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1. CORPORATE MANAGEMENT

75 1A

The meeting
na'wn
The board of directors meets every three months.
D'7NINN NXYIN
The board of directors is appointed by the general meeting
of the shareholders.
ninn "1

Dividends are distributed periodically among the
shareholders.

D'MT2A'T

The amount of a dividend depends on the net profit of...
achieved by...

102 NIN
A copy of the annual report is delivered to all participants.
'MIYN NN
The balance sheet is attached to the annual report.
[TRAN

Directors are asked to study the documents beforehand.



n'>nonn n

At the meeting, the chairman of the board sits at the head
of the table.

NXYYINN URY Yl
The president of the corporation sits by his side.
TANNN N'Y)

The chairman conducts the meeting according to the
agenda.

DI'n 1TO0

The agenda is a list of items to be discussed during the
meeting.

D'VM9 ,0'RYIN
The agenda is made known weeks before the meeting.
DoN5NN
During the meeting, future strategies are discussed.
NI'AVIVON
The general policy is decided upon.

NI
New ventures will be taken into consideration.
NIYTN NIATI' ,D'j70Y
Legal aspects of joint ventures will be carefully studied.
NI'POY NI'SNIY

Before a resolution is passed, every manager may express
his opinion.

IMYT NN VN7 ;nu7nn

In most cases, the final decision is determined by the



majority. “

ann
Our president can place a veto on most decisions.
101 7'0NY
Merger agreements have to be evaluated in great detail.
aITn
A merger has to be agreed upon unanimously.
TR N9

Risky projects may be cancelled or postponed until a more
suitable time.

702ann"7

The general director is responsible for executing the
decisions.

yIx1a7
Sometimes he may need to take on additional directors.
0'"217
These executives will be given special tasks.
D'T'P9ON ,NIN'wn
Some projects will be given to an independent contractor.
'NNXY 727
These contractors may pass the job on to a sub-contractor.
nmwn |72
Department managers present their report.
NI "N
Each department is allotted an annual budget.

MY 2'X¥N



Managers are expected to abide by the budget.

(-n anN7 X7) '97 7194

Corporate Positions
D'T'PON "7ya

The managing director is one of the directors, chosen to
manage the company’s business.

1700 7nann

He is responsible for seeing to it that board decisions are
carried out.

NXYVINN NIV7NN

A good manager has to make decisions, to direct, to
coordinate and to control.

oOxXNY?

In a large and complex enterprise, these functions have to
be decentralized.

NI7XI9N ,NiNTIAN

Managers should delegate some of their authority to their
assistants.

7'¥NNYT
All the branch managers attend the meeting.
D'910N '7n1N
The research director outlines the latest developments.
D'NIN'D ;0770 01172 IRNN

The production manager will consult others, if technical
problems occur.



YV'm ,0y yy'nn

The personnel manager is consulted, if more staff is
needed.

DTX NI 7NN
He will also prepare their training program.
NIWIN N'DN
The financial manager will present the expenditure forecast.
NIRXIN
The chief accountant prepares the budget report.
2'%pNN NAT
Together they present the financial statement.
N'012'9N NIN¥NN

Assets and liabilities represent the two sides of the
monetary balance.

NINA"NNNI 002
At the end of the year, the accounts have to be balanced.
DATINN
The financial status of subsidiary companies is presented.
N2 niNan
Rehabilitation of a company is not always worthwhile.
DIP'Y
Sometimes it is better to dissolve a company.

197
Then it can liquidate its debts.

(amn) 704

Our firm always discharges its obligations.



NI'ATNNN
All our companies have a limited liability.
722m |12y

In a joint liability enterprise, each partner is liable for the
partnership debts.

Qnivun |[1;AYy

The chief buyer of a big firm is a specially trained, highly
qualified expert.

WNIN "N
He is in charge of the purchasing department.
w1 Ni77nn
He makes all the acquisitions from the suppliers.
Ny
Large acquisitions have to be approved by the board.
NINYINN

The marketing manager introduces new channels of
distribution.

NYON NINN'Y
Ideas for sales promotion are presented.
nNon DIT'R
These ideas are intended to increase the sales turnover.

nNonNn ITtnn

Summaries and Reports

NIN“ITI D'MID'o



The minutes are the summary of the meeting.
NN
The minutes are the protocol of the proceedings.
D'2'70N ;717109
They are kept to serve as a brief of the meeting.
n'¥nn

The managers’ subordinates will then receive notice of the
new decisions.

D'9I190N
The firm’s bulletin publishes new directions and policies.
[17yn

It is assumed that all the employees read the bulletin
attentively.

17 Nnivna
Therefore it is taken for granted that they are up to date.
D2TIVN
Sometimes we publish and distribute a circular.
TN

Correspondence within an enterprise is conducted by
memos.

DTN
A memo is a reminder and it is kept short.
pRIbis)
A report, on the other hand, may reach the size of a book.

niT

The report should have a clear self-explanatory title.



I'78n |2

The report will present objective findings and personal
opinions.

D'2'VPMAIR D'RYAN
It reaches conclusions that are based on facts.
nnpon
Practical recommendations are summarized at the end.
nix'mn
Sometimes it is followed by appendices and a bibliography.

0'N901 ,NIS0IN

management
2101

We are looking into a new T.Q.M. (Total Quality
Management) program.

2710 ‘MR 710
This program encourages workers to show initiative.
nnr
We hope that it will increase productivity.
NTIAY [IM9 ,NIMID
Incentives are offered to productive workers.
D'XYINN
They are encouraged to think in terms of efficiency.

niye



import and export
NIX"I NI2™
This year a lot of emphasis is being placed on exporting.
AT
We will export domestic goods world wide.
D'Mmipn

The Chamber of Commerce can help us in this matter.
ANoNN NdoYY

It has information about international trade restrictions.
ANoN NiI72an

Parliament legislates (makes laws); the Government
enforces them.

N9DIN
We have a worldwide distribution network.
nx¥oN
We represent many local and international firms.
D'ax'n

The many import restrictions in force protect local
manufacturers.

DI DY
The restrictions are enforced by tariff protection.

[An '0dN



personnel
DTN ND

Candidates apply for new openings after reading our
classified ad.

Allon

When a vacancy is advertised, candidates of either sex
may apply.

n'"Tnym

The rule of Equal Opportunity in Employment Law
establishes their right.

NHY NN
The law forbids discrimination in employment.
n'79x

Professional qualifications should be the only consideration
for hiring a new worker.

n"Mivn

Vacancies can be specific. For example: “English speakers
only”...

NI NN
...or “a secretary who can take shorthand”.
nnaxy
All applicants have to fill out an application form.
NITAYIN 091V
They are asked to provide their curriculum vitae.
D''N NI

It is customary to annex to it recommendations from
previous employers.



D'NTIZ D'P'oyNn n

This is impossible if the applicant wishes to be discreet
about leaving his present place of work.

INUN T
The personnel manager hires and fires the employees.
WIIN 'ANWYUN 70 ,0TR N 70N
He also decides whether to promote workers.
(An'T) TR

For hiring professional workers, the service of an
employment agency may be used.

NZIoOYN NIdIO
These agencies also supply part time workers.
n'P7n Nwna D'y

For a big seasonal undertaking, temporary workers are
hired.

D'INT D'TAY ;Y¥2n ,An'vn
They are paid a basic wage and a bonus.
TI0' DY

A worker gets tenure only after being with the firm for three
years.

niyap
Workers at all levels receive fringe benefits.
ninovn

These benefits are agreed upon by common consent of the
company and the labor/trade unions.

D'"VINPN D' TIA'X

All our employees retire at the age of sixty five.



D'YNID
They are then still covered by a health care plan...
'NI9T NIV

...and they have a regular income from their retirement
pension.

nYnIo naxy

how to consult?

YV''? T

If | were in your place | would try to...

| think it would be a good idea to...

You'd better talk to him about...

I’d suggest that you first try...

| think that you must report the...

Why don’t you consult with ... on the matter.

You would be better off going to...

Have you tried writing a letter to...?



| would strongly advise postponing it.

You don'’t really have a choice, do you?

| don’t think you have any alternative.

Oh no, don’t do that, before you consider it further.

That's a bad idea; it's a waste of time.

| don’t think it would be advisable to...

| can’t recommend ... at the moment.

| wouldn’t do that, if | were you.

It might be a good idea to look at it this way.

Have you considered the possibility of...?

phrases that make a special impression

QYUIN D'YIYY D"I0"



This business is a real rat race, you have to be exceptionalp
alert to succeed.

NnYMNS NiNNN

Your firm has been falling behind on payments, we’ll have
to reduce your credit.

INKY7
| can’t be at the board meeting today, can you sit in for me?
mipn NX X'mY

I've closed six deals today and written two contracts. Well,
it's all in a day’s work.

'MW NTIAY DI
Let’s get it over with. There’s no time like the present.

aMmay
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2. BANKING AND STOCK EXCHANGE

nOoNIAl NINPIA

personal banking
N'Y'NX NIXIA
| want to open a bank account.
711 [1awn
Just a regular checking account.
Uiy 1nwn
We need two identification documents.
0T 1DNon
Here is my identity card and passport.

NNt NTIVN



Please fill out this form. n
0910
Sign here please, this will be your specimen signature.
nnaIT
Would you like to open a savings account as well?
[120'N [1AWN

Just talk to someone in our savings department; they will
give you further details.

[120'N NI'DIN NP'7NN
Credit is given after three months of regular salary deposits.
'NIUN
My salary will be transferred to this account automatically.
NN
In that case we can issue a credit card immediately.
'NIUNX 0'0D

Credit cards allow one to buy things without carrying a lot of
cash around.

[nIt 90>

Payments are made at the beginning of the following month,
and no interest is charged.

nan
Large purchases can be paid for in monthly instalments.
D"YUTIN 0'MI7WUN

Will | be able to withdraw cash from another branch with
this card?

It 1wn?

Of course, you can use the cash dispenser with your credit



card. n

unIv0d
I'll need a list of your bank’s branches.
722N '910
| have to order cheque books with my new address.
NIXNNAN '0j719

Would you like to allow anyone else to draw money from
your account?

1wn?
The drawer is the person writing out or drawing the cheque.
UInn

The drawee is the bank on which the cheque is made
payable.

qwnan

The payee is the beneficiary, the person to whom the
cheque is made payable.

n{b])ahl
What is the balance of my account?
nne

| wrote a few post-dated cheques, and I'd like to check my
balance.

NI'INT NIKNNN
You have quite a large overdraft this month.
N’ NO'Wn
Two of the cheques you deposited have bounced.
Nt

Your account will be limited until you cover your debt.



722
Can | cash this cheque, please?
nIToe?

No, this is a post-dated cheque. It can only be cashed on
the date specified.

'NT

Is there is a commission charged for cashing travellers’
cheques?

n'my
Yes, there is a 5% fee charged on all transactions.
NN
| would like to exchange some foreign currency.
n‘on
What is the exchange rate for U.S. Dollars?
['9'7N WY
Is it possible to deposit some valuables in the bank’s safe?
7Y '¥oNn
Our bank rents safe-boxes for depositing valuable objects.
nisod
The rental does not include insurance.
NnNDYN MT

The safe deposit department is right down the stairs.

NID0d NP7NN



business banking m

N'POoY NIXA
| would like to speak to the bank manager please.
712N 7nIn
| am afraid I'll need a larger credit.

'NIUN

We can’t grant more credit unless you can provide sufficient
collateral.

[y
Has your firm ever declared bankruptcy?
7210 NV'WO

No, | had to liquidate my last company, but all debts were
settled.

(nan) 7194
Can | borrow money from the bank, meanwhile?
00> Ni77
| have a rather tight cash flow at the moment.
D'INIT DTN
Apply for a loan. I'm sure it will be approved.
NNI7N wpah
For the time being, we will lend you money at low interest.
ndIN1 Nfan
We will check if your collateral is adequate.
7'o0n
I’'m sorry, we cannot advance money until we get approval.

nNnTENn NNY7



The loan department will check your request and give yom
an answer by tomorrow morning

NINNZN NP'7NN
I'll need a statement of all my accounts.
Iawn g7
Please see any of the tellers; they will help you.
D'T'?9 ,D'NK94}?

This is a cheque made out to my firm. Can | deposit it in my
account?

T'?9oNn7

A non-transferable or crossed cheque will be paid only into
the payee’s bank account.

7272 20INY7 NXNNN
A cheque to bearer will be paid to whoever presents it.
In% nxkNNN

A crossed cheque is not negotiable and cannot be cashed
over the counter.

2'NO XY
It can only be paid into a bank account.
T'79n7 ,0'0n7

An endorsed cheque changes hands and responsibility as
well.

N20IN AXRNNN
The endorsee then pays the cheque in to his own account
201N

A bill of exchange is often used like a cheque in
international trade.



['9'7n Y0VW m

A letter of credit ties up the buyer’s money, in the seller’s
favor.

'KAYNK 2NON

It is an arrangement with a bank to guarantee payment to
the seller.

aNyY
Is this the foreign exchange department?
YINn yaon np'7nn
What is the rate of exchange for the U.S. dollar?
['9'7N W
The foreign exchange market has been unstable lately.
(n“vn) yIn yaon v
The selling rate changes every day.
NN WY

The central bank announces a new rate of exchange every
day.

'™ 712

Any transaction carried out after lunchtime is regarded as
the next business day’s transaction.

njpo'y

The bank’s selling rate of foreign currency is higher than its
buying rate.

NP WY
Is it wise to invest in foreign currency?
V'pwuny

I's hard to tell, and you know these investments don’t offer a
high interest rate.



nnilda N'‘an

the stock exchange
7V niNmMY aonian
A firm can raise money by issuing stock to the public.
00> 0"

The issued share capital is the amount of money which is
raised by selling the stock.

NP9 NN [In
These shares are sold at cost price.
NN NN

The situation of shares on the stock exchange was stable
before the weekend. Nothing rose or fell to any great extent.

ary
The Stock Exchange quotes shares and stock twice a day.
7Y NN

There is a morning, opening quotation and an end-of-the-
day, closing one.

NN'NO 'NN

On the London Stock Exchange, the broker acts for his
clients.

7N
He receives a commission in return for his work.
n'my

The jobber buys and sells for his own account and at his
own risk.



On other stock exchanges, there is no difference between
broker and jobber, they both perform the same tasks.

No1A DIo

D'T'PON ,NI70N

If you are not an expert on the stock exchange, you might
want to invest in a trust fund.

ninNXa Ny

These funds invest in shares and bonds, and collect a
commission on revenues.

AN NNAa'R

The Dow Jones industrial average totals the prices of 30
representative stocks.

'N"'Yyn 1mm

Then it deducts compensation for stock splits and
dividends.

D'MT2A'T

The result on the New York Stock Exchange shows the
trend of the market.

nnann
There has been a steady market for the last few months.

QN PIv

The market has been strong since the beginning of the year.

(77N (hnon

Trade is booming and prices have reached an all-time high.

“inm”
Many shares picked up and reached an all-time peak.

IYYINNN



Share rating is subject to fast changes. m
AN'T

The face value of a share does not determine its market
value.

A7 W

The value of a share is calculated according to supply and
demand.

Il ¥

how to ask for information
yT'n Uy ¥
| would like to make some inquiries about ...
There are several questions | would like to ask.
Can you please quote me...?
Please supply some more information on...
Can you show me how to...?

Can you provide further information on...?

| need some information.



Do you have a different idea on...?

| need to consult you about...

How can | get a detailed description?

How can | get some more technical information?

Can you supply me with additional references?

| want to ask your opinion.

This information is strictly confidential.

| would be grateful if you could let me know...

| would be grateful if you would assist me.

Your experience will be helpful.

| would appreciate your help very much.



phrases that make a special impression m
DYIN D'YIYY D'V

You must absolutely invest in these shares! It's a once in a
life-time opportunity!

D''N2a DVS

Investing in stock is like a roll of the dice; sometimes you
win and sometimes you lose.

(nrraip 7'on%) 1nY

If you want to invest in bonds and shares, it's a good idea to
be up to date on the market’s trend.

[>TIVN

Despite the market’s ups and downs, my investments have
shown a profit.

NI Ny

| didn’t sell out on time, so | lost some money. Well, you
know what they say, easy come easy go.

NnI?pa Y7210 ,nipa xa

If the worst comes to the worst and | lose all my money, |
still have my pension fund.

AN vNnan NNl
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3. ECONOMICS AND FINANCE

[Immi n'75'

general terms
"'

Macro-economics studies economic phenomena at the
level of the national economy.

NI niyoin

Micro-economics, on the other hand, studies enterprises,
or firms, and their connection with the national economy.

N7 Npm

Two main economic systems coexist in contemporary
society: market economy and central planned economy.

Nn'mwdy ,nNinr-na



Market economy is a free market which is guided by suppm
and demand.

PIY N7O'D
It is also known as the free enterprise system.
n'woIn nAtIY

The market-oriented economic system is never static; it has
booms, depressions, revival - and trade cycles.

79 NISI7N
During a recession, production is reduced.
Imm
This happens because private consumption decreases.
N'01D NdNIY

Central planned economy, on the other hand, follows a
plan determined by a central governing body.

npIan NN 707D

Political economy studies the problems of production,
circulation and consumption of goods.

nJ"NXx

Production is the amount of goods actually manufactured in
a given interval of time.

|AT 779 ,NPIoN

Productivity is the average amount of goods produced by
one worker in a given period or unit of time.

[1"M9

GNP, gross national product, is the total wealth earned or
brought into existence by a country in a particular year.

2“1, m71a miIN? xin

The GNP is usually larger when a country has economic



stability. n

n'2'D niaye
Economic planning aims at balancing needs with resources.
D'ANYN

Productivity will be higher if a country has good means of
production.

AIX' 'UXNIKR

The means of production depend on the country’s level of
industrialization.

viy'n

A stable currency reflects a country’s political and socio-
economic stability.

2'¥' yaun
Exports create an inflow of foreign currency.
(nn19) Nt
Imports lead to an outflow of currency.
(nx1IND) Nt

Import restrictions are enforced to prevent the outflow of
currency.

NIQ' Ni72an

With a sharp rise in imports, the deficit in the trade balance
increases considerably.

MNON |TNN
An economic crisis is a state of low trade activity which
occurs cyclically after a period of boom and one of

recession.

12570 "awn



terms
D'NAIN
Supply and demand is a key term in modern economics.
yX'ni vip

Planning future strategies requires a study of consumer
behaviour.

[27¥N NIANINN
Consumer goods are products (food, clothing, etc.) and
services (doctor’s, plumber’s etc.) that satisfy direct human
needs.

NJ"X "XIN

Elasticity of demand shows the degree to which demand is
sensitive to, or affected by, different price levels.

YI7'an Nivna

The cost-of-living index is a means of measuring changes
in the cost of living.

NN P TN

During the Middle Ages, barter was a common form of
trade.

['9"7N N0

A commercial firm makes profit calculations on capital and
income.

NI'NIN 2Iw'N
A cost/benefit analysis examines and values, if a project
needing large investments is profitable (in terms of money or
social advantages).

NIN/NI7y NiNY

Costs are either fixed or variable.



nri?y m

Fixed costs comprise, among other things, amortization and
overheads.

nwip Nty

Overheads are expenses related to the functioning of a
business: rent, employees’ salaries etc.

PN
Amortization is a cost, but not an expense.
nno ,'xn

Expenses are sums of money spent on the running of a
business, without adding to the value of its assets.

NIXRXIN

An investment in building, machinery, raw materials is
capital expenditure.

N'90D NNXIN
Manufacturing, sales and financing costs are variable costs.
nNYN NIty

Commodities are usually materials that require a
manufacturing process before they are ready for use.

D72 min ,NNINO

Prices of commodities are established at commodity
exchanges, by the free play of supply and demand.

uxXmil vup'a

the annual (yearly) report
mva nN“ITh

The annual report should reflect the firm’s financial



standing. m

N7 Ny
What is the trend shown by the report?
Nl ,NNan
The trend is stable for the time being.
ary!
Our firm has a large annual turnover.
TN

The figures will be presented at the annual shareholders’
meeting.

NI"IN '2y1 NO'ON
Dividends will not be large this year.
DT
The annual turnover has increased by 3%.
MIYN IThNN
All investments are mentioned in the annual report.
nypwn
The net revenue is calculated every quarter.
101 NO1dN
The report does not show great profit.
niN
The net income has decreased due to high/heavy taxation.
T2) 'lo'm
Do the figures include the overhead expenses?

NIIPN NIRYIN



Cash flow cannot be predicted accurately. m
DINITA DTN
It can only be estimated.
1IN
How do you calculate the value of a brand name?
ANIN DY
Reputation is considered a valuable asset.
7Y 72 00
How do you calculate the depreciation of dead stock?
X712 ,NN9 7Y N1
Please examine carefully last year’s balance sheet.
[TXN
The value of fixed assets has been revised.
D'VIA? D'0D)

Fixed assets such as real estate can depreciate over a
period of time.

7Y N'NoONY7

Current assets, assets which may be used up or turned into
cash soon, include investment in research.

qQuIY WD
Liabilities include long term and short term loans.
nain

The company’s operating profit has increased less than
expected.

21V9N NnIN

We will have to reduce management expenses next year.



21N NIRXIN m

Each company has to file a return at the end of the year.
No1dN on N“IT wan?
The tax assessor also receives a monthly report.
nniy 179
Tax is assessed according to the gross revenue.
-7 DXNNN2 YW

The financial statement has to include the evaluation of
stock.

'012'9 |AWNI T
A large stock can be expensive to maintain.
'N'7n

Evaluation of the stock is based either on cost or on market
value.

NN L[ TRIX

When setting up a budget, both expenditure and revenue
have to be forecast.

QYN

All departments are required to submit estimates of their
financial requirements.

0'"50>2 0'OX

financing
jmm

There is not enough capital to launch a new venture this
year.



Private financing companies charge high interest rates on
loans.

MM nNan
We try to finance projects from our own resources.
[nn%

In any case long-term financing has to be carefully
planned.

N NIOYT MM

A carefully planned financing policy always leaves an
amount of money in reserve.

MMM ni'y*m

Due to our steady financial standing, our credit rating has
always been good.

'WIYN AN'T
This is why it was easy for us to obtain security for loans.
nninvaa 7P
We do our best to plan every monetary year in advance.
D'90> MY
The capital market has been unstable this year.

NN 7Y
Last year’s inflation rate was higher than we expected.
N'X791'R Y'Y

Due to the high inflation rate, we shortened the credit
period for customers.

'KAYKN INT DR 10X

We hope bank interest rates will be lowered soon.



nann Y m

Sharp movements in the stock exchange have been
recorded.

7V NNMY7 nolia

Institutional investors had to plan their investments
carefully.

D"TOIN D'V'PYN
Many companies tried to issue shares last year.
nI‘n 2'oan?

It is not certain if you will be able to get a profitable return
on your investment.

N'NIN NIRIYN
The taxation policy encouraged investment in industry.
o™Mmn NIN'IN
New taxation regulations have lately been adopted.
Ho™MN NN
Investment incentives were offered to private sectors.
NYPYUN 'Yxnn

One of these incentives was a reduction in the tax on
profits.

n'niN 7y on

On the other hand, an import tax was legislated, to protect
domestic industries.

Xia'" on

The sales tax / purchase tax on imported goods was
increased by 5%.

nmp on

A higher tax on exchange dealings has also been passed.



YINn yaun Nijzoy 7y on

The growing exchange rate of the U.S. dollar has
accelerated inflation in our country.

N'¥791'RN NN YN
Due to this, the local currency has weakened.

MipNn yaovnn

how to evaluate?
WA XD
What is your evaluation of the...
| think it will be nearly...
| can assess the ... quite accurately.
How many boxes did you deliver?
I'd say we delivered about ... boxes.
How big is this shipment?

| think there are approximately ... tons.

How much will it cost us to...?



| can’t be sure, | can only guess.

It will cost ..., more or less.

| estimate that it will cost...

| suppose it might be cheaper to...

You are probably right.

Are these figures accurate?

No, this is only my appraisal.

It's almost the same as my estimation.

| think it will cost around...

I’'m sure it will cost no more than...

phrases that make
a special impression



oYU D'YUIYyY D"

The national economy has not been very stable lately,
although the business sector is trying not to rock the boat.

D'ITYT? DNAY
Investors are walking on thin ice.
NnIva X7 ,ar' X7 a¥nn

On the other hand, some sectors will always find a way to
exploit the situation.

..w Tn”

A country with a strong economy has a strong political
influence. You know what they say: money talks.

NYITN 7252 XN XN 7v2

It's a whole new ball game since Europe established The
Common Market.

NINYN 2XNn

Despite the Common Market, each country has to stand on
its own two feet.

NNXY NIdTA D"|7]'1ﬂ'7
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4. CONTRACTS AND AGREEMENTS

D'MooNl N'TIN

establishing commercial relations
NnNYpnan
The contracting parties have reached an agreement.
NTIN2 D'TTY

We want to establish and develop direct commercial
relations.

0017 ,0'pn"Y
It will be to our mutual benefit to sign a contract.
N'TTNN NIV

The agreement shall come into force on the date of its
signature.

qQ7In7 010"



...and shall remain valid for a period of one year.
q7In 12
This agreement is to be in force for twelve months.
971N
It will be revised on the basis of results achieved.
[i7in’
Upon the expiry of this period the agreement shall
automatically remain in force for additional periods of one
year.

noIpynn DI'0Aa

...unless either party notifies the other in writing of its
intention to terminate the agreement.

n"oY
The preamble is part of the contract.
NIaN

The preamble to this agreement constitutes an integral part
thereof.

772201 70

The parties will approve this agreement with their
signatures...

ninmn
...after which the contract has to be stamped.
7'1an
This action will give effect to the document.
71N NNY
The contract will be void if it is not stamped on time.

202



The annex contains all the necessary additions.
N901 ,N90IN
Sometimes a document may have an appendix.
Nn90)

The appendix contains information that is related to the
agreement.

Sy B 11/
All supplements have to be signed as well.
D'o0IN

This agreement is approved in the presence of both
parties.

NiNdINA ,TAyna
Note the accessory contract added to the agreement.
N901 NTIN
This contract is between a borrower and a lender.
ni'mi NN
Possession of the goods does not change.
ni7ya
Goods or equipment are lent for a period of time.
7RwUIN
The equipment lent shall be in good running order.
I'PD NTIAY 2¥N

The borrower undertakes to keep and to maintain the
equipment at his own expense.

2A'NNnN

The borrower undertakes to pay promptly all taxes and



fees. m

nnpUTa
He will be accountable for any damages.
ININN

The lender shall be entitled at any time to inspect the
equipment.

'NUN
None of the machines may be sublet to a third party.
WY TY
All customs duties will be paid by the lender.

oon 'nT

He will remain in absolute ownership of the equipment.
nn7v nitva
Any claims will be discussed in a labor court.
NTAY? I'TNA
The bearer of this document will represent us in this matter.
(nT2and 1oIn) 1m
He will present a Power of Attorney.

nid> 19" and

legal aspects
D'"VSWYN D'V

Please send us a preliminary draft before printing the final
copy.



NNt NLI'Y
We would like to revise a few articles.
4K
We do not accept clause number 5.
q'vo
Our analysis of this clause was different.
ninn
At this time the draft is still revocable.
210127 [N
Any one of the parties can retract.
NA07 ,uONNNY?

Any violation of the terms of payment may lead to
cancellation of the contract.

NN

The violating party will have to compensate the damaged
party.

nIxo7
The aforesaid is accepted by both parties.
7V7 2Amrn

We have to check whether the document stands in conflict
with commercial laws.

N1'Moa
...if it does, the contract is considered illegal.
"IN X702 AwN)

The legal validity of a contract is essential in case of a
dispute.



'VOwUN qPIN

In a dispute the contract will serve as documentary
evidence.

n'Tv'n AR

International trade and agreements have to comply with
international law.

MINT-"2 VOWUN

Jurisdiction and arbitration are important clauses of a
contract.

VI9'W NIDNO
A document has to be authentic to be admissible in court.
'"0ININ
The document will also be checked for falsification.
qrT

...in which case the court will declare that the document is
inadmissible.

(n"xD) ap X7

a price proposal (quotation)
‘NN Nyxn

Kindly let us have a quotation for the items on the list
enclosed.

2'NN NYXN

Please send us your latest catalog and an updated price-
list.

[>TIVn [In'nn

Prices may vary every half year according to supply and



demand. m

I

To secure prices, please make an advance payment of
20%.

nnTn
This special offer is valid until the end of the month.
TV QPN
Prices are subject to change without prior notice.
URIN NYTIN K79

This is due to the changing exchange rates of foreign
currencies.

DINYN ['9'7N MYY

payment
DI7vUN

Terms of payment for the first order will be COD (cash on
delivery)

NY'onn Nya ni7wn

Under a COD, payment is made on receipt of the goods; that
means that the supplier does not allow credit.

'WIWN NI RY

As this is the first time that we are working together, kindly
arrange for CWO (cash with order) payment.

NIATNN Ny DiYwn

CWO means that the buyer pays for the goods when he
places the order.



As you know, according to the contract, we are not obliged
to grant any more credit.

'mmn

72yn7 D'iNN

...therefore credit will be granted only as an act of good
will.

210 |I¥Y 7¥ nNn

We will, however, consider granting you credit on future
orders.

2w

Payment will be made by a confirmed irrevocable letter of
credit.

71012% N1 ‘M7
It will be opened in our favour with our bank in...
NNTIZ97

Sometimes we may require a cash deposit before
shipment.

'90) |IA'Y

yreviled dna thempihs
ni7wun

We are bound by our contract to supply the quantity
required immediately.

n''inN

The agreement states that two additional weeks are allowed
to prepare custom orders.

.Y |¥n



Inspection of the goods in respect of quality shall be
effected by the buyer’s representative.

NPT

Quality of the goods shall be confirmed by certificates
issued by the manufacturing mill.

NTIVN
The certificates shall show the results of the tests.
NIRXIN
We received an overshipment last time.

N’ NI7wUn
We have warehoused the quantity in excess.
1n0N'N

Please note that the packing list should show the weight of
the goods.

NTIN NN'WN
Packing lists shall be made out in quadruplicate.
D'PNIY NYIIX
Please send the invoice in triplicate.
D'PNIY NUITY

The seller shall be responsible for any damage caused by
inadequate or unsuitable packing.

77 ,j'o0n X7

Each package shall be provided with marking showing the
place of destination.

nyvann Ty

Please note the above mentioned, to prevent loss of the
goods.



rArabishirah! n

issuing a tender (RFP)
0N

We will grant a licence for manufacturing this product
domestically.

[I'UN 212V)
We will launch a tender for this project.
™oNn

Companies wishing to participate in the tender must send an
advance notice.

nmTeINn NYTIN

Preference will be given to the company offering earliest
delivery date.

nio'Ty

how to complain?

?11nn"? T

| would like to make a complaint.

These are not the items we ordered.

As the goods have arrived damaged, please replace...



I’'m not satisfied with...

The delay in shipment is unreasonable.

| can’t imagine why you...

I’'m very disappointed, | expected...

This is simply not good enough.

This is not the first time...

It has caused me enough trouble already.

| expect you to look into the matter personally.

Do you think you can sort out the problem?

How long will it take to fix the...?

| will have to ask you to be more cautious.

We should receive compensation for...

Please send us a refund for...



I’'m afraid that’s no excuse for shoddy workmanship.

| hope this will not happen again.

phrases that make a special impression
DY D'YIYY D"V
| thought this contract would be a piece of cake to prepare.
“‘nitp A’

Their constantly changing their minds was a pain in the
neck.

TIun
Anyway don'’t get carried away, it isn’t signed yet.
an7Ivn

There is nothing to discuss, this is my last offer. Take it or
leave it.

‘W' N NT7) )T 1IWn IR DINT 737

| fixed all the articles as agreed. | started from scratch and
rewrote the entire contract.

09Xn 7'nnnY

Yes, | can approve this copy. It's more or less what we had
in mind.

1V
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5. RESEARCH AND DEVELOPMENT

NIN'SI 37NN

general
"'

Our R&D (Research and Development) Department has
been expanded recently.

(nmm'or znn) 9“n
There is a great demand for competent scientists.
DWIIN DYTN

People who search for and recruit new talent are called
“Head-Hunters”.

O'URY "TX



Our chief scientist is an international expert. m
WK VTN
Many of our projects were based on his evaluations.
NN

A large percentage of the company’s revenue is devoted to
research.

UTPIN

All our latest technological developments are kept strictly
confidential.

Nnu7NIN NIFTIOA
We apply strict safety tests to all new products.
NINTOP NIN'VA NIF'TA

The laboratory results have proved to be trustworthy.

NTAYN NIXXIN
Reliability is essential, especially for delicate lab equipment.
I'TY ,ua
All research conclusions should be filed as top secret.
nnpon

The security officer’s duty, among his other duties, is to
prevent industrial espionage.

M"YYN 7121
New inventions will be registered as patents.
D'VIVD

This action has been taken as a precaution, to secure the
rights on our inventions.

nn'ar 'wxnx

Some discoveries occur simultaneously in several places



through sheer coincidence. m

DN 9N
High-tech products are made only to order.
YT' "My DNIXIN
They have to be custom built for each client.
NI7n nantn '97
Sometimes we may produce only a semi-finished product.
ANAIM '¥N XIN
The client will then specify what final adjustment he desires.
[0 ,ANXNN
All lines have to meet high international standards.
D'NIX7-|'2 DN
A conveyor-belt is used for mass production.
V1 010
An assembly-line requires less man-power.
N2> 09

The assembly line is flexible to permit modifications in the
technological line.

o'"n'v

Durables are goods that last a long time, like a television
set, or a refrigerator.

NN"7-112
Food and clothing are non-durables.
NOVIY NDMIX7 DMIXIN
Today many products are called environmentally friendly.

nao07 DN T



This means that they are made of non-toxic materials.
D'7'vN-XY
...which can be recycled after use.

o"TniNnN

presenting your product
AXINA Naxn
| would like to outline the main features of this new product.
NIMP'V NN

... and of course, | will compare it with similar competing
products.

D'NNN
In turning this product out, emphasis was laid on safety.
waTn
Our firm enjoys a reputation for giving reliable service.
'R NN'Y
This is why our trade mark is clearly printed on the package.
NoN |IN'0

We believe that, following the latest improvements, our
product will meet with a ready sale.

DO
We may even boast that it is unique in its field.
12’2 TN

It is easy to use, and portable.



™ El

Several professional articles have described it as the best
product of its kind available on the market at present.

D"VIX{7N D'INKRN
The first prototype raised a lot of problems.
019'0-2X

Many improvements have been achieved since we
presented the first mock-up.

DAT
We eliminated flaws, if we found any.
D"
The reliability of this component is above average.
aom
Let me point out some more advantages.
nnNn
It has an excellent new shock absorber.
D'VITYT D712
We have made the frame more flexible.
nwmna
...and the rubber seal has made it water proof.

n'nY% nIuvX

The product is hand made
T NTAY

experimental



11'0)
disposable
myo Tn
suitable
D'NNN
satisfactory
[1¥1 yrawn
accurate.
TN
sensitive
U
reliable
AN NN
sophisticated
DoNINN
hi-tech
VT My
unique

TN

It is made of natural materials
n"'yav

organic materials



D"AIN
silicone
[177*7'0
sawdust
nI0)
scraps
NINLVINA
stainless steel.
T7N-78 NT79
armored glass
NN NDIRT
optic fibers
D"USIX D'2'0
artificial materials

D"NIDXN

This material is smooth
77N
delicate
|'TY
elastic
wma
fragile

'Y



absorbent
910
porous
il tral
viscous
nmy
sticky
T
dissolving
ooinnn
solvent
onn
inflammable
nZ'?2nn
corrosive
ONN
perishable
n'7Dnn
unusable
wUmw x7
decayed
nilral
coarse

04 ,050INn



dense
3'no
homogeneous
T'NN
heterogeneous

TNN XY

key phrases in a presentation

NNonN 'odYUnN - Nn'XVITMO

Good morning, thank you for coming.

I’'m delighted to introduce Mr... from...

He is the development director at...

Hello, | have been invited to talk about...

My presentation will cover the following points...

Finally, | would like to summarize and draw conclusions.

Please save your questions until after the presentation.

On the board | have written the figures for...



These figures match the slides | will show later.

Let’s take a look at page .... of the report.

Could we please turn off the lights?

| would like to show a video presentation we have prepared.

If you’ll bear with me for just a moment...

That’s a good question. We shall of course...

Before we finish, are there any questions?

| think my analysis shows that...

Thank you very much for your attention.

| hope the presentation has been helpful.

| have enjoyed being here today.

...and thank you for inviting me.



phrases that make a special impression
DYIN D'YIYY DMV

It goes without saying that every new product should
improve on the previous one.

I'7NN N2

The development department accompanies a product all the
way until it is ready for marketing.

TN 7D INT
We never cut corners on safety precautions.
nn'o 727

| love working with raw materials and watching them come
to life.

o'T'al Ny DAy

I’m having some trouble solving this, will you lend me a
hand?

2Ty

I’'m sorry | don’t have time right now, but I'll look into it
tomorrow.

[1N27,;771727

| could give you a few tips that might help you solve the
problems faster.

D'Tn ,NIX'y
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6. MEETINGS AND NEGOTIATIONS

onIrTI NIY'aS

schedule an appointment
NYIA9 [IAIX

Good morning. I'd like to make an appointment with the
sales director.

nYIo yipY
| have received a letter, in which he offers his cooperation.
N7Yo qI'y
The matter should be discussed in greater detail.
an' vn'va

My company is mainly active in distribution.



2

It would be better if the sales director could attend the
meeting as well.

-1 N1 NI'nY
Both of us can benefit from this meeting.
Nn2vin p'on?
Would he have some free time next week?
M9 N1
What time would be suitable for me to come?
071N ,0'RNN
It is much more convenient for us to meet in my office.
nin
| would like to confirm my appointment for tomorrow.

nnxY?

Unfortunately, I'll have to ask you to reschedule the
appointment.

... TYIN DX NRYY
Let's arrange a new date.
Yaj ,|om
I’'m sorry that | can’t keep the appointment.
nx 0"
An emergency has turned up which requires my attention.
27 NNIYN DX WAIT
Perhaps we could fix an alternative date now.

'917n DI

| will confirm the new date after checking my appointment



book.

TUKN
| suggest we meet for a business lunch.
N'jPoy NNINX

That is the only time | have free; other than that, my diary is
full.

X'm nmrn

| will send you a brief before we meet, so you can review
the data.

11707

at the meeting
nwnaoa
A receptionist receives the visitors and directs them.
n722p NT'Po
Mr. ... is expecting you.
noxn
The conference will start in a few moments.
na'w
Meanwhile we can wait in the waiting room.
NINNNN TN
Please follow me, I'll show you in.
DONN NI7R
I’'m glad we’ve got this opportunity to meet.

nimTm



| called this meeting in order to reach a decision.
nu7NnT yanY
Let’s get to the core of the matter.
['"vin 17
First, | would like to outline the situation.
NIMP'YN NITIRIN DX WATNY
It is important to point out that...
[''¥7
Can | have your analysis of the report?
(A¥n) niM1
| didn’t quite understand, could you clarify that last point?
3NNt
I’'m sorry, | don’t follow you.
'Mian XY
Let me develop that issue further.
NNo9Y7

| think | can already sum up the main issues we’ve agreed
upon.

D207
It looks like we have covered everything.
“n'o"’
| would like to conclude our meeting.
nd>0Y
Does anyone have any last remarks today?

nNyn



...If not, I adjourn this meeting for...
(M'wn NKR) NNIT
...and thank you for your contribution.
I
| look forward to hearing from you soon.

.7 noxn

negotiating
[nnI XUn
In negotiating, it is better to propose than to impose.
N7 ;y'¥nY
Do not ask for favours.
NI
Use obvious arguments to make your point.
DN D'7INY
We agreed on most of the terms beforehand.
D'NIN
The meeting is to discuss details.
D'VI9] [IT?
We will have to negotiate a few items.
7V |Nni1 Xwn Mm%
What is your point of view?

NI NI



Well, first | object to the terms of payment.
TANN
Your bid was less attractive than those of other firms.
2NN NYX¥N
Perhaps we can reexamine our quotation.
wTNN [IN27 717w
| appreciate your position.
N Lfan
My firm has to take into account all aspects.
[lAwN2 NNpY?
We are currently negotiating with a number of firms.
DT
No agreement has been finalized yet.
N'010 WAIA
We like to leave all our options open.
NI'YOIN
We can offer you a sole agency for one year.
17 vxnY
This will give us an opportunity to evaluate your ability.
N7 DX )WnY
Can you suggest a compromise?
nIwo
Are you in a position to offer more significant discounts?

nTNY

If | agree to the modifications you offer, can we close the



deal?

D"y
Yes, these will be more acceptable terms.
D'221m
I'll have to amend the quotation and send it back to you.
[{7N7
The agreement must be confirmed by written notification.
2ANd1 NYTIN
Do | have your consent to prepare the contract?

nnooNn

Let’s work for a trial period without any written
commitment.

N> NIAYNNN
Good, we’'ve made some progress today.
nMTPNN
I’'m glad we reached a compromise.
nIwo
Let me send you a summary tomorrow morning.
nId'o
| hope this will lead to a mutually profitable business.
N'TTN NN
| look forward to a long and successful association.

DY



how to show enthusiasm

?9yonnY 1D

This is just what | wanted. It’s great.

It's unbelievable, you read my mind.

Thank you, I'm flattered.

This is beautiful.

Perfect, | like it.

| love your new...

It looks incredible.

It's a wonderful idea.

It came as a pleasent surprise.

| admire the way you...

Good work, very impressive!

I’'m amazed you finished it in time.



It sounds exciting.

The design is astonishing.

| didn’t expect it to be so colorful.

It's very pretty.

It catches the eye immediately.

Outstanding, good work.

phrases that make a special impression
DYIN D'YIYY D'V

I’'m sorry, | didn’t mean to insult you, it was just a slip of the
tongue.

no NL'79
| hope we can clear the air between us before we continue.
NIRD IR V'ANT7 N7
Of course | accept your apologies; no hard feelings.
n1'o '

Before we start, give me your bottom line, what is the



price?

NINNNN NMIYN

Please bear with me for a moment, and I'll explain all the
details.

("78) Nnn720
| don’t mean to give you a hard time, but [ am in a hurry.
“‘D'wp 0'"'n )7 niwy?’

Sir, if you will just give me a chance, I’'m sure we can both
benefit from this meeting.

NI 7 N

| understand, but you see | have to draw the line if the
project appears too expensive.

ni712a arxn?

I’m sure we can work out all our differences and agree on
the price.

2IN5Y

You certainly drive a hard bargain, | didn’t expect to sell at
this price.

NI9'PNA NNNN

Let's shake hands on the contract, until the typist has it
ready for signing.

DT N¥'N72 DD0)
Between you and me, you’ve got yourself a good deal.

111’2
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7. MARKETING AND SALES

nnNoni 'y

market research
D'PIY PN
We are opening two new branches soon
0'910
We work strictly on a franchising basis.
nneoT

We have to carry out some market research prior to the
opening.

D'PHY 7N
We will need a survey of consumer habits.

NOMY 7200



A variety of surveys are carried out to gather information:
yT'n 910'~R
Market research is a fact-finding procedure.
NITaw 171
Most research is based on statistics.
Nj7'u0'LLO

It consists in gathering and analysing data on the relation
between product and market.

DN NNy

The research aims at supplying the right products for the
right market, at the right price and time.

7907
Marketing research has to carefully assess market trends.
71U Ninan
Only objective analysis can produce the right conclusions.
nnpon
A market forecast is essential for future planning.
TN

The research will help us predict the market share we
would have to reach for the new product to be profitable.

Iy NN
It will also enable us to determine the break-even point.

[IT'XN DT

marketing



18T
We would like our product to penetrate the market fast.
NITNY
Therefore we shall have to offer a more competitive price.
MINNN

If you reduce costs, the price can become more
competitive.

Ny oY

Market fluctuations make it impossible for us to keep the
prices stable.

nITN
Your prices are reasonable.
D120
We would like to test the market first with a trial order.
N1II'01 NN
We are confident that the goods will find a ready sale here.
n'T'M ,NNIV] NN
Demand has lately exceeded the possibilities of supply.
YN W
We have been flooded with heavy last-minute orders.
119XIN
Can you guarantee regular deliveries for large orders?
NI71ITA NN

If your prices are attractive, we will do our best to promote
sales.

nNon oTRY



We have gained a wide experience of the requirements om
the local market.

nwwnT

We have very good connections with all the leading
wholesale dealers.

0''X110'0 b'NIO

Through our distribution channels, we are able to reach
almost all the retailers.

O'RAYNPZ ;NXON NNNY

We would be interested in examining the display system for
your products.

NAIXN NDYN
What special discount could you grant a sole agent?
"TV71 D10
| was appointed their sole agent for this area.
main
Our sales agents work on commission only.
nimy
Each agent has a defined sales region.
2TAIN NNDNAAIT'R

Agents are provided with samples and demonstration
models.

NAIXN '"NAT

In case of customer insolvency, commission will not be
paid;

[IVA'S AWID 7 TVUN

...in the event of any commission having already been paid
to the agent, it will be refunded.



'90D ATNN

The sales manager receives periodical reports from his
travelling salesmen.

D"NOIPN NIN“IT

sales
NN
End of season sales usually bring in good money.
NIy 910 NN
Even better bargains can be found at liquidation sales.
710'n N1'On

We are closing for renovation; all goods at liquidation
prices.

YIO'Y
If you persevere, you can find goods at rock-bottom prices.
N'MNN NN

In order to accelerate stock rotation, we advertise special
offers for a limited time.

IX'Tn niMitnn

Chain stores and department stores offer a wide range of
consumer goods.

12-7D NI'AN DY NIfN
They invest effort in promoting the point of purchase.
N1DNN NI

We have seen your advertisement and would like more
details.



| have been studying the catalogue you sent me a few
weeks ago.

0's0I11 0'VO

17017

| feel that there would be considerable demand for many of
your items.

nn nwnIT

We would like to order the following articles from your
catalogue.

0'X2N D'0MI9N
All you have to do is fill in the enclosed coupon.
Q1IN WINN
The local distributor will deliver the order within 48 hours.

MITRN Y'ONN

terms of payment
DI7YUN 'NXIN
We accept with thanks the 12% discount you granted us.
DN7IVN

The draft has been made out for payment 30 days after
sight.

['9'7N VW

Would it be possible to receive a larger discount against
cash payment?

[nITN2 DI7WUN

We have a low margin of profit, which prevents us from



granting any further reductions. m
D'21N NN "71Y

We are prepared to offer you the following terms of payment:
half on order and the remainder in monthly instalments.

D"YTIN D'NI7YUN
We will place quite a large initial order.
NIIYXRI NI
Can you guarantee regular delivery for substantial orders?
NI2ITA NN

For the order you placed with us, we suggest the following
terms:

O'RAN O'NXINN

50% on your confirmation of the order, and the balance of
50% at delivery.

Rt

We will grant you quarterly settlement terms in the future.
D'1Y21 DI7WUN 'KIN

As agreed, we will pay COD (cash on delivery) this time.
N1'oNn Ny NIt

The merchandise will be handed to you on acceptance of
payment.

DI7UNN N7ap

You proposed that we grant you six months credit for this
initial order.

D'YUTIN NY'W7 'RNIUKR

We have explained however that trial orders are supplied
only against cash or Letter of Credit.

'KOYUNK 2ANON



As soon as we receive confirmation that the L/C has beem
opened, we will ship your order.

YR 77

The initial order will be despatched, subject to our receiving
satisfactory references.

[I¥7 NIy*awn Nixnn

It is customary to grant credit only after the customer has
submitted business references.

'NIWUN 7'Vn7

Your order will be processed as soon as you let us have the
customary trade references.

VXann

Then we shall be glad to consider offering you open-
account facilities.

Nnino |1avn

Please supply us with information on your firm’s financial
standing.

'011'S Tnyn

documents
n'o>non

We should be obliged if you would quote us your lowest
price.

(h'nna) 2%
Our agents have asked us for quotations.
2NN NY¥N

All sales must be accompanied by an invoice.



Invoices are used, among other purposes, for book-keeping
and stock control.

n1anwvn

'N7n N
An invoice lists goods and states price per unit.
nT'N'7 'Nn

It also states the date and means of dispatch, and the total
amount owing.

NaIN nPon X“No
A pro-forma invoice is similar to the commercial invoice.
NNII9N9 ,0'NN NYXN

The goods are dispatched to the customer after payment
has been received.

DI7UNN N7y

On receipt of the goods, the receiver signs the delivery
note.

n1'on NTIVN

His signature implies that the goods have arrived as ordered
and in good condition.

['P1 ,210 2¥N2

A receipt is a written acknowledgement for things received,
money or goods.

N7y

The sales department is instructed to confirm every order
before shipping.

WKL ,NnKY

Please confirm by letter or fax the order you placed by
telephone.



N1I970 NNt m

After approval, the order will be carried out.
yxIan
If a client returns goods, we issue a credit note in his favor.

'D'T NTIVN

making your acquaintance
(nrum'y nixnarT) 77Dn% T8O

| don’t think we have met, have we?

Let me introduce myself, I'm from ... Ltd.
Hello, | represent...

Excuse me, | didn’t catch your name.

My name is ..., and | am the ... manager.
Here’s my card.

Let me give you my fax number as well.

This is my colleague, Mr...



I’'m very pleased to meet you.

How do you do?

| don’t think you have met ..., have you?

...and | believe you already know...

Sure; we met at the last conference.

Yes, | have. It's a pleasure seeing you again.

Hello, it's nice to see you again.

May | have the pleasure of introducing...

I’'m glad we have finally met.

We should get together some time.

I'll give you a call.

Please do.



phrases that make a special impression
DYIN D'YIYY D10

Our last product really hit the jackpot; the demand was
higher than we expected.

“1Ta” n'7xn

This marketing idea is great, the sky is the limit with all the
opportunities we have.

21120 DN D'MWN

Don’t worry, I’'m sure you will succeed, all in good time,
you’ve just got to be more patient.

IMya T 'D

I've just finished two long meetings and | have a headache, |
think I'll call it a day.

“DI'n DX 1120Y°

If your strategy is likely to increase sales, you have my
consent to go ahead.

J'wnnY

| didn’t believe he would make it, but you know what they
say, you can’'t argue with success.

NN7¥N DY NDINNYT TWON 'X
If you are certain that’s the right thing to do, then go for it!.
“Int w17’

| know what | hope to achieve, but I'm not sure how to go
about it.

NINT Y¥17 ,1"ya 7907 7'nnin?



how to confirm and approve?

?9wx71 nDonY? TXD

You're absolutely right.

| can’t agree with you more.

That’s what | think.

That’s exactly what | mean.

In such a situation, | would do the same.

| suppose you are right.

Yes, that’s a good idea.

| will support you with the...

You have my consent.

| think we have a basic understanding.



All right, | will see to it.

Trust me, I'll take care of it.

You can count on me.

Go ahead, you can...

No, | don’t mind, please do.

That will be just fine.

Good, this is just what | wanted.

Yes, I'll approve the...

Please get confirmation before...

That'’s fine by me.

I’'m in full agreement.

I'll get down to it straight away.



phrases that make an impression
DYIN D'YIYY D'V

Of course you can print this file, as a matter of fact this
printer was designed to support graphics.

(NTa1wd) Nnwyn?

| like the challenge, | will get this project done by hook or by
crook.

D'YXNNN ‘D]
| will take care of this right away, consider it done.
qINA> NXT AR

It is very simple to operate this program, I'll have it done in
no time.

“p‘x—pl‘x” ’Ily an)

The computer program works on and off, | can never rely on
it.

DY97 DYOSn ,|'AN'07
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8. TRANSPORTATION AND INSURANCE

NIVl n7aIn

transportation
n7am
Means of conveyance circulate by land, sea or air.
n7amn
Route selection depends on many factors.
DM

Air transportation used to be chosen only for small goods
of great value.

n7am
Airfreight used to be very expensive.
NN NN

Today commercial aviation is more commonly used.



N'NON N9IYN m

Air freight is also the solution when time is short.
Rhbh

Please advise us the moment the consignment is ready for
dispatch.

ni7wn
Pack in shock-resistant and waterproof containers.
DWITYT "2'0N

Sometimes we might use disposable packing for
convenience sake.

NniMmyos -Tn NIMX

Insufficient packing might lead to the goods being
damaged.

NpPo0on 'N7a nTIX

general terms
D'NaIn

Incoterms are international commercial terms used
worldwide.

D'"MIX7-]'2 D"INOoN D'MIN
We have our own means of transportation.
nYann 'n
We will collect the goods ex works.
AIx'N 7vonn
Ex works means off the seller’s premises.

D"aANNI NVYN



The buyer takes responsibility for the goods from the
seller’s warehouse.

niMnx

He has to arrange transport and insurance by his own
means.

NIIANN [AOR7

F.O.B. means Free on Board; it is used in aerial and marine
shipping.

nm' n7am

The seller is responsible for loading the goods on board the
ship.

0'nyn7,|'vun?

The buyer takes over, the moment the goods have passed
the ship’s rail.

N'"INND NN

We will send you an advice of dispatch as soon as the
shipment leaves.

NYTIN

This letter informs the buyer that the goods have left the
point of departure.

N1'TY
Under C&F the seller covers the entire voyage.
171> yonn
This means that the seller covers the cost and the freight.
n7amnn1 niyvn
Freight is the money paid for the conveyance of goods.
n7amn

It can be assessed by volume, weight or value.



The buyer picks up the goods when they reach the port of
destination.

wIn

TV

The buyer bears all insurance risks from the moment the
goods have been loaded on board.

... RYI

If the seller pays for part of the insurance, the term will be
C.L.F., meaning Cost, Insurance and Freight.

niva
Under CIF, insurance is taken out by both parties.
D'TTYN Y
The seller will take out a general average insurance.
n'770 NMaX

The buyer on the other hand protects himself against
special risks.

D"TNnI'M D01Id'o

documents
D'>non
There are many documents used in shipping and transport.
n'>non

A bill of lading, used in transportation by sea, is a receipt
from the shipowners;

[yonn oY

...it describes the goods and is also a contract of



affreightment. m

N72IN DN NNDY ATIN

A bill of lading is a receipt that proves ownership of the
goods.

ni7ya NN
Its equivalent in land transport is the wayhbill.
NNINO NN'WY

A dock warrant is a receipt for goods deposited in dock
warehouses.

q'¥IN [ONNA NTPON NTIVAN

All documents relating to the cargo have to pass through the
port authorities.

7010 NI'wN
The invoice for the goods has to be sent to the buyer.
nawn
The packing list helps identify the incoming goods.
D'V9 NN

If you have any complaints to the carrier, bring it to his
knowledge at once.

N721n N1an

Notify the forwarding agent about any deficiencies in
shipment.

ni7wna 0"

Attach a copy of your insurance policy to the complaint.
NIvaN No'™Io

Lay time will commence six hours after the ship’s arrival.

nNY Nt



A bonded warehouse is a building in which dutiable goodm
may be stored.

nany jonn
The goods will be stored until duties have been paid.

oon

insurance
niva
What is your insurance policy number?
NIV AN NO'7ID9 190N

A policy is a document listing the conditions under which
goods are insured against risks.

D'XIN
It also states the term of expiration of the insurance policy.
bliva)

The policy requires a description of the property insured.
nwnIT
It delineates the hazards insured against.

NINNN
Will you please quote your rates for the cover?
(h*nn2) a7
What will the annual premium be?

N'MIYN N'N1oN

The premium is the amount of money paid to insure the
goods.



N'MIoN m

The insurance contract does not enter into force until the
premium is paid.

O7IN7 010

The insurance company issues an insurance policy at your
request.

nj?'9IN
To do this, you should contact your insurance agent.
nIv'aN 210

A claim for damages must be supported by the relevant
documents:

nonni

...the insurance policy, invoice, bill of lading, certificate of
loss and an assessor’s report.

'Nnwn N°IT
An assessor has to estimate the damage.
TIMXRT wn?
...and of course proof of loss has to be shown.
727 ANoIN
All this information has to be sent to the claims department.
NIy an npnn

We enclose the average adjuster’s report and
photographs.

'NnY NT
How do you assess the premium?
N

The premium in most cases is determined by a declaration
of the insured party.



NINXN
It also takes into consideration the amount of risk.
.. 2wNnn
The insured party declares that the facts presented are true.
alhiYa)

The insurance contract may be void if any of these facts
prove to be untrue.

qIn Yon

Lloyd’s is an association of underwriters (insurers) and
insurance brokers.

TIA'R

It does not trade in insurance, but acts as a governing
body.

7010 qia

They make rules and arrangements to help insurance
agencies.

n"TOoN

different types of insurance
niv 10

A valued policy specifies the agreed value of the subject-
matter insured.

NOWIN no'7I9

In an unvalued policy, the sum written is not the value of
the property insured.

oYM 'n7a no'io



It states the maximum limit of recovery in case of total Iosm
‘mropnn 71:an
Could you insure the following goods against all risks?
D"1>'0N 72 TA)

“Against all risks” does not really cover the goods against
all risks.

['210N NX NodN
It covers against risks that cannot be foreseen.
"T'N7 01N X7

Perhaps the insurance that covers most risks is total loss or
damage.

PTYIN |TAIR 70 T

Losses arising as a consequence of improper packing will
not be indemnified.

IX19!
Does the extent of liability cover flood and earthquake?
NIMNKRN DINN

Force majeure includes natural disasters such as storms,
earthquakes, floods and destruction by lightning.

"7V NId
It also relates to acts of war, riots and revolutions.
nNONN

What other types of insurance do you offer? What is total
loss?

M2 770 TN
Total loss makes the property valueless to the owner.

7V 0N



Actual total loss refers to the physical disappearance of tlm
goods.

'Unn 1ima '7'o TaIx

Constructive total loss means that the goods still exist
physically.

2'UPNVOAY ,IM2A 77 |TaIN

The goods are so badly damaged however, that it is
uneconomical to repair them.

'NTD N7
The cost of repairing the goods would exceed their value.
(n'200) nr¥IN
We also offer average loss insurance.
NN2AX NIV

Average loss is of two kinds: general average and particular
average.

D210 1Y
General average is declared as a state of emergency.
n'7%7D nNax
Goods are destroyed deliberately to prevent a disaster.
h[bal
Particular average is an involuntary and accidental loss.
N'7'7n NN
It will cover the goods against certain risks.
D'M'IoN D1I>'0

A floating policy is taken out for a year, for a total amount
of cover.

NOX NO'I9



Every time that a shipment is made, the cover value of thm
respective shipment is deducted from the total.

10N W

The open cover is a marine insurance policy taken out for a
year.

NIN9 "0
The value of the property has only been estimated.
Wi
There is a maximum figure for any individual shipment.
TN NN

The policy will be renewed when the entire amount of money
has been expended.

apNa
Since it is not possible to send the policy itself with every
shipment, individual shipments are accompanied by
certificates of insurance.
DN

The voyage policy insures the goods for a single voyage.

n279n0 No'"7I9
It is taken out by firms that make infrequent shipments.

NN D'y

The time policy usually covers the ship for a specific interval
of time.

[AT 719
During this time more than one voyage may be carried out.
nyxin

The mixed policy combines the voyage policy and the time
policy.



N2IYNn no'Io m

It may contain a ‘continuation clause’ stating that the risk
remains covered if the ship is at sea when the policy expires.

ninsvnn q'vo

how to disagree?
?hn>on Hoin yran' 1D
I’'m afraid | can’t agree.
| believe you may be wrong.

I’m sure you have made a mistake.
| have to differ with you on this point.
| am not convinced that...

I’'m not sure yet.
| can’t make up my mind.

| would like to look into it first.

I'd like to think it over.



Please check the figures again.

They don’t accept your recommendation.

That can’t be right.

No, that is not true.

| don’t approve the...

| don’t agree.

| disagree with...

phrases that make a special impression
DY D'YIYY D'V

It was a load off my chest to find that I'm covered by the
policy.

1% yun N7 ax

Just for the record | would like to state that | have never
had an accident before.

V8 Ly N L

Before they agree to compensation, the insurance company



intend to get to the bottom of the case.
NIFTIoM "™ IpNY

...and last but not least they would like to hear your
personal statement.

T NN W R) 22N [INNK...)

To make a long story short they will conduct a thorough
investigation and that can take a long time.

Nl
In the long run, it’s not always worth the effort.

12T 7W 19100 , JIXN N0
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9. EXHIBITIONS AND TRADE FAIRS

DT 1 NDINYN

general terms
'

An international trade fair is an opportunity for manufacturers
to meet their overseas distributors.

D'7 12yn 0'x'on
Many firms participate in a fair as a matter of prestige.
o

Other firms hope that participation will increase the number
of their clients.

NISNNWN
We want to launch a new product.
axm “ynn?’ prun?

During the fair we will hand out questionnaires to check



public interest. m

DII7RY
New patents and innovations are presented.
D'YUITN
We present our latest models and products.
DINNKRN
We may exhibit a mock-up of our new model.
NNT-DAT
Demonstrations are held every two hours.
ninaTN

The public relations department prepares a brief that
supplies information.

NN

We usually provide catalogues and posters to create public
interest.

D'j7o0nN
Leaflets and brochures will include additional information.
qoI yTn

We are looking into a different booth design for our new line
of products.

[N X'y

We believe that a gimmick that catches the eye will promote
sales.

miono 717yo
Our brochures are full of technical information.
N'D0 N'¥YNIIDI'N

They specify the new features and advantages of our



product. m

nnnNnt

Participants in the press conference will receive more
details.

D'NIIN'Y N2'oN
Exhibits on display are usually not for sale on the spot.
D'axIn
However, you can always place an order during the fair.
Rk

In most cases, firms offer discounts on orders placed during
the fair.

ninin

...and, after closing, exhibits that have been on display are
sold at rock-bottom prices.

N'MNN 'Nn
Specialized fairs are of little interest to the general public.
D''9'¥50 D'NINNY? D' T

Businessmen meet during the fair, and may continue to
exchange information afterwards.

yTn 97nn?
Make sure you save all the business cards you receive.

172 '0'0d

ordering a stand
[PIT nanTa

Where is the fair located?



107
nfrija)a)

Can we still book a stand?
[2IT |'ATN?
| would like to book a stand near the main entrance.
N'YUNIN N0'1DN
| am sorry all these stands are already reserved.
DMNY
Small stalls are available in the main hall.
'TD>IN D7IN
Do you still have a corner stand?
N9 PIT

Have you received bookings from companies involved in our
type of activity?

ni7'yo

We would like to be situated at a distance from our
competitors.

D'NNN
Please send me a booking form by fax.
DIYM 091V
Send back the forms before the registration deadline.
DIYM7? [INNX TYIN
The deadline for applications is three weeks from now.
nivjn
| will send you the documents by special messenger.

TNI'M N7



Can you please register our firm for a stand? m
DIvN7
Of course, but we will need a deposit.
[IT{7'D ,NANTjmn
What does the cost of the booth include?
7710
| hope the cost includes insurance and maintenance.
NPTNX
Sure, it also covers night security.
NNLAN
Please send all correspondence to our marketing manager.
NAINON
Whom do | contact, if | need further clarification?
nNnnan

We hold at your disposal any further information you might
need.

Al Al
If something is unclear, do not hesitate to contact us.

oonY

checking last minute details
D'LYD NN
When is the exhibition open to the public?

7077 NINo



The trade fair will be open on week days only. m
71N m?
How many visitors are expected to arrive?
D"'I9N
We expect the same amount of public interest as last year.
NN MY
What is your publicity and advertising budget?
2'¥pPn
We have increased last year’s budget by 20%.
Ayaph
This is a unique trade fair, the only one in its field.
' TNIM
We expect wide press coverage.
'N1IN'Y I7'0
My company would like to advertise in the fair’s catalogue.
T 1707
Does it carry professional articles as well?
D"'YINZA DXINNN
No, we only have a list of exhibitors and advertisements.
DA'YNN NN'WN
Each exhibit appears in the fair catalogue.
axin

The catalogues and invitations will be sent out before the
fair.

nnnm



The fair is sponsored by the government. m
niona
It is also backed by the Board of Education.
“y m
What events are planned to take place?
D'WIN'R
We will organize free lectures for the public.
[AIX)

And we will also hold an experts’ conference, to get more
press coverage.

o'nNNin NT'I

Delegates from all over the world will attend the
convention.

NTWI ;DY)
International conventions hire simultaneous interpreters.

D'07IN'0 D'INAINN

special requirements
NnITNIM NIYNT
Can you let us have complimentary tickets for this event?
D1'N NINTN '0'0D

Each exhibitor receives two complimentary tickets for the
opening conference.

NN'NON NYW'AS

Please send ten exhibitor name-tags for my staff as well.



D'TAIYN NIIX
Are there parking facilities for the exhibitors?
NN MN'Y
| would like an outdoor booth.
nIX'N [N
Can | have the plan of the booth?

D'YIN
| would like to consult my interior decorator.
D'19 2x¥YN
All our stands are of standard size and shape.
T'NX ,'01TIVO
In that case, we will need a custom-made stand.
NN '9% DN PIT

We will build the stand ourselves according to our own
specifications.

09N ,NI'¥7'9'XO0
What is the maximum permitted height of the stands?
7010 NN N
We want more power points in our booth.
nwn NITEA
...and more spot lights.
AT NNIN

No problem, but you will be invoiced separately for
electricity.

2'Inn

Are audio-visual presentations permitted?



(V1) nia¥n

at the fair
™2
Hello, | represent ... Ltd., can | help you?
axrm
Have you come across our products before?
n7pn
| can supply you with further information about our firm.
7907
Are you familiar with these instruments?
sl
If you have a spare moment, I'll give you a demonstration.
'N19 YN
| would like to explain the advantages of this new product.
nnNn
Who is your present supplier?
790
Would you like me to send you a quotation?
2NN NY¥N
I'll take your card and contact you after the fair.
WP TIXN

When would be a good time to arrange an appointment?



'TONYT ,|ANRT 13
| could make a detailed presentation at the same time.
NNATN ,NRXIN
Good, I'll call you tomorrow for the final details.
D''910N D'VION
| look forward to meeting you again. Goodbye.

noXnN

how to apologize or accept an apology

?2ni7xann 7% IX ¥annY 1D

Please don't let it happen again.

| don’t think that is a good enough excuse.

I’'m sorry about that, it's the first time this has happened.

It's my mistake, sorry.

| apologise, | didn’t mean that to happen.

We are doing everything to solve the problem.

| can assure you it won’t happen again.



I’'m sorry for the inconvenience, can | help in any way?

Please forgive me.

| hope you will accept my apologies.

I’'m extremely sorry.

Is there any way | can make it up to you?

Under the circumstances | accept your apology.

That's OK, it doesn’t matter.

Don’t worry about it.

Don’t mention it.

That’s alright. Mistakes will happen.

You have been very kind, but this is most disappointing.

phrases that make a special impression

QYN D'YUiyy "o

114



Every time | have to give a lecture in front of a large m
audience, | get cold feet.

viwn? ,TNoY
The fair was a lot of work, but all in all it was worth while.
71D 0

Hi, long time no see. How have you been since the last
fair?

'RINN K7 N
Right, let’s get the show on the road.

2197 7'nn)



e 7 il
ENGLISH BUSINE!S

10. ADVERTISING AND PUBLIC RELATIONS

1A'y 'on’'l Do

general terms
iy b)
We have a good advertising agency.
DIOND NIDIO
Their advertising campaign has proven to be effective.
DION® yon
The budget director is an open-minded man.
NN

He’s the person who makes the presentation of the
campaign to the client.

NAXnN ,N'X0IMOS



Before starting a campaign, he has a thorough study of trm
market made.

TIO* W7NN
They have a large research department.
7NN NZ'7nn
...and their arguments are backed up by facts.
D'7IN" ,D1IY'0

When the ads are ready, a random group is asked to
provide an opinion on the product.

e Srhly;

These studies can show the potential effectiveness of the
campaign before it is launched.

P'wn? ,'nnin?

After these interviews the copywriter may want to make
some changes in the text.

XAI'VY 0TI
Sometimes he might even write a new slogan.
nno'o
Grammatical accuracy is vital in writing an advertisement.
NI I
Always proof-read the copy twice.
nan
Proof-reading is essential if you want to avoid mistakes.
vy
Pay attention to correct punctuation.

710'9



Their ads are creative and attract attention. m
nrrnrye
The firm’s logo has to be visible and clear.
1217

A good art director can make consumers identify with the
advertisement.

MINX 7nn

Usually we try to send forth a message that appeals to the
emotions.

Nival7 nio

Nevertheless it has to have some logical reasoning behind
it.

n1aran na'vn T

Make sure that the positioning of the products suits your
target market.

aIx'n
The right package design is capable of promoting sales.
NTIN QXY

Packages have to be industrially and graphically well
designed.

19721 'M"YYN
Trade marks must be shown clearly on the package.

n'"non Nn1IN'o

different options of advertising media

DIOND 'j7'9X



We like to use a wide variety of advertising media. m
DIOND '7'OX
Publicity can be obtained through local newspapers.
NNIOTD ,DI0ND
They have a large circulation within a limited area.
NXI9N
A double spread is used to double the impact of the ad.
D'TINY Y NYTIN

The center spread and the back cover are the most
expensive advertising locations.

NMINKN N9'VYN
We would like to run the advertisement for a trial period.
[I'01 N9IPN

When working with magazines, you have to meet a deadline
in submitting your material.

910 TVIN
Billboards are used for country wide exposure.
NIXIN DIOND

These outdoor advertisements usually comprise a large
visual element.

NIT DN
...and have to have a clear short slogan.
NIXj? NNO'0

K.I.S.S. is the first rule of outdoor advertising; it stands for
Keep It Short and Simple.

Vg

The layout should be attractive and very clear.



[N IO
An original graghic design attracts more attention.
17 Nnivn
lllustrations can provide a stunning visual effect.
DNNN ;DI
We keep an updated mailing list of our customers.
T NN
Direct-mail advertising aims at a specific individual.
VYT
This is why a personal approach is used.
N'Y'R YA
A full-color catalogue is added to the letter.
1707
In the letter we insert a coupon offering a discount.
UIn
The offer is valid for a limited period of time.
nopN
After that date, the offer expires.
nypIo
The telemarketing division will call before the expiry date.
2'07 %70
Sometimes a follow-up letter is used instead.
a1y (2Andn)

Every three months we send out a mail-order catalogue.



AXITA NIATN m

Orders can be placed by phone, using credit cards.
'NIWUN '0'0D
Radio advertising was popular before the era of television.

71919

Commercial jingles were broadcast during programs.

MI019 'Y 72112

In this medium the soundtrack had to “catch the ear”.

71j7-09
It is important to choose a good narrator.
"7

Today television advertising is believed to be most
effective.

D770 DIOND

Television has made it possible to show actual
demonstrations.

NI'N NINATN
...and a comparison between different products.
NXRIYN
Subliminal advertising is illegal in most countries.
'MNDN-NN DIOND
A commercial spot is bought for a specific program.
DIp™Mm
Pay careful attention to the timing of your spot.
[T Ny

Prices are not fixed; ads that are broadcast at prime time



are liable to the highest rates. m
D'vIap

The tariff of ad broadcasting is determined by the popularity
rating of the program in which it is broadcast.

NIMY1919 aN'T

Prices are measured in cpt. which stands for cost per
thousand.

Q7X7 7'nn

This means the amount of money that has to be invested to
reach a thousand viewers.

ypwin
Television commercials are very expensive to produce.
7'on?

The production manager is responsible for not exceeding
the budget.

NPoONN 701N
A professional director is chosen to perform the task.
WINpN ‘RN
He coordinates the actors and the technical staff.
1150 NIIY ;ORNN
Sometimes he will want to build a special set.
NIINON
At other times he will want to shoot on location.

NN

public relations (P.R)



Public relations is also considered a form of advertising...

Q1Y 'on!

11X ront

...which helps to create and maintain the company’s public
image.

nnmn

Some people believe that this kind of advertising, by P.R., is
most effective.

'7|y|

A company’s image can guarantee high quality or reliable
service.

n'van

The P.R. department supplies the media with information
that can be considered as news.

- awn'nY

Information that is presented as news appears more
authentic than an advertisement.

['MX ,'OINIX
A public relations campaign has to be planned thoroughly.
NITIOT ,20'N 221NN
It has to be based on information and solid facts.
NIE¥IA NITAIY

Advertising, on the other hand, is a manipulation of
information.

N'YNIIDI'X 7w N'X719'In

The Public Relations Department also prepares press
conferences.

D'X1IN'V Nia'on



These conferences are held every time there is informatiom
of public interest.

'Y "y

Newspapers will receive a press release that includes all
the relevant information.

NnIIMY7? 'onn

offering an alternative
?n1919n y'xn? 1O
Maybe you would prefer...
| think you would like... instead of...
Perhaps you would like to...
It would be better to...
There is another possibility that we should consider.
Which of the alternatives do you prefer?

Would you like to... or to...?

Don’t you think we should...?



Another way to do it is to...

We have to choose between... and...

There are a number of options.

| think you should try... before...

Let me offer another idea.

There is a different way to...

Of course another way of looking at it is...

Had you considered...?

phrases that make a special impression
DYIN D'YIYY D'V

The short time allowed for the campaign makes me feel as
though | were in a race against the clock.

Nt Tl YN'2

We will have to work over the weekend, if we want to meet
the deadline.



'910N TVINN NX D"'?7
Come on, let’s get rolling, we have a lot of work to do.
7'nn

Once in a while, all the staff gather for a brain storming
session, and try to come up with new advertising ideas.

(Na'wn nux) Nninm NWo

On T.V. you have to make your point before you lose the
viewers’ attention.

N7'Wh yany
| would say that in the long run advertising is worthwhile.
RN NIV

You know what they say, one picture is worth a thousand
words.

D'7'n 97X NIlY NNX NJINN
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11. LEGAL ASPECTS

D'"oOSvYnNn N'va'N

the trial
voOwNnAa 701
We have filed a civil action against your firm.
N'NITR NY'aN
The company will be tried for negligence.
nnvn
Since all efforts to achieve a compromise have failed...
NIYo A'wnY
...it is our decision to prosecute your firm.

yiany



We believe we are entitled to compensation. m
D'NOT
We presented the statement of claim last week.
NY'ann and
The court will have to determine liability in this matter.
NINNKR
Did the court receive the statement of the defence?
N1AN 2Nd
We have provided our lawyer with a Power of Attorney.
nId '19" aNd
We have complete confidence in his integrity.
wr

He will collect a deposition from all witnesses before the
trial.

athie
A witness’ affidavit may serve as evidence.
nyiawl Nn¥n
The prosecuting attorney will start the trial.
q1aop
He will present his allegations before the court.
VAINN N0

The second stage of the proceedings will be the defence
plea.

nlann Niyvo

The attorney for the defence will speak on behalf of his
client.



11210 m

The accused can plead innocent or quilty.
NNWKXQ NITIN? IX YU NISNY7 [1yu7?

When this stage is over, the prosecution will be recalled for a
replication.

VAINN Nyn
A case can not be based on speculations.
nIx71790
Evidence will be submitted in support of claims.
wnan?

The prosecutor may want to call witnesses to the court to
give testimony.

nITy
...of course he will try to offer some conclusive evidence.
nyIdn NvR
Even an eye-witness’ testimony can be controversial.
nPI7nN 'y

All the evidence or testimony must have relevance to the
case.

np"Y
The attorney for the defence is then called for a rejoinder.
(vam) natin nawn
He will offer the defence’s point of view to the allegations.
NIXY NI
He may also raise objections to some of the claims.

NnITamn



The defence may want to cross examine the witnesses. m
NA71¥ ,N'TA1 NN PNy
They will try to present the evidence as conflicting.
NINNIO NI'ITY

The proceedings will continue, until the judge reaches a
verdict.

"uownN )'7N

The judge will take into consideration all the evidence,
before making his decision.

awnnNnYy

The judge will give a verdict based on the arguments
presented.

|'T 709
... after which he will pass sentence on the guilty party.
['T 1A
All law costs will be covered by the losing party.
VOWN NIRXIN

Either party can lodge an appeal, if it feels justice has not
been served.

WY wanY
This appeal will be discussed in the Court of Appeal.
DIYWY7 VO5VUN N
In matters of public interest, a petition may be filed.
My

Sometimes the Supreme Court, the highest instance, will be
asked to rule in these matters.

[I"'7Vn VOUNN N



The Supreme Court’s ruling may set a precedent. m
DTN IX'Y

The precedents may be resorted to as reference in future
proceedings.

DTN

arbitration
NN

In case of dispute, the differences between the parties will
be submitted to arbitration.

nid>'

Both parties would like to reach a settlement without going
to court.

1TON

Any disputes arising in connection with this contract shall be
finally settled by arbitration.

niNmi

Each party will appoint its own arbitrator and the arbitration
court will nominate a third.

NnNINnY vown N

The arbitration tribunal shall consist of two arbitrators and an
umpire.

(j7019) "N
The umpire will be nominated by the court...
ninn
...in order to prevent any conflict of interest.

D'ONVI'X TIAN



Each party will appear before the tribunal and present its
arguments.

DIIY'o
The arbitration will suggest a fair compromise to the parties.
nwo

The parties agree that the award (or ruling) shall be obeyed
and observed by both.

I¥ ,|"T-j709
Both parties have to comply with the resolution.
nL7NN7 NvxY
The arbitration is as binding as a court ruling.

a'"nn

financial disputes
190) 1000

We are afraid our experience with your firm has not been
pleasant.

[1'01

More than once have we had to remind you that payment
was overdue...

11V NIV it

...and the balance, when paid, was not adjusted according
to the legal rate of interest.

19% DXINN

It seems that you have no intention of discharging your
liabilities.



DO'NI'INNN DX YINO9Y m

We insist that your remittance reach us within five days
from...

nI7wun

Otherwise, we will have to place the matter in the hands of
our solicitors.

['T DIy

We shall instruct our solicitors to enforce payment by legal
means.

D'"OS5YnN N'VXNNX

Unfortunately, obtaining payment through legal channels is
the only alternative you leave us.

NA'VINLVTIX ,NOI7N

We shall be forced to seek assistance from a debt-
collecting agency.

n''1a N1an

This will surely prove an unpleasant experience for your
company.

nN'vl X7 0N
Our legal adviser has instructed us to sue your firm.
"own YyI*
We will demand full payment and compensation.
D'

We also intend to ask the court to confiscate the remaining
stock.

D"NNY?
This matter has caused us indirect damage in many ways.

97y 71



The compensatory damages will be determined by the
judge.

0'Xon M "MT

how to invite people?
(0'wan) ?ptaY? T
We would like you to join us.
| would be very grateful if you could come.
Would you be able to attend the meeting?
I'd like to invite you to...
Could we meet over lunch?
What date would be suitable?
Would you like to come to dinner at my house?

Great, I'm looking forward to it.

I’d be very pleased if you could join us.



It will be an honor to...

When can you come and visit us?

It will be a pleasure to have you over.

You must come and see our new...

| won'’t accept “no’ for an answer.

What time would be best for you?

Good, I'll be expecting you then.

Can | take you out to lunch?

phrases that make a special impression
DYIN D'YIYY D'V

Hold your horses, you can’t accuse anyone unless you
have proof.

N117201 YTXNN

You can settle this case out of court. Don’t tell me it's not
possible. Where there’s a will, there is a way.

[IXN 192 TIYN AT |I'X



Before | can represent you in court, | have to know the truttm
so please level with me.

NI11>2 1277
| can trust my lawyer to back me up through thick and thin.
Va1 21va

| have a feeling that we only scratched the surface of this
case and that we should go deeper into the matter.

'NLUVY |9IN] "Y1 117970

Someone is holding back information, | smell a rat and I'm
going to find out the truth!

210 “NnN” X7 ,0T02 X7 INnwnw wn



