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ACT - Austrian Center for Training Firms

ACT – Die Servicestelle österreichischer Übungsfirmen
TRADE

FAIR
Was erwartet Sie in diesem Skriptum?

Ein Lernbehelf für Lehrer, die Klassen oder einzelne Abteilungen der Übungsfirma auf eine Übungsfirmenmesse vorbereiten wollen. Das Skriptum ist daher weder ausschließlich für Anglisten noch für Kommerzialisten konzipiert worden.

Eine Sammlung von verschiedenen, weder inhaltlich noch thematisch ausgeschöpften didaktisch aufbereiteten praxisnahen Übungen mit Blickpunkt Internationale Übungsfirmenmessen.

Ein Einstiegsbehelf, der mit Ihren Erfahrungen und Anregungen für die nächste Messe noch wesentlich komplettiert werden könnte. Bitte faxen Sie uns Ihre Anregungen:

Mag. Manuela Berthold

ACT- Fremdsprachenservice

E-Mail: manuela.berthold@act.at
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Was erwartet Sie in der Fremdsprache?

Mit diesen Redeanlässen müssen Sie auf der ÜFA-Messe in der Fremdsprache rechnen:

· Frage nach dem Standort einer Firma

· Begrüßung am Stand

· Anfragen über das Unternehmen im allgemeinen (Größe, Partner, Geschäftsführung, etc.)

· Frage nach der Produktpalette

· Frage nach Produktnutzen / Verwendbarkeit

· Produktbeschreibung

· Preisverhandlung

· Frage nach dem Service

· Frage nach Zahlungs- und Lieferbedingungen (Rabatte)

Die folgenden sprachlichen Fertigkeiten werden bei der ÜFA-Messe gebraucht:

· einen Messebesucher ansprechen, begrüßen

· Nachfragen, Klären,

· nach Adresse, Telephon-, Faxnummer fragen,

· einem Vorschlag zustimmen,

· einen Vorschlag ablehnen,

· einen Kompromiss vorschlagen,

· Termin vereinbaren

· den Besucher verabschieden

Die folgenden schriftlichen Unterlagen sollen in der Fremdsprache am Messestand aufliegen oder in der Fremdsprache erklärt werden können:

· Katalog

· Bestellformular

· Werbematerial (brochures, flyers and freebies) 
Was sollten Sie auf jeden Fall beachten?

Einige Tipps, die Sie beim Vorbereitungstraining leicht beachten können, verbessern Ihre Redewirkung immer ganz erheblich:

· Sprechen Sie langsam (viel langsamer als die meisten meinen!), laut und deutlich.

· Versprecher sind bedeutungslos; entschuldigen Sie sich nicht langmächtig, korrigieren Sie, und sprechen Sie normal weiter.

· Während in der Klasse die sprachliche Richtigkeit nicht unterschätzt werden soll, steht auf der Messe der Inhalt, der gelungene Kommunikationsakt im Vordergrund: ein Grammatikfehler wiegt fast nichts!

· Trauen Sie sich, Ihren Gesprächspartner höflich zu unterbrechen und nachzufragen, wenn Sie etwas nicht verstanden haben oder auch nur glauben, etwas nicht verstanden zu haben.

· Fassen Sie alle paar Minuten den Inhalt Ihres Gesprächs in wenigen Sätzen zusammen; diese Zwischenergebnisse helfen Ihnen, das Gespräch kurz und präzise zu halten.

· Halten Sie Blickkontakt: Schauen Sie Ihren Gesprächspartner / Ihren Gesprächspartnern an. Sie können so erkennen, ob und wie Sie verstanden werden.
Dialogue Practice

Asking for a specific stand

	
	Exhibitor


	
	Visitor
	

	
	
	
	ask for a certain stand


	

	
	tell the way


	
	
	

	
	
	
	ask for a specific firm


	

	
	regret


	
	
	

	
	
	
	ask for a certain

range of products


	

	
	express probability

or doubt


	
	
	

	
	
	
	thank him/her


	

	
	
	
	
	


Sample dialogue: Asking for a specific stand

V: Visitor

E: Exhibitor

V:
Excuse me, can you tell me how to find the stand of the training firm ´Nobel Cars´?

E:
Yes, sure. It´s just round the corner. Go straight ahead, then turn left at the stand of the training firm ´MMSC´, the one with the blue and yellow posters; the stand of the training firm ´Nobel Cars´ is the second one on the right hand side.

V:
Thank you very much. And where can I find the stand of the training firm ´Holiday service´?

E:
I am sorry, I don´t know. I have never heard of them. Maybe they do not have a stand here?!

V:
Then where could I get computer hardware and software?

E:
I am not absolutely sure, but I think the practice firm ´Compnews´ offer computers and software. They have their stand just over there, can you see the people with the red T-shirts? These are the ´Compnews´ people.

V: 
Thanks a lot. Good bye.

E:
Good bye and have a nice day.

Inquiring about a Company

	
	Exhibitor
	
	Visitor
	

	
	
	
	greet, 

introduce yourself


	

	
	introduce yourself,

offer assistance


	
	
	

	
	
	
	ask about the

products of the company


	

	

	explain


	
	
	

	
	
	
	ask about the size

of the company


	

	
	explain


	
	
	

	
	
	
	ask about their

partners and customers

abroad and at home


	

	
	explain


	
	
	

	
	
	
	ask something specific

about one of their products


	

	
	explain


	
	
	

	
	
	
	thank him/her, leave


	

	
	
	
	
	


Sample dialogue: Inquiring about a Company

V: Visitor

E: Exhibitor

V: 
Good morning. My name is Günter Zeiner and I work for the training firm 

´Schönheitsoase´.

E:
Good morning. How can I help you?

V: 
I am interested in the products you offer. Could you show me your catalogue?

E:
Yes, of course. We are selling furniture and office equipment. Some of our most popular products are adjustable chairs and all types of drawers.

V:
Can you give me some information about your company? How many and which departments do you have and how many people work in the departments?

E:
Sure. In our firm we have got 5 different departments: secretary, sales, marketing and advertising; bookkeeping and purchase department. There is 1 secretary, 3 people each in the sales, bookkeeping and purchase departments and 4 people in marketing and advertising.

V:
Which other training firms do you have business relations with and who are your customers?

E:
We are in contact with a number of Austrian training firms dealing with all types of products, and we try to keep in contact with Australian and Italian training firms. Our customers are mainly students from our school and our parents and friends, but we also find a lot of new customers on trade fairs or days of the open door in our school.

V:
Can you tell me more about your special offer for adjustable chairs.

E:
Yes, of course. Our adjustable chair ´Otto´ is especially good because it supports your spine when sitting. The material is warming in winter and cooling in summer – a special material which has lately been developed. The chair is available in 4 different colors – black, brown, white and blue – and is easy to adjust. Just press a button and the chair will find the ideal shape matching your back.

V:
Thank you very much for the information. 

E:
You are welcome. Good bye.

Looking at a Product

	
	Exhibitor


	
	Visitor
	

	
	offer assistance


	
	
	

	
	
	
	ask to see exhibit


	

	
	ask to repeat


	
	
	

	
	
	
	ask to see exhibit


	

	
	grant permission


	
	
	

	
	
	
	free sample?


	

	
	decline politely,

offer catalogue


	
	
	

	
	
	
	accept, leave


	

	
	
	
	
	


Sample dialogue: Looking at a product

E: Exhibitor

V: Visitor

E:
 Good morning. Can I help you?

V:
Yes, may I see the pens you have on offer at the moment?

E:
Pardon? 

V:
I saw in your catalogue that you have got pens on offer. Can I see one of them please?

E:
Yes, sure, here you are. We have got them in red, black and blue. 

V:
Can I take a free sample with me, just to show my colleagues?

E:
I am terribly sorry, but I can´t give you one for free. Please understand that we cannot give these high-quality pens to people as presents. But why do you not take our catalogue. On page 34 you can find pictures of our pens in all colors and a detailed description of the product. 

V:
Ok then, I will take the catalogue with me. Thank you, good bye.

E:
Good bye. 

Talking about a Product

	
	Exhibitor


	
	Visitor
	

	
	
	
	ask for explanation 

of the product


	

	
	explain


	
	
	

	
	
	
	ask something obvious

about the product


	

	
	express certainty


	
	
	

	
	
	
	ask about a weakness

of the product


	

	
	negate


	
	
	

	
	
	
	thank him/her


	

	
	
	
	
	


Sample dialogue: Talking about a product

E:
Exhibitor

V:
Visitor

V:
I have found the Thunderbird 435 in your catalogue. Can you give me a few details about the car?

E:
Yes, of course. This sports car has everything you have been dreaming of: 5 speed AWD Transmission, chrome wheels, leather heated seats, ebony dashboard, steering wheel and shifter, DVD system and backup camera, mobile GPS Tracking Device, adjustable turn signal reminder, security system and special cupholders for every passenger.

V:
Does the car have airbags?

E:
This goes without saying. There is an airbag for the driver as well as for every passenger. 

V:
Is it difficult to drive the car on ice and snow in winter?

E:
No, of course not. You will not find a safer car for driving in difficult weather conditions. Especially with its newly developed snow tyres for sports cars it can not be beaten as far as safety is concerned.

V:
Thank you very much for the information.

E:
You are welcome. If you are interested, we can make a special offer for you.

V:
I will think about it. Good bye.

E:
Good bye.
Negotiating

	
	Exhibitor


	
	Visitor
	

	
	
	
	ask about the price

of a product


	

	
	explain strengths,

quote price


	
	
	

	
	
	
	React, ask for

extras or reduction


	

	
	offer extras 

or reduction


	
	
	

	
	
	
	accept, thank him/her


	

	
	
	
	
	


Sample Dialogue: Negotiating

E:
Exhibitor

V:
Visitor

V:
 Excuse me, I have seen the Thunderbird 435 in your brochure of this month. You do not mention the price here. Could you tell me how much this car is?

E:
You have surely noticed that this is a luxuriously equipped car with ebony dashboard, chrome wheels, leather heated seats, DVD system and backup camera. Together with this special equipment the car also guarantees maximum safety on the roads in winter with its specially developed snow tyres for sports cars. The price for the car is € 90.000,--

V:
Wow, you couldn´t really call this a cheap car. Are there any reductions?

E:
Well, yes, if you decide to buy the car now, here at the fair, we can give you a special discount of 4 %. For full payment within 2 weeks we grant an additional discount of 2%. 

V:
Thank you for the information. I will talk this over with my wife. If she agrees I will come back and sign the contract. Good bye.

E:
Good bye. 

Negotiating Price

	
	Exhibitor
	
	Visitor


	

	
	describe a product


	
	
	

	
	
	
	ask for price and terms


	

	
	make a proposal 

which is positive for you


	
	
	

	
	
	
	express polite disagreement


	

	
	make a more reasonable

proposal


	
	
	

	
	
	
	express reserved

agreement, ask for

further information


	

	
	provide information

and additional

information


	
	
	

	
	
	
	ask for confirmation


	

	
	confirm


	
	
	

	
	
	
	
	


Sample dialogue: Negotiating Price

E:
 Exhibitor

V:
 Visitor

E: 
The Thunderbird 435  is a sports car with everything you have been dreaming of: 5 speed AWD Transmission, chrome wheels, leather heated seats, ebony dashboard, steering wheel and shifter, DVD system and backup camera, mobile GPS Tracking Device, adjustable turn signal reminder, security system and special cupholders for every passenger. There is an airbag for the driver as well as for every passenger. You will not find a safer car for driving in difficult weather conditions. Especially with its newly developed snow tyres for sports cars it can not be beaten as far as safety is concerned.

V:
Can you tell me how much this car costs and what your terms of payment are?

E:
Well, yes, the price is € 90.000,--. The amount must be paid by credit card or cash, in advance.

V:
I am sure this is a special car, but the price seems to be rather high, even for this car. And your terms of payment are not really favourable for someone who does not own a credit card.

E:
Of course we can talk about a price reduction, if you decide to buy the car now, let´s say 3%. And if you do not mind the colour of your new car, I can make you a special offer for our pink Thunderbird 435. I can offer it at a price of € 84.000,--; € 40.000,-- must be payed in advance, the rest within 1 week after delivery of the car. If you do not own a credit card, you can also pay by bank transfer.  What do you think of this?

V:
This does not sound too bad. I quite like the colour pink. What about your terms of delivery?

E:
If you take the pink car, we can deliver within 2 weeks. The car will be delivered to one of the garages in or near your village, where you can collect it. 

V:
Sounds interesting. Could you confirm the price and terms for the pink Thunderbird?

E:
I can offer you the pink Thunderbird 435 at a price of € 84.000,--, € 40.000,-- will be payed in advance, € 45.000,-- within 1 week after delivery of the car; payment will be effected by bank transfer. Delivery will be made within 2 weeks to a garage in or near your village.

V:
Well then, let´s sign the contract. 

Building up a Sales Argument

Choose some products or services of your practice firm. Describe them as for:


dimension


weight


material


shape


main function(s)


additional function(s)


price


the edge you have over your competitors


prestige

Now pick the 5 best arguments for your product and weight them:


best argument:


2nd best argument:


3rd best argument:


4th best agrument:


5th best argument:

Next, you structure your arguments in the following way:





You now jot down a text made up of the five weighted arguments.



Read through your notes.
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	Talk the text to one of your colleagues, ask him/her for critical comments.


	


	Throw the notes away.
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	Talk the text to another neighbour, ask him/her for critical comments.




Talk the text to your first critical friend again, but now in half of the time!
	Now you will have arrived at a fairly final version of your sales argument!

· You will have memorised it jolly well.

· You will have learnt to do without notes.

· You will have freed your text of all unnecessary debris.
	[image: image3.wmf]


Phrase Pool

Together with your neighbour try and find as many phrases which might be useful at a trade fair (think of different situations you might find yourself in) and use the phrases in dialogues:


What phrases might you need as an exhibitor?

[e.g.
If you´d just give me your name and address, I´ll make sure you get our latest catalogue.


Nice talking to you. Good bye. 


Sorry, I can´t help you there.


Would you like to have a try?


…………………………………..]

What phrases might you need as a visitor?

[e.g.
Could you give me some idea about the size of your company?


Do you have any brochures I could have?


Is this model available in different sizes?


Excuse me, may I ask you a question?


Can I have this as a sample?


………………………………………………………………………….]

Legal forms of businesses in Austria

All English words which are written in Italics are translated at the end of the sheet

Sole proprietorships (Einzelunternehmungen)

The business belongs to one person. He has unlimited liability and is responsible for success.

Advantages:

· He can do what he wants.

Disadvantages:

· He has to take his own money.

· He doesn’t get high credits.

· He carries all risks.

· If he gets sick, there is nobody who could replace him.

Small sole proprietorships don’t have to be registered into the Commercial Register. These operations are called “Unregistered sole proprietorships”, the others “Registered sole proprietorships”.

Partnerships and companies (Gesellschaftsunternehmen)

Partnerships

“Gesellschaft nach bürgerlichem Recht – GesnbR”

These legal forms are founded when two or more people want to use goods together. A “GesnbR” can’t be put into the Commercial Register, because it’s not a real business.

Examples:

· It isn’t possible to found a Limited or General Trading Partnership, because there is no merchant status (union of architects, or small businesses)

· Working unions

· People, who want to found a public limited company and aren’t registered in the Commercial Register yet.

Non-trading partnerships (Erwerbsgesellschaften – “OEG“  and “KEG”)

Since 1990 it has been possible to found an “OEG” or “KEG” in Austria. Such operations can be registered into the Commercial Register. Regulations about the management and liability are similar to the general trading partnership (OHG) and the limited partnership (KG).

General Trading Partnership (Offene Handelsgesellschaft – OHG)

If two or more people want to found a business with merchant status, they can take this legal form. Liability is unlimited and creditors can require the whole amount of debts from every member. This is possible up to 5 years after the resignation of one member, if the debts have already been existing before his resignation.

No member is allowed to work as a member of another business which operates in the same line of business. He also mustn’t have participations in such operations.
Advantages:

· Every member can control everyone

· Division of labour is possible

· More capital available
Disadvantages:

· Unlimited liability

· Prohibition to have connections to similar businesses

Limited Partnership (Kommanditgesellschaft – KG)

A Limited Partnership needs at least one “Komplementär” and one “Kommanditist”. The “Komplementär” is allowed to work and has unlimited liability like the members of the General Trading Partnership (OHG). The “Kommanditist” is only allowed to control the business and has limited liability.

Such businesses are often founded, when heirs get a General Trading Partnership (OHG) and don’t want to or can’t work, but want to keep participations in the business.

Dormant Partnership (Stille Gesellschaft)

If someone wants to invest money in a company, he gets the right to earn profits.

Advantages:

· Participation without the obligation of working

· Limited liability

· It is possible to keep the participation in secret. Therefore it’s not written into the Commercial Register.

· The management doesn’t need to take another person into the management and gets more capital in the same time.

Disadvantages:

· The investor has little possibilities for controlling. (He can only have a look at the books and the balance sheets)

Companies

Public Limited Company (Aktiengesellschaft – AG)

In the Public Limited Company the owner and the manager are mostly not the same persons.

Board of Management (Vorstand)

The Board of Management makes all decisions for running the company. It represents the company and has to make the financial statements. It also convokes the general meeting.

General Meeting (Hauptversammlung)

These are the owners of the company. The shareholders decide at least once a year about changes of capital and take very serious decisions. The more shares a person has, the more s/he can influence the elections. The shareholders have also the right to get dividends. They have limited liability.

Supervisory Board (Aufsichtsrat)

The members of the Supervisory Board aren’t allowed to be part of the Board of Management at the same time. This organ controls the work of the Board of Management.

The General Meeting elects the Supervisory Board, the Supervisory Board appoints the Board of Management.

Private Limited Company (Gesellschaft mit beschränkter Haftung – GmbH)

These companies work almost like the Public Limited Company. The differences are:

· The shares can only be sold with the permission of the other shareholders.

· Only big private limited companies have to have a supervisory board.

· It is possible to found a private limited company with only one person.

Cooperatives (Genossenschaften)

Persons with small operations (for example farmers) found cooperatives to help each other. The main objective isn’t making high profits, but to foster the members. There are many types of cooperatives.

Cooperatives for

· purchasing goods

· distributing goods

· better extent of utilization of valuable assets (like machines)

· giving loans (for example Raiffeisenbank, Volksbank)

A cooperative also has a board of management, a supervisory board (when having more than 40 employees) and a general meeting. The members of the board of management have to be members of the cooperative.

Joint stock company (GmbH & Co KG, AG & Co, KG)

The public and private limited companies are companies (Kapitalgesellschaften). The General trading Partnership (OHG) and the Limited Partnership (KG) are partnerships (Personengesellschaften). Partnerships have to pay less tax. The joint stock company is a limited partnership, in which a public or private limited company has unlimited liability (in welcher die AG oder GmbH der Komplementär ist). The other persons of this limited partnership (Kommanditisten) have limited liability anyway.

Advantages:

· limited liability for every member

· less tax

· It is possible, that only one person runs this business. He can be the owner of the private limited company and of the limited partnership at the same time.

Vocabulary

	italics
	kursiv

	limited
	beschränkt

	unlimited
	unbeschränkt

	liability
	Haftung

	to replace
	ersetzen

	Commercial Register
	Firmenbuch

	merchant status
	Kaufmannseigenschaft

	union
	Vereinigung

	working unions
	Arbeitsgemeinschaften

	operation
	Unternehmen

	regulations
	Bestimmungen

	debts
	Schulden

	to require
	verlangen

	resignation
	Rücktritt

	line of business
	Branche

	division of labour
	Arbeitsteilung

	available
	verfügbar

	prohibition
	Verbot

	obligation
	Verpflichtung

	participation
	Beteiligung

	balance sheet
	Bilanz

	financial statement
	Jahresabschluss

	to convoke
	einberufen (Versammlung)

	shareholder
	Aktionär

	to elect
	wählen

	to appoint
	ernennen

	permission
	Erlaubnis

	objective
	Ziel

	to foster
	fördern

	to purchase
	kaufen

	to distribute
	verteilen, vertreiben

	extent of utilization
	Auslastung

	employee
	Arbeitnehmer


Terms of payment and delivery

Possible discounts:

· cash discount 

(Skonto)

· quantity discount
(Mengenrabatt)

· seasonal discount
(Saisonrabatt)

· trade discount

(Großhandelsrabatt)

· special discount
(Sonderrabatt)

Common incoterms:


- EXW

(ex works…)


- FAS

(free alongside ship…)


- FCA

(free carrier…)


- FOB

(free on board…)


- FOR

(free on rail…)


- CFR

(cost and freight…)


- CIF

(cost, insurance and freight…)


- CIP

(carriage and insurance paid to…)


- CPT

(carriage paid to…)


- DAF

(delivered at frontier…)


- DDP

(delivery duty paid…)


- DDU

(delivery duty unpaid…)


- DEQ 

(delivery ex quay…)

· - DES

(delivery ex ship…)

Common methods of payment:

· by bank draft (Bankscheck)

· by B/E (Wechsel)

· by credit transfer (Überweisung)

· by L/C (Akkreditiv)

· COD (Nachnahmepakete

· D/P (documents against payment)

· D/A (documents against acceptance)

Phrases used to state terms of payment:

Payment is to be made ……………………..

e.g. Payment is to be made by credit transfer 10 days after receipt of delivery.

Payment is to be effected……………………

e.g. Payment is to be effected by L/C on receipt of invoice.

Our prices are quoted………………

e.g. Our prices are quoted FOB Hamburg.

Phrases used to state terms of delivery:

We grant a……………………………..

e.g. We grant a cash discount of 3% if you pay within 10 days after receipt of invoice.

We allow a……………………………

e.g. We allow a 5% quantity discount if you order more than 100 items.

The goods will be delivered………………..

e.g. The goods will be dispatched within 2 weeks after receipt of order.

The consignment will be forwarded………………..

e.g. The consignment will be forwarded by 10 November.

The goods will be delivered ……………………

e.g. The goods will be delivered by a forwarding agent.

The consignment will be sent by………………….

e.g. The consignment will be sent by lorry.

Phrases used to give additional information:

This offer is without engagement. (ohne Gewähr)

This offer is subject to goods being unsold. (solange der Vorrat reicht)

This offer is firm for 1 month only. (gilt nur für 1 Monat)

Auszug aus dem Actionary

Kaufvertrag

	ab Lager
	ex warehouse

	ab Werk
	ex factory, ex works

	ablehnen (z.B. ein Angebot)
	reject (vb), turn down (vb) (e.g. an offer)

	Ablehnung
	rejection

	Ablieferung
	delivery

	Abruf: Kauf auf ~
	call purchase

	Anfrage
	inquiry, enquiry

	Angebot
	offer

	Annahme (Auftrag annehmen)
	acceptance, accept (vb) an offer

	Annahmeverzug
	default in accepting the delivery of goods

	Antrag
	application

	Auftragsbestätigung
	confirmation of order

	Barkauf
	cash sale

	Beschaffenheit, Qualität
	nature of goods, quality

	Bestellung
	order

	Eigentumsübertragung
	transfer of ownership

	Eigentumsvorbehalt
	reservation of ownership

	Empfehlung
	recommendation

	Erfüllungsort
	performance: place of performance, place

  of fulfilment

	Fälligkeit
	due date

	Fixkauf
	fixed-date purchase

	frachtfrei
	carriage paid

	frei Haus
	free at domicile, franco domicile

	frei Lager
	free warehouse

	freibleibend
	without engagement

	Freizeichnung
	contracting out, agreed exemption from 

  liability

	Freizeichnungsklausel (cf. Gefahren-, 

  Haftungsausschlußklausel)
	exemption clause, liability exemption 

  clause, negligence clause

	Gattungskauf
	sale by description

	Gefahren-Freizeichnungsklausel
	excepted perils clause

	Gefahrenübergang
	passage of risk

	Gerichtsstand
	jurisdiction: place of jurisdiction, place of 

  litigation, jurisdictional venue, legal 

  venue

	Geschäftsbedingungen
	general terms and conditions

	gesetzliche Haftung
	statutory liability

	Gewährleistung
	warranty

	Gewicht
	weight

	Güte, Qualität, Beschaffenheit
	quality, nature of goods

	Gütezeichen
	quality label

	Haftung: gesetzliche ~
	liability; statutory ~

	Haftungsausschluß, Nichthaftungs-

  Freizeich-nungsklausel
	non-liability clause, non-warranty clause, 

  memorandum clause

	Irrtümer vorbehalten Klausel
	saving errors and omissions clause, 

  S.E.A.O.

	Kauf auf Abruf
	call purchase

	Kauf auf Probe
	sale on approval

	Kauf nach Besicht
	sale after inspection

	Kauf nach Probe/Muster
	sale on sample

	Kauf zur Probe
	sale for try-out

	Käufer
	buyer

	Kaufvertrag
	contract of purchase, contract of sale

	Leistung, Erfüllung
	performance

	Lieferbedingungen
	terms of delivery

	liefern
	deliver (vb), forward (vb), ship (vb)(auch

  wenn nicht per Schiff)

	Liefertermin
	delivery date

	Lieferung
	consignment, delivery

	Lieferverzug
	delay in delivery

	Mahnung
	dunning notice, reminder, warning

	Mahnung: ~ zur Zahlung
	demand for payment

	Mahnung: erste ~
	reminder: first reminder

	Mahnung: letzte ~
	final demand letter before action

	Mangel
	deficiency

	Mängelrüge
	formal complaint

	Menge
	amount

	Minderung
	reduction of purchase price

	Muster (Warenprobe)
	sample

	Muster (Webart, Farbe etc.)
	pattern

	Nachfrage
	demand

	Nichthaftungs-Freizeichnungsklausel, 

  Haftungsausschluß
	memorandum clause, non-liability clause, 

  non-warranty clause

	Pflicht (vertragliche)
	obligation

	Preis
	price

	Probe
	sample

	Probe: Kauf auf Probe
	sale on approval

	Probe: Kauf nach Probe
	sale on sample

	Probe: Kauf zur Probe
	sale for try-out

	Qualität, Beschaffenheit
	quality, nature of goods

	Rabatt
	discount, reduction

	Ratenkauf
	instalment sale

	Schadenersatz
	compensation for damages, damages

	Schadenersatz wegen Nichterfüllung
	damages for non-performance

	Skonto
	cash discount

	Spezifikationskauf
	sale subject to buyer's specification

	stornieren
	cancel (vb)

	Storno
	cancellation

	Stückkauf
	sale of ascertained goods

	Umtauschrecht
	right of exchange

	unfrei
	carriage forward

	unverbindlich
	not binding

	Verkäufer
	seller

	Verpackungskosten
	packing charges, packing expenses

	Versandkosten
	delivery cost

	Versteigerung
	auction

	Vertragspartner
	contracting partner

	Vorbehaltsklausel
	saving clause

	Wandelung
	cancellation of sale

	Ware
	merchandise

	wechselseitig
	mutual

	Widerruf
	cancellation

	Willenserklärung
	declaration of intention

	Zahlung
	payment

	Zahlungsbedingungen
	terms of payment

	Zahlungsverzug
	default in payment

	Ziel- oder Kreditkauf
	term or credit sale

	zweiseitig, gegenseitig, bilateral
	bilateral


Contract of Purchase

	acceptance, accept (vb) an offer
	Annahme (Auftrag annehmen)

	agreed exemption from liability, contracting out
	Freizeichnung

	amount
	Menge

	application
	Antrag

	auction
	Versteigerung

	bilateral
	zweiseitig, gegenseitig, bilateral

	buyer
	Käufer

	call purchase
	Kauf auf Abruf

	cancel (vb)
	stornieren

	cancellation
	Storno, Widerruf, Wandelung

	cancellation of sale
	Wandelung

	carriage forward
	unfrei

	carriage paid
	frachtfrei

	cash discount
	Skonto

	cash sale
	Barkauf

	compensation for damages, damages
	Schadenersatz

	confirmation of order
	Auftragsbestätigung

	consignment, delivery
	Lieferung

	contract of purchase, contract of sale
	Kaufvertrag

	contracting out, agreed exemption from

  liability
	Freizeichnung

	contracting partner
	Vertragspartner

	damages for non-performance
	Schadenersatz wegen Nichterfüllung

	damages, compensation for damages
	Schadenersatz

	declaration of intention
	Willenserklärung

	default in accepting the delivery of goods
	Annahmeverzug

	default in payment
	Zahlungsverzug

	deficiency
	Mangel

	delay in delivery
	Lieferverzug

	deliver (vb), forward (vb), ship (vb)(auch 

  wenn nicht per Schiff)
	liefern

	delivery
	Lieferzustellung, Lieferung

	delivery cost
	Versandkosten

	delivery date
	Liefertermin

	delivery, consignment
	Lieferung

	demand
	Nachfrage

	demand for payment
	Mahnung: ~ zur Zahlung

	discount, reduction
	Rabatt

	delivery, consignment
	Lieferung

	dispatch
	Warenversand, Lieferung

	dunning notice, reminder, warning
	Mahnung, Zahlungsaufforderung

	enquiry, inquiry
	Anfrage

	ex factory, ex works
	ab Fabrik

	ex warehouse
	ab Lager

	excepted perils clause
	Gefahren-Freizeichnungsklausel

	exemption clause, liability exemption 

  clause, negligence clause
	Freizeichnungsklausel (cf. Gefahren-, 

  Haftungsausschlußklausel)

	final demand letter before action
	Mahnung: letzte ~

	fixed-date purchase
	Fixkauf

	formal complaint
	Mängelrüge

	forward (vb), ship (vb)(auch wenn nicht 

  per Schiff), deliver (vb)
	liefern

	franco domicile, free at domicile
	frei Haus

	free at domicile, franco domicile
	frei Haus

	free warehouse
	frei Lager

	fulfilment: place of fulfilment, ~ 

  performance
	Erfüllungsort

	general terms and conditions
	Geschäftsbedingungen

	inquiry, enquiry
	Anfrage

	instalment sale
	Ratenkauf

	jurisdiction: place of jurisdiction, place of 

  litigation, jurisdictional venue, legal 

  venue
	Gerichtsstand

	liability exemption clause, negligence 

  clause, exemption clause
	Freizeichnungsklausel (cf. Gefahren-, 

  Haftungsausschlußklausel)

	liability; statutory ~
	Haftung: gesetzliche ~

	litigation: place of litigation, place of 

  jurisdiction,  jurisdictional venue, legal 

  venue
	Gerichtsstand

	memorandum clause, non-liability clause, 

  non-warranty clause
	Nichthaftungs-Freizeichnungsklausel, 

  Haftungsausschluß

	merchandise
	Ware

	mutual
	wechselseitig

	nature of goods, quality
	Beschaffenheit, Qualität

	negligence clause, exemption clause, 

  liability exemption clause
	Freizeichnungsklausel (cf. Gefahren-, 

  Haftungsausschlußklausel)

	non-liability clause, non-warranty clause,

  memorandum clause
	Haftungsausschluß, Nichthaftungs-

  Freizeichnungsklausel

	not binding
	unverbindlich

	obligation
	Pflicht (vertragliche)

	offer
	Angebot

	order
	Bestellung

	packing charges, packing expenses
	Verpackungskosten

	passage of risk
	Gefahrenübergang

	pattern
	Muster (Webart, Farbe etc.)

	payment
	Zahlung

	performance
	Leistung, Erfüllung

	performance: place of performance, place

  of fulfilment
	Erfüllungsort

	price
	Preis

	quality label
	Gütezeichen

	quality, nature of goods
	Güte, Qualität, Beschaffenheit

	recommendation
	Empfehlung

	reduction of purchase price
	Minderung

	reduction, discount
	Rabatt

	reject (vb), turn down (vb) (e.g. an offer)
	ablehnen (z.B. ein Angebot)

	rejection
	Ablehnung

	reminder: first reminder
	Mahnung: erste ~

	reservation of ownership
	Eigentumsvorbehalt

	right of exchange
	Umtauschrecht

	S.E.A.O.: saving errors and omissions 

  clause
	Irrtümer vorbehalten Klausel

	sale after inspection
	Kauf nach Besicht

	sale by description
	Gattungskauf

	sale for try-out
	Kauf zur Probe

	sale for try-out
	Probe: Kauf zur Probe

	sale of ascertained goods
	Stückkauf

	sale on approval
	Kauf auf Probe

	sale on approval
	Probe: Kauf auf Probe

	sale on sample
	Kauf nach Probe/Muster

	sale on sample
	Probe: Kauf nach Probe

	sale subject to buyer's specification
	Spezifikationskauf

	sample
	Muster (Warenprobe), Probe

	saving clause
	Vorbehaltsklausel

	saving errors and omissions clause, 

  S.E.A.O.
	Irrtümer vorbehalten Klausel

	seller
	Verkäufer

	ship (vb)(auch wenn nicht per Schiff), 

  deliver (vb), forward (vb)
	liefern

	statutory liability
	gesetzliche Haftung

	term or credit sale
	Ziel- oder Kreditkauf

	terms of delivery
	Lieferbedingungen

	terms of payment
	Zahlungsbedingungen

	transfer of ownership
	Eigentumsübertragung

	turn down (vb), reject (vb) (e.g. an offer)
	ablehnen (z.B. ein Angebot)

	venue: legal venue, jurisdictional venue, 

  place of jurisdiction, place of litigation
	Gerichtsstand

	warranty
	Gewährleistung

	weight
	Gewicht

	without engagement
	freibleibend


ÜFA Messe

	abbauen (einen Stand)
	take down (a stand)

	abmelden, Nennung zurückziehen
	withdraw (vb)

	Abmeldung
	notice of withdrawal

	Abrechnungsbogen
	accounting form

	Anmeldeschluß
	application deadline, deadline for 

  application

	aufstellen, errichten
	set up, put up (vb)

	ausstellen
	exhibit, put on show

	Aussteller
	exhibitor

	Ausstellung
	exhibition, show

	Ausstellungsfläche
	exhibition space

	Ausstellungsgelände
	exhibition area

	Ausstellungsverzeichnis
	index of exhibitors

	Behinderten W'C
	toilet for the physically challenged, toilet 

  for the disabled people

	behördliche Abnahme der Messestände
	control of the stand by public authority

	besuchen (Messe)
	visit a fair

	beteiligen (an einer Messe)
	participate in a fair

	Blumenschmuck
	floral decoration

	eröffnen (Messe)
	open a fair

	errichten, aufstellen
	put up, set up (vb)

	Gabelstapler
	fork (lift) truck

	Gebühr pro m2 Ausstellungsfläche
	charge per square meter exhibition area

	Gestaltung eines Standes
	decoration of a stand

	Hallenfläche
	hall area

	Handwerker
	craftsman, pl: craftspeople

	Informationsstand
	information stand

	Lager
	stock, stockroom, store, storeroom

	Leergut
	empties

	Leihmöbel
	rented furniture

	Maler
	painter

	Messe
	fair, trade fair

	Messeabrechnung
	fair accounting

	Messegelände
	exhibition area

	Messegüter
	exhibition goods

	Messehalle
	exhibition hall

	Messeleitung
	fair management

	Messeordnung
	fair order

	Messescheck
	fair cheque

	Messestand
	stand

	Messeteilnehmer
	participant in a fair, exhibitor

	Messeversicherung
	fair insurance

	Mietblende
	rented stand facing

	Mietstand
	rented stand

	Möbel
	furniture; pl: two pieces of furniture

	Müll
	waste

	Namensschild (an Kleidungsstücken)
	badge, name-tag

	Schirmherrschaft, unter der ~
	auspices, under the ~

	Standnummer
	stand number

	stattfinden (Messe)
	take place

	Tapezierer
	paperhanger

	Teilnehmer
	participant in a fair, exhibitor

	Teppichbodenverleger
	carpet layer

	Übungsfirmenmesse
	practice firm trade fair

	Veranstalter
	organiser

	Versicherung
	insurance


Practice Firm Trade Fair

	accounting form
	Abrechnungsbogen

	application deadline, deadline for 

  application
	Anmeldeschluß

	auspices, under the ~
	Schirmherrschaft, unter der ~

	badge, name-tag
	Namensschild (an Kleidungsstücken)

	carpet layer
	Teppichbodenverleger

	charge per square meter exhibition area
	Gebühr pro m2 Ausstellungsfläche

	control of the stand by public authority
	behördliche Abnahme der Messestände

	craftsman, pl: craftspeople
	Handwerker

	deadline for application, application 

  deadline
	Anmeldeschluß

	decoration of a stand
	Gestaltung eines Standes

	empties
	Leergut

	exhibit, put on show
	ausstellen

	exhibition area
	Ausstellungsgelände, Messegelände

	exhibition goods
	Messegüter

	exhibition hall
	Messehalle

	exhibition space
	Ausstellungsfläche

	exhibition
	Ausstellung

	exhibitor
	Aussteller

	fair accounting
	Messeabrechnung

	fair cheque
	Messescheck

	fair insurance
	Messeversicherung

	fair management
	Messeleitung

	fair order
	Messeordnung

	fair, trade fair
	Messe

	floral decoration
	Blumenschmuck

	fork (lift) truck
	Gabelstapler

	furniture; pl: two pieces of furniture
	Möbel

	hall area
	Hallenfläche

	index of exhibitors
	Ausstellungsverzeichnis

	information stand
	Informationsstand

	insurance
	Versicherung

	name-tag, badge
	Namensschild (an Kleidungsstücken)

	notice of withdrawal
	Abmeldung

	open a fair
	eröffnen (Messe)

	organiser
	Veranstalter

	painter
	Maler

	paperhanger
	Tapezierer

	participant in a fair, exhibitor
	Messeteilnehmer

	participate (vb) in a fair
	beteiligen (an einer Messe)

	practice firm trade fair
	Übungsfirmenmesse

	put on show, exhibit
	ausstellen

	put up, set up (vb)
	errichten, aufstellen

	rented furniture
	Leihmöbel

	rented stand
	Mietstand

	rented stand facing
	Mietblende

	set up, put up (vb)
	aufstellen, errichten

	show, exhibition
	Ausstellung

	stand
	Messestand

	stand number
	Standnummer

	stock, stockroom, store, storeroom
	Lager

	take down (a stand)
	abbauen (einen Stand)

	take place (vb)
	stattfinden (Messe)

	toilet for the physically challenged, toilet 

  for the disabled people
	Behinderten W'C

	trade fair, fair
	Messe

	visit (vb) a fair
	besuchen (Messe)

	waste
	Müll

	withdraw (vb)
	abmelden, Nennung zurückziehen
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