MeTtoau4Hi pekoMeHAaNlil CTyAeHTaM 3 NIATOTOBKHU 10 NPAKTHYHUX 3AHATH
3 HABYAJIbHOI JUCHUILTIHN «OCHOBH JAJIOBOI KOMYHIKaIii»

['0JIOBHOIO METOI0 JUCLUMIUIIHM € HaBYUTH POOUTH BHUOIp BapiaHTIB IMOCEPEIHUIBKOI
MOBJICHHEBOI TOBEAIHKHA, BUPOOUTH BMIiHHS TiSITH Ta MPUUMATH PIMICHHS B YMOBAax BiIMOBITHOT
KOMYHIKaTUBHOI CHTyalii 3aBIsIKM IPaMOTHOMY BUKOPHUCTaHHIO MOBHHUX 3ac00iB y cepi AiI0BOro
CHIJIKYBaHHs, BMIHHS BIITBOPIOBATH Ta PeAaryBaT MUCbMOBUN TEKCT B O(IIliHHO-A1JIOBOMY CTHIII,
a TakoXX c()OpMyBaTH HABUYKHU Ta BMiHHS ITyOJIIYHOTO BUCTYIIY, JUIOBOI OECIN Ta AUCKYCIi.

IpakTnyni 3anarra 1-3.

Questions for discussion:
Communication. Business communication. Types of business communication.
Components of communication.
Communication Models. Four-sides-of-a-message-model.
Johari Window. Eric Berne Transactional analysis.
Ned Hermann Brain Dominance Instrument.
Forms of Communication. Written communication.

ogakrwdE

Exercises for feedback practicing, exercises for correcting and making up letters.
Fine Foods Ltd.
10 Bridge Street
London
SW105TG

Hello Mr. Roger Jones:

| got the letter you sent on 1st September, and the stuff about the stock control
system you make. It sounds great for us, but | want to check some things
before we buy it. You said the system is bang up-to-date, but what happens if
you update it again soon? Do we get money off the new one? You said it
takes 3 weeks to install the system — that’s too long! Can’t you do it any
quicker? Hope you can reply soon, we’re in a bit of a hurry.

Thanks,
Janet Brown

Curyarnii 1715 TArOTOBKH O13HEC-JIUCTA:

Situation 1: You are Head of Human Resources at an international cosmetic
company. You have been in touch with an IT Training company about training
for some of your staff. You have now received information about the training
but need to change some of the details. With a partner, think of what kind of
changes you might need to make (for example, the number of people taking
the training course). Now underline the phrases and expressions in your own
letter and on worksheet 2 which you could incorporate into the letter. Write
the letter with your partner.

Situation 2: You are organizing a conference for your company’s sales
representatives from all over the country. You have already booked the hotel
where the conference will be held and the sales reps will stay, and have just
received a letter of confirmation. However, you need to make some changes
to the arrangements. With a partner, think of what kind of changes you might
need to make (for example, the number of hotel rooms you need). Now



underline the phrases and expressions in your own letter and on worksheet 2
which you could incorporate into the letter. Write the letter with your partner.

Quiz topic: Formal and informal vocabulary

For each of the six questions choose the one correct answer.
1. Dear Mr Smith, We are sorry to that...

a) say you

b) let you know

¢) inform you

d) explain you

2. Thank you for bringing this to my attention.
a) thing

b) matter

c) stuff

d) items

3. I am extremely the service | received...

a) dissatisfied with

b) dissatisfied from

c) cross about

d) cross for

4. Hi John, how's it going? my holiday in Spain.
a) | am writing to give you some details regarding...

b) I intend to describe...

c) I want to tell you about...

d) I'd like to say you...

5. As you will see from my CV, | have experience in this area.
a) masses of

b) a considerable amount of

c) loads of

d) great

6. That's all for now. See you tonight! , Mary xxxx
a) Yours faithfully

b) Yours sincerely

c) Best wish

d) Love

Activity - Communication skills - Feedback Practice

An overview of effective and ineffective feedback and a good activity for practicing giving effective

feedback.

Print out the 20 sentences below and use the criteria for effective feedback below to debrief after

running the activity.
Instructions to participants:

Circle the number of each sentence that you think meets the criteria for helpful feedback (not
necessarily perfect, but OK) For the rest of the questions, see if you can figure out the criterion that
has been actively violated. Put that criterion in front of the sentence. You may find more than one.

1. "I'm really confused over what you just said about my work™.

2. "Now | don't want you to get upset about what I'm going to say, but...."

3. "When you interrupt me like that, it makes me want to stop talking to you".


https://www.trainingcoursematerial.com/free-games-activities/communication-skills-activities/feedback-practice

4. "It really doesn't matter to me, but a lot of people would really be upset
with what you just did".

5. "You're really overreacting to what I just said".

6. "Your problem is that you just don't like yourself".

7. "I have some feedback for you and I've got to give it to you for your own
good."

8. "When you continue to talk so softly, even after I've said | have trouble
hearing you, | get frustrated and want to end the conversation".

9. "You've just offended every person in this group".

10.  "You appear to be frowning, and I'm confused about what just happened."

11.  "From the way you needle people, you must have a need to get even with
the world".
12. "I could work with you more easily if you had a better sense of humour".

13.  "Why do you do things like that?".

14.  "Do you understand what I mean when | say you're sending me a double
message?".

15.  "Charlie, how does it make you feel when Tom keeps coming late to

meetings?"
16.  "I'm going to be open with you, level with you: I think you're a fathead".
17.  "l'wish you'd stop trying to run things around here".

18.  "How do you think it makes me feel when you say things like that?"
19.  "That kind of adolescent behaviour won't get you anywhere around here".

20.  "And another thing. I'm sick and tired of you calling me "Honey".

CRITERIA FOR EFFECTIVE FEEDBACK

Following are 10 criteria for effective feedback. You may not need to concern yourself with all of
them and may find yourself focusing on a cluster of 4 or 5 which are problems for you. Also, there is
a list of opposites - things we do which are not effective.

EFFECTIVE FEEDBACK INEFFECTIVE FEEDBACK

1 Describes the behaviour which led to Uses  evaluative /  judgmental
the feedback- "You are finishing my statements- "You're being rude'. Or
sentences for me...' generalised ones- 'you're trying to

control the conversation.'



2 Comes as soon as appropriate after the Is delayed, saved up, and dumped.
behaviour - immediately if possible, Induces guilt and anger in the receiver,
later if events make that necessary (  because after time there is not usually
something important going on, you anything he can do about it.
need time to cool down etc)

3 Is direct, from sender to receiver Indirect, ricocheted- Tom, how do you
feel when Jim cracks his knuckles? -
also known as let's you and him fight

4 Is owned by the sender, who uses 'I' Ownership is transferred to 'people’,
messages and takes responsibility for 'the book’, 'upper management’, etc.
his thoughts, feelings, reactions.

5 Includes the senders real feelings about  Feelings are concealed, denied,
the behaviour, insofar as they are misrepresented, distorted. One way to
relevant to the feedback- 'l get do this is to ‘transfer ownership'.
frustrated when I'm trying to make a Another way is to smuggle the feelings
point and you keep finishing my into the interaction by being sarcastic,
sentences.' sulking, competing to see who's right,

etc.

6 Is checked for clarity, to see that the Not checked. Sender either assumes
receiver fully understands what's being  clarity or - fairly often- is not interested
conveyed. in whether receiver understands fully.

7 Asks relevant questions which seek Asks questions which are really
information, with the receiver knowing statements-'Do you think | am going to
why the information is sought and let you get away with that?" or which
having a clear sense that the sender sound like traps- ‘Do you behave that
does not know the answer. way at home too?'

8 Specifies  consequences of the Provides vague consequences- 'That
behaviour - present and/or future- 'If kind of behaviour is going to get you
you keep finishing my sentences | into trouble’. Or specifies no
won't want to spend much time talking  consequences- 'you shouldn't do that'.
to you in the future'.

9 Is solicited or at least to some extent Isimposed on the receiver, often for his
desired by the receiver. own good.

10  Refers to behaviours about which the Refers to behaviours over which the

receiver can do something, if he wants
to.

receiver has little or no control

Communication origami

This is a quick and easy activity that shows how the same instructions are interpreted differently by
different people and highlights the importance of clear communication.

Directions:
Give one sheet of letter size/A4 paper to each
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Tell the group that you will start giving them all instructions on how to fold the paper to create an
origami shape.

Tell the group that while you give them the instructions, they must keep their eyes closed and cannot
ask any questions

Start giving the group several instructions to fold and rip their paper several times then ask them to
unfold their paper and compare how it looks like.

Debrief and discussion:

Make the point that each paper looks different even though you have given the same instructions to
everybody. What does this mean?

Ask the group if you think the results would have been better if they kept their eyes open or were
allowed to ask questions

Communicating clearly is not easy, we all interpret the information we get differently that’s why it’s
very important to ask questions and confirm understanding to ensure the communicated message is
not distorted.

IpaxTuyHi 3ausaTTs 4-6.
Questions for discussion:

Specify the difference between chronological and skill-based résumés?

Provide a section-by-section information of a résumé letter.

What are common mistakes in a résumé letter?

What are the requirements to writing a good Curriculum Vitae?

Differentiate between the résumé and CV?

Specify the advantages and disadvantages of oral business communication.

Give the definition to the non-mechanical oral communication types. Name them.

What aspects does preparation to speech include?

What types of presentation can you remember?

0. Specify meeting and its types as a kind of oral business communication.

1. Clarify advantages and disadvantages of telephonic conversation as mechanical oral business
communication type.

12. Draw examples of useful standardized patterns while beginning, following and ending the

telephone conversation.
13. What is video conferencing? Define its types.

RRoOoo~NoOR~wNE

Exercises for making up resume / CV. Telephoning and Videoconferencing roleplays. Reports
and e-mail making.

Roleplay the situations below in the order given. If there are any which you can't cope
with, ask for your teacher's advice and then try the same one again. Change which of you
is answering the phone each time. If you need to put someone through, you can either do
the roleplay in threes or one person can take on all the roles of people answering the
phone.

1. Phone someone you know and have a quick conversation.

2. Phone someone you know and have a loriger conversatiomn.

3. Phone someone you know. One of you wants to end the conversatiorn quickly but the
other person keeps extending it.

4. Phone Someone you don't know to ask for some information.
5. Phone reception and ask to be put through to someone you know.
6. Phone reception and ask to be put through to someone you don't kmow.
7. Phone reception and ask to be put through to Mr Smith. Several Mr Smiths work there.
8. Phone reception and ask to be put through to someone. You are not sure exactly who



you need to speak to (= You don't have a mame).

9. Phone reception and ask to be put through to someone. You have their mame ("Mr
Rousseau™) but you're not sure how to pronounce it.

10. Phone reception and ask to be put through to someone. They are ot available so
phone again. You get through the second time.

11. Phone reception and ask to be put through to someone. They are ot available so
phone again. They are also mot available the second time.

12. Phone reception and ask to be put through to someone. They are not available, so ask
them to phone you back. They then do so.

13. Phone reception ard ask to be put through to someone. They are not available, so
leave a message including a phone number.

14. Phone reception and ask to be put through to someone. They are not available, so
leave a message including amr email address.

15. Phone reception and ask to be put through to someone. They are not available, so
leave a message including a website address.

16. Phone reception and ask to be put through to someone. They are mot available, so
leave a message including a postal address.

17. Phone someone, They are not available, so leave a message on their answerphone
including Some complex numbers (e.g. very large numbers, decimals or fractions).

They then phone you back to double check.

18. Phone someone. They are not available, so leave a message on their answerphone
including instructions of how to get somewhere. They then phone you back to double
check.

19. Phone someone and talk about the details of a document which you both have copies
of.

20. Phone someone and talk about the details of a website (getting them to get it up on
their screen first).

Teleconference and videoconference functional language
What are the functions of each of the pairs of sentences below?

"The one with the heading Personmel in bold"
"Do you all have it (on the screen) in front of you now?"

"Sorry. Alex. I'd like to come in here if | may."
"Sorry, could I just jump in for a second?"

"Who was it who said...?"
"Was that you, John?

"Any reactions?"
"| think maybe Dan has something to add."

"Sorry, could I just confirm something?"
"Sorry, | didn't catch the last / first part.”

"There's a bit of a delay/ echo.”
"Can you move the microphone?"

"You're out of focus"
"You're quite jerky"

"Let's take five, shall we?"



"Shall we take a comfort break?"
"Let's first check who is with us."
"There are two Akiras, so please call me Aki and him Akira."

"Richard has just come back in."
"Don't hang up, I'll be just a second."

Match these headings to the sections above:

Taking a break. Dealing with names. Trying to interrupt someone. Making sure everyone has a chance
to speak. Talking about documents. Checking what someone means. Checking who said something.
Talking about the sound. Talking about the image. Leaving the room.

Brainstorm at/least two more phrases for each of the sections above.
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Small talk phrases

1.

Complete these small talk questions by choosing the best form for
each verb in brackets.

Asking about current projects:

1.
2.
3.

Asking about recent events:

4.
5.

Asking about news:

6.
7.
8.

Asking about plans and predictions

What ____you ____on at the moment?
How ____it___ (go) with your new assistant?
____you___ (make) any progress with your big project?

How ___ your presentation ___ (go) last week?
How ___ (be) your business trip? When ___you ___ (get) back?

What's new?
___you___ (hear) back from that potential big customer yet?
What ___you ___(be) up to in your department?

9. When do you think they ___ finally ___ (sign) the contract?

10. __ you__ (go) to the conference this weekend?

2.  Now match the questions (1-10) above with the answers (a—j) below.

a. Alittle, butit’s very slow. We're still tied up with the financing side of
things, so it doesn't feel like we're getting anywhere.

b.  Absolutely! I'm giving a presentation! I'm really nervous about it, actually.

c.  Ah, nothing, really. Nothing ever changes! Busy as usual.

d. It was useful, but really exhausting. | just got back on Tuesday, so I'm still
trying to get back on top of my inbox. But I'm glad | went. | made a few
potentially useful contacts. '

e. Next week, hopefully, but they're still not happy with our service charges,
so it might still all fall through.

f. Not bad, actually. He's on a steep learning curve, but he’s trying hard, and
he’s got a lot of potential.

g. Really well. We had a good turn-out, and some people said nice things
about it. Whether anyone actually buys the product as a result is another
question!

h.  We're about to start working on the new marketing plan. It's not due to be

launched for another two months, but it takes a really long time to get
ready.

We've been really busy preparing for next week'’s quality inspection. We're
nearly ready, but there are still a few big jobs to finish.

Yes, they emailed us this morning with an order for 500 units, so it looks
like it's all going ahead. Very exciting.

www.teachingenglish.org.uk
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Getting the meeting started

1. Look at this introduction to a meeting. What does the chairwoman
mean by the phrases in bold?

1. Right ... | think we should start now. Robert, Alice ... could you ...? Robert
...? Thanks.

2. OK, so, is everybody here? Who are we waiting for? Hmmm ... well, | think
we'll have to make a start without them. We've got a lot to get through
this afternoon.

3. Right, well, as you know, the purpose of today’s meeting is to see where
we are with the marketing plan, and to work out what we still need to do
before the launch, which is now just six weeks away.

4. By the end of the meeting, we need to have a list of firm action points for
the next month. Hopefully we'll then need only one more meeting next
month to tie up any remaining loose ends.

5.  Did everyone get a copy of the agenda | sent round? OK, good.

6. As |say, we've got a lot to get through, so please let's stick to the
agenda. I've set aside two hours for this meeting, and we really can't
afford to run over. Ideally, we can cover everything in an hour and a
half. Does that sound reasonable?

7. Ah, Helena, come and take a seat. We started without you.

8. So perhaps we can get the ball rolling by going through the list of
action points from the last meeting.

9. Borys, you were going to look into the costs of the various options that
came up last time. Could you tell us what you found out?

2. Now match the nine steps in the meeting introduction (1-9) to the
descriptions (a—i). Can you think of other phrases for the nine steps?

a. Stating the desired outcome.

b. Introducing the first point on the agenda.

c. Getting people’s attention, interrupting small talk

d. Handing over to the first speaker.

e. Dealing with non-attendees.

f. Dealing with a late arrival.

g. Explaining time limits and procedures.

h. Stating the purpose

i.

Checking people have seen the agenda.

www.teachingenglish.org.uk
© BBC | British Council 2011




:z gg{]' IEISCTL TeachingEnglish | Lesson plans

Discuss these questions with a partner.

What body language do you think the chairwoman used to interrupt the
small talk? Why didn’t she finish her request?

2. Why do you think the chairwoman decided not to criticise people for being
late? Do you agree with her decision?

3. The chairwoman referred to action points for the next month and a
meeting next month. What's the difference between the next month and
next month?

4. Why didn’t the chairwoman go through the agenda step-by-step? Do you
agree with her decision?

5. Why did the chairwoman set both a maximum time limit and an ideal time
limit?

6. What verb form did the chairwoman use to refer to an action point from the
last meeting?

7. Do you think the chairwoman's language was too idiomatic at times?

4. Without looking back at the chairwoman'’s introduction, match the
beginnings and endings to make useful phrases for getting a meeting
started.

1 tomake a.  aside X hours for sth

2 tohave b. the ball rolling by doing sth

3 tosee c. __everything in X hours

4  totie d. into sth

5 tosend e. alot to get through

6  to stick f. over

7  toset g. round a copy of the agenda

8 torun h.  a start without sb

9  tocover i sth out

10 to get j. through a list of action points

11 togo k. tothe agenda

12 to look . up (at the last meeting)

13 to come m. _up any remaining loose ends

14 tofind ‘n. __ where we are with sth

5. Using the list of nine steps from task 2 above and the useful phrases

from 4 above, take turns to practise starting your own meeting. You
could use one of the topics below or your own ideas.

A new Health and Safety Procedure
How to deal with our recent Public Relations crisis
Finding new sources of income for our business

www.teachingenglish.org.uk
© BBC | British Council 2011

MpaxkTuyni 3ansarTs 7-8.

Questions for discussion:



What can be the purposes of writing a letter of request? Define its types.
Indicate the types of social business letters and occasions for their writing.
What are the categories sales letters may be broken down?

Contract. Lexical, stylistical and grammatical specificity.

Report writing.

Non-verbal communication.

Grammar guides of business writing.

Noook~ownE

Exercises on writing of different-purpose letters, e-mails. Translating contracts. Non-verbal
communication exercises. Exersices on grammar in Business writing.

Silent dialogue : To practise expressions, gestures and posture.

A Excuse me. Can you take a picture of me ?

B Yeah, sure.

A Just press that button.

B Er, which one ?

A The one on the top.

B OK, right. Er.... can you move back a bit.
A Is this OK?

B Fine, now smile. Thay’s it. Very nice.

A Thanks.

B Not at all. You’ve got a lovely smile. Er... fancy a drink ?
A OK, but I’ve got no money on me.
B That’s OK. I'll pay.

Nonverbal Activity 2: Wordless Acting
Dialogue:

Student A: Have you seen my book? I can’t remember where I put it.
Student B: Which one?

Student A: The murder mystery. The one you borrowed.
Student B: Is this it?

Student A: No. It’s the one you borrowed.

Student B. I did not!

Student A: Maybe it’s under the chair. Can you look?

Student B: OK--just give me a minute.

Student A: How long are you going to be?

Student B: Geez, why so impatient? | hate when you get bossy.
Student A: Forget it. I’ll find it myself.

Student B: Wait—I found it!

Nonverbal Activity 3: Wordless Acting

1. Separate students into groups of two.

2. One student in each group will perform the role of Student A, and one will perform as Student
B.

3. Give each student a copy of the script below.

4. Student A will read his/her lines out loud, but student B will communicate his/her lines in a
nonverbal manner.

5. Provide student B with a secret emotional distraction that is written on a piece of paper. For
example, student B may be in a rush, may be really bored, or may be feeling guilty.

6. After the dialogue, ask each student A to guess what emotion was affecting their partner,
student B.



Translate the following contract.

KOHTPAKT KYIUIU-TIPOJAXKHU
01 nexadps 2020 r.

Kuen
Ykpanna

O6mectBo ¢ orpanndeHHor oTBeTcTBeHHOCTHhIO «CEJIEHA DKCIIOPTY», (Kues/Ykpaunna), umeHyemoe
B nanbHedmem «[IPOIMABELl», B nuue [upekropa r-xu IlerpoBoit Mpunbsl BnaaumuposHsl,
NeiCTBYIOIIEr0 HAa OCHOBaHMM YcTaBa, ¢ OmHOH croponbl, u ¢upma Belle Epoque Handels
GmbH (ABcrpus), umenyemasi B panbHeiniem «[IOKYITATEJIby, B aune Dr. Alfred Hammerer,
JEICTBYIOIIET0 Ha OCHOBaHUM IOJHOMOYHM, MPEAOCTABICHHBIX €My, C IPYroi CTOPOHBI, 3aKITHOUUIIN
HacTosMi KOHTPAaKT 0 HUKECIEAYIOIIEM:

1. IPEJMET KOHTPAKTA
1.1. IIOKVYIIATEJIb nokynaer Tosapsl y IIPOJIABLIA.
1.2. TIPOJABEL nponaer Tosapsl IIOKVYITATEJIIO ns nepenpoaaku Ha TEppUTOPUM ABCTPHUH.

2. KOJIMYECTBO TOBAPA
2.1. B cootBercTBHU ¢ UHBOMIcaMu.

3. KAYECTBO TOBAPA
3.1. CooTBETCTBYET HOPMAIbHBIM KaUECTBEHHBIM XapaKTEPUCTUKAM IIPOU3BOIUTEISL.

4. HEHBI 1 OBLIASA CYMMA KOHTPAKTA

4.1. B coorBercTBuM ¢ MHBOMCamu.

4.2. llena ToBapa yka3ana B IHBoiicax 1 MOXET U3MEHATHCS KXl IECTh MECSIIEB.

4.3. Bamora KonTtpakra — €Bpo.

4.4. Cymma noctaBok o Kontpakry onpezaensiercss B coorBeTcTBuM ¢ MHBOMcamu.

4.5. MunuManbHas cyMMa 3akasa JoJkHa ObITh He MeHee S5 000 eBpo.

4.6. Eciu IIOKVITATEJIb ne Boimonnset nyHKT 4.5. nanHoro Jlorosopa, To IIPOJJIABELL nmeet npaso
IpoJaBaTh TOBAp IO pO3HUYHBIM LieHaM. B nannom ciydae, [IOKVYIIATEJIb tepsier npaBo 3aka3biBaTh
IIPOJIYKIIMIO IO ONITOBOM LIEHE.

5. YCJIOBUS IVIATEXA

5.1. TIOKVYTIIATEJIb cocraBnser ¢popmy-3aka3 u orcbuiaet ero IIPOJJABLLY no snexkrponHoii noute. B
teuenue 3nuei [IPOJJABELL nomxken orocnare [Ipodopmy-NuBoiic [IOKYITATEJIIO no snexTpoHHON
noute. [IOKYITATEJIb nenaetr 100%-to npenorutary, u ITPO/IABEILl Haunnaet nmpousBoacTBo Toapa.
[Tocne 3aBepmenus nporecca npousBojactea [IPOJJABEILL nomken nmoctaBuTh 00 3TOM B U3BECTHOCTH
[NOKVIIATEJIA no snextponHoil moure wiu ¢axcom. [TPOJIABEILL nomken ortocnats ToBapsl
I[TOKVYITATEJIIO HenocpeacTBEHHO MO 3aBEPIICHUIO MPOU3BOCTBA.

5.2. VIHBOJC BBICTABIAETCS NEPEA OTIPABKON MPOLYKIIUH.

5.3. B ciyuae nenoctaBku ToBapa [TIPOJJABELL 06s13yetcst BepHYTh OJTYyYEHHYIO CyMMY B TeueHue 10
(mecsitn) mHEH co AHs oruiathl ToBapa.

5.4. Bce GankoBckue cOopel B ctpane [IPOJJABLIA otHocstcs 3a cuer [TIPOJJABIIA, a B crpane
ITOKVIIATEJIA — 3a cuer [IOKYITIATEJIA.

5.5. BAHKOBCKWE PEKBU3UTHI CTOPOH:
TIPOJIABEIL:
«CEJIEHA DKCITOPT» 000

ITAO «MAP®UH BAHKY, B ropone Yepaomopck
Kon ET'PIIOY 21650966



M®O 328168
SWIFT kox: MTBAUA2D
p/p EUR 26009421491978

ITOKYIIATEJIb:
Belle Epoque Handels GmbH

bank:

Anpec 6aHka:

Howmep cuera: AT 135500010400027066
BIC xox: SLYHYAT2S

6. YCJOBUS U CPOKH IIOCTABKH

6.1. ToBap nocraBisieTcsl Ha YCIOBUAX CPT-3ansudypr, cormacno MTHKOTEPMC-2010.

6.2. [IPOAABELL nomken nocraButh ToBap B TeueHue 60 mHEH mocie MOJHOW OIUIAThl 3a MapTHIO
Tosapa.

6.3. Jlaroii mocTaBku ToBapa, coriacHo KoHTpakTa, SBISICTCS AaTa MepeceueHrs] TAMOKEHHON TPaHMIIbI
ABcTpum.

6.4. JlocpouHas nmoctaBka pa3penieHa.

7. YITAKOBKA U MAPKUPOBKA

7.1. Tapa u BHYTpPEHHSIS yIAKOBKa JOJDKHBI O0ECIICUMBATH 3alIMTy ToBapa MpH TPAHCIIOPTHPOBKE H
neperpyske, a Takke MpeAoXpaHsaTh ToBap OT BO3ACHCTBUS OKPY>KAIOILIECH CpeIbl.

7.2. Bce conpoBoauTeNbHBIE JOKYMEHTHI, TpEOyeMble B COOTBETCTBUU ¢ KOHTpakTOM, MOJKHBI OBITH
BBITNIOJTHEHBI HA aHTJIMACKOM SI3BIKE.

8. AIHCTPYKIMUMU 110 NTEPEBO3KE U U3BELLIEHU A
8.1. Jlo ormpasnenuss Tosapa ITPOJABEL] nomxen mepenats mo pakcy ITOKVYIIATEJIIO komuu
WHBoICOB cornacHo BHIIOJHEHHOW MTOCTaBKHU HE MO3Ke, 4eM 3a 24 Jaca /10 OTIIPaBJICHHUS.

9. MPETEH3UU

9.1. IlpereH3uM OTHOCUTEIBHO KOJIMYECTBA U KauecTBa ToBapoB nomkHbI HanpasisaTees [IPOJABIY
[TOKVYIIATEJIEM B Teuenue 3 nuelt ¢ natel nonydenus Toapa IIOKYITATEJIEM.

9.2. B cnyuae e npeabsasiaenus [IOKYITATEJIEM B teuenue 3 (Tpéx) qHEH MpeTeH3UN OTHOCUTEIHHO
KayecTBa M KoJM4YecTBa ToBapa, MOJIYyYEHHOTO IO KOHKpetHoMy MWHBoiicy, ToBap cumTaercs
KauECTBEHHBIM.

9.3. Ecniu TIOKVYITATEJIb Haxonut ToBap (BOJIOCHI) HEHAAJIEKAIETO KaueCTBa, HE COOTBETCTBYIOLIUI

ero 3akasy, To [IPOZTABEII o6s3yercs B Teuenue 60 qHel 0OMEHSATH TOBAp, C IHS MOJTyYeHHsI IPETeH3UU
ot [IOKVIIATEJIA.

10. APBUTPAXK

10.1. CTopoHBI 1OrOBapHBAIOTCS, YTO BCE CIOPBl M PA3HOINIACHSA, BO3HHMKAIOLIME W3 HACTOSIIETO
KonTpakra, onu Oy1yT pemiats myTeM IeperoBopoB.

10.2. B ciyyae HEBO3MOYKHOCTH PELINTh CIIOP WM pa3HOrjacue IyTéM NeperoBopoB, CTOPOHBI
JIOTOBOPHJIUCH, YTO B ATOM CIIydae CIop, IPOTUBOpEUHE WM TpeOOBaHHE, KOTOPbIE BOSHUKHYT MEXIY
cTopoHaMu 1o KOHTpakTy Uiy B CBSI3U € HUM, [TOJJIEXKAT [IEPEIaYe HAa PACCMOTPEHNE B MeXTyHapOIHbIH
KOMMEpUYECKU apOUTpaXHbIA cyl npu ToproBo-nmpoMbllUIEHHOW Manare YKpauHbl B CBSI3H C €ro
pernameHToM. K HacTosmieMy I0TOBOpy NIPHUMEHSETCS MAaTepHaJbHOE IpaBO YKpauHbl. MecTo
apOutpaxka — r. Kues. SI3bik apouTpaxka — pyCcCKHid.

10.3. Pemenue yka3zaHHOrO apOuTpaxka OyHeT SBIATHCS OKOHYATEIbHBIM U O00s3aTEIbHBIM IS
BBITIOJTHEHHS Kax 01 n3 CTOPOH.

11. ®OPC-MAXKOP



11.1. B cimyuae HEBO3MOXXHOCTH BBITIOJTHEHHS CTOPOHOH €€ 00s13aTeIhCTB 10 HacTosemMy KoHTpakTy mo
npu4rHe: 3M0apro, J000ro pojia BOCHHBIX NEHCTBUHN, ONOKaIbI, 3alpeTa Ha SKCIOPT WM UMIIOPT, Ha
KOTOPBI CTOPOHA HE MOXET BIIUATH, BBIIIOJIHEHNE CTOPOHOM YKa3aHHBIX 003aTeNIbCTB OYET OTIIOKEHO
Ha MEePHUOJ JCHCTBUS TAKMX 00CTOSTEIBCTB.

11.2.  JlocTaTo4yHBIM J0Ka3aTe€IbCTBOM HaJIM4HWs BBIIICYKA3aHHBIX OOCTOATEILCTB OyNET CIIYKUTb
ceprudukar, BBIIAHHBIA cooTBeTcTBeHHO ToproBoit Ilamaroit Crpansr [IPOJABLIA wnm
[TOKVYIIATEJIA.

12. IPOYHUE YCJIOBUSA

12.1. Hu ogHa U3 cTOPOH HE BIpaBe NepeaaBaTh CBOM IpaBa U/ WK 00s3aHHOCTH 110 KOHTpakTy TpeThbuM
aunaM 6e3 MUCbMEHHOTO COIacusl IPYroi CTOPOHBI.

12.2. JIroOble mONpaBKH U JOMOIHEHUS K HacTosmeMy KOHTpakTy mpHoOpeTaloT I0pHINYECKYIO CHITY
TOJILKO IIPU X 0()OPMIIEHUH B IMCbMEHHOM BH/JI€ YIIOJTHOMOYEHHBIMU IPEACTaBUTENIMU 00E€UX CTOPOH.
12.3. CTopoHBI [1OTOBOPWUIMCH, 4YTO IPAaBOOTHOLIEHUS IO JAaHHOMY KOHTpakTy peryiupyroorcs
MaTepHaIbHBIM IPAaBOM Y KPaUHBI.

12.4. Hacrosmuii KoHTpakT cocTaBiieH Ha aHTJIMMCKOM U PYCCKOM si3bikax. [lo ogHOMY y KakIoil U3
cTOpoH. B ciydae pasHornacuii aHrmMHCKU BapuaHT SBJSIETCS OCHOBHBIM.

12.5. Konuu Ilpunoxennii, MupoiicoB, Crneuudukaunii, [loarBepxnennii 3aka3oB, NneperaHHbIe MO
(bakcy, UIMEIOT I0OPUIUUYECKYIO CUITY.

12.6. KoHTpakT BcTynaer B CUIy C MOMEHTA ero nojanucadus CTOpoHaMu U IEHCTBYET B TEUEHHUE OJJTHOTO
rojja ¢ MOMEHTa €ro BCTyIUIEHHs B cwily. Eciim HM oJHa M3 CTOPOH HE OOBSBIAET O MPEKPALCHUU
nerctBust Hactosimero Cormamenust 3a 30 (TpuanaTh) KaJleHAAPHBIX JHEW 0 MUCTEUCHHS yKa3aHHOTO
CpoKa JieficTBUs, HacTosui KOHTpakT aBTOMaTHYECKH MPOJUIEBAETCS HA TOT YK€ CaMblii CPOK.

12.7. CTopoHBI JOTrOBOPWIMCH, YTO JaHHBIH KOHTpakT MOXET OBITh JIOCPOYHO PAcCTOPrHYT IO
UHHULIKMATHBE 0J1HON 13 CTOPOH MyTEM MUCBMEHHOTr0 YBeJOMJIeHUs ipyroit CTopoHs! He MeHee ueM 3a 30
JTHEW 10 JaThl PACTOPKECHUSI.

Correct any problems in the use of pronouns, adjectives, and adverbs.

1. My manager and me could not resist the once in a lifetime opportunity.

2. Because John and him finished their task so quick, they made a fast trip to the recently
opened snack bar.

3. If 1 do good on the exam, | qualify for many part time jobs and a few full time positions.
4. The vice president told him and I not to take the announcement personal.

5. In the not too distant future, we may enjoy more practical uses of robots.

Add appropriate commas.

6. Before she enrolled in this class Erin used to sprinkle her writing with commas semicolons
and dashes.

7. After studying punctuation she learned to use commas more carefully and to reduce her
reliance on dashes.

8. At this time Erin is engaged in a serious yoga program but she also finds time to enlighten
her mind.

9. Next fall Erin may enroll in communication and merchandising or she may work for a
semester to earn money.

10. When she completes her junior year she plans to apply for an internship in Los Angeles
Burbank or Long Beach.

Remove unnecessary commas. Add necessary ones.
11. Car companies promote leasing because it brings customers back into their showrooms

sooner, and gives dealers a steady supply of late-model used cars.
12. When shopping for a car you may be offered a fantastic leasing deal.



13. The trouble with many leases is, that the value of the car at the end of the lease may be less

than expected.

14. We think on the other hand, that you should compare the costs of leasing and buying, and
that you should talk to a tax adviser.

15. American and Japanese automakers are, at this time, offering intriguing lease deals.



