOTSATOM ... TTHIB 3
JaTH 11 CTBOpEeHHsI, a00 gKmIo onHa i3 CTOpiH HE
Moxke mpusHauutu 10 [laputernoi Kowmicii
CBOTO MpPEJICTaBHUKA MPOTATOM ... JIHIB, TO 3a
NUCbMOBUM  3anmuToM ojHiei 13 CropiH
Cylepeyka TMOJA€TbCs HAa  PO3MNIST 10
ApOiTpaxkHOTO Cyny Toprosoi Ilanaru,
pilleHHs SKOi € KIHIIEBUMH, HE IIiUIAraroTh
OCKap)KyBaHHIO, a TaKOX € HE3MIHHUMH Ta
000B’s3K0BUMH 17151 000X CTOpIH.
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9. Other Terms

The appointment as Distributor  shall
commence on the ... day of ... 20__ and shall
continue for one year and thereafter from year
to year subject as hereinafter provided until
terminated by not less than six months’ notice
in writing given at any time by either Party to
the other.

The Agent shall not, without preliminary
commission of the Principal in writing, enter
upon any agreements or sign documents, which
may give rise to new obligations on the part of
the Principal or change the obligations already
existing.

The present Agreement is of a private nature
and the Agent is not entitled to transfer his
rights and obligations under this Agreement to
a third party.

Any alterations and amendments to this
Agreement shall be valid only if made in
writing and duly signed by authorized
representatives of both Parties concerned.

After the Agreement has been signed all the
previous negotiations and correspondence
pertaining to it become null and void.

The present Agreement comes into force from
the date of its signing and shall be valid for the
period of ...

The present Agreement shall be valid from the
date of its signing.

The present Agreement was signed in Kyiv, on
16 March 2001 in two copies in English.

This Agreement is made in 4 copies (two in
Ukrainian and two in English for each Party),
both texts being equally authentic.

Inwi ymosu

[TpusHaueHHs Huctpub’rotopa HaOyBae
YUHHOCTI 3 ... HA ... 20 POKY TEpMiHOM Ha
OJIMH PIK 1 MiJIsira€ HACTYITHUM TIPOOBXKCHHIM
3 PpOKYy VY PpiK, SKIOIO HE MPHIHHIETHCS
MOTNIEPEIHIM TMHUCHMOBHM TIOBIJJOMJICHHSIM HE
Mi3HINIE, HDK 3a MIICTh MICSIB, HAaTaHUM Y
Oynb-skuil yac oaHiero CTOPOHOIO 1HIIIIH.

Arenr  0e3  MONEPEIHBOTO  JIOPYYEHHs
[Ipunnunana He BCTymae A0 OyIb-SIKUX Yroj
ab0 He MiANUCye IOKYMEHTH, IO MOXYTh
MPU3BECTH JI0 HOBHX 3000B'i3aHb 3 OOKYy
[TpuaIMIana abo 3MIHUTH Ti, IO BXKE iICHYIOTb.

Jana Yrona mae npuBaTHHIA XapakTep i AreHt
HE Mae IpaBa IepejaBaTH CBOi OOOB’SI3KU Ta
mpaBa 3a Y0100 TPETiii CTOPOHI.

Bynib-sKi 3MiHM Ta JOMOBHEHHS 10 1aHOT YTOIU
€ TIACHUMHU, SKILO BOHU 3pOOJICH] Y MUCbMOBIN
dopMi Ta HAISKHUM YHHOM  ITiIITACAHI
VIIOBHOBXEHUMH  MpPEJICTaBHUKAMU 000X
CropiH.

[Ticns mignucanHs Yroauw BCi  IONEPEIHI
MIEPETOBOPH Ta JTUCTYBAHHS, IO MIEPEIYBAIH ild,
BTpPAYarOTh YUHHICTb.

Hana VYroma waOyBae YMHHOCTI 3 JaTd il
MMUCAHHS Ta € TIHCHOIO TEPMIHOM ...

Jana VYroma naOyBae 4YMHHOCTI 3 JaTH il
MM AIACAaHHS.

Hany Yrony cknaneno y M. Kuesi 16 Oepesns
2001 poxky aHTIIHACHKOIDO MOBOK B JBOX
MPUMIPHUKAX.

Hany Yroay cknaneHo B 4—X npuMipHHUKax (aBa
YKpaiHChKOIO MOBOIO 1 JIBa — aHTJIIHCHKOIO JUIS
koxkHOi 13 CTOpiH), OOMABa TEKCTH MaroTh
OJIHAKOBY aBTEHTHYHY CHILY.

10. 3aceiouennsa paxmy cknadoanus 0oKymenma

IN WITNESS WHEREOF, the Principal and
the Agent have caused their names to be signed
by persons hereunto duly authorized.

AS WITNESS the hands of an authorized
officer of the Principal and the Agent the day
and year first before written.

[Ipo uro IlpunHnmman i ATeHT BiJ CBOTO iMeH1
Jail HaJIeKHUM YHHOM CBIIYaTh MiAITHCAMUA
YIIOBHOBaXXEHHX 0OCi0.
JleHb Ta pik ykinangaHHsa (0okymenmy) Bi iMeHi
[Tpunnunana i AreHTa BIaCHOPYY 3aCBITUYIOTh
YIIOBHOBAXKEH1 OCOOH.
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IIpogeciiino-opienToBaHi popmy.iin odepTH

1. Opening lines
Many thanks for your enquiry of 2 June ...

Thank you for your enquiry about your interest
in...

We thank you for your enquiry of 3 April ...
We thank you for your letter of 6 January, in
which you enquire about ...

We are pleased to have your enquiry about ...

We are very glad to have your letter of 1
December and to hear ...

Replying to your enquiry of 8 August ...

In reply to your enquiry of 4 July we are
enclosing ...

We are pleased to inform you that ...

We have pleasure in ...

We appreciate your interest in our products.

We are glad to inform you that ...

We are grateful to you for your interest ...
We can offer you immediately ...

We can make you a firm offer for ...

You will be interested to hear that ...

You will find enclosed with this letter ...

2. Terms and conditions

Our prices are quoted ...

Our prices include ...

... are included in the price.

The price quoted inclides ...

Prices are subject to ...

For guantities of... we can offer a discount of...

We can quote you ... per ...
Our terms are ...
We should require payment by ...

3. Qualifications and instructions

This offer is ...

We offer these goods subject to ...

This is a special offer and is not subject to our
usual discounts.

This offer should be withdrawn if not accepted
within ... days.

This offer remains valid for three months from
today’s date.

Ilouamok KomyHikayii

Mu nyxe Bam Basuni 3a Bam 3amut Bim 2
YCpPBHA ...

Haxkyemo 3a  Bam
3aIliKaBJICHICTH Y ...
Hsaxyemo 3a Bamr 3anuT Bij 3 KBITHA ...

Mu Bam Bastuni 3a Bamoro aucra Big 6 cidms, B
skomy Bwu 3anuryete mozo ...

Ham npuemno Oyno orpumaru Bamioro 3anura
10O ...

Mu Oymu nyxe pani orpumaru Bamoro mucra
BiJ | TpynHS Ta qi3HATHUCH, IO ...

VY Bignosiap Ha Bam 3anut Bix 8 cepmas ...

V Bignosine Ha Bamr 3anur Bim 4 JMIOHA MU
BKJIAJAEMO ...

Ham npueMHO MOBiAOMHTH, 1O ...

3 IPUEMHICTIO ...

Mu uinyemo Bamry 3aimikaBieHICTh HAIIOKO
MPOIYKITI€FO.

3 paaicTio MOBIIOMIISIEMO, IO ...

Mu Bawm Basani 3a Bamn inTepec ...

Mu HeraitHO MOkeMO Bam 3anpornonysary ...
Mu B 3M031 3p0OUTH TBEPy MTPOIO3UIIIIO HA ...
Bawm Oyne mikaBo ai3HaTHCS, IO ...

Jlo 1boro JIucTa 10Ja€ThCH ...

3anutT Ta  Bamy

Ilogioomnennsn neoodxionoi ingpopmauii

Hamni niHu KOTUpyroThes 5K ...

Harmri 11iHM BKIIOYAOThH ...

... MICTATBCS B I[iHI.

Ha3Bana 1iHa BKJIIOYAE ...

[{inu miansAraroTh ...

Ha KiNBKICTBH ... MH MOMKEMO 3allpOIOHYBaTH
3HUXKKY B ...

Mu B 3M03i 3anporioHyBaTu Bam winy ... 3a ...
Hamni ymoBu € ...

Mu Ga’kaeMO OTpUMATH IJIATEXI [0 ...

Ilogioomnennsn cneyugpiunoi inghopmauii

L{s mpomno3wuttisi/odepra € ...

Mu nponoHyeMo 111 TOBapH Ha YMOBAX ...

Ile cmemiampbHa TPOMO3UINS, SIKA HE MiANAagac
I HaIlll 3BUYaiHl 3HUKKH.

L1s odepra noBuHHA OyTH BiAKJIMKaHA Yy pasi ii
HENIPUUHSTTS IPOTATOM ... JTHIB.

Ils mpomo3uilis € IHCHOI TPOTITOM TPbOX
MICSIIIB 13 CHOTOIHINIHLOr0 YHCIIA.
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Please note that ...
We advise you to ... as ...

4. Concluding sentences
Will you kindly let us have an early decision.
Please send us your instructions by ...
We await your instructions by return.
If you accept our quotation, please advise us by
.\.(.our reply by return would be appreciated.
Please let us know your wishes by Friday next.

Please quote Catalogue No. and colour required
when you order.

Kindly use the enclosed order form when you
make out your order as this will facilitate
prompt and accurate execution.

If our proposal is acceptable to you, please
confirm by return.

Our whole experience is at your service. We
hope you will make use of it.

We think we have covered every point of your
enquiry. If not, please do not hesitate to write to
us again. It will be pleasure to give you an
immediate reply.

We should appreciate the opportunity of
showing you how efficiently we can serve you.

You may rely on us to give your requirements
immediate attention.

We are sure that these goods will meet your
requirements.

An early reply would help us to help you.

Our services are at your disposal.
We look forward to your first order.

We look forward to the pleasure of serving you.
We look forward to the opportunity of being of
service to you.

We appreciate your past custom, and look
forward to supplying you ...

Bynp nacka, 3BepHITh yBary, 1o ...
Mu paaumo Bam ... OCKIJIBKY ...

3asepuienna KOMyHiKayii

bynw nacka, ckopiiie MoBiIOMTE HAC MPO CBOE
pileHHs.

byns nacka, Bunutite Ham Bamni iHCTpyKIi
qepes ...

Mu dgekaemo Ha Bammi iHCTpyKIii HacTymHOIO
IIOIITOIO.

Sxmo Bu mpuiimaeTe Haiii KOTHUPOBKH, OYyIb
JIacKa, MOBIJOMTE HAC Yepes ...

bynemo Basiuni 3a Bamoro HacTymHoro Jmcra 3
BIAMOBIITIO.

bynp nacka, moBigmomte mpo Barni moGaskaHHs
JI0 HACTYITHOT 1T’ ITHUIII.

Konu 6ynere pobutH 3amMoBIeHHs, Oy/Ib J1acka,
BKa3yliTe HOMEp 3a KaTaJloroM Ta OakaHWi
KOJIIp.

[Tpoxanus mig 9ac odOpMIIEHHS 3aMOBIICHHS
KOPHUCTYBaTHUCS OJIAHKOM, SIKUW JTOIA€ThCS, IO
CIOPHUSITHME IIBUJAKOMY Ta  TPABHILHOMY
BHKOHAHHIO 3aMOBJICHHS.

Sxmro Hama mpomosuiis Uisi Bac mpuiiHsATHA,
Oyap Jacka, TMOBIIOMTE Hac TMpo 1e Yy
HACTYITHOMY JIUCTI.

VYBecy Ham gocBin go Bammx nocmyr. Mu
crotiBaeMocsi, Bu ckopucraerecs HUM.
3na€eThCsl, MU BIANOBUIM Ha KOXHUM IYyHKT
Bamioro 3amwura. fxmo Hi, Oyap Jnacka, He
Baraiitecs 1 muIITh Ham 3HOB. Ham Oyne
MPUEMHO HazaTtu Bam HeraiiHy BiJIMOBI/Ib.

Mu 1iHyeEMO MOKJIHMBICTH MPOJEMOHCTPYBATU
Bam edexkTUBHICTH HAIIOTO CEPBICY.

Bu MoxeTe po3paxoByBaTH Ha Hallly HEraiHy
yBary o Bammx no0axaHb.

Mu BHeBHEHI, IO 11i TOBAPU BiANOBIIATUMYTh
Bamum BuMoram.

Bama mBuaka BIiAIOBiIb JOINOMOXKE HaM
HaJlaTu f1ornoMory Bam.

YV BammomMy po3nopsKeHH1 Hallll TOCTYTH.

Mu 3 HeTepmiHHAM ouikyemMo Ha Bame mepiie
3aMOBJICHHS.

3 HeTepIiHHIM YeKaeMO Ha MOKIIUBICTh Ha/IaTH
Bawm nocnyru.

Mu ninyemo Bamii MuHyni 3amMoBIeHHS Ta 3
HETEPHiHHAM YeKaeMO Ha IocTayaHHsg Baum ...
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APPENDIX 111

CJ10BHUK-MIiHIMYM VI HABYAHHS PO3YMiHHS i 3aII0BHEHHS] MUTHOI JIeKJIapauii

account (n.) — paxyHok

account current — moTo4YHUI paxyHOK

account number — HoMep HOTOYHOr0 PaxyHKY
accounting  details/information  (adj.) —
MOAPOOUII TiAPaXyHKIB

agent (n.) — arenr

(freight) forwarding agent — arent-niepeBi3HUK
amount (n.) — cyma mura

total amount — 3araigpHa cyma MuTa

article (n.) — roap, pedoBuHa

restricted article — 3a6oponenwuii ToBap

attach sth to sth (v.) — nmomaBatu (0o
0oKyMeHma)

attached documents (adj.) — mOKyMeHTH, IO
JOIAIOTHCSI

authority (n.) — moBHOBa)KCHHS

authorization (n.) — mpaBOMOYHICTB

bill (n.) — paxynoxk

air waybill — aBiaBanTaxHa HakIagHA

bill of exchange — nepexa3uuii Bekcemnb

bill of lading — xonocamenT

waybill — TpancriopTHa HaknagHA

border (n.) — xopmon

at the border — na xopnoni

cross the border — nepetHyTH KOpIOH

branch (n.) — ¢inis

calculate (v.) — nHapaxoByBaTH

calculation (n.) — napaxyBaHHs

calculation of taxes — HapaxyBaHHs MHTa

cargo (n.) — BanTax

carriage (n.) — mepeBe3eHHs

carriage of goods — nepeBe3eHHs TOBapiB
carriage forward — mepeBe3eHHs1 cCIUTaueHO
OTPUMYBa4eM BAHTAXKY

carrier (n.) — mepeBi3HUK

for carrier use only — mpu3Ha4YeHO TiNBKH IS
MepeBi3HUKA

cash (n.) — roriBka

cash against documents -
JIOKYMEHTIB

cash against payment — rporri npoTu miaTexy
cash on delivery — crurara i1 4ac 10CTaBKH

in cash — 3a ToTiBKOBUi1 paxyHOK

certificate (n.) — ceptudikar, TOKyMEeHT
certificate of insurance — crpaxoBwuii cepTudikar
certificate of origin — cepTudikar NoxomKeHHs
certificate of quality — ceprudikar sikocti

rpomi MpoTH

charge (v.) — 3aBantaxkyBaTtu (mosap)
discharge (v.) — po3BaHTaxXyBaTu (mosap)
charge (n.) — rutaTHs1, crutata, BUIATOK
additional charge — nonaTkoBa raTHs
freight charge — crinara 3a dhpaxTyBaHHs
total charge — 3aranpHa miatHs

cheque (n.) — rporroBwuii uek

clearance (n.) — (mumna) ouncrka
clearance document — goKymeHT
OYMCTKH

clearance procedure — mnpouexypa
OYMCTKH

customs clearance — MuTHa O4YHMCTKA
clearing (n.) — xkiipuHr

code (n.) — xox

cargo code — Koz BaHTaxy
commodity code — kox ToBapy
country destination code -
NpU3HAYCHHS
country  dispatch
BIJINTPaBIICHHS
country origin code — ko KpaiHH MOXO0KCHHS
commodity (n.) — ToBap

commodity item — oguHHUI TOBAPY
community (n.) — cisibHOTA

MHTHOIL

MUTHOIL

KOJI KpalHH

code — kom KpaiHH

European  Community —  €sporeiicbka
CrmisnbHOTA
community transit document — TpaH3uTHA

MUTHA JeKnapauis (011 eukopucmarnts 6 €C)
complete a document (v.) — 3amoBHIOBaTH
JIOKYMEHT

consignment (n.) — KOHCUTHAILisI

country of consignment — kpaina KOHICUTHAIIi1
consignment note —  ToBapopo3mopsaYa
HaKJ1aTHa

consignor (N.) — KOHCUTHAHT

consignee (N.) — KOHCUTHATOP

contain (V.) — BMilllyBaTt, MiCTUTH

container (n.) — KoHTeiHEP

container number — HoMep KOHTEeHHepy
contract (n.) — KOHTpaKT

contract of sale — KOHTpakT KymiBIi-TPOJAKY
contractor (n.) — miapsAAHUK
subcontractor (n.) — cyomiapsaHUK
count (n.) — paxyHok

bank  count  number —
PO3paxXyHKOBHUH PaxyHOK

crate (n.) — siuk

OaHKIBCHKUN
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credit (n.) — kpeaut

letter of credit — akpenutus confirmed letter of
credit — miaTBEpIHUI aKPSITUTHB

documentary letter of credit — moxymenTapHwuii

aKpeIuTUB

divisible letter of credit — minenwuii akpeuTHB
indivisible letter of credit — weminenwmii
AKpCIUTHUB

irrevocable letter of credit — wueBig3uBHMIA
AKpCIUTHUB

revocable letter of credit — Big3uBHMII akpeaUTHB
revolving letter of credit — peBonbpBepHHit
aKpeIuTUB

transferable letter of credit -

TpancdepadbebHUN aKpEIUTHB

unconfirmed letter of credit — wemigrBepaHMiA
aKpeINTHB

on credit — na BuIUIaT

currency (n.) — Bamora

convertible currency — koHBepTOBaHa BaIrOTa
hard currency — TBepaa BanoTa

soft currency — m’sika Bamora

(the) Customs (n. pl.) — MmuTHuULS

customs clearance — MuTHa O4YHMCTKA

customs declaration — mutHa nexnapariis
customs officer — mutHwuit odimep

data (-um pl.) (n.) — BimomocTi

financial and banking data — ¢inancosi Ta
0OaHKIBCHKI BIIOMOCTI

declare (v.) — nexnapysaTu

declarant (n.) — nexnmapant

declaration (n.) — nexnapartist

customs declaration — mutHa nexnapariis
summary declaration — 3aranbHa nekmnapaitis
deliver (v.) — 3aificHIOBaTH JOCTaBKY
delivery (n.) — moctaBka

delivery terms/terms of delivery — ymoBu
JOCTaBKU

depart (v.) — Big ixmKaTH

departure (n.) — BiampaBka

office of departure — MmuTHHUIIA BiAIpPaBICHHS
place of departure — micrie BiampaBieHHS
describe (v.) — orucyBatu

description (n.) — omric

description of goods — omuc ToBapy
destination (n.) — npu3HaueHHS

country of destination — kpaiHa npu3HaueHHs
office of destination — MmuTHUIIS pU3HAYCHHS
place of destination — micrie mpu3HaYCHHS
dispatch (n.) — BiampaBka (excnopm)

country of dispatch — kpaina excriopty

document (n.) — tokymeHT

community transit document — TpaH3uTHHI
MUTHUH TOKYMEHT (0.1 guxopucmarus 6 €C)
single administrative document - eauHui
MHUTHUN JOKYMEHT

shipping document — TpaHCOPTHHI TOKYMEHT
complete a document — 3amoBHIOBaTH
JIOKYMEHT

draw up/make up a document — ckiamaTu
JIOKYMEHT

issue a document — oopMIIATH JOKYMEHT
duplicate (n.) — xy6mikar

in duplicate - y #Box
MPUMIPHUKAX

duty (n.) — muTo

customs duty — mutHuit Tapud
import duty/export — muto 3a iMIIOPT/EKCIIOPT
duty-free trade — 6e3muTHA TOpPTiBIs

examine (V.) — mepeBipsTH, 31IHCHIOBATH OTJIS]]
examination (n.) — orusa (Mummuil)

exchange (n.) — oOMin

exchange rate — kypc 0OMiHy BaIrOTH

exit (n.) — Buxiz, BHi3A

office of exit — mutHuIS BUI3AY

export (n.) — ekcriopt

country of export — kpaina ekcropty

export invoice — eKCIopTHHUiT paxyHOK-(haKTypa
exporter (n.) — ekcroprep

freight (n.) — ppaxt

freight charge — crinara 3a ¢ppaxTyBanHs

freight forwarder — nepeBizHuk

goods (n. pl.) — ToBap, ToBapu

description of goods — omuc ToBapy

location of goods — micrie ornsimy ToBapis
dangerous/hazardous goods — HeOe3meyHi
TOBapH

restricted goods — 3a6opoHeHi ToBapu

gross mass/weight (adj.) — Bara 6pyto

identity (n.) — noxomkeHHs

identity of means of transport — moxokeHHs
TPaHCIIOPTHOT'O 3ac00y

import (n.) — iMmmopt

country of import — kpaina iMmnopty
importer (n.) — immopTep

inland mode of transport (adj.) -
TPaHCIOPTY B MEKaX KpaiHU

insure sb/sth against sth (v.) — crpaxyBatu
insurance (n.) — cTtpaxyBaHHsI

OpUTIHAIBHUX

BUJI
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insurance certificate — crpaxoBuii cepTudikart
insurance policy — ctpaxoBuii mosmic

intended country/office of transit (adj.) —
MUTHHUIISE KPaiHU TPAH3UTY

invoice (n.) — paxyHok-daxkTypa

commercial invoice — komepIliitHuil paxyHOK
insurance certificate — crpaxoBuii cepTudikart
insurance policy — crpaxoBwuii mosic

intended country/office of transit (adj.) —
MUTHHUIISE KPaiHU TPAH3UTY

invoice (n.) — paxyHok-daxkTypa

commercial invoice — komepIliifHuil paxyHOK
issue (v.) — ohopmirsiTr

Issue a document — oopMIISATH JOKYMEHT

item (n.) — oxuHULA (RIOPAXYHKIE, 6UMIDY)
commodity item — oguHMIIT TOBAPY

licence (n.) — minensis

export/import licence — ekcrnopTHa/iMnopTHA
JHLEeH31A

list (n.) — mepenik, crimcok

loading list — cnenudikarii BigBaHTa)KEHHS

load (v.) — 3aBanTaxyBaTu (mosap)

unload — po3BanTaxxyBatH (mosap)

place of loading — miciie 3aBaHTa)KEeHHSI
loading list (adj.) - coernmdikarii
BiJIBAHTQ)KCHHS

mark (v.) — mapkipyBatu

marks and numbers (n.) — mapkipyBaHHsS Ta
KUTBKICTh MiICIIb BAHTAXKY

means (n. pl.) — 3aci6

means of transport — TpancriopTHuii 3aci6
nationality of means of transport — noxomkeHHs
TPaHCHOPTHOTI'O 3aC00y

mode (n.) — Tur, BuUJ

mode of transport — Bu TpaHCIOPTHOTO 3ac00y
net mass/weight (adj.) — Bara aero

origin (n.) — mOXomKEeHHS

certificate of origin — cepTudikat NoXomKeHHS
country of origin — kpaina mOXoKEHHS

pack (v.) — makyBaTu

package (n.) — makyBaHHsI, TaKeT

kind of package — Bun ynakyBaHHs

total package — kiJIbKICTh CITAKOBAHOT'O TOBapy
packing sheet (adj.) — maxyBanbHUIT THCT

pay (v.) — matuTtu

payment (n.) — maaTix

deferred payment — BizcTpoueHuii miati
method of payment — crioci6/Bua mnarexy
principal (n.) — npurnMnan

procedure (n.) — npoueaypa

clearance procedure — mporieaypa (Mumnoi)

164

OYUCTKH

produce (V.) — npea’iBISTH, TOKa3yBaTH
produce  documents -  mpex’sABIATH
JOKYMEHTHU

quote (v.) — Ha3uBaTH LiHY

quotation (n.) — koTupoBka

quota (n.) — MuTHa KBOTa

reference number (n.) — n0BigKOBHIT HOMEP
32 MUTHHM KaTaJOroM

reverse (adj.) — 3BopoTHwHiA

on the reverse of sth — na 3BoporHrOMY Go11i
route (n.) — MapupyT, CIpsIMyBaHHS

seal (n.) — meyarka

affix a seal — mpocrasisiTu neyatky

send sth/sb to sb/sth (v.) — mocunaru

sender (n.) — BixmpaBHUK

settle (v.) — BperysiboByBaTH

financial settlement
BPETYJIIOBAHHSI

ship (v.) — Bianpasmusitu (mosap)
shipper (n.) — BignpaBHUK
shipment (n.)
TPaHCIIOPTYBaHHS
shipping document (adj.) — TpaHCHOpTHHIA
JOKYMEHT

sign (v.) — mianucyBatu

signature (n.) — miamuc

place of signature — micrie s mianucy
stamp (Nn.) — mrram

supplementary (adj.) — nogarkoBuit
supplementary unit — mogaTrkoBa OIUHUIIS
BUMIPY

tax (n.) — muro, MoAATOK

customs tax — murto

tax base — ocHOBa MUTHHX HapaxyBaHb
Value Added Tax — mogaTox Ha JA0AaTKOBY
BapTICTh

trade (n.) — Toprisis

foreign trade — 30BHiLIHS TOPTiBIs

trading country (adj.) — xpaina, 1o Toprye
transaction (n.) — yroga

nature of transaction — xapaxTep yroau

valid (adj.) — unHHMI

value (n.) — BapricTh, IliHA

declared value — 3agexrapoBana BapTicTh
statistical value — cratucrudna BapTicTh

total value — 3aranbHa BapTicTh

volume (n.) — 00’em

warehouse (n.) — ckian

identification of warehouse — naiimenyBaHHs
MHUTHOTO CKJIIy

¢binancose

BiJIIIpaBKa,



C10BHMK-MiHIMYM VI HABYAHHS PO3YMiHHS i CTBOPEHHSI AT€eHTCHKOI YIOIH

accept (v.) — npuiimartu, aKIenTyBaTu
acceptable (adj.) — npuiinsTHII

account number — Homep paxyHKy

bank account — GaHKIBCBKHI paXyHOK

for one’s own account — 3a BJIacHU# paxyHOK
advantage (n.) — Buroaa, KOpUCTh

to the mutual advantage — nHa B3aemHHMX
KOPHCHHUX YMOBax

advertise (v.) — peknamyBatu
advertisement (n.) — peknama
advertising materials (adj.) -
Marepianu

agent (n.) — areHT, HOCEPEIHUK
buying agent — areHT-moKymeIpb
commission agent — areHT, O MpAIlOE 3a
KOMICIHH1

consignment agent — areHT-KOHCUTHATOP
exclusive agent — eKCKIIIO3MBHUI areHT
factor(ing) agent — areHt, mo mpaiie Ha
yMOBax (aKTOPUHTY

forwarding agent — areHT-rnepeBi3HUK
import/export agent — iMIIOPTHHIA/€KCITOPTHHIA
areHT

merchantile agent — arenr-kymenp

sales agent — toproBuii areHT

selling agent — arenT-npoaserb

sole agent — MOHOIIOJIbHUH areHT
agency (n.) — areniis

advertising agency — pekyiaMHa areHiis
agree about/to sth; with sb
MOTOJKYBATHCS

agreement (n.) — 3roxa, yroaa

agency agreement — areHTchKa yroja
present agreement — nana/yuHHa yroaa
come to an agreement — mpuiTH A0 3roAN
reach an agreement — qocartu 3rou

conclude an agreement — ckiactu yroay

make an agreement — roryBatu yroay

sign an agreement — mignucatu yroay

enter upon an agreement — giiiTH 10 3roau

to mutual agreement — 3a B3a€MHOIO 310010
allow (v.) — no3BosATH, HaJaBaTH

allow discount/commission/credit — ramaBatu
3HWXKKY/KOMICIHHI/KpeTuT

alter (v.) — 3smiHtoBaTH

alteration (to sth) (n.) — 3mina

amend (Vv.) — BUIIpaBiIsaTH

amendment (to sth) (n.) — BunpasieHHs
amicable (adj.) — npyxHiit

in amicable way/amicably (adv.) — mupaum

pexIamMHi

(v.) -

HIUITXOM
amount (n.) — KiIBKICTB

the amount due — HayiexHa KUTbKIiCTh

account (n.) — paxyHOK, 3BIT

account current — moToO4HHU paxyHOK

amount to sth (v.) — magiuyBaru

appeal to sb/sth for sth (v.) — anemtoBary,
3BEpPTATUCS

appeal (n.) — anesnstiis

lodge an appeal — mogaru anensiiro

not subject to appeal — ve niansrae amessiii
appear (V.) — 3’SIBIATHCS
appear  impossible  —
HEMOXKIIUBUM

appoint sb as sth/to do sth (v.) -
NpU3HAYATH

appointment (n.) — npu3HaveHHs

appropriate (for/to sth) (adj.) — BignoBigHmit
appropriate measures — BiJOBiIHI 3aX011
approve (V.) — cXxBaJfOBaTH, CaHKI[IOHYBaTH
approval (n.) — y3ro/pkeHHs, CaHKIis

on approval — 3a y3ro/pKkeHHIM
arbitrate (v.) - BuHOCUTH
pileHHs, MoJIaBaTH
TPETEUCHKOr0 CyLy
arbitrate disputes — BuHOCHTH TpeTeiicbke
pIIIEHHSI CTOCOBHO CYIEPEUOK

arbitrator (n.) — Tpereiicbkuii cyns, apoiTp
arbitration (n.) — TpeTeliceKuii cya, apoiTpak
take/refer the matter to arbitration -
nepeiaBaTi CrpaBy J0 TPETEHCHKOTO Cy Iy
arise (arose/arisen) out of/from sth (v.) —
BUHUKATH

arrange (V.) — 1OMOBIISTHCS

arrangement (n.) — TOMOBJICHICTh

in the manner of arrangement - 3a
JIOMOBJIEHICTIO

article (n.) — crarts, nyHKT (0o2060py)
assistance (n.) — moromMora, CripustHHS

render assistance — HagaBaTH JOIIOMOTY

MMpEaACTaBJIATUCA

TpeTenChKe
IIUTaHHSA 10

at one’s/sb’s disposal (adv.) - vy
PO3MOPSIKEHH1

attach sth to sth (v.) — nmomaBatu (0o
00KyMeHma)

attachment to sth (n.) — nomatox

attract (v.) — nmpuBepraTm  yBary,
puBabIIOBaTH

attractive prices/terms (adj.) — mpuaOaHMBi
IIHA/ YMOBH
at the earliest (adv.) — monaiipaninre
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at the latest (adv.) — monaiimizHire
assortment (n.) — aCOPTUMEHT, CIIEKTP
authentic (adj.) — aBreHTHYHUIT

authorize (v.) — 103BOJATH, CaHKIIOHYBaTH,
Ha/IaBaTH MMOBHOBAKCHHS

be authorized (adj.) to do sth — maru
IIOBHOBAXCHHS
authorization (n) —  TIPaBOMOYHICTb,

YIIOBHOBaXXEHHSI, TO3B1JI

authority (n.) — Bnaia, aBTOpUTET

available (adj.) — Toi, 0 € y po3nopsKkeHHi
basis (n.) — ocHoBa, IpyHT

on the basis of sth — ma ocHoBi, Ha ymoBax

on consignment/commission basis — Ha ymoBax
KOHCUTHAI11/KOMICIT

on regular basis — mocriitHo, peryaspHo

behalf (n.) — iaTepec

on behalf of sb — Bix imMeHi, y 3alikaBIEHOCTI
for and on behalf of sb — 3a Ta Bix imeni

benefit (n.) — kopucTh, BUro1a, MPUOYTOK
beneficiary (n.) — 6enediriap

binding upon sb (adj.) — 060B’s3k0BHI

final and binding upon both parties -
OCTaTOYHHU Ta 000B’I3KOBHIA 111 000X CTOPIH
booklet (n.) — 6ykier, 6poirypa, MPOCIEKT
breach (n.) — mopymieHHs, HeTOTPUMaHHS
breach of contract/confidence/obligations —

HEIOTPUMAaHHS YMOB KOHTPaKTy/
KOoH(ieHIIiiTHOCTI/ 3000B’13aHb

bring about (v.) — Bukiumkartu, OyTH
OPUYHHOIO

broker (n.) — 6pokep

buy (v.) — kynyBaTtu

buyer (n.) — mokyreis

capable (adj.) — Toii, o Mae 3mMory, 3aaTHU
be (in)capable of sth/doing sth — mortu/ He
MOT'TH, OyTH/HE OyTH 3JaTHUM

cargo (n.) — BanTax

carrier (n.) — mepeBi3HUK

official carrier — odiniliHuii IEpeBi3HUK
carriage (n.) — nepeBe3eHHSs, TPAHCIIOPTYBAHHS
carriage of goods — mepeBe3eHHsI TOBapiB
carry sth out (v.) — BukoHyBaTH, 3iiCHIOBATH
carry out work/one’s obligations — BUKOHYBaTu
po60TYy/3000B’sI3aHHS

cash (n.) — roriBka

cash against documents -
JIOKYMEHTIB

cash against payment — rpoiiri mpoTH IIaTexy
cash down — 3a TOTiBKOBUI paxyHOK

cash on delivery — crurara mix 9ac 10CTaBKH

rpomi HpOTH

in cash — 3a TOTIBKOBHIA paxyHOK

Chamber of Commerce and Industry (n.) —
TOpFOBeJ'II)HO-HpOMI/ICJ'IOBa majara

Trade Chamber — Toprosa nanara
circumstance (n.) — o6craBuHa

force majeur circumstances — o0cTaBUHU

HernepebopHoT CHJIH, dbopc-MaxkopHi
o0OcTaBUHU
in  (the) circumstances/ under (the)

circumstances — B 00cTaBHHAX, 110 CKJIATHCS
claim (for sth on sb) (n.) — mnperensis,
pexkIamaris

admit a claim — nmpuiiMaTH peKIaMaIiito
consider a claim — po3risinaT pexiIaMariiro
decline a claim — BigxunuTu pexaaMariito
make a claim on sth — Bucynytu pexiamariito
clause (n.) — crarts, nyHKT (0o2060py)
collect (v.) — 3abupartu, 30upatu

collect (the) goods from sb/sth — 3aGupatu
TOBap

commence (V.) — moYnHaTH

commencement (n.) — moyaTtok

date of commencement — nata mo4aTky
commerce (N.) — KoMepilisi, TOPTiBIIs
commercial (adj.) — komepuiliHuit
commercial invoice — komepiiiHUI paxyHOK
commercial (n.) — pexnama (y mac-media)
commission (n.) — koMiciliHi, BHHAropoa,
KOMicCist

agent’s commission — KoMiciiiHi areHTa
parity commission — mapuTeTHa KOMicist

on commission basis — na ymoBax komicii
compensate sb for sth (v.) — komnencyBaTu
compensation (n.) — koMreHcaris

complain to sb about/of sth (v.) -
CKap>KUTUCS

complaint (n.) — ckapra

complete (adj.) — moBHuit

complete (v.) — 3aBepryBatu

complete work/construction — 3aBepmatu

po0OTY/OyIIBHUILITBO

concerned (adj.) — To#, m0/KOT0 CTOCYETHCS
the parties concerned — 3arikaBiieHi CTOPOHU
condition (n.) — ymoBa, cTan

agree to the conditions — moromxyBatucs 3
YMOBaMHu

in good/bad/no condition — y rapHOoMy/
MOraHOMY/He B CTaHi

on condition that — 3a ymoBH, K110

on no condition — 6e3 Oynb-SIKMX YMOB
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confirm (v.) — maTBepmKyBaTu
confirmation (n.) — miaTBepIKEHHS

order  confirmation —  mixTBepaKECHHS
3aMOBIICHHSI

conform to/with sth (v.) — BigmoBizatu
(womycn)

conformity (n.) — BiAMOBiAHICTH

in conformity with sth — y BigmosigrocTi 10
consign (v.) — BiampaBisATH, TepenaBaTH Ha
KOHCUTHALIIIO

consignee (N.) — KOHCUTHATOP

consignor (n.) — KOHCHTHAHT

consignment (n.) — KOHCUTHAITIS

on consignment basis — Ha ymoBax KOHCHTrHaIIii
constituent (n.) — ckaamoBa

consume (V.) — CIIOKHBaTH

consumer (n.) — cnoxuBay

consumption (n.) — crokuBaHHs

contract (n.) — KOHTpakKT, yroja

contract of agency — arenrcpka yroaa

(be) under a contract — HecT KOHTpPaKTHI
3000B’ sI3aHHS

conclude a contract — ckiacTu KOHTPaKT

sign a contract — migmucaTé KOHTPAKT

terms of contract — yMoBu KOHTpaKTy
contracting party (adj.) — morosipHa cTopoHa
contractor (n.) — migpsTHUK

subcontractor (n.) — cyomiapsaHUK

control (v.) — koHTpoIOBaTH

control (of sb/over sth) (n.) — kouTpoIsH

beyond sb’s control — mo3a koHTpoJIEM
convention (n.) — KOHBeHITis

international trade convention — koHBeHIis
MDKHapOAHOT TOPTiBIi

the Warsaw Conventions —
KOHBEHIII1

cost (n.) — uina, BapTicTh

at the cost of — 3a BipricTio

cost value — 1iHoBa BapTicTh
(the) court (n.) — cyn

arbitration court — tpereiicbkuii/apoiTpaxKHUI
cya

parity court — mapuTeTHHIA CyI

cover (V.) — OXOIUTIOBAaTH

credit (n.) — kpeaur

long-term/short-term credit — noBrocrpokoBwHii/
KOPOTKOCTPOKOBHI KPESITUT

extend a credit — Mo JOBKUTH KPEAUT

grant a credit — Hagatu KpenuT

pledge a credit — mpocuTu po KpeauT

current (adj.) — norounwmii

account current — moTOYHMUM paxyHOK

BapmaBcbki

current prices/terms — moTo4Hui HiHW/YMOBU
currency (n.) — BamoTa

national currency — HaiioHaJIbHA BaIIOTAa
convertible/hard/soft currency -
KOHBEpPTOBaHa/ TBep/a/M’siKa BaJIFOTa
customer (n.) — 3aMOBHHK, KJII€EHT
regular customer —
3aMOBHUK/KJTIEHT

damage (n.) — moIKoHKEHHS, 30UTOK
agreed and liquidated damages — ysromkeni
30MTKH, 0 MiJISTal0Th YCYHEHHIO

deal (n.) — yroma

large-scale deal — macmrabna yrona
profitable deal — npubyrkoBa yroma

make a deal — ckiactu yromy

deal with sb/sth. (v.) — wmaru cnopasy/
CHiBpOOITHUYATH

dealer (n.) — oinep

debt (n.) — 6opr

pay off a debt — posmnaturrcs 3a 6oprom
debtor (n.) — 6opxuHK, neOITOP

debit (n.) — mebir

deem (v.) — BBaKaTu, po3rIisiiaTH

default (n.) — HeBuKOHAHHS 30008’ I3aHb
delay (n.) — 3arpumka

without any delay — 6e3 3aTpumox

del credere (n.) — nenb kpeaepe

deliver (v.) — 3aiiicHIOBaTH OCTaBKY
delivery (n.) — nocraBka

nondelivery (n.) — HeomocTaBka
misdelivery  (n.) -  nmocraBka  3a
HETIPaBIIBHOIO aJIPECO0

demand (n.) — momut

be in demand — kopucTyBaTHCs TOMUTOM
meet a demand — 3a10BOJIBHSITH TIOTTUT

on demand — y monuTi

deny (v.) — 3amepeuyBatu

describe (v.) — onucyBatu

description (of sth) (n.) — ormc

despatch (v.) — Biampasisti

despatch (n.) — BiampaBka

destination (n.) — npu3HaueHHS

place of destination — miciie npu3HaueHHS
determine (v.) — Bu3Hayatu

deviation (n.) — BigxuieHHs

discount (n.) — 3HMKKa

allow/give a discount — HaaBaTH 3HIKKY
discretion (n.) — po3cyn, morssi

at sb’s discretion — 3a po3cynom, Ha oISy
disposal (n.) — po3nopskeHHs

at one’s/sb’s disposal — y po3nopsmxenHi

MOCTIMHUN
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dispute (n.) — cynepeuka

settle a dispute — BupimyBaTu cynepeuky
question in dispute — cynepeuwinBe MTUTaHHS
disrupt (v.) — 3puBaTH, opyuryBatu (2pagix)
disruption (n.) — 3puB, mopymicHHs

distribute  (v.) -  po3moBcroIKyBaTH,
PO3MOAUIATH

distributor (n.) — muctpudyrop

distribution (n.) — qucTpuOyis

dividend (n.) — muBigeHT

pay dividends — crurauyBaTu IUBIICHTH

draw up (v.) — cknagaTtu

draw up a document — ckiragaTi JOKyMEHT
due (adj.) — Hanexuuit

in due course/duly (adv.)— Hane:xHUM YHHOM
in due time — y Haye)XHUIT Yac

due to — 3aBusiku

duly signed — mignucanuii HaJICKHUM YHHOM
duplicate (n.) — myGmikar

in duplicate - y #aBox
MIPUMIpHUKAX

duration (n.) — TpuBaicTH
duration period — crpoxk aii
duty (n.) — 000B’30K, MHTO
duty-free — 6e3 moxatkiB, 6e3 MuTa
effect (v.) — 3ailicHIOBaTH, BUKOHYBaTH
effect payment — 3aiiicHroBatu 1uiaTik
effective (adj.) — unnHmi

effective date — nata HaGyTTS YMHHOCTI
become effective — ctaHOBUTHCSI YHHHUM
efficient (adj.) — ebexTuBHUit

eliminate sb/sth from sth (v.) — ycyBatu
elimination (n.) — ycyHensst

enclose (with sth) (v) — nonmasatu
00KyMeHma)

enclosure (n.) — mogarok

endeavour (v.) — HamaraTucs

enquire (v.) — 3anuTyBaTH

enquiry (n.) — 3amur

entail (v.) — Hectr HACTiAKH

enterprise (n.) — miaIPUEMCTBO

entitle sb to sth/to do sth (v.) — nagaBatu
HIOBHOBaYKEHHS

entitlement (n.) — moBHOBa)keHHs1, BlIa1a
essential (adj.) — neBia’ eMHuiA, HEOOXITHHIA
establish (v.) —3acHoBaTn

establish a new market — 3acHoBati HOBHIt
PHHOK

estimate (v.) — orinoBaTH

estimate (n.) — kormrropuc

event (n.) — moxis

OpUTTHATLHUX

(0o

in the event of (sth) — y pasi
exceed (v.) — nmepeBuILyBaTH
excessive (adj.) — magmipHuit
exception (n.) — BUHATOK

except for sb/sth — 3a BunsTKOM
execute (V.) — BUKOHYBaTH
executive (n.) — BUKOHABYHIA
chief executive (officer) —
MEHEKEp

execution (n.) — BUKOHAHHSI
expend (Vv.) — BuTpauaTu
expenditure (n.) — BuTpata
expense (N.) — KOIIT, paXyHOK

at sh’s expense — 3a KoT/paxyHOK
bear/incur expenses — HecTH BUTpaTH
expensive (adj.) — KOIITOBHUIA

extend (v.) — posmmpsTH

extend credit — moO0BXKHUTH KpeaAUT

external (adj.) — 3oBHiHIi

facility (n.) — nonomixuwuii 3aciod

transport facility — rpancmopTHuii 3acio

fail in sth/doing sth; to do sth (v.) — ne
3MOTTH (0Cb 3p0bumi)

fail to settle a dispute — He MorTu BuUpimIHTH
CyIepeuKy

failure (n.) — neBgaua

fair (n.) — spmapoxk

trade/industrial/world ~ fair —  ToproBuii/
POMHCIIOBHI/MIXKHAPOTHUHN SIPMapOK

fault (n.) — nedekr, HemoMiK, MPOBUHA
through sb’s fault — 3a Bunu

faulty (adj.) — nedexTuBHMIA, MOIIKOHKEHHI
favour (v.) — kopucts, momomora

in sb’s favour/in favour of sb — Ha kopucts
favourable (adj.) — cnpusituBuHit

fee (n.) — ronopap

agent’s fee — ronopap arenra

force (n.) — cuna, YUHHICTH

come into force — HabyBaTH YUHHOCTI
foreman (n.) — 6puraaup

fortnight (n.) — niBmicss

forward (v.) — BianpaBisiTH, CIPSIMOBYBATH
forward goods — BianpaBisiTi TOBap

freight forwarder (n.) — arenT-nepeBi3HUK
freight (n.) — dpaxT, bpaxryBanHs

freight charge — crinara 3a ¢ppaxryBanHs
fulfil (v.) — BukonyBatu

fulfilment (n.) — BuKoHaHHs

goods (n. pl.) — ToBap, ToBapu

grant (v.) — HagaBatu, 1apyBaTu

TOJIOBHU
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grant a credit/discount — namaBaTH Kpeaut/
3HUXKKY

grant the right — HagaBaTu mpaBo

guarantee (Vv.) — rapanTyBaTu

guarantee (n.) — rapanTis

guarantee period — rapaHTiliHH#1 TEPiOA

under guarantee — i1 rapaHTi€0

hand sth over to sb (v.) — nepenaBaru

hand over power/rights — nepenaBaru Biamy/
paBo

hand-over (n.) — nepenaya

handle (v.) — moBoguTHcs (3 uumocs)

handling (n.) — moBowKeHHS

careful handling — o6epexHe moBOIKEHS
immediate (adj.) — Heraiinui
immediately (adv.) — neraiino
implement (v.) — BrijroBatn
implementation (n.) — BrineHHs
income (n.) — npuGyTOK

net income — guctuii npuOyTOK
indelible (adj.) — He3mMuBHwUi
with  indelible paint -
YOPHUJIAMH

indent (for sth) (n.) — ingent

in detail (adv.) — neranpHO
indicate (v.) — BkazyBatu
indication (n.) — Bka3aHHs
infringe (v.) — mopyrryBatu
infringement (n.) — mopyreHHs
initial (adj.) — mepBuHHMI
installment (n.) — BHecok

pay by installments — miatuT BHECKaMu
insure sb/sth against sth (v.) — crpaxyBatu
insurance (n.) — ctpaxyBaHHsI

insurance certificate / policy — crpaxoBwii
cepTudikar / moiuic

interested (adj.) — 3amikaBneHui

interested person/party — 3arikaBiena ocoba/
CTOpOHA

be interested
3aIIKaBJICHUM
get interested in sth/doing sth — 3amikaButncs
intermediary (n.) — mocepenHuK

internal (adj.) — BHyTpimIHIi

interpret (v.) — inTepnperyBatu

interpretation (n.) — inTepnpeTaris

in the name of sbh/in sb’s name (adv.) — Bix
IMEeHi

invoice (n.) — paxyHOK-(akTypa

commercial invoice — komepIliiiHuiT paxyHOK
in writing (adv.) — y niceMoBiii popmi

issue (n.) — BumanHs, 0HOPMIICHHS

HE3MHNBHHMH

in sth/doing sth — Oyru

date of issue — mata BumaHHs
issue a document (v.) -
JOKYMEHT

justify (v.) — 3acBimuyBatu
justified claim (adj.) — 3acBimueHa pekiamartis
leaflet (n.) — 6pomrypa, nucriBka

legal (adj.) — ropunnunmii

legal address — ropuauuna agpeca

liable for sth/to sth (adj.) — roii, mo Hece
BIJIIIOBIAJIBHICTH

liable to no protest — Ttoii, mo He migIArae
OIPOTECTYBAHHIO

liability (n.) — BixnmoBinanbHICTh

limited liability — o6meskeHa BiamoBimanbHICTh
load sth into/onto sth (v.) — 3aBanTaxyBaTH
loading/unloading operations (adj.) — omeparii
13 3aBaHTaKEHHSI/PO3BAaHTAKCHHS

loan (n.) — mo3uka

loss (n.) — 30uTOK, BTpara

bear/suffer losses — nectu 30uTKH
compensate/reimburse losses — komneHcyBatu
BTpaTH

maintain (v.) — o0ciyroByBatu, J0TJs,IaTH
maintenance (n.) — gorJsi, 00CIyroByBaHHs

ohopMIIATH

equipment maintenance — gorasa  3a
o0J1afHAHHAM
guarantee maintenance — rapanriiine
00CIyroByBaHHs

major (adj.) — roioBHU#A, TPOBIHMI

manner (n.) — croci6, MmeTox

in the following manner — HacTymHUM YHHOM
in the manner of arrangement — 3a
JTOMOBJIEHICTIO

manufacture (v.) — BupoOsaTi

manufacturer (n.) — BupoOHUK

market (n.) — purok

common market — 3aranbHUIA/CIUTBHUNA PUHOK
domestic market — BHyTpilIHii puHOK

local market — micuieBuii puHOK

target market — mispoBHIA pUHOK

enter a market — yBiliTi Ha pUHOK

expand a market — po3mpuTy puHOK

gain a market — 3100yTH pUHOK

lose a market — BrpaTuTi puHOK

penetrate a market — mpoHHKaTH Ha PUHOK
market(ing) research (adj.) — BuUBYCHHS pUHKY
matter (n.) — nuTaHHs, cripaBa

measure (n.) — 3axin

introduce measures — yBecTu 3aXxou

take measures — y>xuBaTu 3ax0/1iB

mediator (n.) — mocepeaHUK
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mention (v.) — 3ragyBaru

above mentioned/mentioned above (adj.) —
BUIIlE3TaJaHuI

merchandise (n.) — xpam

merchant (n.) — komepcaHT, Kyremnb
merchantile (adj.) — komepiriiiHuii

minor (adj.) — He3nauHuii, Manuii

mutual (adj.) — B3aemHwmii

mutual claims — 3ycrpiuni nperensii

mutual trade — 3ycrpiuna Toprisis

at mutual interest — 3a B3aeMHUMU BUTigHUMH
yMOBaMHU

mutually agreed — 3a B3a€MHOO 3101050

nature (n.) — xapakrep

of private nature — mpuBaTHOrO XapaxkTepy
neglect (v.) — HexTyBaTH
neglect handling (adj.) -
HIOBOJIKEHHSI

neglectful of one’s responsibilities (adj.) —
3HEBKIIUBUH J0 CBOIX 3000B’s13aHb

Hen0annBe

negotiate (v.) — oOroBoproBaTH, BECTH
IIEPErOBOPH
(not)  negotiable  document  (adj.) -

HEOOOPOTHHIT/000POTHUH TOKYMEHT

notify sb of sth; sth to sb (v.) — mosizomisiTH,
CIIOBIIIATH

notification (n.) — moBigoMieHHs

object to sb/sth/doing sth (v.) — 3anepeuyBatu
objection (n.) — 3amepedeHHs

valid objection — oOrpyHTOBaHe 3anepeucHHs
obligation (n.) — 30608’ s3aHHs
without any obligation -
3000B’s13aHb

obligatory (adj.) — 060B’s13k0BHUI
order (v.) — 3amMoBJISITH

order (n.) — 3aMOBJICHHS

trial order — mpoGHe 3amMOBIICHHS
obtain an order — oTpuMyBaTH 3aMOBJICHHSI
place an order with sb — po3swmingyBaru
3aMOBJICHHSI

originate (from sth) (v.) — moxoautu

origin (n.) — MOXOKEHHS

(the) original (n.) — opurinan

owe sb for sth; sth to sb (v.) — 6yt y 6opry
owing to — 3aBasKu

own (V.) — BoJIOAITH

by one’s own means — BIIaCHUMH 3ac00aMu
owner (n.) — BIaCHUK

ownership (n.) — BiacHicTh

pamphlet (n.) — npocnekr, Oporrypa
promotional pamphlet — pexramuuii mpocnext

0e3 KOIHUX

participate (v.) — 6patu y4acthb

participant (n.) — yaacHuk

part (n.) — yacTuHa, CTOpoHa, OiK

of the part of sb — 3 6oky

spare parts — 3amacHi 4acTUHU

particular (adj.) — okpemuii

in particular/particularly (adv.) — 30xpema
party (n.) — ctopona

contracting/ concerned/ suffered party -
JOTOBipHa/  3allikaBleHa/  TOCTpaxiaana
CTOpOHA

both parties — o6uBi cTopoHH

pay (V.) — miaTutu

prepay (V.) — IUIaTUTH Hanepe.

(non-; pre-) payment (n.) — (ue-; momepeaHiii)
aTi

method of payment — crioci6 riatexy

make payment — 31iliCHIOBATH ILJIATIXK
penalty (n.) — mrpad, nexs

claim penalty — BucraBnsiTi nieHto

per cent (n) — BizcoTok

percentage (N.) — BiZICOTKOBA CTaBKa

perform (v.) — BukoHyBaTu

performance (N.) — BUKOHaHHSI

permit (v.) — qaBatu 103Bia

permit (n.) — 103Bixa

postpone (V.) — BiACTpO4yBaTH, BiKJIaAaTH
postponement (n.) — BigcTpouka
power (n) -  Bianga,
MTOBHOBQ)KEHHS

come into power — HabyTH YUHHOCTI

have power to do sth — matu moBHOBaXKEHHS
in/within  one’s power — 'y Mexax
MTOBHOBA)XEHB

preliminary (adj.) — monepeHiii

premises (n. pl.) — npumitneHHs, Micie

on the premises of sb — y mpumimenni, Ha
MicIil

presence (n.) — IPUCYTHICTh

in (the) presence of sb/in sb’s presence — y
HPUCYTHOCTI

present (adj.) — mpucyTHIH, JaHMA, YAHHUHA
the present agreement — uunna yrona
presentation (n.) — HaaHHS, TPEe3CHTAITIS

on presentation — micis HagaHHS

price (n.) — mina

at the price of — 3a minoro

competitive price — KOHKypeHTHa IliHa

firm price — TBepaa 1iHa

reasonable price — po3ymHa mina

retail price — po3apiona 1ina

YUHHICTb,
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selling price — nponaxHa 1ina

sliding price — xoB3aroya 1iHa

wholesale price — ryproBa nina

hold a price — Tpumaru 1iny

quote a price — Ha3uBaTH LIIHY

break-down of prices — naginus i

scale of prices — mikaina 1

price-list (n.) — mpaiic nucT

principal (n.) — npuxnmnan

proceedings (n. pl.) — posrnsganHs crnpaBu B
cyni

legal proceedings — cyaounHCTBO

profit (n.) — mpudyToK, BUroAa

at a profit — Burigno, 3 mpubyTKOM

make a profit — 3100yBaTH prOYTOK/BUTOTY
profitable (adj.) — npubyTKoBuUii, BUTi THHI
prohibit (v.) — 3ab6oponsiTu

prohibition (n.) — 3a6opona

promote (v.) — mpocyBaTH, pekiiaMmyBaTu
promote a product — mpocyBaTH MpOAYKT
promotion (n.) — mpocyHeHHs, peKiama

promotional pamphlet (adj.) — peknamuuii
HPOCIEKT

property (n.) — BiacHiCTh

intellectual  property —  iHTenekryanbHa
BJIACHICTb

property owner — Bosioiap BIaCHOCTI

propose sth to sb (v.) — mpononysatu

proposal (n.) — mpomo3utis

counter proposal — 3yctpiuna npomno3uttis
provide sb with sth; sth for sb (v.) -
3a0e3nevyBaTu

provided (that)/providing (that) — 3a ymoBw,
SKILO

provision (n.) — cratts (docosopy)

publicity (n.) — pexnama

publicity materials — pexiamui marepianu
purchase (v.) — kymyBaTu

purchase (n.) — mokyrmnka, KyrmiBJis

bulk purchase — ryproBa kymiBis

purchaser (n.) — moxyrmers

purpose (n.) — meTa

for the purpose of sth — 3 meToro

query (n) — muTaHHs, mpobieMa

in query — npoGJieMHU

quote (v.) — koTpyBaTH

quote a price — Ha3uBaTH IIiHY

quotation (n.) — koTupoBKa

range (n.) — cexkTp, aCOPTUMEHT

range of goods/products/services — cmektp
TOBApPiB/MPOAYKIIT/TIOCTYT

rate (n.) — craBka

at the rate of — 3a cTaBkor0

interest rate — BimcoTkoBa cTaBKa

penalty rate — craBka mneHi

raw materials (n. pl.) — cupoBuna

receipt (n.) — orpumaHHs

on/upon receipt of sth — micis orpumanHs
reduce sth to/by (v.) — 3meHmyBaru,
3HUXKYBATH

reduction (n.) — 3HWKEHHS

price reduction — 3HMKCHHS I[IHU

refer to sb/sth (v.) — nepenaBatu

refer the matter to arbitration/court —
nepeaaBaTH CIpaBy 10 apOiTpaxy/cyay
reference (n.) — mocunanus

register sth in sth; sb as sth (v.) -
peecTpyBaTu

registered trade mark/ branch/ subsidiary
(adj.) — 3apeecrpoBana(-e¢) TOproBa Mapka/
Gbinis/ TovipHE TMiIITPUEMCTBO

regulate (v.) — perymoBaru

regulation (n.) — peryaroBaHHs

rules and regulations — craryt

reimburse sb for sth (v.) — BigmkoxoByBatu
reimbursement of expenses/losses (n.) —
BIJIIIKOTYBaHHS BUTPAT/30UTKIB

relationship (n.) — crocynku

relevant (adj.) — To#, 110 crocyeTbcst
irrelevant (adj.) — Toii, 1110 HE CTOCYEThCS
remain (v.) — 3amumarucs

remittance (n.) — mepekas

bank/money/post remittance — GankiBCchKHit/
IPOILIOBUI/TIOIITOBUI MEepeKas

remuneration (n.) — BuHaroposa, mpemis
renewal (n.) — moHOBNICHHS

renewal of agreement — monosnenns yroau
rent (v.) — 31aBati B OpeHIY

rent (n.) — openaa

repair (v.) — marogutu

replace sb/sth(with sb/sth (v.) — 3amintyBatu
replacement (n.) — 3amina

reply to sb/sth with sth (v.) — BinnoinaTu

in reply to sth — y BigmnoBiab

represent (V.) — mpeacTaBiIsATH

representative (n.) — mpeacTaBHUK

sales representative — ToproBuii mpeCcTaBHUK
request (for sth) (n.) — npoxanns, 3asBKka
written request — mrcbMoBa 3asiBKa

at sb’s request — 3a mpoxaHHsIM

require (v.) — BumaraTu

if/when required — 3a Bumororo
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requirement (n.) — Bumora

meet sb’s requirements — BiAMOBIJaTH BUMOTaM
responsible (adj.) — BigmoBigansHuit

be responsible for sth — BignosigaTu
responsibility (n.) — BiamoBiganbHiCTh

bear responsibility — HecTu BiamoBianbHICTh
retail (n.) — po3api6

retail sale — po3npibHa Toprisis

retailer (n.) — po3apiOHuMii IpogaBeIh

review (v.) — nepernsaatu

review commission/price —  meperisaaTH
KOMICIHHI/IIIHY

revision (n.) — pesizis

revocable (adj.) — Big3uBHwUit

(inrevocable letter of credit — (6e3-) Big3uBHMIA
aKpEINTHB

right (n.) — mpaBo, MOBHOBaXKEHHs

grant the right — nagaBatu npaBo

have the right — matu npaso

have no right — ne matu npaBo

reserve the right — 36epiratu mpaBo

be in the right — matu moBHOBaXKeHHS

by right of — mpaBom, yroBHOBa)KeHHAM
within one’s right — y mexxax moBHOBaXeHb
safe (adj.) — Ge3neunmii

safety (n.) — 6e3neka

salary (n.) — 3apo06iTHa maTHs

sale (n) — mpomax

contract of sale — koHTpakT KymiBIi-IpogAKY
on sale — po3npogax

sales (n. pl.) — Topriss, mpogaxi

sales literature — Toprosa sitepaTtypa

sales manager — koMepIiiHUI MEHEKEP
sales representative — ToproBuii peICTaBHUK
sample (n.) — 3pazox

be up to sample — BiamoBinaTu 3pa3ky

sell (v.) — mpoxaBatu

seller (n.) — mpomasern

service (n.) — mociyra

furnish services — HamaBaTH mocayry

set up (v.) — BiIKpUBaTH, 3aCHOBYBAaTH

settle for sth (v.) — BperynboByBaTH

settle a dispute — BupinryBaTH cynepeuky
settlement (n.) — BperyntoBaHHs

reach friendly settlement — mocsrru mwupHOI
3roju

share (n.) — akis

company shares — axriii kommnasii

ship (v.) — Bigmpasistu

shipper (n.) — nmepeBi3HUK

shipment (n.) — BigBaHTaXXKECHHS
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against shipment — mportu BigBaHTa)KeHHS
part shipment — yacTkoBe BiJIBAHTaKEHHS
shortshipment — megoBanTakeHHsS
transhipment — nepeBanTaxxeHHs

shipping document/specification (adj.) -
TPAaHCIOPTHUH TOKYMEHT/crienudikaris
sign (v.) — miamucyBaTH

signature (n.) — mizmnuc

over the signature — 3a mianucom

solve (v.) — BupinryBatu

solution (n.) — pimenus

(in) solvency (n.) — (me-) matixo-
CITPOMOXHICTb
(in) solvent (adj.) - (me-) marixko-
CIIPOMOKHHUM

specify (v.) — yrountoBatu

specification (n.) — cmenudikaris

stipulate (v.) — obrosoproBatu

stipulation (n.) — obroBopenHs

stock (n.) — ckian

in stock — Ha ckazi, y HassBHOCTI

out of stock — BincyTHi# Ha ckiaai

store (n.) — marasuH, CKJIaj

store (v.) — 30epiraTu

storehouse (Nn.) — cknan

storage (n.) — ckiagyBaHHs, 30epiraHHsI
strive (strove/strived, striven) for sth (v.)
— HamMaraTucst

strive for amicable settlement — namaratucs
BUPIIIMTH CIIPABY MUPHHUM IIIIXOM

subject to (adj.) — Toit, 1o migssirae

be subject to sth — migsraru

submit sth to sb/sth for sth (v.) —
oJ1aBaTh

submit documents — moaBaTH JOKyMEHTH
success (n.) — yermix

successful (adj.) — ycmimnuit

sufficient for sb/sth (adj.) — nocrarniit
suitable (adj.) — 3pyunwuii

sum (n.) — cyma

sum equal to — cyma, 110 TOpiBHIOE
supervise (V.) — HarJs IaTH, KepyBaTH
supervisor (n.) — kepiBHUK

supervision (n.) — Harysia

supply sb with sth (v.) — 3abe3meuyBatH,
HaJaBaTh

supplies (n. pl.) — moctaBku

contract supplies — KOHTpakTHI TOCTaBKU
supplier (n.) — mocrauyaabHUK

supply (n.) — mocrauanHs

tax (n.) — momatok



indirect tax — omocepeaKoBaHMiA TOATOK
Value Added Tax — momarok Ha J0JaTKOBY
BapTICTh

taxation (n.) — mogaTKOBICTH
temporary (adj.) — TumuacoBuii
tender (n.) — renaep

open tender — BigkpuTHii TEHAEP
term (n.) — ymoBa, nopsiiok

terms of payment/of delivery -
TUTATEXKY/TOCTaBKU

on favourable terms — na BurigHux ymoBax
terminate (v.) — mogoBxyBaTu

time (n.) — gac

from time to time — vac Bix yacy

in time — ByacHo

on time — mix gac

timely (adj.) — TumuacoBuii

time-sheet (n.) — taiimM-muT

trade (in sth) with sb (v.) — Toprysatu

trade (n.) — Toprisis

countertrade (n.) — 3yctpiuHa TOprisis

mutual trade — B3aemHa Topribis

train (v.) — rotyBaTH, BUUTH

training (n.) — miAroToBKa, TpEHHIHT
transaction (n.) — omepartisi, yroga

(in)direct transaction — (ue-)mpsiMa yroaa

make a transaction — ckmactu yromy,
3/11CHUTH Olleparlio

transfer sb/sth from sth (v.) — nepenaBatu
transfer one’s rights to sb — mepenaBaTu cBoi
npaBa

transferable (adj.) — rpanchepabenbuuit

YMOBU

transferable letter of credit -
TpaHchepabenbHII akpeTuTHB

validity (n.) — ynHHICTH

validity period — ctpok nii

value (v.) — komtyBaTu

value (n.) — BapTicTb, iHA

cost value — miHOBa BapTiCTh

total/partial value — 3arampHa/dyacTkOBa
BapTICTh

vehicle (n.) — tpancniopTHHIi 3aciO

verify (v.) — cBimuntu

verification (n.) — cBigueHHs

vessel (n.) — cyaao

void (adj.) — Toii, 1110 HE Ma€e OPUTUIHOT CHUITH
be/consider null and void — Oyru/BBaxkaTu
TaKMM, 1[0 HE Ma€ YUHHOCTI

wages (n. pl.) — 3apobiTHa miaTHs

average wages — cepeHs 3apo0iTHA TUIATHS
warehouse (n.) — ckian

customs warehouse — MUTHUIA CKJIaJ
warranty (n.) — rapanris

warranty period — rapanTiiiHuii iepion
wholesale (n.) — rypt

wholesale trade — ryprosa Toprisis
wholesaler (n.) — ryproBuii mpoaaserb
withdraw (withdrew, withdrawn) (v.) —
BiA3UBAaTH, BIAXWIATH

withdraw payment/offer/goods — Big3uBatu
iaTix/odepry/ToBap

witness (n.) — cBigok

in witness of sth — sk cBigonTBO

CJ/I0BHMK-MIiHIMYM /1JIf1 HABYAHHA PO3YMIiHHA i CTBOPEHHS
NMPAKTUYHO HECTAHIAPTU30BAHUX JOKYMEHTIB (0depTa, 3aMOBJICHHS,
NiATBEePIKEHHS 3AMOBJICHHS, 3aIIUT, JIUCT PO HAMIPH)

accept (v.) — mpuiiMaTH, aKIENTYBaTH

accept (n.) — aknenr

acceptable (adj.) — npuiiasTHII

accompany (V.) — cynmpoBODKyBaTH

account (n.) — paxyHoK

account current — moTO4YHMM paxyHOK
account number — Homep paxyHKy

bank account — 6aHKiBChKHI paxyHOK

for one’s own account — 3a BIacCHUI paXyHOK
advantage (n.) — nepeBara

to advantage — BuriiHO, 3 KOPHCTIO

to sell to advantage — npomaBaTu Ha KOPUCHUX
yMOBa

to the mutual advantage — i3 B3aemHOMO
KOPHCTIO

advertise (v.) — peknamyBatu
advertisement (n.) — pexiama
advertising materials (adj.) -
MaTepianu

advise (v.) — paguTH, TOBITOMJISTH
advice (n.) — mopaza, MOBiTOMJICHHS
agent (n.) — areHr

buying agent — arenT-mokyreis
exclusive agent — ekCKIIFO3MBHHIA areHT
sales agent — ToproBwuii areHT

sole agent — MOHOITIOJIbHUIT areHT

peKIaMHi
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agency (n.) — arexrris

advertising agency — pekyiaMHa areHitis

allow (v.) — no3BossiTi, HagaBaTu

allow discount/credit — wHamaBatu 3HMKKY/
KpEIUT

amount (n.) — KiJIBKICTb

the amount due — Hayie)xxHa KiJIbKIiCTh

amount to sth (v.) — maniuyBaru

annual (adj.) — piunuit

annual consumption — piuHe CrIO)KUBaHHS
annual sales — piunwmii mpomax

appeal to sb/sth for sth (v.) — 3Beprarucs
appeal (n.) — 3BepHeHHS

appreciate (v.) — inyBatu

arrange (V.) — Z1OMOBIIATHCS

arrangement (n.) — 1OMOBJICHICTh

make arrangements — 1OMOBIIATHCS

article (n.) — piu, ToBap

at one’s/sb’s disposal — y po3nopsxeHH1
attach sth to sth (v.) — momaBatu (0o

00KyMeHnma)

attachment to sth (n.) — nomarox

attract (v.) -  mpuBepratd  yBary,
pUBadIIIOBATH

attractive prices/terms (adj.) — mnpuBabnuBi
[iHK/ yMOBHU

at the earliest (adv.) — monaiipaniire

at the latest (adv.) — monaiimizHire
assortment (n.) — aCOPTUMEHT, CIIEKTP
available (adj.) — Toii, o € y po3nopsiKeHHi
bargain (n.) — mokyrmka, BUTiiHa TOKYIIKa
bargain (v.) — kymyBati, poOUTH MOKYITKA
basis (n.) — ocHoBa, rpyHT

on the basis of sth — na ocHoBi, Ha ymoBax

on consignment basis - Ha ymoBax
KOHCHUTHAI]

on regular basis — moctiiiHo, peryasipHoO
behalf (n.) — inTepec

on behalf of sb — Bix imeHi, y 3arikaBiIeHOCTI
for and on behalf of sb — 3a Ta Bix imeni
benefit (n.) — npubyToK, BHroaa, KOPUCTH
beneficial (adj.) — npuOyTKOBHii, BUTIAHUI
beneficiary (n.) — 6enediriap

booklet (n.) — 6ykner, 6pourypa, mpocmext
buy (v.) — kynyBaTu

buyer (n.) — mokyrmeip

by return (adv.) — 3BOpOTHOO TOMITOO
carrier (n.) — mepeBi3HUK

carriage (n.) — nepeBe3eHHs, TPAHCIIOPTYBAHHS
carriage of goods — nepeBe3eHHs TOBapiB
cash (n.) — roriBka

cash against documents — rpomri mpotu
JIOKYMEHTIB
cash against
TUIATEKY
cash credit — rpomioBuii KpeauT

cash on delivery — crutata mig 9ac J0CTaBKH

in cash — 3a TOTiIBKOBHIi pPaxyHOK

Chamber of Commerce and Industry (n.) —
ToproBenbHO-MPOMHUCIIOBA ManaTa

Trade Chamber — Toprosa nanara

charge (n.) — criara, maatHs

freight charge (n.) — crutata 3a ¢ppaxtyBaHHs
charge for (v.) — mpusHauaTH 1iny

charge to sb’s account/for the account of sb —
3alMCyBaTH Ha PaXyHOK

chargeable (adj.) — Toii, 1o migsArae cruiaTi
collaborate with sb on sth (v) -
CHiBpOOITHUYATH

collaboration (n.) — ciBpoGITHHIITBO

in collaboration with sb — y cniiBpoOiTHHIITBI 3
collect (v.) — 3abuparu, 30uparu

collect (the) goods from sb/sth — 3abuparu
TOBap

collection (n.) — inkaco

in collection — 3a iHKaCOBUM JOPYUYCHHSAM
commerce (N.) — KoMepIlisi, TOPTiBIIs
commercial (adj.) — komepuiiHuit

commercial invoice — koMepIiiHUI paxyHOK
commercial (n.) — pexiaama (y mac-media)
commodity (n.) — ToBap

Commodity Exchange — ToBapHO-CHpOBHHHA
Oipxka

complete (adj.) — moBHuii, 3aBepIiIeHHI
complete (v.) — 3amoBHIOBaTH

complete a form — 3anoBHIOBaTH GopMy
conclude (v.) — poouTH BUCHOBOK

conclude an agreement/contract — ckiactu
yroay/KOHTPAKT

conclusion (n.) — BUCHOBOK

condition (n.) — ymoBa, cran

agree to the conditions — noropxyBarucst Ha
YMOBH

in (good/bad) condition - vy
MOraHOMY) CTaHl1

on condition that — 3a ymoBH, K110
confirm (v.) — miaTBepKyBaTH
confirmation (n.) — miaTBepaKEeHHS
order  confirmation —  miaTBepKEHHS
3aMOBJICHHS

consign (v.) — BimmpaBisTH, MEpeaaBaTH Ha
KOHCHTHAIIIFO

payment — rpomm OpoOTH

(rapHomy/
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consignee (N.) — KOHCUTHATOP

consignor (n.) — KOHCHTHAHT

consignment (N.) — KOHCUTHAITIS

on consignment basis — Ha ymoBax KOHCHTrHaIIii
consume (V.) — CIOXKUBATH

consumer (n.) — crokuBay

consumption (n.) — cro>xuBaHHs

contract (n.) — KoHTpaKT

contract of agency — arenrcbka yroja

contract of sale — KOHTpaKT KymiBIIi-IPOAAXKY
conclude a contract — ckiacTi KOHTpaKT
discuss a contract — o6roBoproBaTH KOHTPAKT
sign a contract — mianmucaTé KOHTPAKT

terms of contract — ymoBu KOHTpaKTy
contractor (n.) — migpsITHUK

subcontractor (n.) — cyomiapsaHUK

cost (n.) — uina, BapTicTh

at the cost of — 3a BipricTio

cost value — 1iHoBa BapTicTh

cost (v.) — komTyBatu

count on sb (v.) — po3paxoByBaTH

cover (V.) — 0XOILTIOBaTH

credit sb/sth with sth (v.) — kpenuryBatu
credit (n.) — xpeaut

long-term/short-term credit — noBrocTpokoBHii/
KOPOTKOCTPOKOBUH KPEIUT

extend a credit — mooBKyBaTH KPEIUT
grant a credit — HagaBaTu KpeauT
pledge a credit — npocuty po KpeauT
current (adj.) — moTouHuit

account current — moTO4YHMUM paxyHOK
current  prices/terms/catalogues —
IIIHW/ YMOBHW/KaTaJIOTH

currency (n.) — BamroTa
convertible/hard/soft currency — kouBepToBana/
TBepAa/M’IKa BATIOTa

national currency — HamioHaJIbHa BaIIOTa
customer (n.) — 3aMOBHHMK, KJTI€EHT

regular customer — mocTiHu#t 3aMOBHHK/KJTIEHT
deal (n.) — yroga

large-scale deal — macirabua yroma

profitable deal — Burigna yrona

make a deal — 3gilicHuTH yroay

deal with sb/sth. (v.) — matu cipaBy

default (n.) — HeBuUKOHaAHHS 3000B’s13aHb
default of payment/delivery — uHeBuKoHaHHS
YMOB IUTaTEKy/TOCTABKH

delay (n.) — 3atpumka

without any delay — 6e3 3aTpumku

deliver (v.) — 3aiiicHIOBaTH T0CTaBKY

delivery (n.) — mocraBka

HOTOYH1

delivery terms/terms of delivery — ymoBwu
JIOCTaBKH

demand (n.) — monut

be in demand — kopucTyBaTHCS TOTUTOM
brisk demand — >xBaBuii omuT

great demand — BenuKwHii TOMUAT

meet a demand — 3a10BOJIBHSITH TIOMTUT

on demand — y monuTi

describe (v.) — onucyBatu

description (of sth) (n.) — ommc

despatch (v.) — Bignpasisitu

despatch (n.) — BignpaBka

determine (v.) — Bu3Hayatu

develop (v.) — po3BuBaTH

develop relations/trade/market — po3BuBaTH
CTOCYHKH/TOPT1BIIO/PUHOK

discount (n.) — 3HmKKa

allow/give a discount — HaaBaTH 3HIKKY
discretion (n.) — po3cyn

at one’s discretion — Ha BIaCHHI po3cy/q

to leave to sb’s discretion — 3anumaTu Ha
po3cyn

display (n.) — 300paxyBaTH, I€MOHCTPYBATH
display (v.) — 300paxeHHs, 1EMOHCTpAIis
disposal (n.) — po3nopsyKeHHs

at one’s/sb’s disposal — y po3nopskenHi
distribute (v.) — po3noBciopxkyBaTu
distributor (n.) — auctpudyrop

distribution (n.) — qucTpuOyis

do business with sb (v.) — Bectu Toprismto
do one’s best with sth (v.) — nokmactu Bcix
3YCHJIb

draw up (v.) — cknamaTu

draw up a document — ckagaTH JOKyMEHT
duplicate (n.) — myGumikar

in duplicate — y 1aBOX oOpHriHAIBHHX
MIpUMIpHUKaX

duration (n.) — TpuBaicTh

duration period — ctpok nii

duty (n.) — momaTok, MUTO

import duty — moaTok Ha iMIIOpT

customs duty — MUTHHI TOIaTOK/TapUd
duty-free — 6e3 muta

effect (v.) — 3xilicHIOBaTH, BUKOHYBaTH

effect payment — 3aiiicHroBaTH TUIATIX
effective (adj.) — nificauii, ynHHMIA

effective date — nara HaOyTTsI YUHHOCTI
efficient (adj.) — ebexTuBHUit

enclose sth with sth (v) — momaBatu (0o
00KyMeHma)

enclosure (n.) — nomaTok
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enquire (v.) — 3anuTyBaTH

enquiry (n.) — 3amnur

make enquiries about sth — qoBimyBarucs
entail (v.) — mectu HacmiaKu

enterprise (n.) — miAIPUEMCTBO

equal (to sth) (adj.) — Toit, 1m0 KOpiBHIOE
in equal parts — y piBHEX IpOMOPIIiAX
essential (adj.) — HeBix eMHUiA, CyTTEBHIA
establish (v.) — 3acHoByBatn

establish a new market — 3acmoBaru HOBHii
PHHOK

estimate (v.) — omiHoBaTH

event (n.) — moxis

in the event of (sth) — y pasi

exceed (v.) — mepeBuIIyBaTH

excessive (adj.) — HaamipHu#

except sb/sth from sth (v.) — Bukmoyaru
exception (N.) — BUHATOK

except for sb/sth — 3a BunsiTKOM

execute (V.) — BUKOHYBaTH

executive (adj.) — BuKoHaBuHiA

chief executive (officer) — ronoBauii MeHeKEp
execution (n.) — BUKOHAHHS

exhibit (v.) — nemoHcTpyBaTH

exhibition (n.) — BucraBka

expend (Vv.) — BuTpauaTu

expenditure (n.) — Burpara

expense (N.) — KOIIT, paXyHOK

at sb’s expense — 3a paxyHOK

bear/incur expenses — HecTH BUTpATH
expensive (adj.) — KOmTOBHHIA

experience (n.) — mocBin

expose (V.) — mokasyBartu, IeMOHCTPYBaTH
exposition (n.) — ekcro3urris

facilitate (v.) — cripusiTH, gomomMarati
facility (n.) — nonomixHwuii 3acid

fair (n.) — sspmapox

trade/industrial/world ~ fair —  ToproBuii/
POMUJIOBHI/MIXKHAPOTHUM SIpMapoK
favour (v.) — kopucTh, 10mOMoOra

in sb’s favour/in favour of sb — Ha kopucTh
favourable (adj.) — cnpusTiuBwHii
favourite (adj.) — ymro0aeHuid, MOMyISPHUI
fortnight (n.) — miBmicss

forward (v.) — BiampaBisiTH, CIPSIMOBYBATH
forward goods — BianpaBnsaT TOBap
freight forwarder (n.) — arenT-nepeBi3HUK
freight (n.) — dpaxr, bpaxTyBaHHs

freight charge — ciinara 3a ¢hpaxtyBanus
freight (v.) — dpaxryBaru

fulfil (v.) — BukonyBaTH

fulfilment (n.) — BuKoHaHHs

get in touch with sb (v.) — 3’s3yBatucs
goods (n. pl.) — roBap, ToBapu

grant (v.) — HagaBatu, JapyBatu

grant a credit/discount — mamaBatuH Kpeaut/
3HUKKY

grateful (adj.) — Bastunmii

be grateful sb for sth — 6yru BasunuM
guarantee (v.) — rapanTyBaTu

guarantee (n.) — rapaHTist

guarantee period — rapanTiiiHuii Iepion
hesitate (v.) — copomuTHCS, HE 3BaXKyBaTHCS
immediate (adj.) — neraiinuit

immediately (adv.) — neraiino

impress sb with sth (v.) — Bpaxaru
impressed (adj.) — BpaxxeHui

be impressed by sb/sth — 6ytu Bpaskerum
impression (n.) — BpaxeHHsI

impressive (adj.) — Bpaxarounii

include (v.) — BkirouaTH

inclusion (n.) — BKJIOUEHHS

income (n.) — npuOyTOK

net income — guctuii npuOyTOK

increase sth from ... to ... (v.) — 306unbIIyBaTH
increase (n.) — 36iIbLMICHHS

in detail (adv.) — neranbHO

indicate (v.) — BkazyBatu

indication (n.) — Bka3aHHs

installment (n.) — Baecok

pay by installments — mnatutu BHECKaMu
interested (adj.) — 3amikaBneHuit

interested person/party — 3armikaBineHa ocoba/
CTOpOHA

be interested
3alliKaBJICHUM
get interested in sth/doing sth — 3arikaBuTHCS
intermediary (n.) — mocepeaHuK

internal (adj.) — BHyTpimIHIi

in the name of sb/in sb’s name (adv.) — Big
IMEeHI

invoice sb for sth;
BHCTAaBIISITH PaxyHOK
invoice (n.) — paxyHok-(akTypa

commercial invoice — koMepuiiHUIA paxyHOK
involve sb in sth/doing sth (v.) — 3axy4aru
item (n.) — oqUHMIIS TOBAPY MOUs0

keep pace with sth (v.) — #itu HapiBHi 3, He
BlJICTaBaTH

lack (v.) — 6pakyBaTu

lack (n.) — Opak, HecTaua

launch (v.) — BopoBapKyBaTH, pO3MOYMHATH

in sth/doing sth — Oyru

sth to sb (v.) -
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launch a product — BpoBamKyBaTH MPOIYKT
leaflet (n.) — Opourypa, nucTiBkKa

line (n.) — mimist, THO IPOAYKIii

line of products — tun ToBapis

look for sb/sth (v.) — mykaru

look forward to sth/doing sth (v.) -
OUIKYBaTH, CIIOJ{IBaTUCS Ha

loss (n.) — 30uTOK, BTpara

bear/suffer losses — nectu 30uTKH
compensate/reimburse losses — kommeHcyBaTu
BTpaTH

major (adj.) — rosoBHUIA, TIPOBIAHUIN
manufacture (v.) — BupoOsitu

manufacturer (n.) — BupoOHUK

market (n.) — puHOK

common market — 3aranpHuIA/CIUTBHUNA PUHOK
domestic/home market — BayTpimHii puHOK
local market — micueBuit punok

promising market — mepcrieKTHBHUI PUHOK
target market — uinboBuit puHOK

break into a market — yBipBaTucs Ha puHOK
enter a market — yBiiiTi Ha pUHOK

expand a market — po3mpsaTH PHHOK

gain a market — 3100yT1 pUHOK

lose a market — BrpatuTi puHOK

penetrate a market — mpoHHKaTH HAa PUHOK
market(ing) research (adj.) — BuB4EHHS pUHKY
merchandise (n.) — kpam
merchant (n.) — komepcaHT, Kyrelpb
merge (V.) — 00’ enHyBaTHCS
merger (N.) — 3TUTTS

minor (adj.) — He3HaYHU, MUt
mutual (adj.) — B3aemuwmii

mutual trade — 3ycrpiuna Toprisis
at  mutual interest — 3a
3alliKaBJIEHICTIO

negotiate (v.) — BecTH meperoBopu
notice (n.) — MoBiAOMIICHHS

at short notice — HeraitHo, MUTTEBO
notify sb of sth; sth to sb (v.) — moBimomsTH,
CIOBIIIATH

notification (n.) — moBimoMIeHHS

obliged (adj.) — 30008’ s13anHu#

be obliged to sb for sth — 6ytu 30608’ s13aHUM
obligation (n.) — 060B’s130K, 30008’ I3aHHS
without any obligation — ©0e3 xomgHHX
3000B’s3aHb

obligatory (adj.) — 060B’s13k0BUI

obtain (v.) — orpumyBartu, 3700yBaTH

obtain an order — oTpuMaTi 3aMOBIICHHS

offer (v.) — nmporonyBaTH

B3a€EMHOIO

offer (n.) — mpono3wuiis, odepra

firm/free offer — TBepaa/BinbHa 0epTa
irrevocable/revocable offer — 6e3Bin3uBHa/
Bi/I3MBHA oepTa

accept an offer — aknenrtysatu odepty

cancel an offer — ckacysatu odepry

consider an offer — posrisgartu odepry
decline an offer — Bigxumutu odpepty

make an offer — 3po6uTH pomno3uiito

submit an offer — mogaru odepry

withdraw an offer — anymoBatu opepry
offeree (n.) — orpumyBau odepru

offerer (n.) — BiampaBHHK odepTu

offset (n.) — odcer

offset trade — odcerna Topriss

order (v.) — 3aMOBJIATH

order (n.) — 3aMOBIICHHS

firm order — TBepie 3aMOBIICHHS

trial order — mpoGHe 3aMOBIIEHHS

make out an order — BUm#caTH 3aMOBJICHHS
obtain an order — orpuMaTH 3aMOBJIEHHS
place an order with sb — po3mingyBaru
3aMOBJICHHS

submit an order — mogaTu 3aMOBJICHHS
output (n.) — BUMyCK MPOAYKIIii

own (V.) — BOJIOAITH

by one’s own means — BIaCHUMH 3aC00aMu
on one’s OwWn — CaMOCTIHHO

owner (N.) — BIaCHUK

ownership (n.) — BiacHicTh

pamphlet (n.) — mpocnekr, Gporrypa
promotional pamphlet — pextamuuii mpocnexT
participate (v.) — 6patu y4acTb

participant (n.) — yaacHuk

particular (adj.) — okpemuii

in particular/particularly (adv.) — 30xpema
party (n.) — cropona

concerned — 3aiikaBjeHa CTOpOHA

suffered party — moctpaxmana cropoHa

pay (v.) — mnatuTtu

prepay (V.) — mIaTuTH Hanepes

(non-; pre-)payment (n.) — (He-/monepenHiit)
TIJIATIK

method of payment — crioci6 maTexy
make payment — 31iiiCHIOBATH TLIATIK
pleasure (n.) — 3a10BOJICHHS, PAIICTh
have pleasure in doing sth -
3a/I0BOJICHHS

pleased (adj.) — 3amoBoneHuit

pledge sth to sb (v.) — npocuTu
pledge a credit/discount — mpocutu mpo

MaTHu
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KpenuT/ 3HIKKY

postpone (V.) — BixcTpouyBaTtH, BiaKIagaTH
postponement (n.) — BigcTpouka

power (Nn.) — Bi1aga, HOBHOBAKEHHS, aBTOPUTET
have power to do sth — maTu moBHOBaXKCHHS
in/within  one’s power — 'y Mexax
YIIOBHOBA)XEHb

powerful (adj.) — aBTopuTeTHMIA

preliminary (adj.) — monepeHiii

premises (n. pl.) — npumimenss, micre

on the premises of sb — y nmpumimienni, na
Mici

presence (N.) — IPUCYTHICTb

in (the) presence of sb/in sb’s presence — y
HPUCYTHOCTI

present (adj.) — naHwuii, YUHHUHN, TPUCYTHIN
presentation (n.) — HagaHHs, TPE3CHTALTIS

on presentation — micis HagaHHS

price (n.) — uina

at the price of — 3a inoro

competitive price — KOHKypeHTHa I[iHa

firm price — TBepaa mina

reasonable price — po3ymHa mina

retail price — po3apiOHa mina

selling price — mpoiaxHa 1iHa

sliding price — xoB3aroya 1iHa

wholesale price — ryproBa nina

hold a price — Tpumartu iy

quote a price — Ha3uBaTH IiHY

scale of prices — mikana 1in

price-list (n.) — mpaiic ouct

principal (n.) — npusHIMIan

profit (n.) — mpubyToK, BUrOa

at a profit — BurigHo, 3 mpuOyTKOM

make a profit — 3100yBaTH MprOYTOK/BUTOTY
profitable (adj.) — mpubyTKoBHMii, BUTITHHI
promise (v.) — o0irATH

promising market (adj.) — mnepcHeKTUBHHUIA
PHHOK

promising terms — nmepcreKTUBHI YMOBH
promote (V.) — mpocyBaTH, pekjiaMmyBaTi
promote a product — mpocyBaT MpoayKT
promotion (n.) — mpocyHeHHs, peKiama
promotional pamphlet (adj.) — peknamHuuit
HPOCIIEKT

prompt (adj.) — mBuaAKHit

promptly (adv.) — mBuIKO

proper (adj.) — HanexxHui

properly (adv.) — Hae)XKHUM YHHOM

propose sth to sb (v.) — mpononyBatu

proposal (n.) — mpono3wuitis

counter proposal — 3ycrpiuna npormno3uiis

prospective (adj.) — maitOyTHIl, O4iKyBaHH

prospectus (n.) — mpocmekT

provide sb with sth; sth for sb (v.) -

3a0e3neuyBaru, IOCTa4aTh

provider (n.) — mocrayaabHUK

provided (that)/providing (that) — 3a ymoBwu,

SKIIO

publicity (n.) — peknama

publicity materials — peknamui MmaTepianu

purchase (v.) — kymyBatu

purchase (n.) — kymiBJs

bulk purchase — ryproBa kymiBis

purchaser (n.) — mokymens

quote (v.) — xoTupyBatu

quote a price — Ha3WBaTH LiHY

quotation (n.) — koTupoBka

range (n.) — CeKTp, aCOPTUMEHT

range of goods/products/services — crekTp

TOBapiB/IPOAYKTIB/TOCTYT

rate (n.) — craBka

at the rate of — 3a cTaBkoro

excessive rate — HajMipHa CTaBKa

freight rate — craBka 3a ppaxT/mepeBe3eHHs

interest rate — BigcOTKOBa CTaBKa

raw materials (n. pl.) — cupoBuna

receive sth from sb (v.) — orpumyBaru

receiver (n.) — orpumyBay

receipt (n.) — 4ek, KBUTAHILis

on/upon receipt of sth — micns oTpumanus

reduce sth to/by ... (v.) — 3HmKYyBaTH

reduction (n.) — 3HWKEHHS

price reduction — 3HMKCHHS I[iHU

refer to sb/sth (v.) — mocunaruch

reference (n.) — mocuanHs

with reference to — 3 mocunanHsM Ha

register sth in sth; sb as sth (v.) -
trade mark/branch

peecTpyBaTH
registered (adj.) -
3apeecTpoBaHa TOProBa Mapka/ginis
reimburse sb for sth (v.) — BizmkonoByBatu
reimbursement of expenses/losses (n.) —
BIJIIIKOTYBaHHS BUTPAT/30UTKIB

relate to sth (v.) — crocyBaTwucs, HameKaTH
relation (n.) — BiAHOIIEHHS, IPUYETHICTh

in relation to sth/sb — crocoBHo

relationship (n.) — ctocynku

relevant (adj.) — toii, 110 crocyeTbes
irrelevant (adj.) — Toii, 110 He CTOCYEThCS

rely on/upon sb/sth (v.) — moxnamatucs
reliable (adj.) — mamifinuit
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remain (v.) — 3anumatucs

remit sth to sb (v.) — nepekazyBaru
remittance (n.) — mepekas

bank/money/post remittance — OaHKiBCbKHit/
TPOIIOBUI/TIOIITOBHH IepeKa3

replace sb/sth with sb/sth (v.) — 3amimyBatu
replacement (n.) — 3amina

replenish (v.) — monoBHioBaTH

reply to sb/sth with sth (v.) — BignosinaTu

in reply to sth — y BigmoBinb

represent (V.) — mpeacTaBiIsTH

representative (n.) — npeacTaBHUK

sales representative — TOproBuii peacTaBHUK
request (for sth) (n.) — npoxanss, 3asBKa
written request — mucpMoBa 3asBKa

at sb’s request — 3a IpoxaHHsIM

require (v.) — BumaraTu

if/when required — 3a BumMororo

requirement (n.) — Bumora

make one’s requirements — BUCYBaTH BUMOTH
meet sb’s requirements —  BiZIOBIZATH
BHMOTaM

respond to sb/sth (v.) — Bigmosigatu
response (N.) — BiAMOBIb, Bi3UB

responsible (adj.) — BixmoBinanbHuit

be responsible for sth — Bignosigatu
responsibility (n.) — BigmoBiganbHICTH

retail (n.) — po3apiod

retail sale — po3apiOna Topripmust

retailer (n.) — po3apiOHuit mpoaBerb
revocable (adj.) — Bim3uBHuit

(ir)revocable letter of credit — (6e3-) Bia3uBHHUIA
aKpEIUTHB

right (n.) — mpaBo, MOBHOBaXCHHS

grant the right — HagaBaTH ipaBo

have the right — matu npaBo

by right of — ynoBHOBa)xeHHsIM

within one’s right — y mexxax ynoBHOBa)XeHb
rotation (n.) — porarist

in strict rotation — 3a cyBoporo poTarfiero

sale (n) — npomax

contract of sale — koHTpakT KymiBIi-POIAKY
for sale — st mpogaxy

on sale — po3npogax

resale (n.) — mepenpomax

sales (n. pl.) — Toprisius, npoaaxi

sales literature — Toprosa JsitepaTypa

sales manager — koMepuiiHui MEHeKED
sales representative — ToproBuii peCcTaBHUK
sales turnover — o0ir mpojaxis

sample (n.) — 3pazok

up to sample — y BiamoBigHOCTI 10 3pa3Ky
satisfactory (adj.) — 3anoBinbHMIA

satisfaction (n.) — 3amoBoseHHS

to one’s satisfaction — 3a1s 3aJ0BOJICHHS
sell (v.) — mpomaBatu

seller (n.) — mponaserp

send (v.) — mocuaaTH, BiAMPaBIATH

sender (n.) — BixnpaBHUK

service (n.) — mociyra

furnish services — nagaBaTu nociyru

at sb’s service — 1o mociayr

ship (v.) — Biampasisitu

shipper (n.) — mepeBi3HUK

shipment (n.) — BigBaHTaXKCHHS

against shipment — mportu BigBaHTa)KeHHS
part shipment — yacTkoBe BiJIBaHTa)KEHHS
shortshipment — HeroBaHTaKeHHS
transhipment — nepeBanTa)KeHHs

shipping document/specification (adj.) -
TPAHCHOPTHUHN JOKyMEHT/crienupikaris
shortage (n.) — Hecraya, 6pax

sign (v.) — mianucyBatu

signature (n.) — miamuc

similar (to sb/sth) (adj.) — noaiouui, cxoxwuii
similarity (n.) — cxoxkicTh
solve (v.) — BupimyBatu
solution (n.) — pimrenns
(in) solvency (n.) -
CIIPOMO’KHICTh
(in)solvent (adj.) — (He-)mIaTiKOCIPOMOKHUN
spare (adj.) — 3amacuuit

spare parts — 3amacHi YaCTHHH

specify (v.) — yrounroBatu

specification (n.) — cnenudikaris

stock (n.) — cxian

in stock — Ha ckyai, y HassBHOCTI

out of stock — BizcyTHi#t Ha ckmai

store (n.) — mara3uH, CKJIa

store (v.) — 36epiratu

storehouse (n.) — ckmazg

subject to (adj.) — Toi, o mijATae

be subject to sth — migmsararu

success (Nn.) — yemix

successful (adj.) — ycnitraunii

sufficient for sb/sth (adj.) — nocrarHiit
suitable (adj.) — 3pyunwuii

sum (n.) — cyma

sum equal to — cyma, 1110 TOpiBHIOE

supply sb with sth (v.) — mnocrayarnu,
3a0e3revyBary, HalaBaTH

supplies (n. pl.) — moctaBku

TJIATIKO-

(ne-)
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contract supplies — KOHTpakTHI TOCTaBKU
supplier (n.) — mocrauaabHUK

supply (n.) — mocrauauus

sustain (v.) — miarpuMyBatu

tax (n.) — mogarox

indirect tax — omocepeaKoBaHHMiA 110JATOK
Value Added Tax — momarok Ha J0JaTKOBY
BapTICTh

taxation (n.) — mogaTKOBICTH

temporary (adj.) — TumuacoBuit

tender (v.) — renaep

tender payment — TeHaepHHit IIATIX

tentative (adj.) — mpoOHwmit

tentative prices/terms — cipoOHi iHKH/yMOBH
term (n.) — ymoBa, nopsiiok

terms of payment/of delivery -
TUTATEXKY/ TOCTABKU

on favourable terms — Ha BurizHHX yMOBax
terminate (v.) — mogoBxyBaTu

time (n.) — gac

from time to time — vac Bix yacy

in time — ByacHo

on time — mix vac

timely (adj.) — TumuacoBuii

trade (in sth) with sb (v.) — ToprysaTtu

trade (n.) — TopriBas

countertrade (n.) — 3yctpiuHa TOpriBiIs

mutual trade — B3aemHa Topriss

transaction (n.) — omepariis, yroaa

(in)direct transaction — (ue-)npsima yroaa

make a transaction — ckmacTH yromy,
3/1IICHUTH OTeparlio

transfer sb/sth from sth (v.) — nepenaBatu
transfer one’s rights to sb — mepenaBatu cBoi
npaBa

transferable (adj.) — rpanchepadenpauit
transferable letter of credit -
TpaHcepabenbHui akpeuTHB

YMOBU

turn to sb for sth (v.) — 3Beprarucs no
turnover (n.) — o6ir

sales turnover — o0ir mponxaxis
trouble (n) -  kumomir,
3aBOPYIICHHS

trouble about sth (v.) — xBuroBarucs
trouble-free (adj.) — naniitanit

undertake (undertook, undertaken) (v.) —
3000B’s13yBaTUCS

up-to-date (adj.) — cyuacumii

urge (V.) — KBaruTH, CIIOHYKaTH

urgent (adj.) — repmiHoBuit

urgently (adv.) — repminoBo

valid (adj.) — ynHHUI

invalid (adj.) — ue aiiicauit

validity (n.) — yuHHICT

validity period — ctpok nii

value (v.) — komTyBatu

value (n.) — BapTicTs, iHA

cost value — 1iHoBa BapTiCTh

total/partial value — 3arampHa/dyacTKOBa
BapTICTh

vehicle (n.) — TpanciopTHuU# 3aci6
warehouse (n.) — ckian

warranty (n.) — rapanris

warranty period — rapanTiiiHuii nepion
wholesale (n.) — rypt

wholesale trade — ryprosa Toprisis
wholesaler (n.) — ryproBuii nmpoaasers
withdraw (withdrew, withdrawn) (v.) —
BIJI3UBATH, BIOXHWISTH

withdraw payment/offer/goods — Big3uBatu
raTix/odepTy/ToBap

withstand (V.) — IpOTHCTOSITH, BATPUMYBATH
worldwide (adj.) — BcecBiTHii

worldwide (adv.) — y Bcbomy cBiTi

MIPUKPICTB,
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APPENDIX IV

CkopoueHHs Ta abpeBiaTypu, NpUiiHATI y (axoBiid MUCEeMHIl KOMYHIKALil

A/C, AC, ac, alc, acct, account current

C/A, ca
abbr
Abt

ack, ackn

addr.

admin

adsd

adse

ad (ads - pl.), advert
a.f.

Agcy

AGM

a.m.

AMT
Appx, App, app
arr

asst

AST

Attn, attn
AUD

av, avg

AV

Ave., Av.
AW

A/W, AWB
BA

B/A, BA, B.A., bla, ba,

b.a.
b.c.c.
bd

B/E, BE
BEF
B/L, BL
bldg

bn

B/P, BP
BT

c, ca
CAD

CAD, C.A.D.
CAN

Cat., cat.

CcC

abbreviation
about
acknowledge(d)

address
administration
addressed
addressee
advertisement
as follows
agency

Annual General Meeting
1. above mentioned, 2.
meridiem

air mail transfer
appendix

arrival

assistant
Austrian shilling
attention
Australian dollar
average

ad valorem
avenue

actual weight
Air Wayhill
British Airways
bank account

ante

blind carbon copies
1. bound for, 2. bond

Bill of Exchange
Belgian franc
Bill of Lading
building

billion

bills payable
berth terms

circa

Canadian dollar

cash against documents
Customs Assigned Number
catalogue

1. cash credit, 2. common carrier
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IIOTOYHUHN PaxXyHOK

abpesiaTypa
CTOCOBHO
HiATBEPIKYIO
THCKA)
azpeca
aaMiHICTpaIlis
aJipecoBaHO
azapecar
pEKJIaMHE OTOJIOIICHHS

SK BKa3yeThCs HaJai

areHIis

IOpIYHI 3arajbHi 300pHu

1. BuLIEBKA3aHU, 2. 10 MOy IHS

oTpuMaHHs  (po3-

nepekas aBiaromTo
JI0AAaTOK

npuOyTTA

ACHUCTEHT

aBCTPIMCHKUI IIMIIIHT
JI0 yBaru
aBCTpaJIiHCHKUI ToTIap
Cepe/iHil, y CepeIHbOMY
3a BapTICTIO

aBEHIO, IPOCIIEKT
nificHa Bara, Bara HETTO
aBlaBaHTAa)XHA HAKJIa(HA
bputancbki ABianiHii
0cOoOUCTHI OaHKIBCHKUI paxyHOK

KOMii Ha KOMipIIi
1. y HanpsmMKy 110 (npo cyono),
2. obmiraris

IIEPEKa3HUM BEKCEIb, TpaTTa
Oenbriichkuil ppaHk
KOHOCAMEHT
OyAMHOK, Oy/IiBIIs
O1TBIOH

BEKCell 10 CIUIaTh
JiHIAHI  yMOBU
BlJIBaHTaXEHHS
NpUOIN3HO
KaHaJChKUN J0Jap
TPOIII TPOTH JOKYMEHTIB
HOMEp MUTHHIII IPUTTUCY
KaTajaor

1. KpemuT TOTiBKOIO, 2.

3aBaHTaXXCHHA Ta

areHIyis



c.c., cc
CCC

CEO

CET

cf

CGT

CHF
CHGS, chgs
C/N

Co.

cl/o

C/O

COD, C.0.D.

CofC

Cont, Contr.
Corp., Corpn
CP,C/P
c.p., CP, C/P
CST

Ctr, ctr

cur, cy

Ccv

CzK

D/A

dbl
DD
dd

dep., Dept.
dest., destin.
dft

DG

dis., disc.
DKK

DM, DEM
D/N

do

D/O

doc., dct
docs, dcts
doz., dz.
D/P

D.S.

EAON

EC

EEC, E.E.C.

E&OE, E.&O.E.

EFTA

copies

Customs Clearance Certificate
Chief Executive Officer
Central European Time
Compare

Capital Gains Tax

Swiss franc

charges

consignment note

Company

care of

1. Certificate of Origin,

2. cash with order

cash on delivery

Chamber of Commerce
Contract

corporation

Charter Party

carriage paid

Central Standard Time
control

1. currency, 2. current
curriculum vitae

Czech krona

1. deposit account,

2. documents against acceptance
double

demand draft

1. dated, 2. delivered deposit

department

destination

draft

Director General

discount

krona of Denmark
Deutschmark

debit note

ditto

delivery order

document

documents

dozen

documents against payment
document signed

except as otherwise noted
European Community
European Economic Community

errors and omissions are excepted

European Free Trade Area
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TPAHCIIOPTHUX TOCITYT

Komii

cepTU(iKaT MUTHOI OUYUCTKH
BUKOHABYUI TUPEKTOP
LEHTPAJIbHUM €BPOIIECHCHKUI Yac
MTOPIBHSNATE

MOJIATOK Ha MPHUI0aHHA KaIliTary
IBEHIAPCHKHUIN PpaHK
BUJIATKH

TOBapHAa HaKJIaJHA

KOMIIaHist

111 (Ko2ocw), 0 yBaru

1. ceprudikar MOXOMKEHHS TOBapY,
2. TpoIIIi TiJ] 3aMOBJICHHS
CIUTaTa Mij] 4ac TOCTaBKH
Toprosa [lanara

KOHTPAKT

KOpIoparist

qapTep-mapTis

MepEeBE3CHHS CILIAYEHO
LEHTPAJIbHUI MOSICHUI Yac
KOHTPOJIb

1. BamroTa, 2. HOTOYHHUI
KOpOTKa aBToOiorpadis
9yechKa KpoHa

1. 1emo3UTHUN PaxXyHOK,

2. TOKYMEHTH TIPOTH aAKIICTITY
MOABIMHUMN, TOIBOEHUHI
TEpPMIHOBA TpATTa Ha Mpeja’ IBHUKA
1. maToBaHuM, 2. JOCTABJIEHO
JIETIO3UT, BHECOK

1. Bimin, 2. MiHICTEPCTBO
MiCII€ IPU3HAYCHHS

TparTa, nepeKka3Huil BeKcemlb
TE€HEpaIbHUN TUPEKTOP
3HIDKKA

JaTChKa KPOHA

HIMEI[bKa MapKa

nediT-HOoTa

TeX caMme

3aMOBJICHHS Ha JJOCTABKY
JIOKYMEHT

JIOKyMEHTH

mroxuHa (12 wm.)
JIOKYMEHTH TIPOTH ILIATEXKY
JIOKYMEHT TI1ITHUCaHO

SKIIIO HE BKA3aHO 1HAKIIIE
€pomneiicbka CriiyibHOTA

€Bponeiicbka ExoHomiuHa
CrisnbHOTA

MTOMHUJIKH Ta MIPOMYIIIEHHS
BHKITFOUCHO

€Bponeiicbka 3oHa Binbnoi Toprisii



e.g.
EMU

Enc., Encl.
eq.

ESP, pta
esp.

et al

etc.

et seq.

EU

EUR

exc., excl.

expn
exps
F/Agent

ff., fol., foll.
fig.

FIM

FRF

ft

FTC

f.v.

fwd

FY

gds

genl

GBP

GM

GMT

GRD
gr. wt
GSP
h.a.
hdgs
h.e.
hf
hgt
Hp, H.P., h.p., H/p
hr
HUF
IATA

ib., ibid
i/c

ICP

id.
ie.,lie
IEP

IMF
incl., inc.
ind.

exempli gratia

European Monetary Union
enclosure, enclosed
equivalent

Spanish peseta
especially

at alii

etcetera

et sequence; et sequentia
European Union

EURO

except, excluding, exception,

exclusion

expiration

expenses

forwarding agent
following

figure

Finnish mark

French franc

foot, feet

Federal Trade Commission
folio verso

forward

fiscal year

goods

general

Great Britain pound
General Manager
Greenwich mean time

Greek drachma
gross weight

generalized system of preferences

hoc anno

headquarters

hic est

half

height

hire purchase

hour

Hungarian forint
International  Air
Association

ibidem

in charge

inland clearance depot
idem

id est

Irish pound
International Monetary Fund
including

index
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Transport

HATIPUKIIA]]
€Bponeiicbkuii Bamtorauii Coro3
JIOJTATOK, TOA€ThCS, BKIAIA€THCS
€KBi1BaJICHTHUI

icmaHchKa necera

0CO0JIMBO, TOJIOBHUM YHHOM

Ta IHIII

TOILIO

HACTYIHUI; yCl HACTYIHI
€sponeiicbkuii Coro3

€BpPO

BUKJIIOUYAIOYH, 32 BUHSITKOM, BUHATOK

3aKiHYCHHS (mepminy)

BUJATKH

areHT-TepeBi3HUK

HaCTyIIHUHI

1. mudpa, 2. pucyHok, cxema
¢inchKa Mapka

bpaniy3bpkuil ppank

byt (30,48 cm), pytu

®denepanpua ToproeenpHa Komicis
JTUBUCH Ha 3BOPOTI

BIJICHJIATH, BIJIIPABIIATH

¢binancoBuii pik

TOBapH

3araJibHUM

¢byut Benukoi bpuranii
TeHEPAIbHUN MEHEKEP

cepeiHIi dYac 3a TIpIHBIUYCBKUM
MepHUIiaHOM

rperpKa qpaxma

Bara OpyTTo

reHepai3oBaHa cucTeMa MpuBLIeH
3a MOTOYHU piK
mrab-KBapTHpa
TOOTO

MOJIOBMHA

BHCOTA

MOKYTIKa Ha BUTIJIAT
roJIMHA

YrOpChbKUil POPUHT
MixHnapoiHa
Acorriartist
BKITIOUAIOYHU
BIAMOB1AAIBLHUNA
BHYTPILIHII MUTHUH CKI1a

TOW caMui

TOOTO

1pJIaHAChKUN QyHT
Mixnaponuuii Bamrotauit ®oua
BKJTFOYAIOYHU

1H/IeKC

ABiaTpaHCIOpTHa



ins inches

Int, intl international

Inv., inv. Invoice

10U | owe you

ISK krona of Iceland

ISO International Standards
Organization

iss. issued

ITL, L Italian lira

JFK John Fitzgerald Kennedy
(Airport)

jt joint

l.a. Letter of Advice

L/A Letter of Authority

Ib libra

Ib. av pound avoirdupois

L/C, L.C Letter of Credit

Ltd, Ld limited

LOC Letter of Commitment

m million

max maximum

MBA Master of Business
Administration

Messrs Messieurs

MD Managing Director

mdse merchandise

memo memorandum

mfr manufacturer

misc miscellaneous; miscellanea

MO, M.O. mail order

MP method of payment

M/P mail payment

Mr, Mr. Mister

Mrs, Mrs. Missus, Mistress

Ms Miss/Missus

MT, M.T. 1. mail transfer, 2. metric ton

MV merchant (motor) vessel

N/A, n/a 1. not applicable, 2. not available

NB nota bene

nl non licet

NLG goulden of the Netherlands

No, No., no. number

NOK Norwegian krona

Nos numbers

n.s, NS, N.S. not specified

NS not sufficient

NSSN National Standard Shipping Note

nt wt net weight

O/D on demand

o/l our letter
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moviMu (1 owiim = 5,7 cm)
MDKHapOTHHUI

paxyHOK-(akTypa

po3mHcKa

iCJTaHIChKa KPOHA

MiHapo1Ha opraHiz3ailisi CTaHIapTiB
BUHIIOBIINH (00 06i2y)

iTajificbKa Jiipa

Mixnapoguuii aepomopT iM. JIx.
Kenneni (CILLA)

CHUTbHUMA

aBi30, IIOBIIOMJICHHS
JOPYYCHHS

byuT (373,2 2)

aHTTACHKUN TOPrOBUN (QYHT
(453,6 2)

aKpEIUTHB

3 00MEXEHOIO BiJMOBIIATBHICTIO
rapaHTIHHUHN JIUCT

MUJIBHOH

MaKCUMYM

MaricTp eKOHOMIKH yIpaBIiHHS

MIaHH, TTAHCTBO
TOJIOBHUH JTUPEKTOP

Kpam

nam’siTHa 3arucKa

BUPOOHUK

pi3Huil; pizHe

3aMOBIICHHSI TTOIITOO

croci6 miarexy

IUIaT1K TOLITOO

naH

naHi (3amidxcHsi)

naHi (He3amiscHs abo 3aMidicHsL)
1. mowrroBuit nepekas,

2. MeTpUYHa TOHHA
TOPTOBEJIIbHE MOTOPHE CYTHO

1. He mpuiiMaeThbes, 2. BIACYTHIN
Ba)XJTUBE 3ayBaKCHHS

HE JI03BOJISETHCSA

rOJUIaHACHKHAN T'yJIbJCH

HOMED

HOpBE3bKa KpOHA

HOMEpH

HE YTOYHEHO

HE Ma€ JIOCTaTHHOTO TIOKPHUTTS
HaIll[lOHAJIbHA CTaHJAapTHAa BaHTa)KHA
HaKJIaTHa

Bara HeTTo, YKcTa Bara

32 BUMOTOIO

(nocunarouucsy na) Haur TUCT



OECD
OPEC

O/R
ord.
orig.
PA, P/A, P.A.

p.a.
par., para
PC

p.C.
P&L

P/L, PL
PLC, Plc, plc

PLN
PO, P.O.

POB, P.O.B.
POD, P.O.D.
POE

P&p

p.p., pp

PP, p.p., per pro
PPP

p.r.n.

prop., Pty
PTE
P.T.O.
qlty

gn

qt, qty

qv

rct, rept
R&D

Re, re
rec.
Ref., ref.
rep (reps - pl.)
RMS
Ro/Ro
R/P
RUR
SAD
SCP

SD

SE, S.E.
SEK
SGD

Organization  for

Cooperation and Development
Petroleum

Organization  of
Exporting Countries
on request

order

original

1. personal assistant,
2. power of attorney
per annum
paragraph

personal computer
per cent

profit and loss

partial loss
public limited company

Polish zloty

post office

Post Office Box
payment on delivery
port of entry
postage and packing
pages

per procurationem
prepaid payment
pro re nata

property
Portuguese escudo
please turn over
quality

question

quantity

quod vide

receipt

research and development

in re (Latin), regarding
record

reference
representative
root-mean-square
roll-on/roll-off

by return of post
Russian rouble

Single Administrative Document
Simplified Clearance Procedure

special delivery
Stock Exchange
Swedish krona
dollar of Singapore
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Economic Oprani3ariis

MDKHAPOJIHOTO
CITIIBPOOITHUIITBA Ta PO3BUTKY
Opranizaris KpaiH-eKCIIopTepiB
HaTH
3a OakaHHSAM
3aMOBIICHHSI

CIIPaBXKHIN, TOYATKOBUI

1. ocobuctuii cexperap,

2. Nopy4YeHHs

3a pik

a03ar1, MyHKT, maparpad
MEepCOHAIILHUI KOMIT FOTEP
MPOLIEHT

1. mpuOyTKHU Ta 30UTKH,

2. X03p03paxyHOK

YaCTKOB1 30UTKH

BIIKPUTE aKIiOHEPHE TOBAPUCTBO 3
00MEXEHO BIAIIOBIJAILHICTIO
MOJBCHKUN 3710THI

[IOILITOBE BIIIIJIEHHS

MOINTOBA CKPUHBKA

CIUTaTa Micsl JOCTaBKU

MOPT BXOY

MOILITOBI Ta MaKyBalbHI MOCIYTH
CTOpIHKH

BiJl IMEHI Ta 3a IOPyUYEHHSIM
nepeaniara

BIAIOBIZHO 10  OOCTaBMH,  fKI
BUHUKAIOTh

BJIACHICTH

MOPTYTATBChKE ECKYI0

Oyzb Jacka, IeperopHiTh

SKICTh

MUTaHHS

KUTBKICTB

JMBHCH (mMam-mo)

KBUTAaHIIIsI, PO3MHCKA
HAyKOBO-I0CII/IHI Ta eKcrepu-
MEHTaJIbHO-KOHCTPYKTOPCHKI pOOOTH
3a CIIPaBOIO, CTOCOBHO

3aImmc

MOCHUJIAHHS, TOCUIIAI0YNCH
MIPEJICTaBHUK
CepEeIHbOKBAIPATUYHHI

MOPOMHI TPAHCIIOPTHI MOCITYTH
3BOPOTHOIO TIOIITOO

pociiicekuii pyoiib

€IMHUN MUTHUW TOKYMEHT
CIIPOIIIeHA KIIIPUHTOBA TPOIeaypa
criemiajibHa JOCTaBKa

¢don0Ba Oipxa

IIBE/ICbKa KpoHa

CIHTAIypChKU# J01ap



shipt, shpt
sig.

SKK

sq.

Sq.

Str., St

SWIFT, SW.LF.T.

TC

tel.

ths

tk

T/L, TL

tn, t

trans, transp
TRL

TS

TT

UAH

UKL

UNO, UN
urgt

UsD

V., VS., VErs.
val, VAL
VAT, V.A.T.
VDU

V.1.P.

vol.

VP

V.S.

V.V.

WA

W.C.

whs, whse
whsle

w/o

W/B

WPA

WT
WWW, www
X

Xpr

Xr

XW

Y, JPY

yd

&

@
#

shipment
signature
Slovak krona
Square
Square

street

The Society for Worldwide
Interbank Financial

Telecommunications
transport commission
telephone

thousand

truck

total loss

ton

transportation
Turkish lira

top secret

telegraphic transfer
Ukrainian hryvna
United Kingdom libra
United Nations Organization
urgent

United States dollar
Versus

value

value-added tax
visual display unit
very important person
volume
Vice-President

vide supra

vice versa

with average

without charge
warehouse

wholesale

without

waybill

with particular average
wireless telegraph
World Wide Web
experimental

without privileges
without rights
without warranty
yen, Japanese yen
yard

and

at (commercial)
number

186

BiJIBAHTA)KCHHSI, B1IITPABJICHHS

MM AINUC

clIoBaIlbKa KpoHa

KBaJ[paTHUI

IIo11a

BYJIHIIS

BceecBiTHs Mepexa MiKOaHKIB-CBKUX
TeJIEKOMYHIKaIii

TPAHCIIOPTHI KOMICIHHI IIaTeX1
TenedoH

TUCSYA

BaHTaXXiBKa

MOBHI (3arajbHi) 30UTKH

TOHHA

TPaHCIIOPTYBaHHS

TypenbKa Jipa

HAJ3BUYAITHO CEKPETHO
TenerpadHuil mepexas
YKpaiHCbhKa TPUBHS

¢ynT O6’eqnanoro Kopomiscrea
Opranizanis O6’eqnanux Hariit
TEPMiHOBHIA

nonap CIIA

IPOTH

BapTICTh

[10JIaTOK Ha JI0JIaTKOBY BapTICTh
MOHITOp (Komn tomepa)

JTy’K€ BaXKJIMBa 0c00a

00’eM

BIIIE-TIPE3UICHT

JTUBUCH BUIIIE

HaBITaKH

3 ypaxyBaHHSIM aBapii
0e3Iu1aTHO

TOBapHUH CKJIaJ

T'YPTOBHH, TYPTOBA TOPTIBIIS
oe3

BaHTa)XHA HaKJIaJHA

3 ypaxyBaHHSAM OKpeMoi aBapii
paxiorenerpad

BcecBiTHsS KOMIT I0TEpHA Mepeka
EKCIIEPUMEHTAIbHUI

0e3 HagaHHs PUBLICH

6e3 (npudbanmus) mpas

0e3 rapanriii

AMOHCHKA 1€HA

spn (91,44 cm)

1, Ta (cnomyyHuK)

3a, po, MpH, B (npuiiMeHHUK)
HOMEp



PaxoBi CKOPOYECHHS YMOB ILIATEKY TA MOCTAYAHHS
Quotations (Incoterms 2000)

C&D collected and delivered HNPUHHATO Ta JOCTABICHO
CAF, c.af., CFR, costand freight BapTICTh 1 ppaxr
C&F, C+F
C/F, CIf, c/f, c.f. carriage forward MEPEBE3CHHS CIIJIAUueHO OTPUMYBauEM
Carr fwd.
CIF, c.i.f. cost, insurance and freight BapTICTh, CTPaxyBaHH: 1 ppaxT
CIP, c.i.p. carriage and insurance paid to ...  mepeBe3eHH: i cTpaxyBaHHS CILIAYEHO O ...
CPT, c.p., Clp carriage paid to ... MEPEBE3CHHS CIIAYCHO JIO ...
DAF, d.a.f. delivered at frontier JIOCTABJIEHO HAa KOPJIOH
DDP, d.d.p. delivered duty paid JIOCTABJICHO, MHTO CIIAUY€HO
DDU, d.d.u. delivered duty unpaid JIOCTABJIEHO, MUTO HE CILIAYEHO
DEQ, d.e.q. delivered ex quay JIOCTaBIIEHO (PpaHKO-TIPUIAT
DES, d.e.s. delivered ex ship JIOCTaBJICHO (hPAHKO-CYTHO
EXQ ex quay 3 IPUCTaHI IO MICIs TPU3HAYCHHS
EXS ex ship 3 Cy/IHA JI0 MICIIsS IPU3HAYCHHS
EXW ex works, at the factory bpaHko-3aBOT
FAS, f.a.s. free alongside ship (bpaHKo BIPOIOBK OOPTY CyaHA
FCA, FRC free carrier (bpaHKO-TIEpEBI3HUK
FCP, f.c.p. freight or carriage paid to ... (bpaHKo-Miciie IpU3HAYECHHS
FIB, f.i.b. free into bunker bpaHKo-OyHKEp
FIO, F/O free in and out 3aBaHTA)KECHHSI 1 BiIBAHTAKCHHS 32 PaxXyHOK
¢paxTiBHUKa
FIW free into wagon (bpaHKo-Barox
FOB, f.0.b. free on board bpanko-00pT cyaHA
FOR, f.o.r. free on rail (dpaHKO-Baron
FOT, f.o.t. free on truck (bpaHKO-00pPT BaHTAXKIBKH
FP, f.p. franko port (dpaHKo-TIOPT
franko free to the place named by the d¢panko-micue npusHadeHHs
buyer
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APPENDIX V

HopmaTuBHa TaGauus AJs1 BiITBOPEeHHS
YKPAiHCHKHMX BJIACHUX HA3B 32C00aMM aHIJIiHCbKOI MOBH

Homep pr' %IaT' Hpumitkn Ipuxiaagu 3acTocyBaHHA
JiTepu Jirepu
1 A A — Anymra — Alushta
2 b B — bopmariska — Borschahivka
3 B \Y/ — Bumropon — Vyshhorod
4 r H, gh H — y Ginbiocri Bunaakis, | ['agsa — Hadiach;
gh — mpu BigTBOpEHHI SIrotun — Yahotyn;
CIIOJIYKH -3T- 3ropanu — Zghorany
5 I G - Tanaran — Galagan
6 I D — Jlor — Don
7 E E — PiBue — Rivne
8 c€ Ye, ie Ye — Ha IoYaTKy cJioBa, CuakieBe — Yenakiieve;
ie — B IHIIKX MMO3UIISIX Haenko — Naienko
9 XK Zh — Kuromup — Zhytomyr
10 3 Z — 3akapnarts — Zakarpattia
11 u Y — Mensun — Medvyn
12 I I — IprraBa — Irshava
13 I Yi, i Yi — Ha MoyaTKy cJoBa, xakesuu — Yizhakevych
1 — B 1HIIMX MO3HUIIAX Kamiiska — Kadiivka
14 71 Y, i Y — Ha MoYaTKy CIJIOBa, HocumiBka — Y0sypivka;
1 — B IHITUX MO3UIISAX Crpuii — Stryi
15 K K — Kuis — Kyiv
16 JI L — Jle6enun — Lebedyn
17 M M — Muxkomnais — Mykolaiv
18 H N — Hixun — Nizhyn
19 0] 0] — Opneca — Odesa
20 IT P — [Tonraa — Poltava
21 P R — Pomuu — Romny
22 C S — Cymu — Sumy
23 T T — TerepiB — Teteriv
24 Y U — Vaxropoa — Uzhhorod
25 ) F — dacriB — Fastiv
26 X Kh — XapkiB — Kharkiv
27 11 Ts — bina I{epksa — Bila Tserkva
28 q Ch - Yepniii — Chernivtsi
29 11 Sh — [locTka — Shostka
30 111 Sch — I'omra — Hoscha
31 b ’ JIUB. KOMEHTAap Rus’ — Pycp; JIbBiB — L’viv
32 {0 Yu, iu YU — Ha 1o4YaTKy CIJIOBa, FOpiit — Yurii;
iU — B IHIIUX TO3HUITISIX Kprokiska — Kriukivka
33 | Ya, ia | Ya— Ha moyarky cjoBa, SIrotun — Yahotyn
ia — B IHINIMX MO3ULIAX Tyusa — Ichnia
34 ’ ’ JIMB. KOMEHTap 3Ham’siHKa — Znam’ianka;
anocTpod Cred’rok — Stef’iuk
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Ilpasuna éiomeopennsa yKpaiHCbKUX 614CHUX HA38
3acooamu au2iUCoKoOl Moeu

1. BinTBopeHHs YKpaiHCHKHX BJIACHUX Ha3B 3aCO0aMHU aHTJIIMCHKOI MOBU BIJOYBA€THCS
3 1X YKpaiHChbKOi (OopMH, 3amucaHOi BiAMOBIAHO [0 YHHHOTO MPABOMHCY, 0e€3
TIOCEPETHUIITBA OY/Ib-SIKOT 1HIIIOT MOBH.

2. BinTBOopeHHs YKpaiHChKMX BJIACHUX Ha3B 3ac00aMU aHTJIIHCHKOT MOBHU B110YBa€ThCS
IUISIXOM TpaHcIiTepallii (MOoJITEpHOTro Iepe3anucy 3a JOMOMOTOK aHTIIMCHKOro
andanity). MixkMoBHI andaBiTHI BIAMOBIIHUKK IMOJAAHO B HOPMATHBHIM TabJIHIIi,
KOMEHTap J0 SKOi HaBEJCHO HIDKYE.

3. Bumorun mmx mnpaBui He OOOB’S3KOBI I 3alUCy YKPAiHCBKHUX IMEH 1HO3EMHHX
TPOMAJISH.

Komenmap 0o nopmamusrnoi maodauyi

VY neBHux cepax BIITBOPEHHS YKPAiHCHKUX BJIACHUX Ha3B CIIPOIICHO BapiaHT 3aluCy,
1o nependavae:

a) opdorpadiyHe CPOIICHHS TPOMI3AKOTO TOJIBOEHHS MPUTOJIOCHUX XK, X, II, 4, I, 5IKI
BIITBOPIOIOTHCSL OykBocmosrydeHHsMu zh, kh, th, ch, sh, manpukman, 3amopixxs -
Zaporizhia;

0) anmoctpod 1 3HAK M SKIICHHS (32 BUHATKOM OYKBOCIOJYYEHb -hO, -bi, 110 3aBXKIU
HepPeaatoThes - O -, - 1 -) B CIPOIICHIM TpaHCTiTepallii He BiITBOPIOIOTHCS.

[Ipuxknanu:

VYkpaincbka popma: JIbBiB, AHaHbiB, Cted 10k, Kopomn’e
Cnpomrena tpanciitepanis: Lviv, Ananiv, Stefiuk, Koropie
Touna Tpancmitepanis: L’viv, Anan’iv, Stef’iuk, Korop’ie

LHumyemobcsa 3a:
I'enepanvra oupekyisn inozemHux npedcmagnuyme inghpopmye. — Ne 11 (79) 23.09.1996.
-C.6-1.
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